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Introduction

Red Bird Tutoring provides services to nurture students’ self-confidence and academic

growth.

These activities bring our employees, self-employed tutors and support staff into
contact with children, whether at our offices, tutoring centres, students’ homes, online

or elsewhere.

We believe that it is our responsibility to ensure that children are protected from any
type of abuse, and that their welfare and wellbeing is the first concern when dealing

with safeguarding issues.

We also recognise that through our contact with children, we are well placed to

identify signs of risk and harm.

In this Child Protection and Safeguarding Handbook, we have set out our policies for
safeguarding, to protect children and young people and to ensure that our tutoring is

always conducted in a positive, secure, accepting and nurturing environment.

Everyone involved in Red Bird Tutoring will be clear about their responsibilities and the

contents of this document.

We are committed to reviewing our policy and good practice annually. A copy of this

handbook is shared with parents/carers on signup and annually when updated.
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Safeguarding Policy Statement

The purpose and scope of this policy statement

Red Bird Tutoring works with children and families as part of its activities. These

include:

® one-to-one tutoring in person and online;

e small-group tutoring sessions at our tutoring centres.

The purpose of this policy is:

e to protect children and young people who receive Red Bird Tutoring’s services
from harm. This includes the children of adults who use our services;

e to provide staff and volunteers, as well as children and young people and their
families, with the overarching principles that guide our approach to child

protection.

This policy applies to anyone working on behalf of Red Bird Tutoring, including

Directors, paid staff, contractors, volunteers, sessional workers and students.

We are also committed to listening to children and ensuring their views are taken
seriously in decisions about their safety and welfare. Their voice matters, and they have

a right to be heard.
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Legal Framework

This policy has been drawn up on the basis of legislation, policy and guidance that
seeks to protect children in England. A summary of the key legislation and guidance is

available from_https://learning.nspcc.org.uk/child-protection-system/england/.

Key Principles

We believe that:

e children and young people should never experience abuse of any kind;

e we have a responsibility to promote the welfare of all children and young

people, to keep them safe and to practise in a way that protects them.

We recognise that:

e the welfare of the child is paramount;

e all children, regardless of age, disability, gender reassignment, race, religion or
belief, sex, or sexual orientation have a right to equal protection from all types

of harm or abuse;

e some children are additionally vulnerable because of the impact of previous

experiences, their level of dependency, communication needs or other issues;

e working in partnership with children, young people, their parents, carers and

other agencies is essential in promoting young people’s welfare.

We will seek to keep children and young people safe by:

e valuing, listening to and respecting them

® appointing a Designated Safeguarding Lead (DSL) for children and young people,

a deputy and a Director for safeguarding;
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adopting child protection and safeguarding best practice through our policies,

procedures and code of conduct for staff and volunteers;

developing and implementing an effective online safety policy and related

procedures;

providing effective management for staff and volunteers through supervision,
support, training and quality assurance measures so that all staff and volunteers
know about and follow our policies, procedures and behaviour codes

confidently and competently;

following safer recruitment practices when recruiting and selecting staff and

volunteers safely, ensuring all necessary checks are made;

recording, storing and using information professionally and securely, in line with

data protection legislation and guidance;

sharing information about safeguarding and good practice with children and

their families via e-mails, posters, group work and one-to-one discussions;

making sure that children, young people and their families know where to go for

help if they have a concern;

using our safeguarding and child protection procedures to share concerns and
relevant information with agencies who need to know, and involving children,

young people, parents, families and carers appropriately;

using our procedures to manage any allegations against staff and volunteers

appropriately;

creating and maintaining an anti-bullying environment and ensuring that we
have a policy and procedures to help us deal effectively with any bullying that

does arise;

ensuring that we have effective complaints and whistleblowing measures in

place;
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® ensuring that we provide a safe physical environment for our children, young
people, staff and volunteers, by applying health and safety measures in

accordance with the law and regulatory guidance;

e building a safeguarding culture where staff and volunteers, children, young
people and their families, treat each other with respect and are comfortable

about sharing concerns.

This policy statement should be read alongside the policies and procedures outlined
below, including:

e code of conduct for adults;

e managing the behaviour of children and young people;

e identifying and acting upon concerns about a child or young person;

e recording concerns and information sharing;

e role description for the designated safeguarding officer;

e anti-bullying;

e online safety;

e photography and sharing images guidance;

e child protection records retention and storage;

e safer recruitment;

® managing allegations against adults;

e whistleblowing;

and in our Tutor Handbook:
e induction, training, supervision and support;
e behaviour codes for children and young people;
e health and safety;
e adult to child supervision ratios;

® managing complaints.
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Key definitions and legal concerns

Legal background

The practices and procedures within this policy are based on the principles contained
within UK legislation and Government Guidance and have been developed to

complement Local Safeguarding Partnership Board policy and procedures.
They take into consideration:

e Human Rights Act of 1998

e Children Act 1989

e Sexual Offences Act of 2003

e Children Act 2004

e Serious Crime Act 2015

e Working Together to Safeguard Children 2023

e Keeping Children Safe in Education 2025 (KCSIE)

e Data Protection Act of 2018

Definitions

® Child — In England, Northern Ireland and Wales a child is someone under the
age of eighteen whether living with their families, in state care, or living
independently (Working Together to Safeguard Children 2018).

e Safeguarding and promoting the welfare of children — Protecting children from

maltreatment, preventing harm to children’s health or development, ensuring
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children grow up with the provision of safe and effective care, and taking action
to enable children to have the best outcomes.

® Abuse — A form of maltreatment of a child. Somebody may abuse or neglect a
child by inflicting harm or by failing to act to prevent harm. Children may be
abused in a family or in an institutional or community setting by those known to
them or, more rarely, by others. Abuse can take place wholly online, or
technology may be used to facilitate offline abuse. They may be abused by an
adult or adults or by another child or children.

® Poor practice — When an adult’s or another young person’s behaviour is
inappropriate and may be causing distress to a child or young person, or any
behaviour which contravenes the principles of this document. Where poor
practice is serious or repeated this could also constitute abuse and should be
reported immediately. Unacceptable examples include:

o use of excessive, physical or humiliating punishments;

o failure to act when you witness possible abuse or bullying;

o spending excessive amounts of time alone with young people away from
others whilst not engaged in tutoring, inviting or allowing a young people
into your home where they will be alone with you;

O engaging in rough, physical or sexually provocative activity;

o allowing young people to use inappropriate language unchallenged;

o making sexually suggestive comments even in fun;

o reducing a person to tears as a form of control;

o allowing allegations made by a young person to go unchallenged,
unrecorded or not acted upon;

o doing things of a personal nature for young people that they can do for
themselves.

® Safeguarding concern — Any situation when there is information that a child or
an adult at risk has been harmed, or is at risk of being harmed, by their own or
someone else’s behaviour.

® Safeguarding allegation — If the information identifies the involvement of an
employee, volunteer or self- employed tutor of Red Bird Tutoring this will be
known as a ‘safeguarding allegation'. This will apply where a person in
connection with Red Bird Tutoring has:

o behaved in a way that has harmed a child, may have harmed a child, or
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behaved in a way that might lead to a child being harmed;

o possibly committed or is planning to commit a criminal offence against a
child or related to a child;

o behaved towards a child in a way that indicates they are, or would be,

unsuitable to work with children.

See Appendix: Specific Safequarding Issues Guidance for a detailed list of the types of
safeguarding issues we may encounter, their definitions, the signs to look out for, what

to do if you encounter them and advice links from reputable sources.
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Recruitment

We adopt safe recruitment practices to check the suitability of all employees,

self-employed tutors and volunteers at Red Bird Tutoring. All adults working with Red

Bird must display a positive commitment to the principles of child protection.

Our recruitment procedures for tutors include:

proof of identity checks;

right to work checks;

proof of qualifications;

reference check with follow-up verification by phone;

Enhanced DBS check and subscription to the DBS Update Service;
safeguarding training;

PREVENT training;

a commitment to ongoing training.

Our onboarding procedures for volunteers include:

Enhanced DBS check and subscription to the DBS Update Service;
safeguarding training;

PREVENT training;

a commitment to ongoing training.

We ensure that procedures are in place to prevent the unsupervised access to children

of adults who have not undergone such a checking process.

Copies of all DBS certificate information and subsequent Update Service check records

are kept by the Safeguarding Director, Sue Michaels.
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Code of Conduct for Adults

Red Bird tutors (whether employees or self-employed) and volunteers must remain

vigilant to keep those children who may be at risk of abuse safe from harm.

They must recognise if a child is being harmed or is in danger of being harmed or
neglected, respond in an appropriate way to what they observe or are told, report any
concerns to the Designated Safeguarding Lead or Deputy, and record any incidents

precisely and completely.

Purpose

This behaviour code outlines the conduct Red Bird Tutoring expects from all our staff
and volunteers. This includes self-employed tutors, students on work placement and
anyone who is undertaking specific duties for the organisation, whether paid or

unpaid.

The behaviour code aims to help us protect children and young people from abuse and
reduce the possibility of unfounded allegations being made. It has been informed by

the views of children and young people.

The role of staff and volunteers

When working with or for children and young people, you are acting in a position of

trust. You are likely to be seen as a role model and must act appropriately.
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Responsibility

You are responsible for:

prioritising the welfare of children and young people;
providing a safe environment for children and young people:
o this includes ensuring equipment is used safely and for its intended
purpose; and
o having good awareness of issues to do with safeguarding and child
protection and taking action when appropriate;
following our principles, policies and procedures:
o this includes policies and procedures for child protection/safeguarding,
whistleblowing and online safety;
staying within the law at all times;
modelling good behaviour for children and young people to follow;
challenging all unacceptable behaviour and reporting any breaches of the
behaviour code to the Designated Safeguarding Lead;
reporting all allegations/suspicions of abuse following our reporting procedures:
o this includes abusive behaviour being displayed by an adult or child and
directed at anybody of any age.

Rights

You should:

treat children and young people fairly and without prejudice or discrimination;
understand that children and young people are individuals with individual
needs;

respect differences in gender, sexual orientation, culture, race, ethnicity,
disability and religious belief systems between yourself and others, and
appreciate that all young people bring something valuable and different to the
group;

challenge discrimination and prejudice;

encourage young people and adults to speak out about attitudes or behaviour
that makes them uncomfortable.
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Relationships

You should:

promote relationships that are based on openness, honesty, trust and respect;
avoid favouritism;

be patient with others;

use special caution when you are discussing sensitive issues with children or
young people;

e ensure your contact with children and young people is appropriate and relevant
to the work of the project you are involved in;

e ensure that, whenever possible, there is more than one adult present during
activities with children and young people:

o if thisisn’t possible, ensure that you are within sight or hearing of other
adults;

o if a child specifically asks for or needs some private time with you, ensure
other staff or volunteers know where you and the child are;

e only provide personal care in an emergency and make sure there is more than
one adult present if possible:

o thisis unless you are working under specific circumstances where it has
been agreed that the provision of personal care is part of your role and
you have been trained to do this safely.

Respect
You should:
e listen to and respect children at all times;
e value and take children’s contributions seriously, actively involving them in
planning their learning journeys, wherever possible;
e respect a young person’s right to privacy as far as possible:

O in some cases, it may be necessary to break confidentiality in order to
follow child protection procedures; if this is the case it is important to
explain this to the child or young person at the earliest opportunity.
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Unacceptable behaviour

When working with children and young people, you must not:

allow concerns or allegations to go unreported;

take unnecessary risks;

smoke, consume alcohol or use illegal substances;

develop inappropriate relationships with children and young people;

make inappropriate promises to children and young people;

engage in behaviour that is in any way abusive — this includes having any form
of sexual contact with a child or young person;

have online contact with children or young people using social media;

have online contact with children or young people (email, messaging etc.)
without copying in a parent or guardian;

meet children or young people in person without a parent or guardian present;
act in a way that can be perceived as threatening or intrusive;

patronise or belittle children and young people;

make sarcastic, insensitive, derogatory or sexually suggestive comments or
gestures to or in front of children and young people.

Upholding this code of behaviour

You should always follow this code of behaviour and never rely on your reputation or

that of our organisation to protect you.

If you have behaved inappropriately you will be subject to our disciplinary procedures.

Depending on the seriousness of the situation, you may be asked to leave Red Bird

Tutoring. We may also make a referral to statutory agencies such as the police and/or

the local authority child protection services.

If you become aware of any breaches of this code, you must report them to the

Designated Safeguarding Lead. If necessary, you should follow the whistle-blowing

procedure and child protection/safeguarding procedures.
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Managing Behaviour

Managing Behaviour at the tutoring centre

Tutors should use their voice to control the pupils. If the child is not responding, then

removal from the situation by the Centre Manager should be sought.

The Centre Manager should talk to the child or young person, giving them a chance to
calm and talk, if needed.

If a child’s negative behaviour escalates then the child’s parents will be called to

remove them from the centre.

If the behaviour persists on multiple occasions at the centre, the child may be asked to

leave tutoring permanently by the Centre Manager.

Statement on Corporal Punishment

Under no circumstances is the use of force to be used on a child to reprimand them.
Physical contact is only to be used to remove a child from a danger to themselves or if

they pose a risk to others.

Managing Behaviour during online tutoring

If there is a problem with a learner’s behaviour during online tutoring which cannot be
resolved by the tutor, the session will be ended. The tutor will call or email the

Designated Safeguarding Lead, who will contact parents.
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Procedures for responding to concerns

Purpose

The aim of these procedures is to detail how should respond if:

they suspect that a child is suffering abuse;

a child makes a disclosure or reports that they, or someone else, has been
abused;

the behaviour of an adult or child towards a child gives them cause for concern;
they identify a breach of the Safeguarding Code of Conduct;

to detail the action that will be taken by the Designated Safeguarding Lead (or
Deputy) when a safeguarding concern is reported.

These procedures apply to all employees, workers, volunteers and self-employed tutors
of Red Bird Tutoring.

All employees, workers, volunteers and self-employed tutors of Red Bird Tutoring must

be sent a copy of these procedures and signify they have received it and are conversant

with the content. It is crucial the Designated Safequarding Lead and the Deputy,

promote this policy and ensure safeguarding is embedded into the culture of the

company.

Actions

We will seek to keep children and young people safe by:

making sure that Red Bird Tutoring’s employees are made aware of their
safeguarding duty and their responsibility to report children who might be at
risk;

responding immediately to any concerns that arise by putting in place an early

help/intervention policy (giving support as soon as a problem emerges, at any
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stage in the child or young person’s life);

e remaining aware of the different types of disclosure through which a child may
reveal abuse (direct verbal statements, indirect ambiguous statements,
behavioural signals that something is wrong, non-verbal communication such as
writing letters or drawing);

® noticing signs of something wrong, and if so, asking the child if they are OK
rather than waiting for them to disclose directly;

e ensuring that if a child wishes to disclose information, they are reassured but
made aware immediately that this may not be kept confidential if it is of a
sensitive nature, but will be told to as few people as possible, and only those
who need to know;

e ensuring that our tutors know that it is not their responsibility to investigate the
concern, merely to report it so that it can be dealt with appropriately

e telling the Red Bird Tutoring Designated Safeguarding Lead as soon as possible,
but at the latest within 24 hours after the disclosure has been made, by putting
the concern in writing on a Safeguarding concern form;

e knowing that the Designated Safeguarding Lead will then decide how to proceed
with the concern, whether keeping a record of the report and remaining vigilant
in case of future concerns, or calling the local authority safeguarding Designated
Officer if necessary to ensure that the matter is investigated;

e calling 999 if there are concerns about a child’s immediate safety;

e creating an environment where children and young people are comfortable
about speaking out if anything is worrying them, and letting them know that
they can talk to their tutor, Centre Manager or Red Bird Tutoring’ safeguarding

lead if they need help.

Identifying and acting upon concerns

Observation

It is our duty to remain observant in order to protect children from harm and promote

their welfare.
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We should all be alert for the signs and indicators that children and young people who

interact or engage with Red Bird tutors (employed and self-employed) or volunteers

may be suffering abuse. We should remember that children may be abused by other

children and young people as well as by adults.

Should a child disclose abuse to you:

e Stay calm.

e Listen carefully to what is said and try not to interrupt.

e Find an appropriate point early on to explain that it is likely that the information
will need to be shared with others — do not promise to keep secrets.

e Allow them to continue at their own pace.

® Ask questions for clarification only (TED: T - tell me..., E - explain..., D -
describe...) and avoid asking questions that suggest an answer (leading
questions).

® Reassure them that they are not to blame and have done the right thing in
telling you. If the concern is serious, explain that you will need to get support
from other trained people to help keep the child safe. This must be shared even
if the child doesn’t want you to tell anyone else.

e Tell them what you will do next and with whom the information will be shared.
If they are adamant that they do not wish the information to be shared, explain
that you will have to tell the Designated Safeguarding Lead (or Deputy) and that
it will be discussed further with them.

® Be aware of the possibility of forensic evidence if the disclosure relates to a
recent incident of physical harm or injury and try to protect any supporting
materials e.g. clothing.

Reporting

e Following the disclosure, report to the Designated Safeguarding Lead (or
Deputy) at the earliest opportunity.

e If you are unable to contact Designated Safeguarding Lead, advice can be sought
from statutory agencies or the NSPCC Helpline (0808 800 5000,
help@nspcc.org.uk).

e All serious concerns must be referred to statutory agencies.

e Where the concern or allegation is about an employee, self-employed tutor or
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volunteer, this just like all other concerns must be reported to the Designated
Safeguarding Lead (DSL) or Deputy. The DSL if they consider the concern to be
serious, for example potentially child abuse or a crime they must report the
incident to the Local Authority Designated Officer or the Police.

e When a safeguarding concern or poor practice has been identified concerning a
specific child (unless informing them will put the child at further risk) the
parents/guardians/carers of that child should be notified. Where the
DSL/Deputy has reported the incident to the statutory authority, advice should
be sought from them regarding this duty before notifying the
parents/guardians/carers.

® Remember it is not the responsibility of an employee, self-employed Red Bird
Tutor, volunteer or anyone assisting in their activities with children, to decide if
child abuse is occurring, but it is their responsibility to act on any concerns by
reporting them.

® Report concerns that you have to the Designated Safeguarding Lead (or Deputy).
Any member of staff can contact the Designated Safeguarding Lead (or Deputy)
for advice, support or guidance. This must be done immediately. If there is a
suspicion of immediate danger to the child, contact 999.

e If a member of the public, parent/guardian, police or Local Authority Services
reports a safeguarding concern to Red Bird Tutoring then the matter must be
referred to the Designated Safeguarding Lead (or in their absence or if the
person subject to the report is the Designated Safeguarding Lead, the Deputy)
for assessment no later than the next working day.

e If for any reason the Designated Safeguarding Lead cannot be contacted, the
following organisations can be contacted for advice:

o Concern about a child — Your Local Authority Children Services.
o Local Police — Call 101 for non-emergency referrals, 999 for emergency

response.
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Recording the incident

It is important that you keep an accurate written record of any safeguarding concern

that you have or that someone raises with you. Your written record must:

e be made as soon as possible after the event/concern is raised;

e contain the date, time, people present, anything said (verbatim if possible);

e detail the behaviour and demeanour of the person disclosing the safeguarding
issue.

e detail any action you have taken (for example how you have reduced risk or
whether you have referred the matter to the Designated Safeguarding Lead or
Deputy);

® be afactual account of what has happened;

® be accurate and comprehensive

e do not record any opinion about what has happened. You are not there to judge
or ascertain whether what you are being told is correct.

You should record your concern(s) on the Red Bird Tutoring Safeguarding Report Form
available from the Designated Safeguarding Lead or via our tutor portal. Once
you have recorded your concerns, you should sign and date the report and record the

date and time the concern was recorded on the report.

Dunstable & Ellington tutoring centres

The centre DSL has paper copies of the Safeguarding Report Form. Forms should be

completed and returned to the centre DSL.

Online tutoring

Safeguarding Report Form can be downloaded from the tutor portal and must be

emailed to the Designated Safeguarding Lead at hello@redbirdtutoring.com.
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The role of the Designated Safeguarding Lead

Purpose

The Designated Safeguarding Lead (DSL) or Deputy will manage the safeguarding
process and respond to any safeguarding concern. Their role is not to investigate the
concern reported or to make judgements about the individuals or allegations involved
but to ensure that appropriate referrals are made to statutory agencies and effective

internal action is taken to keep people safe.

Actions

When a safeguarding concern has been reported, the DSL or Deputy will:

® assess the information received;

e identify any risks to individuals contained within the report;

e decide if immediate action is needed to remove, reduce or control the risks
identified;

e take such action if it is required;

e decide whether the information in the safeguarding concern constitutes a
safeguarding allegation against a member of staff or person working on behalf
of Red Bird Tutoring;

e decide whether a referral to the police and/or Local Authority Services is
required;

e decide what further action by Red Bird Tutoring may be needed for the
management of the investigation.
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Where it is decided that the information contained in the safeguarding concern
constitutes a Safeguarding Allegation the DSL or Deputy will follow Red Bird Tutoring
procedure for the management of a safeguarding allegation (see Procedures for

responding to safeguarding concerns).

When a safeguarding concern is raised, the DSL or Deputy will determine what action is
needed. The action taken may include monitoring the situation, a referral to children’s

social care or the police or taking no action.

Whatever decision is taken they will record this together with a rationale, even if no
further action is to be taken. A decision to take no further action, monitor, or defer a

decision is taken as seriously as a decision to make a referral.

Any referrals to statutory services must be made by the DSL or Deputy as soon as
possible but at the latest by the next working day, unless it is an emergency, or they

consider it better for another person to make the referral and report back.

Any referrals to statutory services must be followed up in writing within 48 hours and
feedback received/sought within 3 working days of having made the referral to check
what action is being taken. It is the responsibility of the DSL to ensure this takes place

and to ensure that comprehensive records are maintained.

Escalation policy

If, after reporting on a concern, it is evident that the local authority or other agency has
not taken appropriate next steps in relation to the safeguarding concern, then the DSL

or Deputy will determine if the matter needs escalating.

Your Local Safeguarding Partnership Board will have specific procedures to be followed
in such instances where escalation is warranted. A record of any decisions and

outcomes must be kept by the DSL or Deputy.
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Anti-Bullying Policy & Procedures

Purpose

e To outline the policy in place regarding bullying and ensuring that the

appropriate procedures are clear and known to our staff.

Definition

e Bullying is deliberately hurtful behaviour, usually repeated over a period of time,
where it is difficult for the victims to defend themselves.

® |t can cause considerable distress to children, to the extent that it affects their
health and development and can be a source of significant harm, including
self-harm and suicide.

e The four main types of bullying are:

o physical abuse: hitting, kicking, stabbing and setting alight including for
filming with mobile telephones and theft, commonly of mobile phones;

o verbal or mobile telephone / online (internet) message abuse (e.g. racist,
sexist or homophobic name-calling or threats: this type of physical
bullying may include sexual harassment;

o mobile telephone or online (internet) visual image abuse: these can
include real or manipulated images;

o emotional abuse e.g. isolating an individual from the group or emotional
blackmail.

e Information and Communication Technology (ICT) based forms of child physical,
sexual and emotional abuse can include bullying via mobile telephones or online
(internet) with verbal and visual messages (NSPCC, 2017).

e Red Bird Tutoring will under no circumstances tolerate bullying of children, and

will take immediate action as outlined below.
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Actions

e Staff and tutors will set a good example for children, and ensure that it is made
clear that bullying will not be tolerated at any time.

e |[f anincident of bullying is reported, the member of staff alerted will reassure
and support the students involved, before making detailed notes of the incident,
reporting it to the DSL, and, if deemed necessary, to other members of staff
and/or parents.

e If anincident of bullying is witnessed by an adult, that adult may need to take
action to separate the children, and if necessary contact the parents of the
child/ren to deal with the matter.

e If the incident is serious, Red Bird Tutoring will consider banning the bully (or

bullies) from future sessions (once a full and fair investigation has taken place).
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Online Safety Policy

Legal framework

This policy has been drawn up on the basis of legislation, policy and guidance that
seeks to protect children in England. Summaries of the key legislation and guidance are

available on:

online abuse — learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

bullying —_learning.nspcc.org.uk/child-abuse-and-neglect/bullying

child protection — learning.nspcc.org.uk/child-protection-system

Our Online Safety Coordinator is Sue Michaels - sue@redbirdtutoring.com

Policy statement

We believe that:
e children and young people should never experience abuse of any kind;

e children should be able to use the internet for education and personal
development, but safeguards need to be in place to ensure they are kept safe at
all times.
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We recognise that:

e the online world provides everyone with many opportunities. However, it can
also present risks and challenges;

e we have a duty to ensure that all children, young people and adults involved in
our organisation are protected from potential harm online;

e we have a responsibility to help keep children and young people safe online,
whether or not they are using Red Bird Tutoring’ network and devices;

e all children, regardless of age, disability, gender reassignment, race, religion or
belief, sex or sexual orientation, have the right to equal protection from all types
of harm or abuse;

e working in partnership with children, young people, their parents, carers and
other agencies is essential in promoting young people’s welfare and in helping

young people to be responsible in their approach to online safety.

We will seek to keep children and young people safe by:

® appointing an online safety coordinator;

e providing clear and specific directions to staff and volunteers on how to behave
online through our behaviour code for adults;

e supporting and encouraging the young people using our service to use the
internet, social media, Al and mobile phones in a way that keeps them safe and
shows respect for others;

e supporting and encouraging parents and carers to do what they can to keep
their children safe online including dealing with disinformation, misinformation
and conspiracy theories;

e developing clear and robust procedures to enable us to respond appropriately
to any incidents of inappropriate online behaviour, whether by an adult or a
child/young person;

e reviewing and updating the security of our information systems regularly;

® ensuring that usernames, logins, email accounts and passwords are used
effectively;

e ensuring personal information about the adults and children who are involved in
our organisation is held securely and shared only as appropriate;

e ensuring that images of children, young people and families are used only after
their written permission has been obtained, and only for the purpose for which
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consent has been given;

providing supervision, support and training for staff and volunteers about online
safety;

examining and risk assessing any social media platforms and new technologies
before they are used within the organisation.

If online abuse occurs, we will respond to it by:

having clear and robust safeguarding procedures in place for responding to
abuse (including online abuse);

providing support and training for all staff and volunteers on dealing with all
forms of abuse, including bullying/cyberbullying, emotional abuse, sexting,
sexual abuse and sexual exploitation;

making sure our response takes the needs of the person experiencing abuse,
any bystanders and our organisation as a whole into account;

reviewing the plan developed to address online abuse at regular intervals, in

order to ensure that any problems have been resolved in the long term.

When tutoring online, learners should be in a communal part of the house. Learners

should not log in their bedroom.

You cannot be responsible for the learner’s house or its contents during the session. A

responsible adult should always be present in the house and within hearing distance of

the session.

Tutors should be mindful of the background of their webcam image when tutoring. The

Online Lesson Space has a feature to allow you to blur your background, click the

Settings cog and choose Background blur.
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Photography & Image Sharing Guidance

Legal framework

This policy has been drawn up on the basis of legislation, policy and guidance that
seeks to protect children in England. Summaries of key legislation and guidance is

available on:

e online abuse — learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

e child protection —_|earning.nspcc.org.uk/child-protection-system

Policy statement

We believe that:

e children and young people should never experience abuse of any kind;
e we have a responsibility to promote the welfare of all children and young people
and to take, share and use images of children safely.

We recognise that:

e the welfare of the children and young people taking part in our activities is
paramount;

e children and their parents/carers have a right to decide whether their images
are taken and how these may be used, regardless of age, disability, gender
reassignment, race, religion or belief, sex or sexual orientation;

e consent to take images of children is only meaningful when the children and
their parents/carers understand the potential risks associated with the use and
distribution of these images;

e there are potential risks associated with sharing images of children online.

Page 29 Last updated October 2026


http://learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

Page 30 Last updated October 2026



More information about this is available from

We will seek to keep children and young people safe by:

e always asking for written consent from a child and their parents or carers before
taking and using a child’s image;

e changing the names of children whose images are being used in our published
material whenever possible (and only using first names if we do need to identify
them);

® never publishing personal information about individual children;

e making sure children, their parents and carers understand how images of
children will be securely stored and for how long (including how we will control
access to the images and their associated information);

e reducing the risk of images being copied and used inappropriately by:

o only using images of children in appropriate clothing (including safety
wear if necessary);

o avoiding full face and body shots of children taking part in activities
where there may be a heightened risk of images being misused;

® using images that positively reflect young people’s involvement in the activity.

Photography and/or filming for personal use

During Red Bird Tutoring sessions (in-person or online), photographs and videos should
not be taken by tutors or volunteers, except those outlined for Red Bird Tutoring use,

as below.

Young people or their family members may not take photos or videos that include any

person other than the young person.
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Photography and/or filming for Red Bird Tutoring use

The photographing of children for our website and for our social media pages is part of

our daily marketing work. However, parental permission is obtained for all

photographs.

All online sessions are recorded. This allows young people to re-watch elements of

their sessions, acts as a safeguarding protection for both tutors and young people and

allows Red Bird Tutoring to quality assure online tutoring.

If we hire a photographer for one of our events, we will seek to keep children and

young people safe by:

providing the photographer with a clear brief about appropriate content and
behaviour;

ensuring the photographer wears identification at all times;

informing children and parents/carers that a photographer will be at the event
and ensuring they give written consent to images which feature their child being
taken and shared;

not allowing the photographer to have unsupervised access to children;

not allowing the photographer to carry out sessions outside the event or at a
child’s home;

reporting concerns regarding inappropriate or intrusive photography following

our child protection procedures.
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Photography and/or filming for wider use

If people such as local journalists, professional photographers (not hired by Red Bird
Tutoring) or students wish to record one of our events and share the images

professionally or in the wider world, they should seek permission in advance.

They should provide:

the name and address of the person using the camera
the names of children they wish to take images of (if possible)
the reason for taking the images and/or what the images will be used for

a signed declaration that the information provided is valid and that the images
will only be used for the reasons given

Red Bird Tutoring will verify these details and decide whether to grant permission for
photographs/films to be taken. We will seek consent from the children who are the
intended subjects of the images and their parents and inform the photographer of

anyone who does not give consent.

At the event we will inform children, parents and carers that an external photographer
is present and ensure they are easily identifiable, for example by using them with a

coloured identification badge.

If Red Bird Tutoring is concerned that someone unknown to us is using their sessions
for photography or filming purposes, we will ask them to leave and (depending on the

nature of the concerns) follow our child protection procedures.

Storing images

We will store photographs and videos of children securely, in accordance with our

safeguarding policy and data protection law.

We will keep hard copies of images in a locked drawer and electronic images in a

protected folder with restricted access.

We will never store images of children on unsecured portable equipment such as

laptops, memory sticks and mobile phones.
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Photographs or videos shared by Red Bird Tutoring for marketing purposes (e.g.
banners, office wall photos, website, social media, flyer etc.) will be permanently

publicly available.
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Child Protection Data Management

Those with concerns should be proactive in sharing information as early as possible to
help the Designated Safeguarding Lead (or the Deputy) and other professionals
identify, assess and respond to risks or concerns about the safety and welfare of

children.

Fears about sharing information must not be allowed to stand in the way of the need
to promote the welfare and protect the safety of children, which must always be the 1
paramount concern. The Data Protection Act (2018) and/or the General Protection
Regulations (2018) do not prevent you from sharing information in relation to

safeguarding.

You should not assume that someone else will pass on information that you think may

be critical to keeping a child safe.

Red Bird Tutoring tutors, volunteers or those acting on their behalf should aim to gain
consent to share information but should be mindful of situations where to do so would

place a child at increased risk of harm.

Information may be shared without consent if a practitioner has reason to believe that
there is a good reason to do so and that the sharing of information will enhance the
safeguarding of a child in a timely manner. When decisions are made to share or
withhold information, practitioners should record who has been given the information

and why.

The Designated Safeguarding Lead (or Deputy) and Safeguarding Director must always
be contacted before the information is shared with an external organisation except in
cases where there is a risk of immediate or serious harm and an emergency referral is
necessary. The Designated Safeguarding Lead or Deputy will manage the process of
sharing information with the police, local authority services and/or any third-party

organisation.
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! The Data Protection Act 2018 contains ‘safeguarding of children and individuals at risk’ as a processing condition that allows
practitioners to share information. This includes allowing practitioners to share information without consent if it is not
possible to gain consent, it cannot be reasonably expected that a practitioner gains consent, or if to gain consent would place
a child at risk.

Information should be kept confidential and should only be shared with Red Bird
Tutoring staff members and those working on their behalf who need to know the
information. If there is any doubt about whether to share information or whom to
share it with, the Designated Safeguarding Lead should be contacted for advice before

disclosing any information.

Holding personal information about learners and their family on tutor devices

Personal information about a learner or their family - including contact information,
emails, messages or other information - may only be stored on tutor personal devices if

they are password protected or biometrically secure.

When a tutor stops working with a learner, Red Bird will remove tutor access to their

personal information on TeachWorks.

If tutors hold any of this information on their personal device(s), when they stop

working with a learner they should:

e remove themselves from any relevant WhatsApp groups;
e delete all contact information for the learner and family members;

e delete all messages, emails and other communications from the family.
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Managing Allegations Against Adults

Allegations against members of Red Bird staff at the tutoring centre

If anyone makes an allegation of child abuse against a member of staff:

e The allegation will be made on a Safeguarding Concern Sheet. These are
available from the Centre Manager. Any witnesses to the incident should sign
and date the entry to confirm it.

e The allegation must be reported to the DSL, who will report it to the Local
Authority Designated Officer (LADO). The LADO will advise the DSL if the police
should be informed and Red Bird Tutoring will act on their advice.

e |t may be necessary to suspend the member of staff or tutor pending full

investigation into the allegation.

Allegations against members of Red Bird staff during online tutoring

If anyone makes an allegation of child abuse against a member of staff:

e The allegation will be made to the DSL via email or phone.

e The allegation will report it to the Local Authority Designated Officer (LADO)
both in Cambridgeshire (where Red Bird Tutoring is based) and in the area
where the tutor lives. The LADO will advise the DSL if the police should be
informed and Red Bird Tutoring will act on their advice.

e |t may be necessary to suspend the member of staff or tutor pending full
investigation into the allegation.
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Whistleblowing

Red Bird Tutoring is committed to creating a safe, open and transparent workplace
culture, where employees, self-employed tutors and volunteers are encouraged to

raise concerns at the earliest opportunity.

Red Bird recognises that employees, self-employed tutors and volunteers are often the
first to realise that there may be something seriously wrong within an organisation. It is
important to us that any fraud, misconduct or wrongdoing by employees,
self-employed tutors and volunteers of the organisation is reported and properly dealt
with.

Red Bird Tutoring is committed to tackle malpractice and wrongdoing. Everyone should
be aware of the importance of preventing and eliminating wrongdoing at work. If any

cases of wrongdoing are upheld they will be seriously dealt with.

Please see our Whistleblowing Policy for further information. This can be found on our

website or on our tutor portal.
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Key Contacts

Designated Safeguarding Leads

All tutors, members of staff and volunteers are responsible for safeguarding.

Those named below have received Level 3 Designated Safequarding Lead training,

which is updated every two years.

Name Contact Last DSL Update

Sue Michaels Online tutoring & Dunstable centre DSI| October 2024

sue@redbirdtutoring.com
023 9435 0133

Sally Michaels Safeguarding Director & Ellington May 2024
centre DSL

sally@redbirdtutoring.com
023 9435 0133

If you are unable to contact any of these nominated people, contact your local

safeguarding service. For our Dunstable tutoring centre, this would be:

Central Bedfordshire Designated Officer Number: 0300 300 4833 (LADO)

Central Bedfordshire Safeguarding Referrals: 0300 300 8585
Channelbeds@Iluton.gcsx.gov.uk Tel: 01582 548231 (Prevent officer)
If you need urgent help, call 999

NSPCC Helpline —_nspcc.org.uk, 0808 800 5000
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Appendix: Safeguarding Report Form

You must report any safeguarding concern to the Designated Safeguarding Lead by
telephone as soon as possible and certainly within 24 hours.

Complete as much detail as possible. For advice on completing this form please contact
the DSL. Complete as much detail as possible.

If a child or adult is at immediate risk of harm or needs medical attention contact the
emergency services on 999.

Part 1. About you (the referrer)

Your full name: Your role:

Email address: Phone number:

Are you reporting your concerns or reporting concerns raised by someone else? If reporting someone
else’s concerns, include their name, role and contact details (where possible).

Part 2. Details of the child(ren)

Name:

Gender: Date of Birth:

Additional needs: (e.g. disability, interpreter needed, language spoken)
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Part 3. Safeguarding Report

Date/time of disclosure: Date/time info recorded:

Concern: Describe as factually as possible. Include time of day exactly what was said/seen, details of those
involved including witnesses and any behavioural or physical signs-complete ‘Body Map’ as necessary. You
should also include information about the behaviour and demeanour of the person making the disclosure. Use
additional paper, if necessary.
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Part 4. Actions taken

Risk assessment of immediate danger: YES NO

Contact with services

Referred to:

Police |
Social Serviceds ]

Is the child/children/adult at risk or
family/carer or accused person aware that a
report has been made?

Informed:
Child/ren at risk ]
Family/cardr ]
Accused persoh |

Part 5. Body map
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Part 6. To be completed by the Desighated Safeguarding Lead

Immediate action and decisions taken:

Part 7. Safeguarding log relating to the referral

Date & Time Name

Notes
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Appendix: Specific Safeguarding Issues
Guidance

This guide provides staff and partners with key information and links to understand
and respond to a range of specific safeguarding concerns.

1. Domestic Abuse

Domestic abuse affects children whether they see it, hear it or experience its impact.

e Definition: Any incident or pattern of abusive behaviour between people aged 16+

who are personally connected.

e Key signs: Anxiety, aggression, clinginess, unexplained absences, fear of going

home.

e What to do: Report to DSL. May require referral to social care and specialist

support.

Domestic Abuse Act 2021 — Overview

NSPCC — Recognising and Responding to Domestic Abuse

2. Child Criminal Exploitation (CCE) and County Lines

e Definition: When children are coerced into committing crimes, often involving drugs,

money or weapons.

e Key signs: Unexplained money/gifts, going missing, new older friends, use of drug

slang.

o What to do: Report immediately. CCE is a form of child abuse and must be

treated as such.

Home Office Guidance — County Lines Exploitation
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https://www.gov.uk/guidance/domestic-abuse-how-to-get-help
https://www.nspcc.org.uk/keeping-children-safe/types-of-abuse/domestic-abuse/
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines

Children’s Society — County Lines Resources

3. Child Sexual Exploitation (CSE)

e Definition: A form of sexual abuse where children are manipulated or coerced into
sexual activity.

e Key signs: Sexualised behaviour, secrecy, older partners, unexplained gifts,

online pressure.

o What to do: Report to DSL. Do not investigate, this will be escalated to

specialist services.

NSPCC — CSE

DfE Guide for Professionals

4. Female Genital Mutilation (FGM)

e Definition: The partial or total removal of female genitalia for non-medical
reasons. It is illegal in the UK.

e Key signs: Mention of special ceremonies, anxiety about travel abroad,
physical discomfort.

e What to do: Known cases must be reported to the police by the staff member

(mandatory duty). Also report to DSL.

Multi-agency Statutory Guidance on FGM
NSPCC FGM Helpline: 0800 028 3550

5. Forced Marriage

e Definition: When someone is pressured, threatened or abused to get married

against their will.
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https://www.childrenssociety.org.uk/information/professionals/resources/county-lines-toolkit
https://www.nspcc.org.uk/keeping-children-safe/types-of-abuse/child-sexual-exploitation/?utm_old=cse
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.nspcc.org.uk/keeping-children-safe/types-of-abuse/female-genital-mutilation-fgm/?utm_old=fgm

e Key signs: Talk of family trips abroad, concern about being withdrawn from
school, older partner.
e What to do: Report to DSL. Forced marriage is a crime and should be referred to the

Forced Marriage Unit.

Forced Marriage Unit Guidance

Karma Nirvana Helpline: 0800 5999 247

6. Radicalisation and Extremism (Prevent Duty)

e Definition: The process by which a person comes to support terrorism or
extremist ideologies.

e Key signs: Isolation, sudden change in beliefs or friendships, talking about
conspiracy theories.

o What to do: Report to DSL. The DSL may refer through the Prevent Channel

process.

Prevent Duty Guidance

Educate Against Hate — Advice for Schools

7. Harmful Sexual Behaviour (HSB)

e Definition: Sexual behaviour that is inappropriate for a child’s age or
development and harms others.

® Key signs: Inappropriate touching, coercive behaviour, over-familiarity with
younger children.

o What to do: Refer to DSL immediately. Record factually and clearly. Do not
guestion the child.

NSPCC HSB Guidance

Brook Sexual Behaviours Traffic Light Tool
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https://www.gov.uk/guidance/forced-marriage
https://karmanirvana.org.uk/
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.educateagainsthate.com/
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://www.amberleighcare.co.uk/uploaded_files/Brook_Traffic_Light_Tool.pdf

8. Mental Health and Wellbeing

e Definition: Mental ill health can be both a cause and a result of abuse or
trauma.

e Key signs: Withdrawal, self-harm, eating difficulties, anger, sleep problems.
o What to do: Raise concerns with DSL. Consider early help, CAMHS referral or

wellbeing support.

DfE Guidance: Mental Health and Behaviour in Schools

Anna Freud Centre — Free Staff Training

9. Children Missing Education / Frequent Absence

e Definition: When absence becomes a pattern, it may reflect safeguarding

issues.

e Key signs: Unexplained or frequent absences, reluctance to attend, being

withdrawn from school.

e What to do: Notify the DSL and referring school. All attendance is reported daily.

KCSIE 2025 — Children Missing Education (see Part One)

10. Al-Generated Images and ‘Deepfakes’

e Definition: Al technology can be used to create or alter images or videos,
sometimes placing a child’s face or body onto explicit or fake content — often referred
to as “deepfakes” or “deep nudes”.

e Safeguarding concern: These images may be shared without consent, used to
harass or blackmail, or blur the lines between real and manipulated content.

e Legal status: Creating, possessing, or sharing indecent images of children — including

those that are Al-generated or digitally manipulated — is a criminal offence.
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https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.annafreud.org/resources/schools-and-colleges/5-steps/supporting-staff/provide-training-for-staff-with-responsibilities-for-mental-health-and-wellbeing/
https://assets.publishing.service.gov.uk/media/68b02d1efef950b0909c1734/Keeping_children_safe_in_education_2025_part_one_Information_for_school_college_staff.pdf

e Key signs:

o Pupils reporting “fake images” of themselves circulating online o Fear of

going online or using social media

o Cyberbullying involving altered content

o What to do: Treat it as a safeguarding concern. Record clearly. Refer to the DSL.
Support the child and ensure they know it’s not their fault. DSLs can report to

police, CEOP or use the Report Remove tool.

Internet Watch Foundation — Reporting Al-generated abuse images

Report Remove Tool for Children
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https://www.iwf.org.uk/
https://www.childline.org.uk/info-advice/bullying-abuse-safety/online-mobile-safety/report-remove/
https://www.childline.org.uk/info-advice/bullying-abuse-safety/online-mobile-safety/report-remove/
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