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1. Purpose 
 
 

The University of Bedfordshire recognises that it has a legal responsibility for securing the safety 
and wellbeing of all children and vulnerable adults making use of its services and facilities. 

 
This Policy sets out the University’s approach to safeguarding students/ apprentices and 
ensuring that any concerns about risk of harm or abuse to a child or vulnerable adult, arising 
from activities connected with the University, are addressed quickly and appropriately. 

 

Some Faculties and departments within the University operate their own specific procedures for 
securing the safety and wellbeing of children and vulnerable adults, in accordance with guidance 
from relevant professional and sponsoring bodies. For example, in relation to the recruitment of 
staff and students/ apprentices to courses in health and social care, education or other 
professional disciplines involving contact with children and/ or vulnerable adults. 

 
All staff that intend to, or may be put in the position of, working with children, young people, or 
adults in a vulnerable situation should ensure that they understand the implications of this policy 
before commencing any programme, event, visit or other activity. 

 
 

 

2. Scope 
 

 

 

2.1 Definitions 
 

2.1.1 The University uses the following definitions for the purposes of this policy: 
 

 “child” or “children” refers to a person or persons under the age of 18 years 
 

 “vulnerable adult” (or “adult at risk”) refers to a person over the age of 18 who is or 
may be in need of community care services by reason of mental health or other 
disability, age or illness and is/ or may be unable to take care of themselves, or 
protect themselves against significant harm or exploitation. 

 
2.1.2 The University accepts that harm; abuse and neglect can take many forms and may 

include (but is not limited to): 
 

 Physical abuse: Physical abuse is deliberately causing physical hard to another 
person. This might involve punching, kicking, biting, burning, scalding, shaking, 
throwing or beating with objects or implements. 

 

 Emotional abuse: Emotional abuse is where repeated verbal threats, criticism, 
ridicule, shouting, lack of love and affection causes a severe adverse effect on a child 
or vulnerable adults emotional development. 

 
 Sexual abuse: Sexual abuse involves forcing or persuading a young person to take 

part in sexual activities, not necessarily involving a high level of violence, whether or 
not the child is aware of what is happening. 
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 Neglect: Neglect involves the continual failure to meet a child or vulnerable adult’s 
basic physical and/ or psychological needs in a way that is likely to result in serious 
impairment of their health, development or wellbeing. 

 

 

3. Policy 
 

 

 

3.1 Safeguarding Procedures 
 

The University has developed safeguarding procedures which set out the processes by 

which staff and students/ apprentices can report concerns about a child or vulnerable 

adult. 

As far as possible the confidentiality of all individuals involved in safeguarding concerns 

will be respected. However, there may be circumstances in which it is necessary for the 

University to share information with third parties such as social services, the police or the 

parents, guardians or carers of a child or vulnerable adult. 

 

 
3.1.1 Statement of Best Practice 

 

The University has a statement of best practice for staff and students/ apprentices who 

come into contact with children and vulnerable adults as part of their work and studies, 

setting out examples of recommended behaviour. All members of staff are expected to 

be guided by this statement. See Appendix 1. 

 

 
3.1.2 Public Interest Disclosure (Whistleblowing) 

 

The University encourages a responsible and transparent approach to working with 

children and vulnerable adults and will promptly respond to all concerns raised under this 

Policy. There will be no repercussions where concerns/ allegations are reported in good 

faith, and not for personal gain. However, if any reported concerns/ allegations are found 

to be vexatious in nature, they will not be taken further. 

Please refer to the University’s Policy & Procedure on Whistleblowing for guidance. 

 
 

3.1.3 Risk Assessments 
 

A risk assessment must be conducted by the responsible member of staff for any 

activities at the University, or run by the University, which involve children or vulnerable 

adults. The risk assessment template and further guidance is available from the 

University’s Health & Safety Team. 

Members of staff responsible for activities at the University or run by the University, which 

involve children and vulnerable adults, must confirm with the University’s Legal Office 

that appropriate insurances are in place to indemnify the proposed activity. 
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3.1.4 Reporting concerns about staff 
 

Any suspicion, allegation or apparent abuse committed by a member of University staff 

should be reported to the Director of Human Resources as soon as possible. 

On being notified of any suspicion, allegation or apparent abuse the Director of Human 

Resources (or nominated other senior staff member) shall: 

 Take such steps as considered necessary to ensure the safety of the child or 

vulnerable adult (and any others who might be at risk) 

 
 Carry out an investigation under the University’s Disciplinary Procedure – HR Policy, 

and consider a suspension (as a neutral act and not as a disciplinary measure) 

 
 Notify the Vice Chancellor (or designated other) 

 

Depending on the considerations of the investigation, it may be necessary to refer the 

member of staff to the relevant professional body as appropriate i.e. if there are concerns 

over suitability to practice or remain on a professional register. This referral will be made 

by the Director of Human Resources on behalf of the University. 

 

 
3.1.5 Reporting concerns about a student/ apprentice 

 

All members of staff are expected to be alert to any concern about the welfare of children 

and vulnerable adults, and have a duty to report suspicions, allegations or actual 

incidents, regardless of whether the information has been disclosed in confidence to 

them or if they remain unsure of the suspicion. 

The member of staff reporting the concern should make a full note of the facts that give 

rise to the concern and complete a Confidential Incident Report form, see appendix 2 and 

3. The completed form should be sent to the Director of Student Experience (or 

nominated other) as soon as is practically possible. 

Concerns must be reported straight away if it is considered that a young person or 

vulnerable adult may be at immediate risk of harm or abuse, and a Confidential Incident 

Report form completed as soon as reasonably possible thereafter. 

When notified of the concern, it is the responsibility of the Director of Student Experience 

(or nominated other) to consider the seriousness of the incident. If it is deemed 

appropriate, they will contact the local Safeguarding Children’s Board or Police. 

The Director of Student Experience (or nominated    other) will also initiate appropriate 

measures to ensure the young person is in a safe environment until the appropriate 

local agencies have been involved. 

It is not the responsibility of the Director of Student Experience (or nominated 

other) to investigate the allegations made. 
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3.1.6 Reporting concerns about placements or external visits 
 

Staff or students/ apprentices with concerns about a child or vulnerable adult with whom 

they come into contact in a placement setting, or in the course of external visits, should 

follow the procedures in place at the school, hospital or other institution concerned. 

If a student/ apprentice does not have the confidence to raise a concern with the 

placement setting, or feels it is not appropriate for them to do so, they must refer their 

concern to the member of University staff who is supervising their placement. This 

member of staff should follow the procedure set out above under paragraph 3.1.5. 

Where a student/ apprentice in a placement position is alleged to have abused a child or 

vulnerable adult, the allegation will be investigated under the procedures of the school, 

hospital or other institution. The member of staff supervising the placement must also 

inform the Director of Student Experience (or nominated other) and complete a 

Confidential Incident Report form. 

In these circumstances, and based on the advice given by the Director of Student 

Experience (or nominated other), the Vice Chancellor  may decide to suspend the student 

for the period of the investigation. 

 
 
 

4. Forms/Instructions 
 

 
 
 

 

5. Links/Dependencies 
 

 

 
This policy should be read and its use considered with reference to: 

 

 Disclosure & Barring Service (DBS) Policy & Procedure (Staff & Students) 

 Recruitment of Ex-Offenders Policy 

 Policy for Students Under the Age of 18 Years 

 Policy & Procedure on Whistleblowing (Public Interest Disclosure) 

 Student Code of Conduct & Disciplinary Policy 

 Disciplinary Procedure – HR 

 Code of Conduct for Employees 

 Critical Incidents Protocol 

 Responding to Suicidal Students Policy 

 Supporting Students Experiencing Mental Health Difficulties Policy 
 
 
 
 
 

6. Appendices 
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Appendix 1 
 
 

 

Statement of Best Practice 

 

 
The University expects all its staff and students/ apprentices to act in an exemplary manner 

towards children and vulnerable adults, and to ensure that their behaviour does not lead to 

concerns about their integrity and moral standing or to allegations of harm or abuse. 

This statement is not intended to present an exhaustive list but sets out general expectations of 

behaviour in terms of what the University would regard as appropriate behaviour. 

University staff and students/ apprentices should at all times: 
 

 Treat children and vulnerable adults fairly, equally and respectfully and should not show 

favouritism or disfavour 

 
 Be sensitive to a child or vulnerable adult’s appearance, race, culture, religious belief, 

sexuality, gender or disability 

 
 Work, where possible, in an open environment with children and vulnerable adults so that 

others can clearly observe and hear you 

 
 Avoid physical contact with a child or vulnerable adult unless it is reasonably necessary for 

health and safety, or their wellbeing 

 
 Respect the right to privacy of a child or vulnerable adult and to not enter a private room 

unless necessitated by an emergency 

 
 Be aware that physical contact and speaking, acting or jesting in certain ways with a child or 

vulnerable adult may be misinterpreted and should be avoided 

 
 Avoid unaccompanied journeys in a vehicle with a child or vulnerable adult 

 
 Act as a role model and challenge any unacceptable behaviour from others within the 

University community towards children or vulnerable adults 

 
 Report allegations or suspicions of harm or abuse of children or vulnerable adults in 

accordance with the University’s Safeguarding Policy 
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Appendix 2  

CONFIDENTIAL INCIDENT REPORT FORM 
 
Please send the completed to the Director of Student Experience (ruki.heritage@beds.ac.uk) 

 
Details of the Incident 

Date of the incident: Time of incident: 

Where the incident occurred:  

Describe the circumstances of the incident (including the names of people involved): 

 
Details of the Incident 

Full name:  

Address:  

Contact number(s):  

Date of birth:  

Nature of injury/ harm:  

Comments of explanation given by the child or vulnerable adult: 

Initial action taken: 

 
Details of the person completing this report 

Name:  

Contact details:  

Signature:  

Date:  
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Appendix 3 

 

 

Responding to Suspicions, Allegations and Disclosures 
 
 

 
 
What to do 

 
What not to do 

 

 Stay calm 
 

 Listen, hear and take the concern 
seriously 

 

 Allow time for the child or vulnerable 
adult to say what they want 

 

 Offer reassurance and explain they have 
done the right thing sharing their concern 

 

 Act immediately in accordance with this 
procedure in this policy 

 

 Make notes of what is said as accurately 
as possible and complete the 
Confidential Incident Report form 

 

 Report the incident in accordance with 
this policy 

 

 Maintain confidentiality about the incident 
and people involved 

 

 Do not panic or overreact 
 

 Do not probe for more information as 
inappropriate questioning may affect how 
the disclosure is received by others at a 
later date 

 

 Do not make assumptions, paraphrase or 
offer alternative explanations 

 

 Do not promise complete confidentiality 
can be maintained 

 

 Do not try to deal with the concern 
yourself 

 

 Do not make negative comments about 
the alleged abuser 

 

 Do not divulge information to others with 
no role in dealing with the incident 

 

 Do not make them repeat information 
unnecessarily 

 


