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REACHING HIGHER – SAFEGUARDING CHILDREN & YOUNG 
PEOPLE POLICY 2020 STATEMENT
The Reaching Higher leadership team, and the board of trustees of Reaching Higher, recognise 
the importance of its obligations to young people (10-21yrs) and its responsibility to protect and 
safeguard the welfare of children and young people entrusted to the care of Reaching Higher. 

1. CONTACT DETAILS 
Designated Safeguarding Lead:
Name: Tel/Email:  Karlys Thompson | 07492761645 | Karlys@reachinghigher.org.uk 
Deputy Designated Safeguarding Lead: 
Name: Tel/Email:  Alecia Blackford | 07481844718 | Alecia@reachinghigher.org.uk
Name: Tel/Email: Warren Andrews  | 07365428198 | Warren@reachinghigher.org.uk
NSPCC Helpline 0808 800 5000 
Croydon Local Authority Designated Officer - LADO: (Allegations against staff)
Name:  Tel/Email : Steve Hall | 02082552889 / 07825830328 | steve.hall@croydon.gov.uk / 
Name: Tel/Email: Jane Parr (Ast. LADO) | 0208 726 6000 (Ext.84343) /07985 590505 | jane.parr@
croydon.gov.uk
Other: LADO@Croydon.gov.uk 
Croydon Single Point of Contact for Early Help & Children’s Social Care (made up of MASH):
For urgent child protection matters needing immediate attention: Tel: 0208 255 2888 
SPOC Professionals Consultation Line Tel: 0208 726 6464
Out of Hours Emergency Line: 0208 726 6400
Croydon’s Multiagency Referral Form (MARF)
Following a safeguarding referral call , the Designated Safeguarding Lead must complete a 
Croydon Local Authority Safeguarding online referral form needs to be completed straight 
away: 
https://my.croydon.gov.uk/MashReferrals?qWname=New&qServiceRef=ChildReferral

IF YOU BELIEVE A CHILD IS AT IMMEDIATE RISK OF HARM CALL 999 STRAIGHT AWAY
Professionals can contact the Single Point of Contact’s consultation line for advice, provided 
that the case is not allocated to another social worker and the child lives in the Croydon area.

Reaching Higher Trustee Board 
Trustee Email: Trustees@reachinghigher.org.uk
Should you wish to contact the trustees regarding any Safeguarding concern or in the event of 
any concerns regarding the Safeguarding approach being taken by the RH Core Team. 

2. INTRODUCTION
This policy has been designed on the basis of legislation, policy and guidance that seek to 
protect children in England, which also provides the following definitions: 

3. DEFINITIONS 
3.1 SAFEGUARDING 
Safeguarding is the action that is taken to promote the welfare of children and protect them 
from harm.
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Safeguarding means:
• Protecting children from abuse and maltreatment
• Preventing harm to children’s health or development
• Ensuring children grow up with the provision of safe and effective care
• Taking action to enable all children and young people to have the best outcomes .

3.1 CHILD PROTECTION
Child protection means safeguarding children from harm. Harm includes violence, abuse, 
exploitation and neglect.

3.2 CHILDREN AND YOUNG PEOPLE 
Children and Young People will be defined for the purpose of this document as anyone under 
the age of 21.

3.3 STAFF
Staff will be defined for the purpose of this document as anyone employed by Reaching Higher, 
including Sessional Workers, and Interns.

3.4 VOLUNTEER
Volunteer will be defined for the purpose of this document as anyone volunteering for Reaching 
Higher.

3.5 ABUSE 
Abuse is a form of maltreatment of a child. Children may be abused by an adult or adults, or 
another child or children. 

3.6 PHYSICAL ABUSE
Physical Abuse is when someone hurts or harms a child or young person on purpose. It includes 
hitting with hands or objects, shaking, throwing, poisoning, burning or scalding or drowning. It’s 
important to remember that physical abuse is any way of intentionally causing physical harm to 
a child or young person. It also includes making up the symptoms of an illness or causing a child 
to become unwell. 

3.7 EMOTIONAL ABUSE
Emotional abuse is any type of abuse that involves the continual emotional mistreatment of a 
child. It’s sometimes called psychological abuse. Emotional abuse can involve deliberately trying 
to scare, humiliate, isolate or ignore a child. Emotional abuse is often a part of other kinds of 
abuse, which means it can be difficult to spot the signs or tell the difference, though it can also 
happen on its own.

1NSPCC LEARNING (2019). Safeguarding children and child protection. What is Safeguarding?
2HM Government (2018). Working Together to Safeguard Children. A guide to inter-agency working to safeguard and promote 
the welfare of children. 3NSPCC. What is physical abuse| 4NSPCC. What is emotional abuse. 5NSPCC. What is neglect. 6NSPCC. 
What is sexual abuse. 7NSPCC. What is child sexual exploitation.
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3.8 NEGLECT
Neglect is the ongoing failure to meet a child’s basic needs and the most common form of child 
abuse. A child might be left hungry or dirty, or without proper clothing, shelter, supervision or 
health care. This can put children and young people in danger. And it can also have long term 
effects on their physical and mental wellbeing. 

3.9 SEXUAL ABUSE
When a child or young person is sexually abused, they’re forced or tricked into sexual activities. 
They might not understand that what’s happening is abuse or that it’s wrong. And they might 
be afraid to tell someone. Sexual abuse can happen anywhere – and it can happen in person or 
online. It’s never a child’s fault they were sexually abused – it’s important to make sure children 
know this .

3.10 CHILD SEXUAL EXPLOITATION 
Child sexual exploitation (CSE) is a type of sexual abuse. When a child or young person is 
exploited they’re given things, like gifts, drugs, money, status and affection, in exchange for 
performing sexual activities. Children and young people are often tricked into believing they’re 
in a loving and consensual relationship. This is called grooming. They may trust their abuser and 
not understand that they’re being abused.

Children and young people can be trafficked into or within the UK to be sexually exploited. 
They’re moved around the country and abused by being forced to take part in sexual activities, 
often with more than one person. Young people in gangs can also be sexually exploited. 

Sometimes abusers use violence and intimidation to frighten or force a child or young person, 
making them feel as if they’ve no choice. They may lend them large sums of money they know 
can’t be repaid or use financial abuse to control them. Anybody can be a perpetrator of CSE, no 
matter their age, gender or race. The relationship could be framed as friendship, someone to 
look up to or romantic. Children and young people who are exploited may also be used to ‘find’ 
or coerce others to join groups.

3.11 DOMESTIC ABUSE 
“Domestic abuse is any type of controlling, bullying, threatening or violent behaviour between 
people in a relationship. But it isn’t just physical violence – domestic abuse includes emotional, 
physical, sexual, financial or psychological abuse”.

3.12 FGM (FEMALE GENITAL MUTILATION)
“Female genital mutilation (FGM) is the partial or total removal of external female genitalia 
for non-medical reasons. It’s also known as female circumcision or cutting. Religious, social or 
cultural reasons are sometimes given for FGM. However, FGM is child abuse. It’s dangerous and 
a criminal offence. There are no medical reasons to carry out FGM”.

7NSPCC (2019). Domestic abuse. What is domestic abuse. 
8NSPCC (2019). Female genital mutilation (FGM). What is FGM.
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4. PURPOSE, LEGAL OBLIGATION & GUIDANCE
The Reaching Higher Core Team recognises the need to provide a safe and caring environment 
for young people. It also acknowledges that young people can be victims of physical, sexual 
and emotional abuse, neglect, domestic abuse, and FGM. The Reaching Higher Core Team has 
therefore adopted the procedures set out in this document (hereafter called the policy). It also 
recognises the need to build constructive links with statutory and voluntary child protection 
agencies.

The Reaching Higher Core Team is committed to on-going safeguarding and child protection 
training for all youth workers and volunteers and will annually review the operational guidelines 
attached.  The Chief Executive Officer will be responsible for this, or a person nominated by 
him. 

This policy is one of a suite of Reaching Higher policies listed below that operate to ensure the 
safeguarding of Children and Young People: 
• Health & Safety Policy
• Confidentiality Policy
• Risk Management Policy
• Lone Working Policy
• Safer Recruitment Policy
• Anti-bullying Policy

Reaching Higher understands that it is our legal & ethical duty to ensure that we take 
reasonable actions to reduce the risk of harm to children and vulnerable adults. We aim to 
ensure that the welfare of the children and vulnerable adults we encounter are placed at the 
centre of the work we do and exercise our duty of care towards them at all times. 
This is underpinned by the following legislation & guidance. 
• Working together to safeguard children, 2023
• Safeguarding People for Charities and Trustees, 2018
• Safeguarding Vulnerable Groups Act 2006
• Childrens Act 1989
• Children Act 2004

5. CONFIDENTIALITY 
5.1 Confidentiality When Working With Children And Young People In Schools
When working in sessions with Children and Young People in Schools, Reaching Higher staff will 
work within the Schools Safeguarding Policy. The Reaching Higher staff will also be required to 
complete the Safeguarding Disclosure Form (See Appendix A), pass the information onto the 
Safeguarding Lead at the School, and keep a copy within our online database (Upshot), which 
only the Safeguarding Team will have access to.

5.2 Confidentiality When Working With Children And Young People In The Community 
When working with Children and Young People in the Community, Reaching Higher staff will let 
the child or young person know that the disclosure will be kept confidential, meaning that the 
only other people that need to be told is the safeguarding team. However, if they are deemed 
at serious risk of immediate harm, they might need to pass on the disclosure. Reaching Higher 
staff must explain why and let the child or young person know what will happen next. 
Reaching Higher staff are not to confront the alleged abuser(s). Staff must complete a 
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Safeguarding Disclosure Form (See Appendix A), and record everything that the child or young 
person has been said in the disclosure conversation in the child/young persons own words, and 
pass this onto the Designated Safeguarding Lead, who will respond as soon as possible. 

5.3 Specific Arrangements For P4YE Partnership
During the partnership between Reaching Higher and P4YE to deliver the New Deal mentoring 
project, across both school and community work both parties will update Upshot timelines with 
all concerns and disclosures.  These entries on Upshot will have restricted access so that only 
Reaching Higher’s Heads of Service, and P4YE’s DSL/DDSL can view them.  All data protection 
and sharing procedures will apply as per the partnership Service Level Agreement.

6. HOW TO RESPOND TO A DISCLOSURE 

6.1 Guidance For Staff & Volunteers Working With A Child / Young Person That Has Made 
A Disclosure
1. Stay calm and approachable. Try not to be perceived as a person who is shocked. 
2. Listen very carefully to what is being said without interrupting. 
3. Explain that the information being given by the child or young person may need to be shared 
and passed on to others. Seek their permission. Do not in any circumstances agree to keep it a 
secret. 
4. Make it clear that you are taking them seriously and acknowledge how difficult this must be. 
5. Allow the child or young people to speak at their own pace. 
6. Reassure the child or young person that they are doing the right thing in telling you. 
7. If you need to ask questions, then only ask questions for clarification (open-ended questions). 
Avoid asking questions that suggest particular answers or are probing questions (closed 
questions) – you do not need to know all the details that are a job for the experts. 
8. Let the child or young person know what will happen next, who you will report the 
Iinformation to, what will happen once it has been recorded. 
9. Ask the young person what they want to happen as a result of sharing this information with 
you? 
10. Record all the details of what was said using the exact wording of the child or young 
person on the Safeguarding Disclosure Form – See Appendix A. Do not try to interpret any 
of the information yourself. Record details such as names mentioned, dates, times, who 
the information went to, what action was taken next on the incident/disclosure form. Don’t 
forget to sign it and if appropriate, ask the young person to read it, record any amendments/
disagreements and sign it. 

If they can not finish what they are telling you, make them aware that they can always come 
back and talk to you, or if not, refer them to Child Line – 0800 1111.    

6.2 Guidance for Young Volunteers (17+)
Reaching Higher encourages young people from 17 years and over to be volunteers. If another 
young person tells you something that you feel is not right and you are uncomfortable, please 
inform a member of the safeguarding team.  
• Let the young person know that you cannot keep what they have said a secret and you will let 
the Designated Safeguarding Lead or Deputy Safeguarding Lead know.
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• Please do not think you are betraying their trust, especially if you are friends or know the 
person well that has given the disclosure. 
• Do not confront the alleged abuser. Your role is to listen, encourage them that they have done 
the right thing by telling you and immediately let the safeguarding team know.
• You too will be asked to fill out a Safeguarding Disclosure Form (See Appendix A)

6.3 When a young person does not give permission to share disclosure
If the disclosure is made to a Reaching Higher staff member in the Community, and the child 
or young person does not give permission to share information then Reaching Higher staff 
must discuss this with the Designated Safeguarding Leads before breaking confidentiality. If 
necessary, The Designated Safeguarding Lead will liaise with the Local Safeguarding Children’s 
Board and other agencies to discuss the concerns and to consider possible risks to the child, 
whilst preserving anonymity at this stage (See section 1). 

If, after consultation, it is decided that the child or young person is not at immediate risk (see 
Risk Factors to consider below section 6.4), then confidentiality will be maintained and on-going 
support from Reaching Higher, until the client feels empowered to take action themselves or 
gives Reaching Higher permission to disclose. 

6.4 Risk Factors to consider when deciding if child or young person is at immediate risk
• The severity of the neglect/abuse 
• Category of concern: Physical; Sexual; Emotional; Neglect 
• The duration & frequency of neglect/abuse 
• The age/vulnerability of the child 
• The family context and previous history 
• Siblings – Are there any other children in the family that may be at risk 
• Child’s development within the context of family, wider social and cultural environment. 
• The adequacy of parental care 
• The child’s views, wishes, feelings and reactions 
• Any special needs such as medical condition, communication difficulty or disability that may 
affect the child’s development and care within the family 
• The nature of the harm, in terms of ill-treatment or failure to provide adequate care 
• The impact upon the child’s health and development 
• Associated physical, sexual and emotional abuse 
• Reliability of concerns 
• Other risk factors: mental health; substance misuse; social isolation. 

If, after consultation, it is decided to break confidentiality without permission of the child, the 
Designated Safeguarding Lead – will carry out the following, see guidance below: 

6.5 Breaching Confidentiality Guidance 
In exceptional circumstances, the Designated Safeguarding Leads may decide to break 
confidentiality. It is not Reaching Highers’ role to investigate the concerns or to assess whether 
a child/young person has suffered abuse or significant harm. In making this decision, it will be 
necessary to consider the following guidance questions (this is not exhaustive): 
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• Does the child/young person/someone else require immediate protection or medical 
treatment? 
• Is the child/young person at immediate risk of harm? 
• Is another child/young person at immediate or potential risk of harm? 
• Are there younger siblings in the home that are, or may be, at risk? 
• Are there other children/young people that visit the home? [Or setting where the alleged 
abuse is/has occurred] 
• Have there been any previous concerns identified by staff/volunteers? 
• Is this historic abuse? [I.e. how long ago did it happen? Are there any concerns that it could 
still be continuing with other children?] 
• How have these concerns arisen? [E.g. disclosure by young person; observation from staff/
volunteer; indirectly] 
• As the young person told anyone else about the concerns? If so, what has happened as a 
result of them sharing the concerns? 
• Are there any other professionals involved in working with this young person/their family/
others? If so, are they aware of the concerns? 
• What support network does the young person have? 
• What would the young person like to happen next? 

6.6 Notes: 
i. It is vital to take account of possible consequences of inappropriate or premature breach of 
confidentiality, which may result in the young person denying abuse, refusing to co-operate with 
Social Services or with Reaching Higher, or putting themselves at further risk (running away, 
attempting suicide). 

ii. All completed Safeguarding Disclosure Forms are kept in a locked cabinet in the Reaching 
Higher Head Office. Only members of the Safeguarding and Management Team may have 
access to this information. 

7. RESPONDING TO ALLEGATIONS OF ABUSE MADE AGAINST A CHILD
7.1 Reporting concerns
If you think a child is in immediate danger, contact the police on 999 as soon as possible, you 
must also record the allegation using the Safeguarding Disclosure Form (See Appendix A). 
If you’re worried about a child but they are not in immediate danger, you should record the 
allegations, and then share your concerns with Reaching Highers’ Designated Safeguarding 
Lead’s as soon as possible, please do NOT investigate it. The child’s parents or carers should be 
told what has happened, as long as it doesn’t increase the risk to the child. 

The RH Safeguarding Team will do the following:
• Contact the local authority children’s social care team and follow its advice, as well as the 
police if the allegation involves a potential criminal offence.
• Implement a risk assessment and support plan for all children involved – both the victim(s) and 
the child(ren) against whom the allegation has been made – with a named person they can talk 
to if needed.
• Contact the children and adolescent mental health services (CAMHS), if appropriate. 
• Reassure the family that support is available to help them and their child throughout the 
process.
The Safeguarding and Child Protection Team will ask the child how they would like their 
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parents/carers to be told. You could suggest:
• Talking to parents first without the child there, then summarising everything with the child 
present
• Helping the child tell their parents in their own words, with you present for support.

8. PREVENTING AND RESPONDING TO BULLYING
8.1 Preventing Bullying 
At Reaching Higher, we place an emphasis on the importance of working with children and 
young people to create a culture where children feel they can tell someone if they have a 
problem and where it is clearly communicated that bullying will not be tolerated.
This includes:
• Talking to children and young people about healthy relationships to help create positive social 
norms and challenge unhealthy behaviours.
• Promoting sources of help and information such as ChildLine so children and young people 
know where to go to get help if they don’t feel able to talk to any of the adults working with 
them.

8.2 Responding to allegations or incidents of bullying
When responding to bullying incidents or allegations of bullying staff members and volunteers 
will take the following steps in line with the Anti-bullying policy:
• Listen to all the children involved to establish what has happened.
• Record details of the incident on the Safeguarding Disclosure Form (See Appendix A) and any 
actions you’ve taken.
• Inform the Reaching Higher Safeguarding Leads 
• Inform parents and carers (unless doing so would put a child at further risk of harm)
• Provide support to the child/children being bullied, children who witnessed the bullying and 
the child/children who has been accused of bullying.
• Ask the child/children who have been bullied what they would like to happen next.
• Consider appropriate sanctions for children that have carried out bullying.
• Continue to monitor the situation even if the situation has been resolved.

9. ALLEGATIONS AGAINST A STAFF MEMBER OR VOLUNTEER
This section of this policy applies to all cases in which it is alleged that a current Reaching 
Higher staff member or volunteer has: 
• Behaved in a way that has harmed a child, or may have harmed a child
• Possibly committed a criminal offence against or related to a child 
• Behaved towards a child or children in a way that indicates he or she would pose a risk of 
harm to children 
It applies regardless of whether the alleged abuse took place whilst the staff member or 
volunteer was on shift. Allegations against a staff member or volunteer who is no longer 
employed by Reaching Higher, and historical allegations of abuse will be referred to the police. 

9.1 Procedure for dealing with allegations 
In the event of an allegation that meets the criteria above, the Designated Safeguarding Leads 
will deal with any allegation of abuse against a member of staff or volunteer immediately, in 
a fair and consistent way that provides effective child protection while also supporting the 
individual who is the subject of the allegation. 
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The Safeguarding Leads will take the following steps: 
• Contact the police is the child is at immediate risk.
• Immediately seek advice and discuss the allegation with the “Designated Officer” (known as 
the LADO, Local Authorities Designated Officer) at Croydon local authority.
o Name:  Tel/Email : Steve Hall | 02082552889 / 07825830328 | steve.hall@croydon.gov.uk
o Name: Tel/Email: Jane Parr (Ast. LADO) | 0208 726 6000 (Ext.84343) /07985 590505 | jane.
parr@croydon.gov.uk

• Inform the accused individual of the concerns or allegations and likely course of action as 
soon as possible after speaking to the designated officer (and the police or children’s social care 
services, where necessary). 
• Where appropriate (in the circumstances described above), carefully consider whether 
suspension of the individual from contact with children at the work is justified or whether 
alternative arrangements such as those outlined above can be put in place. 
• If immediate suspension is considered necessary, agree and record the rationale for this with 
the designated officer. The record will include information about the alternatives to suspension 
that have been considered, and why they were rejected. Written confirmation of the suspension 
will be provided to the individual facing the allegation or concern within 1 working day along 
with a main RH contact.
• If it is decided that no further action is to be taken in regard to the subject of the allegation 
or concern, record this decision and the justification for it and agree with the designated officer 
what information should be put in writing to the individual and by whom, as well as what action 
should follow.
• If it is decided that further action is needed, take steps as agreed with the designated 
officer in school or community and/or liaise with the police and/or children’s social care services 
as appropriate.
• Provide effective support for the individual facing the allegation, including appointing a 
named representative to keep them informed of the progress and consider what other support 
is appropriate. 
• Inform the parents or carers of the child/children involved about the allegation as soon as 
possible if they do not already know (following agreement with children’s social care services 
and/or the police, if applicable). The Safeguarding Leads will also inform the parents or carers of 
the requirement to maintain confidentiality about any allegations made against staff (where this 
applies) while investigations are on-going. 
• Keep the parents or carers of the child/children involved informed of the progress of the 
case and the outcome, where there is not a criminal prosecution, including the outcome of any 
disciplinary process (in confidence) 
• Make a referral to the DBS where it is thought that the individual facing the allegation or 
concern has engaged in conduct that harmed or is likely to harm a child, or if the individual 
otherwise poses a risk of harm to a child.
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10. TRAINING 
The Reaching Higher Core Team will ensure all Reaching Higher Staff Members and Volunteers 
appointed are trained, supported and supervised in accordance with the principles set out in 
government guidelines in the publication “Safeguarding People for Charities and Trustees” 
(GOV.UK 2018). All safeguarding training will take place during induction. RH staff will then 
receive up to date safeguarding training delivered by RH DSL’s (Level 3 trained) annually. This 
will include checking the individual status of all volunteers’ who are involved in regulated activity 
through the DBS.  We define the context of regulated activity as being: 
• Working in a position of responsibility as a youth worker at youth meetings on a frequent basis
• Working intensively with the youth on three or more consecutive days (e.g. a youth 
production)
• Volunteering at any residential camps where they are staying overnight.

All workers who wish to join Reaching Higher will be allowed no more than 3 opportunities of 
observation within any 12months (which will be fully supervised by a staff member with relevant 
checks) before we will insist on them being checked with DBS.  If a volunteer worker refuses to 
be checked, they will automatically be refused any further involvement with Reaching Higher.

11. SUPPORT TO THOSE AFFECTED BY ABUSE 
The Reaching Higher leadership is committed to offering pastoral care, working with statutory 
agencies as appropriate, and support to those attending activities that have been affected by 
abuse.

12. PHOTOGRAPHY
Reaching Higher relies heavily on photography (and videos) to use as promotion and used as 
ways of communicating to other children and young people, parents/carers and funders. We 
always ask for parent/guardian informed and written consent to take and use photographs/
video on our consent forms and letters for each new activity or event involving children and 
young people. Where a young person is over the age of 18, we will obtain their informed and 
written consent on our consent form. All consent forms are stored within our online database 
(upshot).

• Informed consent means that a child or other person is made aware of how their image or 
information (e.g. as part of a case study) could be used by Reaching Higher, that they are not 
obliged to agree and that if they decline there will be no negative repercussions for them. 
• Written consent means that there is written evidence of the consent. This can be on the basis 
of a verbal consent where the person is not literate, but there must still be written evidence that 
informed consent has been given. 

13. RESIDENTIAL TRIPS AWAY
•	 Residential trips away are organised by the RH staff members of Reaching Higher. 
We follow best safeguarding practices to protect children and young people involved in the 
residentials.
•	 A risk assessment will be done prior to staff/volunteers and young people getting to 
where the residential will take place. There is always a team that goes up before anyone else.
•	 Boys and girls to have separate dorms.
•	 Reaching Higher staff and volunteers not to share a room with a young person unless 
agreed prior to the residential in the case of a young person needing assistance from a carer.
•	 There should be an adequate amount of staff and volunteers to a dorm.
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Safeguarding Form 
All concerns should be recorded as soon as possible after the concern was raised in 
accordance with Reaching Highers Safeguarding Children and Young People’s Policy. 

To confirm the Reaching Higher Safeguarding Team are as follows:
•	 Designated Safeguarding Lead – Karlys Thompson
(Karlys@reachinghigher.org.uk / 07492761645)
•	 Deputy Designated Safeguarding Lead – Alecia Blackford 
(Alecia@reachinghigher.org.uk /07832283151)

Information should be provided on this form in a factual manner. Any concerns ex-
pressed by young people should be a reflection of what was actually said; do not try 
and interpret any of the information. Any views, opinions or observations should be 
recorded clearly identifying this.

BASIC INFORMATION 
Date........................................ Time ......................................
Name and role of person completing form 
Full Name 
..........................................................................................................................................
...............
Job Role
..........................................................................................................................................
...............
Location ....................................................................................................................... 
Name of child / young person 
...........................................................................................................
Age ........................ 

DETAILS OF CONCERN 
Details of concerns/incident (do not interpret information – use the same language 
that was used by the child / young person). Are you reporting your own concerns or 
those reported from a third party? 
Continue on a separate sheet if required and staple to this form. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 
.................................................................................................................................. 

APPENDIX A
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Who else has the young person told/who else knows of these concerns? 
................................................................................................................................... 
................................................................................................................................... 

Please tick to confirm that you have reinforced Reaching Highers Safeguarding Chil-
dren and Young people policy and procedures  

ACTION TAKEN 
What actions have you taken, if any? 
.................................................................................................................................. 
..................................................................................................................................
................................................................................................................................. 
.................................................................................................................................. 
To who in Reaching Higher have you reported your concerns? 
.................................................................................................................................. 
When was this information shared? (Date / time) ..........................................................
.... 
Staff / Volunteer ................................................................................................. 

TO BE COMPLETED BY DESIGNATED SAFEGUARDING LEAD
Designated Lead’s Name ......................................................... Date ........................ 
Outcome ............................................................................................................ 
......................................................................................................................... 
Referred on To ........................................................................ 
No further action Report to be filed 
Designated Lead’s signature 
............................................................................. 

This form should be shredded once all relevant information is stored on to Upshot 
please make sure you follow Reaching Highers Data Protection Policy, Confidentiality 
Policy and Safeguarding Children Policy.
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FLOWCHART FOR REPORTING SAFEGUARDING DISCLOSURES/CONCERNS

Safeguarding Concern/ Disclosure

Is the Young 
Person at 

immediate risk 
of danger/

harm?

Yes No

Call 999

Complete 
Safeguarding Form 

within 24hrs and 
upload to young 
person’s upshot 

profile - visible for 
DSL and DDSL.

Is it a child 
protection 

issue?

Complete Safeguarding Form 
within 24hrs and upload to young 

person’s upshot profile - visible 
for DSL and DDSL.

Yes No

Make a referral to 
MASH (if unsure 

contact NSPCC for 
advice)

Can the young 
person be 

supported within 
Reaching Higher 

provisions?

Yes

NoRefer to Mentoring 
or alternative 
engagement 
programmes.

Refer to external 
services and/or 

signpost.

Flow shapes

Question

Action for person with the concern

Action for DSL/DDSL


