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1. Policy Statement 
 

Cambridge Dream acknowledges the duty of care to safeguard and promote the welfare of children (under 
18s) and is committed to ensuring our safeguarding practice reflects statutory responsibilities and 
government guidance, and complies with best practice. Cambridge Dream’s safeguarding and welfare 
policy recognises that the welfare and interests of children are paramount in all circumstances. We are 
committed to ensuring that regardless of age, gender, religion or beliefs, ethnicity, disability, sexual 
orientation or socio-economic background, all children who attend our programmes: 
 

• are protected from harm and abuse whilst in our care 

• have a positive and enjoyable experience in a safe and child-centred environment. 
 

As part of our safeguarding and welfare policy Cambridge Dream will: 

 
• ensure robust safeguarding arrangements and procedures are in operation  

• ensure risk assessments are carried out for all lessons, activities and excursions 

• apply safer recruitment practices, including undertaking enhanced DBS checks for all staff  

• check references (two per applicant), original photo ID documents and qualifications 

• have a code of conduct (Appendix 2) for adults and disciplinary procedures for misconduct (Appendix 
3), which are clearly explained in staff handbooks 

• have policies in place to avoid discrimination and a published procedure for dealing with abusive 
behaviour 

• ensure course participants are aware they can approach Keith Welsh or Jing Tao at any time to access 
support, complain or raise any concerns, for example if they feel unhappy or unsafe 

• ensure all staff undertake online safeguarding training, prior to beginning work 

• ensure all returning and retained staff undertake refresher safeguarding training each year 

• ensure all staff are made aware of their responsibilities for the safeguarding and welfare of participants 
and can recognise, identify and respond to signs of abuse, neglect and other safeguarding concerns 
relating to children 

• ensure that appropriate action is taken in the event of all incidents/concerns of abuse and that support 
is provided to the individuals who raise or disclose the concern  

• ensure that confidential, detailed, clear and accurate records of all safeguarding concerns are 
maintained and securely stored  

• ensure that there is a clear and published policy on participant attendance and punctuality at all 
workshops, activities and excursions, and that accurate and secure records of attendance and 
punctuality at each session are kept for all participants, collated centrally and frequently reviewed  

• ensure that absences are followed up promptly and appropriate action is taken, involving the group 
leader or parent if necessary 

• ensure that participants not only attend but actively engage in all sessions 

• monitor the participants throughout the residential programme and take on board feedback from both 
the participants and group leaders  

• take into account cultural and religious considerations 

• have a clearly defined division of responsibilities between the accompanying group leader and the 
Cambridge Dream staff with regard to supervision (leaders are made aware that they are responsible 
for their learners during any un-timetabled time, including mealtimes and overnight) 

• enquire whether participants have any special needs or particular physical or psychological conditions 
(e.g. learning difficulties or allergies) and ensure that all such information is recorded, securely held 
and clearly communicated to all relevant staff in Cambridge Dream and the College 
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• ensure that either Jing Tao or Keith Welsh are available on a 24-hour basis to respond to emergencies, 
via an emergency mobile contact number  

• have regard to the potential psychological, as well as the physical effects upon course participants of 
the residential programme and take appropriate measures to safeguard their emotional and mental, 
as well as their physical, welfare. 

 
Vulnerable adults, as defined in Appendix 1, are included in Cambridge Dream’s safeguarding and welfare 
policy, and staff are asked to identify any person who they believe is vulnerable and to refer them to Keith 
Welsh to ensure the right help and support is provided in a reasonable time scale. However, it is 
recognised that due to the academically challenging nature of the courses, it is unlikely that any vulnerable 
adults will participate. 

The safeguarding and welfare policy and procedures are widely promoted and are mandatory for 
everyone involved in Cambridge Dream. Failure to comply with the policy and procedures will be 
addressed without delay and may result in dismissal/exclusion from the organisation. If a person is 
dismissed or leaves due to risk or harm to a child, the Disclosure and Barring Service (DBS) will be 
informed. The policy will be reviewed each year or in the following circumstances if they occur sooner:  
 

• changes in legislation and/or government guidance  

• as required by the Local Safeguarding Children Partnership (LSCP), UK Sport and/or Home Country 
Sports Councils and the British Accreditation Council   

• as a result of any other significant change or event.  
 

2. Definitions relating to Safeguarding, Welfare and Child Protection 
 
Please refer to Appendix 1. 
 

3. The Role of the Designated Safeguarding Lead (DSL) 
 
Cambridge Dream has a Safeguarding and Welfare Co-ordinator (Keith Welsh), who is the Designated 
Safeguarding Lead (DSL). His role is to: 
 

• safeguard the welfare of our learners by protecting them from physical, sexual or emotional harm 

• make this the foremost concern of all Cambridge Dream staff and ensure that all staff understand and 
adhere to our Safeguarding and Welfare Policy  

• support the management team and staff in all matters concerning the safeguarding and welfare of our 
learners and their own welfare.  

 
The Managing Director (Jing Tao) is the Board-level lead with overall leadership responsibility and 
strategic oversight for all safeguarding arrangements in Cambridge Dream. Jing is qualified to Designated 
Safeguarding Lead (Level 3) and can deputise for Keith Welsh as the DSL if required for any reason.  
 

4. Code of Conduct 
 
Cambridge Dream has a Code of Conduct for Adults, which applies to all Cambridge Dream staff and is 
also included in the handbooks sent to the international leaders, who accompany groups of learners to 
the programme, as well as in the handbook for approved agents who recruit students for Cambridge 
Dream’s courses. Please refer to Appendix 2. 
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5. Safer Recruitment 
 

We follow safer recruitment best practice when recruiting and selecting all members of staff. Appropriate 
information is provided to job applicants, including reference to the organisation’s commitment to 
safeguarding and informing applicants that suitability checks will be required. Please refer to the Student 
Mentor Job Application Form in Appendix 4. The Course Tutor Application Form is similar. This includes: 
 

• ensuring all new staff undergo an enhanced DBS check before commencing employment 

• checking two references  for each applicant 

• checking the photo identification of all staff  

• checking original qualification certificates 

• checking all gaps in employment records and ensuring these gaps are explained. 
 
In the unlikely event that a member of staff commences employment prior to clearance being received, 
they must have signed a self-declaration and their access will be supervised at all times; they must not be 
left alone with children. 
 

6. Health and Safety 
 

A comprehensive Health and Safety Policy has been produced which is kept in the Operations Manager’s 
office during the programme and is available electronically. Please note that: 

• the Health and Safety Law Poster is located in the Porter’s Lodge of the college 

• the procedures for Fire Escape are displayed in every public room and bedroom in the college. 
 

7. Safeguarding Training  
 

The Safeguarding and Welfare policy and the Health and Safety policy are enclosed with job offer letters 
to staff and are available to download in the password-controlled online Staff Resources area. They are 
also publicly accessible on the Company’s website. All staff undertake a Level 1 accredited safeguarding 
course arranged by Cambridge Dream prior to their induction. This online course is designed to inform 
staff about the signs and symptoms of child abuse and what to do if they suspect a child is being abused 
or harmed. Safeguarding training provision will be updated as necessary to take account of local and 
national policy changes. 
 
During the induction, the Safeguarding and Welfare Co-ordinator will ensure staff have understood our 
policies and procedures when dealing with safeguarding issues, abusive behaviour and other forms of 
misconduct and know what is expected of them. The aims of the safeguarding training are to help staff 
to:  
 

• understand the various types of abuse and neglect  

• identify signs of abuse and know what to look for  

• know how to ask questions if they suspect a child is being abused  

• know what to do if they suspect a child is being abused  

• know how to deal with abusive behaviour  

• understand the importance of keeping records  

• understand the importance of reporting their concerns  

• know what happens when concerns are passed to Children's Social Care.  
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All adults are told that they need to follow the Code of Conduct for Adults (Appendix 2) and that any 
misconduct will be dealt with according to the disciplinary and grievance procedures included in the 
Student Mentor and Course Tutor Handbooks. A list of unacceptable behaviours considered to be 
misconduct or gross misconduct is included in the Student Mentor Handbook and Course Tutor Handbook. 
When staff accept their job offer they must sign a form to say they have read and understood the 
Safeguarding and Welfare policy and the Health and Safety policy and will put them into practice during 
the Cambridge Dream programme. 
 

8. Disciplinary and Grievance Procedures 
 
Poor performance or misconduct during the residential programme will be addressed in the following 
way:  

• an initial meeting with the Operations Manager (Keith Welsh) where the concerns will be raised, and 
then, if no improvement is noted, 

• a follow-up meeting with the Managing Director (Jing Tao).  
 
Every effort will be made by the company to resolve any staff grievances, misconduct or performance 
issues, without delay. However, in the event that no satisfactory resolution can be reached, agreements 
may be terminated by either party by means of one week’s notice in writing.  
 
Gross misconduct, if substantiated, may lead to summary dismissal. The safeguarding and welfare of the 
children in our care is always our primary concern. A list of unacceptable behaviours considered to be 
misconduct or gross misconduct is included in Appendix 3.  
 

9. Welfare Provision 
 

The Safeguarding and Welfare Co-ordinator (Keith Welsh) has responsibility for welfare provision for 
under-18s. Please refer to the following documents for specific details of welfare arrangements: 
 

• Safeguarding and Welfare Co-ordinator Handbook – this covers overall safeguarding and welfare 
provision and areas such as child protection procedures for dealing with abusive behaviour.  

• Participant Handbook – this covers areas such as contacting parents/ guardians, illness, safety, 
separate accommodation for boys and girls and laundry facilities. 

• Group Leader Handbook – this covers areas such as responsibility for supervision overnight and during 
times when participants are not attending timetabled workshops, activities and excursions. 

• Staff Handbooks and Group leader Handbook – these require staff to read the Safeguarding and 
Welfare policy and the Health and Safety policy and make sure they know who to go to if they have 
any concerns. They also cover excursion procedures and ‘what to do if’ scenarios for staff responsible 
for excursions. 

 
Please note that participants will all be accommodated in bedrooms in the College where their courses 
are being run. These bedrooms provide private space for study and relaxation. Males and females will be 
accommodated separately. 
 
The courses are for 12 to 18 year olds. Any participants who are 18 or over will be accommodated 
separately from under-18s.  
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The Porter’s Lodge is at the entrance to the college and provides a first aid kit and trained first aid staff, 
accessible 24 hours a day if required. CCTV cameras are in operation on remote main doors and 
throughout the grounds, and a security patrol operates during the night. 
 

10. First Aid 
 

• The Operations Manager (Keith Welsh) is a qualified first aid tutor and has been dealing with first aid 
incidents for over 20 years on residential programmes for young people. 

• Keith Welsh has up-to-date training in both physical and mental first aid. 

• Cambridge Dream’s first aid kits are kept in the Operations Manager’s office.  

• There is another first aid kit and a first aider at the Porter’s Lodge if required. 

• First aid kits will be taken on excursions and are also available during evening activities and sports.  
 

11. Care in Residential Accommodation 
 

• The ratio of residential adults to learners will be at least 1: 8 including the international group leaders 
and at least 1: 12 not including international leaders. 

• The international leaders have been advised that they are responsible for the overnight care and 
supervision of their participants. 

• The Cambridge Dream senior management team is responsible for supervising individual participants 
who come without a leader. 

• In addition, the Cambridge Dream senior management team and student mentors will stay overnight 
in the same accommodation and can assist with any welfare issues that may arise. 

• Laundry facilities are available in the college and the student mentors will instruct learners in the use 
of these washing and drying machines.  

 

12. Supervision of Learners during and outside Scheduled Activities and Excursions 
   
The Safeguarding and Welfare Co-ordinator is responsible for ensuring that there are suitable supervision 
arrangements and staffing ratios during all scheduled activities, lessons and excursions, both daytime and 
evenings. Once the class timetables are confirmed, staffing rotas are established, which ensure that there 
are sufficient Cambridge Dream staff to cover all aspects, based on the ratios in the Risk Assessments for 
each activity, workshop and excursion.  This will take into account the age, gender, physical ability, 
language ability, interests and needs of the participants. 

Outside of these scheduled activities, lessons and excursions, it is the responsibility of the international 
leaders to supervise their participants.  This has been detailed in both the Participant Handbook and the 
Group Leader Handbook and is reaffirmed in the initial leader meeting between the Programme Director 
(Jing Tao) and the leaders, once they have arrived at the college. The Cambridge Dream senior 
management team is responsible for supervising individual participants who come without a leader. 

The rules for learners in the Participant Handbook and the Leader Handbook clearly state that participants 
must never go out of the college on their own and must return directly to their rooms after evening 
activities. This will be reaffirmed during the Welcome Meeting on arrival at the College. 
 
All aspects of the supervisory responsibilities of international leaders and Cambridge Dream staff have 
been detailed in their various handbooks, so all adults will understand them prior to the residential 
programme. The Safeguarding and Welfare Co-ordinator will ensure that all Safeguarding and Welfare 
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issues, including supervision, are covered in the staff induction training and monitored throughout the 
programme. 

 
13. Risk Assessments 
 
Full risk assessments have been carried out for indoor and outdoor facilities, lessons, activities and 
excursions; these are kept in the Operations Manager’s office and are available electronically on request. 
Staff and Group leaders are required to sign a Risk Assessment Sign-Off Form to confirm they have read 
and understood the relevant risk assessments before they supervise or attend specific excursions, 
workshops or activities. 

  
14. Prevent Duty 
 
Prevent is part of the UK’s counter-terrorism strategy, preventing people from becoming involved with or 
supporting terrorism, by using early intervention to encourage individuals and communities to challenge 
all violent, extremist and terrorist ideology and behaviour. The key terms are: 

Radicalisation: The process whereby an individual or group of people adopts extreme religious, social or 

political doctrine or ideas – often where someone has their vulnerabilities or susceptibilities exploited 

towards crime or terrorism by a third party with their own agenda. 

Extremism: Holding extreme political or religious views which may deny rights to any group or individual, 

for example, racism, homophobia, right wing ideology and any religious extremism.  Vocal support or 

active opposition to fundamental British values, including democracy, adherence to the rule of law, 

individual liberty and mutual respect and tolerance of different faiths and beliefs.  

British Values: Democracy, adherence to the rule of law, individual liberty and mutual respect and 

tolerance of those with different faiths and beliefs. 

As a non-compulsory and non-publicly funded education provider with less than 250 students,  Cambridge 
Dream is not required to follow the UK government’s Prevent Strategy. However, we recognise our 
responsibilities to prevent participants from being radicalised and having extremist views while attending 
our short courses and we  are  committed to ensuring our policy and practice on preventing radicalisation 
and extremism reflects any government or sector guidance. Any concerns must be referred to Cambridge 
Dream’s prevent lead, Keith Welsh.  
 
It is essential that Cambridge Dream staff are:  

• aware of their roles and responsibilities in preventing radicalisation and extremism 

• able to identify students who may be vulnerable to radicalisation or extremism  

• know what to do if they are identified.  
 
To achieve this objective, the company:  

• provides suitable ‘prevent training’ for all staff which is renewed at least every three years 

• has a Risk Assessment for the Prevention of Radicalisation and Extremism in order to assess the level 
of risk of students becoming radicalised while attending our short courses and to mitigate this risk 

• has a separate Policy on the Prevention of Radicalisation and Extremism, which was previously part 
of the Safeguarding and Welfare Policy. All staff, learners and other stakeholders fall within the remit 
of this policy. 
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Individual factors or behaviours associated with vulnerability (see below) may not present a problem 
when seen in isolation, but when they are taken together or appear to form a pattern, this may give cause 
for concern. Appendix 5 explains what to look out for and what to do if you have a concern.  

 
Factors and behaviours associated with vulnerability 
Factors that may contribute to vulnerability include: 

• underachievement 

• extremist influences 

• identity confusion 

• pressure from peers 

• victim or witness to race or religious hate crime 

• rejected by peer, faith or social group or family 

• may possess literature related to extreme views 

• experience of poverty, disadvantage or social exclusion  

• recent religious conversion 

• an event or series of traumatic events - personal / global /national 

Examples of behaviours attached to vulnerability include: 

• withdrawn 

• short tempered 

• scripted speech 

• new found arrogance 

• fixated on a subject 

• saying inappropriate things/ a call to violent action 

• asking inappropriate questions 

• closed to new ideas or conversations 

• tattoos  

• change in language  

• angry / depressed 

• change of routine 

• new circle of friends 

• absence 

• uncharacteristic change of appearance 

Further useful information can be found at: 

https://www.britishcouncil.org/sites/default/files/information_for_providers_on_prevent_obligations_

0.pdf 

15. e-Safety  
 

A comprehensive e-Safety and Social Media Policy has been produced which is kept in the Operations 
Manager’s office during the programme and is available electronically.  
 
The guidance below has been produced to support any member of staff who may have to deal with an 
e-Safety incident. This is covered in the Safeguarding and Child Protection briefing during the induction 
training for staff. An e-Safety incident may fall into one of the following categories:  
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Inappropriate conduct:  

• posting material on social networks which contravenes company guidelines  

• inappropriate use of work email/internet  

• inappropriate use of a mobile phone or electronic device  

• password and account misuse (e.g. use of someone else’s password or login).  
 
Accessing unsuitable content:  

• downloading and / or viewing illegal material  

• downloading or viewing material unsuitable to the workplace  

• deliberately accessing content that expresses extreme or racist views.  
 
Inadvisable contact:  

• giving away too much information  

• breaching client privacy  

• sending unsettling or threatening messages - cyberbullying  

• grooming behaviour or inappropriate contact with young people  

• misrepresentation and defaming.  
 
Loss of confidential data  

• as a result of hacking, theft or loss of computer, laptop or memory stick.  

 
First response to an e-safety incident  
 
• Step 1: Preserve the evidence  

• Step 2: Pass it on – seek help or support  

• Step 3: Prevent it re-occurring  
 
Immediate action will involve making a judgement on the seriousness of the incident, preventing children 
coming into contact with unsuitable material and seeking appropriate help and support. Dealing with an 
incident may involve outside agencies or may be resolved by the Cambridge Dream’s Senior Management 
Team and internal disciplinary procedures. In the first instance, advice should be sought from the 
Safeguarding and Welfare Co-ordinator (Keith Welsh). Once the situation has been dealt with, then a full 
review will need to be initiated to take any action required to prevent the situation happening again. Each 
of these steps is dealt with in more detail below: 
 
Step 1: Preserving the evidence 
If the incident involves the unacceptable, inappropriate or possibly illegal use of a computer, mobile 
phone or camera, then it is important to preserve any evidence, which may be currently on the device. 
Make sure that children or young people do not come into contact with the device. In particular, the 
discovery of indecent images or videos involving children should always result in taking advice from the 
police.  
 
Immediate action to take:  
Turn off the monitor screen to prevent it being seen by bystanders or confiscate the device and prevent 
it being used again. Lock it away. N.B. Cambridge Dream reserves the right to confiscate and examine the 
contents of a mobile phone or device if they believe it has been used for any purpose which breaks our 
rules on Safeguarding and Welfare.  
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Preserving technical evidence:  
When preserving evidence, it is advisable to seek technical support first and to have any actions either 
witnessed or supervised so that the chain of evidence can be corroborated.  
In addition, make sure a record is kept of the step-by-step actions taken.  
 
If the device is on:  

• Take photos or video of the screen rather than printing it out unless the photograph would be of an 
indecent image of a child under 18, in which case taking a photograph would itself count as a criminal 
offence. 

• Save open files, emails or messages to external media.  

• Avoid saving things locally (to local disk or internal memory). 

• Do not shut down the computer (which can remove evidence such as search history information and 
temporary files). 

• Seek technical advice.  
 
If the device is off:  

• Make an external examination and take photos. 

• Do not start the computer/device.  

• Lock it away. 

• Seek technical advice.  
 
If the content is on a shared network, then the device should be taken out of service until an investigation 
can be completed by a technically competent person. N.B. Someone acting in a technical capacity, with 
written instruction and supervision in a case that may become a criminal investigation has a defence in 
law, when necessarily handling these materials to preserve evidence, see: 
http://www.iwf.org.uk/assets/media/hotline/SOA2003_mou_final_oct_2004.pdf  
 
Step 2 - Pass it on – seek help or support to decide if the incident needs to be referred to other agencies 
(LADO, Police, CEOP – see definitions below)  
 
First contact with an incident could be:  

• something witnessed on a computer, mobile phone or camera  

• a statement made by the victim  

• information from a bystander or witness about events or pointing to evidence that something 
untoward has happened  

• hearsay (rumour) about a potential situation  

• noticing an anomaly in a search history.  
 
Depending on the incident and the setting in which it occurred, report it to:  

• the Programme Director (Jing Tao)   

• the Safeguarding and Welfare Co-ordinator (Keith Welsh)  

• Local Authority Designated Officer (LADO)  

• Police 101 (see later guidance)  

• Technical support  

• Child Exploitation and Online Protection Centre (CEOP).  
 
All the following incidents indicate the need to consult external support:  
 

http://www.iwf.org.uk/assets/media/hotline/SOA2003_mou_final_oct_2004.pdf
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a. Concerns about the safety or well-being of a child:  
If there is a concern for the safety or well-being of a child, because there are suspicions, signs or symptoms 
of child abuse or harm, the normal Safeguarding Children Partnership Procedures must be followed.  
 
b. Concern with regard to the behaviour of someone who works with children: 
This may be because that person has: 

• behaved in a way which has harmed a child, or may have harmed a child  

• possibly committed a criminal offence against or related to a child (e.g. by being abusive or grooming 
a child for later abuse)  

• behaved towards a child or children in a way which indicates that he/she is unsuitable to work with 
children  

• has viewed or taken pictures of children or young people which make you feel uncomfortable.  
 
The Local Authority Designated Officer (LADO) must be informed.  
 
c. Concerns about criminal behaviour:  
The following triggers should result in the police being contacted:  

• actual harm caused by violence, abuse or harassment or evidence that has occurred or is being incited 
or planned, including menacing behaviour, incitement, grooming or accessing indecent images  

• theft or damage to property, including property kept online, and denial of service or access  

• serious fraud and identity theft, including serious breaches of copyright  

• distribution or possession of obscene or hateful materials  

• self-harm or severe distress caused by repeated acts which in isolation may not appear significant, e.g. 
cyberbullying.  

 
d. A civil offence (which may also constitute an illegal act):  
These are generally managed by the Cambridge Dream disciplinary procedures or settled in the courts 
without police intervention. Triggers might include:  

• data protection or privacy breaches (e.g. resulting from loss of a laptop or memory stick)  

• professional or personal misconduct or negligence  

• libel, slander, defamation and misrepresentation  

• breaching acceptable use policies.  
 
e. Other types of incidents:  
Other cases may breach the internal disciplines of acceptable use, behaviour or contract without falling 
into the categories of abuse, criminal or civil offence, and so can be dealt with by the Senior Management 
Team. 
 
Collecting evidence and recording the incident:  
The contact details of any other witnesses should be noted and a written record made of what has  
been said and seen. Ensure that conversations are timed and dated.  
 
Technicians  
A technician may be asked by Cambridge Dream to help respond to an incident (using the power the 
employer has to investigate employees under the Regulatory and Investigatory Powers Act) or by the 
police. Acting under consented rights* (see below) or with a written instruction, a technician may: 

• collect evidence – hard disk, screen prints, a mobile phone, logs, records or other instrumentation, and 
statements  
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• examine what has been collected to find evidence – e.g. look for files on a hard disk, numbers from a 
phone, etc.  

• treat or help recover from any harm caused – e.g. remove viruses, recover a system from a backup  

• give a statement as evidence – e.g. describing any work carried out on the hard disk, recovery of files 
from a backup and /or provision of encryption keys, calls to the ISP or emails to SNS provider, witness 
to a conversation or action taken  

• apply sanctions, such as removing internet privileges or restricting access on the computer network.  
 
Step 3 - Prevent re- occurrence of the event by considering what action could be taken to prevent future 
similar incidents  
 
Review policy and procedure  
In order to act lawfully, it is vitally important that actions are agreed by the Safeguarding and Welfare Co-
ordinator, who will have explicit responsibilities in their job description (and associated competence).  
 
Acceptable Use and/or Acceptable Behaviour Policy, or Contract agreed by leaders, Cambridge Dream 
staff and participants in the setting must therefore include clauses that cover:  

• searching and monitoring of technology used in the setting  

• confiscation of technology whilst on the residential premises  

• privacy expectations, interception of communication and use of personal data in the setting  

• limits on what, where and when technology can be used and what for  

• how infringements will be handled, including expected sanctions.  
 
*In each case, the policies should state who is authorised to act if there is a breach of policy and in what 
way. This then allows those named (or those filling the stated roles) to act lawfully because they have 
been “consented rights”.  
 
Online Support for e-Safety Issues  
 

• Child Exploitation and Online Protection Centre http://www.ceop.police.uk/  

• Cybermentors http://cybermentors.org.uk/  

• Childline http://www.childline.org.uk/  

 
Providing Support for the victim  
 

Where an incident has involved the victimisation, harassment, alarm or distress of a participant or 
member of staff, support for the victim should be provided.  Where the victim is a participant, we will 
liaise with the accompanying leaders/contact the participant’s family or carers to agree a suitable way 
forward.  
  
The Safeguarding and Welfare Co-ordinator should:  

• ensure that the perpetrator is educated about the impact of their actions on the victim  

• ensure a fully documented case history of the incident is recorded and stored securely 

• where material has been posted online about a victim, provide support in getting the material removed 
either through discussion with the poster of the material or contact with the service provider 

• consider 'restorative practices' procedures or other avenues to support the victim, e.g. Cybermentors 
or Childline. 

16. Child Protection Procedures  
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Child protection refers to activities that should be undertaken to protect children who have been harmed 
or are at significant risk of being harmed though physical, emotional, sexual abuse or neglect.  
See Appendix 1 for definitions of abuse and abusive behaviour.  
 
Awareness  
After completing their safeguarding training before and during their induction, Cambridge Dream staff 
will be aware of (and will be able to recognise) signs of abuse or neglect, including, for example: 

• fear or wariness of others 

• physical signs of abuse, such as unexplained bruising or burns 

• age-inappropriate behaviour  

• sharp changes in mood 

• being secretive or withdrawn 

• aggression 

• unexplained absence from class 
 
How to raise concerns 
Should a member of staff have a concern or become aware that abuse has occurred or is likely to have 
occurred, he or she should report these concerns immediately to Keith Welsh, Cambridge Dream’s 
safeguarding and welfare co-ordinator. A flow chart setting out the process for staff when they have 
concerns about a child’s welfare is included in Appendix 5. 
 
Responding to a disclosure 
If a child tells one of the staff that they or another child or young person is being abused, the staff member 
will: 

• show that they have heard what the child is saying, and take their allegations seriously 

• encourage the child to talk, but will not prompt them or ask leading questions 

• not interrupt when a child is recalling significant events and will not make a child repeat their account 

• not promise to keep the allegation secret or confidential 

• explain what actions must be taken, in a way that is appropriate to the age and understanding of the 
child 

• write down what they have been told and use the exact words where possible 

• make a note of the date, time, place and people who were present at the discussion  

• report the disclosure immediately to Keith Welsh, Cambridge Dream’s safeguarding and welfare co-
ordinator.   

 
Named person responsible 
Cambridge Dream has a Safeguarding and Welfare Co-ordinator (Keith Welsh), who is the Designated 
Safeguarding Lead (DSL). The Managing Director (Jing Tao) is the Board-level lead with overall leadership 
responsibility for all safeguarding arrangements in Cambridge Dream. Jing is qualified to Designated 
Safeguarding Lead (Level 3) and can deputise for Keith Welsh as the DSL if required for any reason.  
 
Decision-making process 
Keith Welsh will promptly discuss with the member of staff the reasons for their concerns, review the 
notes, interview any witnesses and assess the circumstances and any available evidence. Keith Welsh will 
then discuss the findings of his initial investigation with the Programme Director, Jing Tao, to jointly decide 
the next course of action, using Local Safeguarding Children Partnership Threshold documents and toolkits 
(to be found at https://www.safeguardingcambspeterborough.org.uk/children-board/ ) to triage the 
concerns, assess the level of need and inform the appropriate response.   
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Recording and reporting information 
Keith Welsh will take a written record of the allegations of abuse or neglect, as well as any action that is 
taken in relation to that allegation. 
 
If it is decided that there are reasonable grounds for concern, Keith Welsh will contact as soon as possible 
one or more of the following agencies to report the allegation or incident: 

• The Local Authority Designated Officer (LADO) if an allegation is made against a member of staff 

• The Child Protection Team Duty Social Worker within Cambridgeshire Social Services 

• The local police if it is suspected a crime has been committed. 
 
2. Request guidance from the duty social worker, as to whether s/he is able to contact the parent or 

carer of the child concerned following a referral or allegation of abuse.  It is recognised that social 
services may not wish a child’s parents / carers to be contacted in certain circumstances. 

 
All Cambridge Dream staff will agree to liaise and co-operate with the Cambridgeshire Social Services 
regarding any allegations of abuse or neglect affecting a child. Where the victim is an international 
participant, we will also liaise with the accompanying leaders, and we will contact the participant’s family 
or carers.  
 
Handling allegations or incidents  
Should an allegation be made against a member of our staff, Cambridge Dream will ensure that our 
disciplinary procedures will be brought into place and that the concerns are discussed with the Local 
Authority Designated Officer (LADO). In addition, where a worker fails to report an incident of abuse, or 
suspected abuse, disciplinary proceedings may be instituted. 
 
Providing Support for the victim  
Where an incident has involved the abuse or distress of a participant or a member of staff, support for 
the victim will be provided. Where the victim is a participant, we will liaise with the accompanying 
leaders/contact the participant’s family or carers to agree a suitable way forward.  
 

17. Anti-Harassment and Anti-Bullying  
 

Under the Health and Safety at Work Act 1974 we have a duty to provide our staff with a safe place and 
system of work. This includes a workplace free from harassment and bullying which may, in certain 
circumstances, also amount to unlawful discrimination. We are also responsible for ensuring that workers 
are not harassed, bullied or discriminated against on the grounds of their sex, sexual orientation, marital 
status, gender reassignment, race, religion, colour, nationality, ethnic or national origin, disability, HIV 
positive/AIDS status or age. Cambridge Dream is committed to identifying and eliminating all forms of 
harassment, intimidation and bullying.  
 
The Safeguarding and Welfare Co-ordinator, Keith Welsh, must ensure that both staff and participants 
know that if they feel they are being bullied or harassed, they must immediately tell him and that he has 
procedures to deal with this, as set out in our Anti-Harassment and Anti-Bullying Policy, which is to be 
found in the Cambridge Dream office.  
 

18. National and Local Contacts and Useful Websites 
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• Local Safeguarding Children Partnership Board Threshold documents and toolkits: 
www.safeguardingcambspeterborough.org.uk/children-board/   

• The Children Act 2004: www.legislation.gov.uk/ukpga/2004/31/pdfs/ukpga_20040031_en.pdf 

• Keeping Children Safe in Education 2023 
https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe
_in_education_2023.pdf 

• Safeguarding Children and Safer Recruitment in Education: 
www.gov.uk/government/publications/safeguarding-children-and-safer-recruitment-in-education 

• Working together to safeguard children https://www.gov.uk/government/publications/working-
together-to-safeguard-children--2 

• Information sharing advice for safeguarding practitioners 
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-
advice 

• UKCIS guidance: Sharing nudes and semi-nudes advice for education settings  

• Safeguarding: www.britishcouncil.org/education/accreditation/information-centres/care-children 

• Prevent:https://www.britishcouncil.org/sites/default/files/information_for_providers_on_prevent_
obligations_0.pdf 

• CEOP (Child Exploitation and Online Protection) http://ceop.police.uk  

• Professionals Online Helpline – 0844 381 4772 www.saferinternet.org.uk/helpline 

• Report Child Abuse to a Local Council https://www.gov.uk/report-child-abuse-to-local-council 

• An officer of the National Society for the Prevention of Cruelty to Children on 0800 800500 

• Official Home Office E-Learning Training on Prevent - 
https://www.elearning.prevent.homeoffice.gov.uk/edu  

• Think U Know (CEOP) resources and information: www.thinkyouknow.co.uk 

 
19.   Policy Management System  

The Operations Manager / Safeguarding and Welfare Co-ordinator (Keith Welsh) has overall responsibility 
for developing, reviewing, revising, approving and disseminating the Safeguarding and Welfare Policy. 
The relevant job holder is responsible for monitoring the effective implementation of the policy in their 
own area of responsibility. The effectiveness of this policy and associated arrangements is reviewed 
annually under the direct supervision of the Managing Director. 
 

Policy Management Chart 
 

Date written: 5th March 2015 Date to be reviewed: 1st October 2025 

Responsible person: Keith Welsh Approved by: Laura Davies 

Document to be read alongside: Health and 
Safety Policy, e-Safety and Social Media Policy, 
Policy on Preventing Radicalisation and 
Extremism, Anti-Harassment and Anti-Bullying 
Policy, Equal Opportunities and Diversity Policy 

First operational: July 2015 

Previously reviewed: 21st August 2016, 28th 

May 2017, 2nd October 2017, 16th March 2018, 

1st October 2018, 13th April 2019, 25th June 

Changes Made:  

http://www.safeguardingcambspeterborough.org.uk/children-board/
http://www.gov.uk/government/publications/safeguarding-children-and-safer-recruitment-in-education
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/report-child-abuse-to-local-council
https://www.elearning.prevent.homeoffice.gov.uk/
https://www.elearning.prevent.homeoffice.gov.uk/edu
http://www.thinkyouknow.co.uk/
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Appendix 1: Definitions used in this Document relating to Safeguarding, Prevent, Welfare and Child 
Protection 
 

Child 

According to the Children Acts 1989 and 2004 respectively, a child is anyone who has not yet reached their 
18th birthday. The fact that a child has reached 16 years of age, is living independently or is in further 
education, is a member of the armed forces, is in hospital or in custody in the secure estate for children and 
young people, does not change his or her status or entitlement to services or protection under the Children 
Act 1989. Every child can potentially be hurt, put at risk of harm or abused, regardless of their age, gender, 
religion or ethnicity. For the purposes of safeguarding Cambridge Dream’s summer course  participants, a child 
is any young person attending the programme.  

Vulnerable Adult 

A vulnerable adult is generally defined as ‘an adult, who is unable to function cognitively or adequately 
undertake basic day-to-day functions without the help or oversight of someone not impaired in these ways or 
who is unable to protect him/herself against significant harms or exploitation’. Vulnerable adults are included 
in Cambridge Dream’s safeguarding and welfare policy, and staff are asked to be aware of the particular 
safeguarding needs of this group. However, it is recognised that due to the academically challenging nature of 
the courses, it is unlikely that any vulnerable adults will participate. 

Safeguarding and Welfare 

Safeguarding legislation and government guidance says that safeguarding means: 
• protecting children from maltreatment  
• preventing impairment of children’s health or development  
• ensuring that children are growing up in circumstances consistent with the provision of safe and effective 

care 
• taking action to enable all children and young people to have the best outcome.  

 
For the purposes of this document, safeguarding children and promoting the welfare of children are defined 
by Cambridge Dream in the above terms. 
 

Safeguarding Legislation 

In England, the law states that people who work with children have to keep them safe. This safeguarding 
legislation is set out in The Children Act (1989) and (2004).  It also features in the United Nations Convention 
on the Rights of the Child (to which the UK is a signatory) and sets out the rights of children to be free from 
abuse. The Government also provides guidance in their document Working Together to Safeguard Children 
2013. Jobs that involve caring for, supervising or being in sole charge of children or adults require an enhanced 
DBS check (previously called an enhanced CRB check).  
  
This includes checking whether someone is included in the two DBS ‘barred lists’ (previously called ISA barred 
lists) of individuals who are unsuitable for working with children and adults. It is against the law for employers 
to offer a job to someone or allow them to volunteer for this kind of work if they know they are on one of the 
barred lists.   

 
Child Protection 

  
Child protection refers to the activity that is undertaken to protect specific children who are suffering, or are 
likely to suffer, significant harm. This is a part of safeguarding and promoting welfare. 

http://www.hmso.gov.uk/acts/acts1989/Ukpga_19890041_en_1.htm
http://www2.ohchr.org/english/law/crc.htm
http://www2.ohchr.org/english/law/crc.htm
https://www.education.gov.uk/publications/eOrderingDownload/Working%20TogetherFINAL.pdf
https://www.education.gov.uk/publications/eOrderingDownload/Working%20TogetherFINAL.pdf
http://www.safenetwork.org.uk/help_and_advice/employing_the_right_people/Pages/Disclosure-Barring-Service-DBS.aspx


 

 

What’s the difference between Safeguarding and Child Protection?  
 
Safeguarding is a broader term than child protection. It encompasses all the elements set out above and is 
what a school / organisation should do for all children; child protection is part of this definition and refers to 
activities undertaken to protect specific children who have been harmed or are at significant risk of being 
harmed. Policies and procedures for child protection are, therefore, included in the safeguarding policy and 
procedures. 

 
Abuse and Abusive Behaviour 
 

Cambridge Dream takes all allegations of abusive behaviour and maltreatment of children extremely seriously. 
Our procedures for dealing with abusive behaviour are set out in our Safeguarding and Welfare Policy, which 
is sent out with job offer letters and must be read by all staff before commencing employment. All Cambridge 
Dream staff must have completed an accredited online course in Safeguarding children and Preventing 
Radicalisation and Extremism (prevent) which will be arranged by Cambridge Dream prior to the induction. 
The Safeguarding and Welfare Co-ordinator will cover Safeguarding and Child Protection in more detail with 
all staff during induction training to ensure they are aware of what to look for and what action to take.  
 

Abuse and abusive behaviour and maltreatment can take many forms: 

 

Physical Abuse  

This may involve hitting, shaking, throwing, poisoning, burning, scalding, drowning, suffocating or otherwise 
causing physical harm to a child.  Physical harm may also be caused when a parent or carer feigns the symptoms 
of, or deliberately causes, ill health to a child whom they are looking after.  
  

Emotional and Mental Abuse  

This is the persistent emotional ill treatment of a child such as to cause severe and persistent adverse effects 
on the child’s emotional development.  It may involve conveying to a child that they are worthless or unloved, 
inadequate or valued only in so far as they meet the needs of another person. It may feature age or 
developmentally inappropriate expectations being imposed on children. 
 

Sexual Abuse  

This involves forcing or enticing a child or young person to take part in sexual activities, whether or not the 
child is aware of what is happening.  The activities may involve physical contact, including penetrative and non-
penetrative acts.  They may include non-contact activities, such as involving children in looking at, or in the 
production of, pornographic material or in watching sexual activities, or encouraging children to behave in 
sexually inappropriate ways. 
 

Neglect  

This is the persistent failure to meet a child’s basic physical and / or psychological needs, likely to result in the 
serious impairment of the child’s health or development. It may involve a parent or carer failing to provide 
adequate food, shelter and clothing, failing to protect a child from physical harm or danger, or the failure to 
ensure access to appropriate medical care or treatment.  
 

Prevent 
It is essential that Cambridge Dream staff are able to identify students who may be vulnerable to radicalisation 
or extremism and know what to do if they are identified. Any concerns must be referred to Cambridge Dream’s 
prevent lead, Keith Welsh. All staff receive online prevent training and it is covered in more detail with all staff 
during the induction. Cambridge Dream has a Policy for Preventing Radicalisation and Extremism (prevent) and 
has developed a Risk Assessment for the Prevention of Radicalisation and Extremism, which are available in 
the password-controlled staff resources area of the website.  



 

 

Appendix 2: Code of Conduct for Adults and Whistleblowing Policy 
 
Code of Conduct for Adults  

Terms of reference  
 
Child: Any child or young person on the residential programme  
 
Adult: Any employed or self-employed staff of Cambridge Dream and any leader accompanying the group of 
international learners. 
 
Our overriding aim is to protect all children and adults connected with Cambridge Dream. This document 
describes the standards of conduct that Cambridge Dream staff and the group’s international leaders should 
follow. The code of conduct is designed to protect the children in our care, but also to ensure that adults avoid 
any compromising situations where there could be a misunderstanding or malice which may put the adult at 
risk of accusation. 
 
In all activities, staff and leaders are required to be aware that physical contact with a child or young person 
may be misinterpreted. Whilst we understand that in some other cultures physical contact may be viewed 
differently, we ask all adults on our courses to understand that we are operating within a British culture. Any 
physical or manual touching required should be provided openly and if this is in a sporting situation, it should 
be in accordance with the guidelines provided by the appropriate National Governing Body.  

 

Adults are expected to dress appropriately at all times. For Cambridge Dream staff, this means wearing their 
uniform when on duty, but for off-duty staff and leaders, we would ask you to be considerate to the sensitive 
age of our students and avoid revealing too much flesh (low tops / shorts / miniskirts). This is especially 
important for residential staff staying in accommodation close to participants.  

 

In all dealings with children and young people in our care, adults should never:  

• play rough physical games or sexually provocative games  

• share a room with a child 

• enter a child’s room unless it is absolutely necessary and if entering a child’s room must do so 
accompanied  

• allow or engage in any form of inappropriate touching  

• allow children or young people to use inappropriate language without challenging it  

• make sexually suggestive comments even in jest  

• reduce a child to tears as a form of control  

• allow allegations made by a child to go unchallenged, unrecorded or not acted upon  

• give personal contact details to children, including mobile number, home phone or e-mail address  

• use social media (e.g. facebook or twitter) or any other mobile or web-based communication channels 
(e.g. texts, emails) to send messages to children. 

 
In all dealings with children and young people in our care, adults must:  

• behave appropriately at all times and maintain professional boundaries  

• be vigilant and act immediately if they become aware of any behaviour that gives a cause for concern  

• give constructive rather than negative feedback 

• take special care when discussing sensitive issues with children or young people  

• be sensible with regards to the use of mobile devices, digital cameras, videos, webcams, websites and 
blogs  

• be sensible during any time off with regards to socialising and alcohol consumption and especially when 
returning to sleep in accommodation where there are participants staying. 



 

 

 
If in doubt, check with the Operations Manager (Keith Welsh) or the Programme Director (Jing 

Tao) 

Whistleblowing Policy 

Under usual circumstances, if a member of staff wishes to raise a concern regarding a child protection issue, 
then the procedure outlined in the Safeguarding and Welfare Policy will apply and they should raise their 
concerns initially either with the Operations Manager (Keith Welsh) who is the Designated Safeguarding Lead 
(DSL) or with the Programme Director (Jing Tao). In the event that a staff member does not feel able to raise 
concerns regarding child protection failures internally, they may contact the NSPCC whistleblowing helpline on 
0800 028 0285, which is open from 8am to 8pm, Monday to Friday. 

The law protects workers who, out of a sense of public duty, want to raise what it defines as a ‘protected 
disclosure’, if they suspect wrongdoing or malpractice, relating for example to child safeguarding, health and 
safety, fraud or any criminal act. In order to be a protected disclosure, it must consist of specific information 
and be made in an appropriate way, and not be merely allegations.  

When a Cambridge Dream staff member makes an internal disclosure, the senior management will 
acknowledge its receipt in writing within 2 working days and will then determine whether or not it believes 
the disclosure has sufficient merit to warrant further action. 

If the disclosure is not considered to have sufficient merit to warrant further action, the staff member will be 
notified in writing of the reasons for that decision. If the disclosure has sufficient merit, the Cambridge Dream 
senior management will take whatever actions it deems appropriate. Possible actions could include internal 
investigation or referral to external bodies such as the LADO (local authority designated officer). 

Cambridge Dream will treat any disclosures and the resulting actions confidentially and will take all reasonable 
steps to ensure that the staff member making the disclosure is not identified without their written consent. 
No member of staff will suffer a detriment or be disciplined for raising a genuine and legitimate concern, 
providing that they raise the matter in good faith and follow Cambridge Dream’s whistleblowing procedure.  

Any false, malicious, vexatious or frivolous accusations will be dealt with under Cambridge Dream’s disciplinary 
procedures as set out in the staff handbooks. Any member of staff who victimises or harasses a member of 
staff as a result of their having raised a concern in accordance with the whistleblowing policy will be dealt with 
under Cambridge Dream’s disciplinary procedures.  

Workers also have the right to make a protected disclosure to an appropriate external body as prescribed by 
the law. A list of ‘prescribed’ organisations can be found on the GOV.UK website at  

https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2  

https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2


 

 

Appendix 3: Definitions of Misconduct which will give rise to Disciplinary Procedures 
 

Misconduct 
The following are examples of matters that will normally be regarded as misconduct: 

• minor breaches of company policies or procedures 

• minor breaches of your job agreement 

• minor damage to, or unauthorised use of, company and college property or facilities 

• poor timekeeping or time wasting 

• unauthorised absence from work 

• refusal to follow instructions 

• obscene language or other offensive behaviour 

• negligence in the performance of your duties 

• smoking in no-smoking areas. 
 

This list is intended as a guide and is not exhaustive. 
 
Gross Misconduct 
Gross misconduct is a serious breach of your job agreement, which, if substantiated, may lead to 
summary dismissal. The following are examples of matters that will normally be regarded as gross 
misconduct: 

• conviction for any criminal offence  

• serious or deliberate breaches of company policies or procedures 

• serious or deliberate breaches of your offer letter 

• causing loss, damage or injury through serious negligence 

• actual or threatened physical violence, harassment or bullying 

• theft or fraud 

• deliberate and serious damage to company and college property or facilities  

• deliberately accessing internet sites containing pornographic, offensive or obscene material 

• bringing the company or college into disrepute 

• being under the influence of alcohol, illegal drugs or other substances during working hours 

• repeated or serious disobedience of instructions, or other serious act of insubordination 

• unauthorised use or disclosure of confidential information or personal data  

• giving false information in order to gain work or other benefits 

• making untrue allegations in bad faith against another worker 

• victimising another worker who has raised concerns, made a complaint or given evidence under 
the grievance procedure, disciplinary procedure or otherwise 

• serious misuse of our information technology systems  
 

This list is intended as a guide and is not exhaustive. 
 
The company’s Disciplinary Procedures in relation to misconduct and gross misconduct are set out 
in page 7 of this document. 
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Appendix 5: Flow chart setting out the process for staff when they have concerns 
about a child 

 

Source: Keeping Children Safe in Education 2023 
https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe_in_ed
ucation_2023.pdf  



 

 

Appendix 6: Prevent Duty – Notice Check Share 

Source: https://www.gov.uk/guidance/making-a-referral-to-prevent  
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