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Section A [sub- sections 1- 8] – Policy and Legal Framework  
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Counselling [Peter Eldrid] or the Assistant Secretary to Council [Bridget Alabi] will act as 
Principal Safeguarding Officer.  
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these cases, assessments by a social worker are carried out under section 17   
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(12) Where a local authority are making enquiries under this section with respect to a child 
who appears to them to be ordinarily resident within the area of another authority, they shall 
consult that other authority, who may undertake the necessary enquiries in their place. 

 
7.3 Safeguarding Vulnerable Groups Act 2006  
 
7.3.1 The Safeguarding Vulnerable Groups Act 2006 introduced the Vetting and Barring 
Scheme that operated under the auspices of the Independent Safeguarding Authority [the 
ISA].  The Act also sets out the activities and work which are ‘regulated activity’ which a 
person who is barred by the ISA must not undertake. The Safeguarding Vulnerable Groups 
Act 2006 has been amended by the Protection of Freedoms Act 2012. 
 
7.4 Protection of Freedoms Act 2012  
 
7.4.1 The Protection of Freedoms Act 2012 made provision for the establishment of the 
Disclosure and Barring Service [DBS].  It also amended the Safeguarding Vulnerable 
Groups Act 2006 in terms of the scope of the vetting and barring scheme and made changes 
to the system of criminal records.  However, the University’s obligations in the following 
mattes were unaffected: 
 
i. to refer employees or volunteers to the DBS in appropriate circumstances; 
 
ii. to carry out checks on individuals before allowing them to undertake regulated 

activity. 
 
7.5 Other legislation and K ey Guidance  
 
7.5.1 Statutory responsibilities of the University are also set out in the Children Act 2006; 
Education Act 2002; Education and Inspections Act 2006 and the Equality Act 2002 
 
7.5.2 Further information is available: 
 
DBS at www.homeoffice.gov.uk/disclosure-and-barring 
 
7.5.3 The Sexual Offences Act 2003 deals with inter alia offenders with an emphasis on 
the protection of vulnerable individuals and gives a comprehensive list of sex offences to 
protect individuals from abuse and exploitation.  Under the Act any sexual intercourse with a 
child under 13 is treated as rape and it covers other non-consensual offences against 
children under 13 and offences of sexual activity with a child under 16. These cover a range 
of behaviour, involving both physical and non-physical contact. Other Offences in the 2003 
Sexual Offences Act include: 

�x trafficking  persons for the purposes of sexual exploitation;-
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7.6 Regulated Activity and the Duty to Refer to the DBS  
 
Regulated Activity  
 
7.6.1 The Safeguarding Vulnerable Groups Act 2006 sets out the activities and work which 
are ‘regulated activity’, which a person who has been barred by the DBS must not do. The 
full, legal definition of regulated activity is set out in Schedule 4 of the Safeguarding 
Vulnerable Groups Act 2006, as amended by the Protection of Freedoms Act 2012. 
Regulated activity excludes family arrangements, and personal, non-commercial 
arrangements. 
 
Children  
 
7.6.2 The definition of regulated activity relating to children comprises only: 
 
i. Unsupervised activities: teach, train, instruct, care for or supervise children, or 

provide advice/guidance on well-being, or drive a vehicle only for children;  
 
ii. Work for a limited range of establishments (‘specified places’), with opportunity for 

contact: for example, schools, children’s homes, childcare premises. Not work by 
supervised volunteers; 

 
iii. Relevant personal care, for example washing or dressing; or health care by or 

supervised by a professional; 
 
iv. Registered childminding; and foster-carers. 
 
7.6.3 
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Duty to Refer to the DBS  
 
7.6.5 It is a criminal offence to knowingly allow a barred person to work in regulated 
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Reparation order  None-spent 
immediately 

None-spent 
immediately 

Compensation order  Once it is paid in full Once it is paid in full 
 
For information about other sentences, military convictions, the impact of multiple convictions and 
jobs that require spent convictions to be disclosed, visit hub.unlock.org.uk and search for 
Rehabilitation of Offenders Act. 
 
7.9.6 Spent convictions: Some sentences can become spent after fixed periods from the 
date of conviction. The length of a rehabilitation period will depend of the sentence as 
outlined in the table above. 
 
7.9.7 Suspended Sentences: A suspended prison sentence is treated as one that has 
taken effect and the rehabilitation period is the same as for the full sentence.  
 
7.9.8 Filtering of old and minor cautions and convictions: Filtering is the term the DBS use 
to describe the process which will identify protected convictions and cautions and ensure 
that they are not disclosed on a DBS certificate. Since 2013, under a change to the 
Rehabilitation of Offenders Act 1974 (Exceptions), certain old and minor cautions and 
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in order to assess whether the criminal records history disclosed indicates the individual 
presents any risk to children or to others.  
 
7.10.3 The University undertakes to discuss any matter revealed in the Disclosure with the 
member of staff, applicant or student before acting upon the information and the University 
will consider the following factors when deciding the most appropriate steps to take:  
 
-Is the conviction a one-off or are there several?  
-How (der)4.convic  
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8.1.2 The following procedure will apply if you are appointed to a post at the University that 
falls within the terms of the DBS/CRB. Should you have any queries please contact the 
Human Resources Department. 
 
1. You will be provided with a Disclosure Application Form and Guidance in your offer of 
employment pack. 

2. You should complete the Disclosure Application Form and return it with your signed 
acceptance and other required forms as directed in your offer letter. No payment is required 
as the University will pay for your certification. 

3. Your Disclosure Application Form will be checked on receipt by the Human Resources 
Department. To this end you should contact Human Resources to arrange a convenient time 
to bring in your original identification and proof of address documents for verification. 
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the nature of the post allows the University to seek information about an employee or 
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regulated activity. Job applicants will have to pay an annual fee [at present £13] to be 
registered with this service.    
 
8.5 Further Information  
 
Further information is available from the Human Resources Department or the DBS website: 
 
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/ 
 
8.6 Code of Practice and Complaints Procedure:  
 
The University undertakes to comply with the CRB Code of Practice.  A copy of the Code is 
available from Human Resources or from the DBS website: 
 
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/services/dbs-standards/ 
 
Should you believe this Code has not been complied with, you should complain to the DBS 
directly at: 
 
Performance Team 
DBS 
PO Box 181 
Darlington 
DL1 9FA 
 
dbsdarlingtoncomplaints@dsbs.gsi.gov.uk 
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Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child, including by fabricating 
the symptoms of, or deliberately causing, ill health to a child or vulnerable adult. 
 
Emotional abuse is the persistent emotional ill-treatment of a child or a person regarded as 
vulnerable such as to cause severe and persistent adverse effects on the child’s emotional 
development. It may involve conveying that they are worthless or unloved, inadequate, or 
valued only insofar as they meet the needs of another person. This may cause fright and 
lead to exploitation or corruption. 
 
Sexual abuse involves forcing or enticing a child or a person regarded as vulnerable to take 
part in sexual activities, whether or not the child or vulnerable adult is aware of what is 
happening. The activities may involve physical contact, including penetrative (e.g. rape or 
buggery) or non-penetrative acts. They may include involving children or vulnerable adults in 
looking at, or in the production of, pornographic material, or encouraging them to behave in 
sexually inappropriate ways. 
 
Neglect is the persistent failure to meet the basic physical and/or psychological needs of a 
child or a person regarded as vulnerable and is likely to result in the serious impairment of 
health or development [such as failing to provide adequate food, shelter and clothing, or 
neglect of, or unresponsiveness to basic emotional needs]. 
 
Bullying  [while this is not a legal definition] is the deliberate, hurtful behaviour, direct or 
indirect, usually repeated over a period of time where it is difficult for those being bullied to 
defend themselves. Bullying can be verbal, written or physical. Harassment and bullying is 
not always open, direct and simple to identify. It can be covert and very subtle. Perpetrators 
may not always be aware that their action(s) have been seen/felt to be offensive. 
 
3.2  Recognising Abuse  
 
3.2.1 Recognition of abuse is not always easy and the University acknowledges that its 
staff and students may not be experienced in this area and indeed that it is not the place of 
University members to make such a judgement. It does however recognise that it is the 
responsibility of all members of the University to act on concerns in order to safeguard 
children and vulnerable groups. 
 
3.2.2 The following may indicate that a child or a person regarded as vulnerable is being or 
has been abused: 
 
-Unexplained or suspicious injuries, particularly if the injury is unlikely to have occurred 
accidentally 
-An injury where the explanation appears inconsistent 
- Symmetrical injuries 
- 
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- Delayed physical or emotional development 
- Shows extremes of passivity or aggression 
- Sudden Speech Disorders 
- Overreaction to mistakes or continual self-deprecation 
- Neurotic behavior [rocking, hair twisting, self-harming] 
- Wearing clothes to cover injuries 
- Lacks needed dental or medical care 
- Often tired 
 
 
3.3  Incidents that Must be Reported or Recorded  
 
3.3.1 If any of the following occur you should report this immediately to the Principal 
Safeguarding Officer or Designated Safeguarding Officer: 
 
-If you accidentally hurt a child or a person regarded as vulnerable. 
 
-If he/she seems distressed in any manner. 
 
-If a child or a person regarded as vulnerable appears to be sexually aroused by your 
actions. 
 
-If you are concerned that a relationship is developing that could represent an abuse of trust. 
 
-If you are concerned that the child or vulnerable adult is becoming attracted to you. 
 
-If you are concerned that a colleague is becoming attracted to someone in his/her care. 
 
-If a child misunderstands or misinterprets something you have done. 
 
-If you have had to use reasonable physical restraint to prevent a child or a person regarded 
as vulnerable harming themselves, or another, or from causing significant damage to 
property. 
 
-If a child or a person regarded as vulnerable reports an allegation of abuse by a member of 
their family or someone involved in their home, school or social life. 
 
-If a child or a person regarded as vulnerable reports an allegation of abuse regarding a 
member of an external organisation using University facilities. 
 
This list is not exhaustive but provides some examples of incidents that must be reported.  
 
3.4 Dealing with Allegations or Suspicions of Abuse 
 
-What to do if you think abuse might be or is taking place  
 
3.4.1 It is not the responsibility of any member of Brunel University London, in a paid or 
unpaid capacity, to take responsibility or to decide whether or not abuse has taken place. 
There is a responsibility to act on any concerns through contact with the appropriate 
authorities. 
 
3.4.2 Members of the University are encouraged to discuss any concerns with a 
Designated Safeguarding Officer. If those concerns relate to the Officer, then the matter 
should be referred to the Principal Safeguarding Officer and Secretary to Council, Jilly Court, 
or to Hillingdon Children’s Social Care Department direct. 
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3.4.3 Every effort should be made to maintain confidentiality. Suspicions must not be 
discussed with anyone other than a designated officer (see flow -chart 1 on page 24 at the 
end of this section).  If none of the designated officers are available the member should not 
delay and should contact Hillingdon Children’s Social Care Department. 
 
3.4.4 The Principal Safeguarding Officer has the responsibility to act on behalf of the 
University in dealing with allegations or suspicion of abuse or neglect. This will include 
collating details of the allegation or suspicion and referring the matter to the appropriate 
statutory authorities. It is the task of the Social Services, not the University, to investigate the 
matter under section 47 of the Children Act 1989 or Safeguarding Vulnerable Groups Act 
2006. Under no circumstances should a member of the University carry out their own 
investigation into suspicions or allegations of abuse, neither should they question the child or 
a person regarded as vulnerable closely, as to do so may interfere with any investigation that 
may be undertaken subsequently by the Police or Social Services. 
 
3.4.5 If a child or a person regarded as vulnerable says something or acts in such a way 
that abuse is suspected, the person receiving the information should: 
 
-React in a calm but concerned manner 
 
-Tell the child or a person regarded as vulnerable that s/he is right to share what has 
happened; and that s/he is not responsible for what has happened 
 
-Take what the child or a person regarded as vulnerable says seriously 
 
-Keep questions to an absolute minimum only to clarify what the child or a person regarded 
as vulnerable is saying, not to interrogate 
 
-Not interrupt the child or a person regarded as vulnerable when they are recalling significant 
events 
 
-Reassure the child or a person regarded as vulnerable that the problem can be dealt with 
 
-Not give assurances of confidentiality which cannot be kept but should reassure the child or 
a person regarded as vulnerable that the information will only be passed on to those people 
who need to know 
 
-Make a full record of what is said and done, though this should not result in delay in 
reporting the problem. 
 
NOTE: The University has an an Incident Report Form set out at Appendix A.  Staff 
should either use this or follow the guidance set out in sub -section B3.7 
 
3.4.6 
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-The account of the child/person regarded as vulnerable of what has occurred. 
 
-Any dates, times or places or any other potentially useful information. 
 
3.4.7 The problem should be reported IMMEDIATELY to the University’s Principal 
Safeguarding Officer who will take the appropriate action. If the concern arises out of normal 
office hours (evenings and weekends) and it is clear that the abuse has occurred or there is 
any suspicion of abuse or concern, contact should be made with Hillingdon Children’s Social 
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3.5 Unusual incidents  
 
3.5.1 Any unusual incidents, no matter how small, should be reported on either the Incident 
Report Form [Appendix A] or as detailed in sub-section 3.8. This should include any events 
that occurred that were not planned for and details of any contact with a child that was not 
expected to occur [eg one to one contact or contact that the parent has not given consent 
for]. A written record should be made of what has happened as this will help to protect you if 
any allegations then arise. Any witnesses to the incident should be asked to sign the form. 
You should pay particular care to any incidents that could make you vulnerable if they were 
misinterpreted [eg a child gets wet and you need to change their clothes]. 
 
3.6 Procedure for Dealing with Allegations or Suspicions of Abuse Against a 
Member of the University at Work  
 
3.6.1 This can be an extremely difficult issue to deal with. It can be difficult to accept that a 
colleague may deliberately harm a child or a person regarded as vulnerable. It may also be 
that the behaviour that causes concern is bad practice rather than abuse. When a concern 
arises, there are three processes that may need to take place. These are: 
 
-A child or vulnerable adult protection investigation. 
 
-A criminal investigation. 
 
-Action by the University to discipline or remove the member of the University. 
 
3.6.2 It is important that these are properly co-ordinated and that events are managed in 
the right order. For this reason, the University will take no direct action against a member of 
the University without the advice and agreement of the investigating agencies (e.g. the 
police, NSPCC or Social Services), except where such action is necessary to protect a child 
or vulnerable adult. 
 
3.6.3 If, following consideration and any consultation, the concern clearly is about bad 
practice rather than abuse, the University’s Principal Safeguarding Officer will take the 
necessary action to advise, manage or instigate disciplinary action against the member of 
the University about whom the allegation has been made. 
 
3.6.4 Irrespective of the outcome of the Police and Social Services investigations, the 
University may consider suspension and/or disciplinary action in accordance with its usual 
disciplinary procedure. 
 
3.7 Procedure for Dealing with Concerns of Possible Abuse Outside of the 
University  
 
3.7.1 As a result of their contact with a child or a person regarded as vulnerable, members 
of the University may become concerned about the welfare of the child or a person regarded 
as vulnerable and may be concerned that abuse is being perpetrated by someone 
unconnected with the University. In these circumstances the individual should report their 
concerns to the Principal Safeguarding Officer or Designated Safeguarding Officer as 
outlined in the reporting section.  Similarly, if members of the University are concerned that 
abuse is being perpetrated by a student to someone unconnected with the University, the 
individual should report their concerns to the Principal Safeguarding Officer or Designated 
Safeguarding Officer. 
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3.8 Report of a Disclosure from a child or young person or vulnerable adult  
 
3.8.1 In the event of a disclosure a report should be written addressing the following points 
[an Incident Report Form is available at Appendix A]: 

-Name of Child/person regarded as vulnerable 

-Age of Child/person regarded as vulnerable 

-Date of Birth 

-Home address 

-Telephone number 

-Are you expressing your own concerns? Or those of someone else? 

-What is the nature of the allegation? Include dates, times, any special factors and other 

relevant information. 

-Make a clear distinction between what is fact, opinion or hearsay. 

-A description of any visible bruising or other injuries. Behavioural signs/indirect signs? 

-Witnesses to the incidents. 

-The account of the child/person regarded as vulnerable, if it can be given, of what has 

happened and how any bruising or other injuries occurred. 

-Have the parents been contacted? If so what has been said? 

-Has anyone else been consulted? If so record details? 

-If it is not the child/person regarded as vulnerable making the report has the child/person 

regarded as vulnerable concerned been spoken to? If so what was said? 

-Has anyone been alleged to be the abuser? Record details. 

On completion please discuss this report with the University’s Safeguarding Officer 
and send them a copy.  

Attach the original to the Risk Assessment Form.  
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Flow -chart - What to do if you think abuse might be or is taking place  

 
 
 

 
Staff or student has concerns about the welfare of Child/person 

regarded as vulnerable 

Staff or student discusses with Designated Safeguarding Officer 
(DSO) or, if there are suspicions about DSO, discuss with 
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4. External Organisations Working with Children or Vulnerable Groups using   
University Facilities  

 
4.1 Procedure for dealing with external  organisations using University facilities  
 
4.1.1 Many of the University facilities [particularly sporting facilities] are hired by external 
organisations, including children’s clubs, and under these arrangements the University has 
no control over, and assumes no liability for, the conduct of individuals from these 
organisations. However, the University wishes to ensure, as far as it is able, that these 
organisations are not abusing children or vulnerable groups and that they are able to deal 
with any such disclosures appropriately. 
 
4.1.2 Therefore, all external organisations requesting use of University facilities for 
activities with children or vulnerable groups will be required to sign a declaration [see 
Section 4.3 below]. This will confirm that the organisation has obtained the appropriate 
checks on their staff and volunteers before permitting such individuals to have access to 
children or vulnerable groups. In addition, the organisation will be asked to confirm that they 
have a child protection policy in place. If an organisation that works with children or 
vulnerable groups does not have an adequate safeguarding policy, then they will not be 
permitted to use University facilities. This includes existing users of University facilities. 
 
4.1.3 The events run by external organisations may need to be risk-assessed.  Details of 
the risk assessment process are set out in sub-
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Agreement  
 
It is the responsibility of all groups and voluntary organisations accompanying children (i.e. 
persons under 18) and vulnerable groups using the University’s facilities to comply with 
legislation governing the protection of such persons. It is the policy of Brunel University 
London to seek assurances of such compliance and accordingly it requires confirmation of 
the following:  
 
(a) that the organisation has a safeguarding children and vulnerable groups policy;  
 
(b) that appropriate DBS check [formerly CRB checks] have been conducted in relation to all 
staff and/or volunteers accompanying children or vulnerable groups while on University 
premises; 
 
(c) that the organisation’s employees/volunteers have not incurred any criminal convictions 
or off
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I have read and understood the Agreement for External Organisations and agree to 
adhere to the University’s Safeguarding Policy and follow the Code of Behaviour.  
 
 
Name:..................................................................................................... 
 
 
Organisation:.......................................................................................... 
 
 
Position held: ......................................................................................... 
 
 
Signed:................................................................................................... 
 
 
Date: ..................................................................................................... 
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5. Guidance on Specific University Activities  
 
5.1  Procedure to Follow when Individuals work  with Children or Vulnerable Groups 
in Research  
 
5.1.1 As when working with adults in research, there are important issues to consider. Any 
research involving children, vulnerable groups or adults must be referred to the College’s 
Research Ethics Committee for approval prior to the commencement of the research. 
Particular issues to consider when working with children or vulnerable adults include: 
 
-The research supervisor must consider whether anyone working with children or vulnerable 
groups as part of the research project (whether staff or student) requires an enhanced 
Criminal Records Bureau disclosure. 
 
-The researcher should ensure that informed consent has been obtained from parents of 
children under 18. Children or vulnerable groups should be given the opportunity also to 
consent to participation, but parent/carer/guardian consent is essential. 
 
-The researcher should monitor the effect of the research on the child to ensure that they 
feel comfortable with continuing with the research. 
 
-Wherever possible, a same sex chaperone should always be present during the research. 
 
-Staff or students who work with children or vulnerable groups should be provided with 
appropriate training on issues to be aware of when working with participants and how they 
should deal with any disclosure that a child/person regarded as vulnerable makes to them. 
 
5.1.2 Further advice can be obtained from the Research Ethics Committee’s guidance 
notes for investigators working with children and young people which can be found at: 
 
https://intra.brunel.ac.uk/m/UREC/_layouts/15/WopiFrame.aspx?sourcedoc=/m/UREC/Form
s%20Policies%20and%20Procedures/Policies/Resethics_hb.pdf&action=default 

5.2 Planning and Supervision of activities  

5.2.1 The Planning and Supervision of activities are two of the most important 
considerations when working with children/those regarded as vulnerable. Both are significant 
factors in helping to create a safe environment, protect children and others and prevent 
accidents and incidents. 

Planning  
 
5.2.2 All activities involving children and vulnerable groups, regardless of their nature and 
apparent risk level, should be planned. Part of this involves undertaking a "risk assessment" 
to consider the dangers and difficulties which may arise and make plans to reduce them 
(please see subsection B3 for more information on reporting and managing incidents). 
Appropriate planning also means that you must: 
 
Provide advance written information:  
 
-To the parents/carers/teachers of the children or vulnerable groups.  
 
-give details of all the activities or protocols that you will or might undertake.  
 
-plan for all possibilities so that all parties know what to expect.  
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5.2.4 Supervisors working with children are expected to take additional steps to safeguard 
their welfare and in law, a higher duty of care is expected. Some potentially hazardous 
activities such as those involving chemicals, use of machinery/equipment or those involving 
swimming or outdoors and adventurous activities also require a higher standard of care. 

5.2.5 The provision of adequate supervision means that you must: 
 
Consider the supervisor to participant ratios:  
 
-These need to take account of the age of the children, any special educational, disability or 
medical needs and degree of risk involved in the activity;  
 
-where the activity involves mixed gender, consideration must be given to having 
male/female supervisors available; 
 
-some professional associations and Local Authorities set recommended levels of 
supervision [where these apply they should be followed]. 
 
Be clear about who is in charge:  
 
-Communicate who this is to all those involved;  
 
-in some situations the leadership/supervision of an activity may change [for instance a 
school teacher may hand over responsibility to a University tutor on arrival, an expert may 
take over the leadership of a particular element of an activity, or with residential activities 
supervisory responsibilities may change]; 
 
-in all cases, it is important that any transfer of leadership/supervisory responsibility is made 
explicit to all participants. 
 
Use supervisors who have been carefully selected and vetted [This is particularl y 
important for residential activities or where transport/driving is involved]:  
  
-Anyone without a DBS/CRB Enhanced Disclosure should not be left in sole charge of 
children. 
 
Ensure that supervisors understand their roles and responsibilities at all times : 
 
-Supervisors need to be aware of any participants who may require closer supervision, such 
as those with special educational or behavioural needs; 
 
-supervisors also need to know how to manage a situation where a participant becomes 
unable or unwilling to continue with the activity. 
 
Have a list of the participants involved in the activity:  
 
-Undertake head counts frequently and before moving to another location or area of the 
campus.  
 
-understand the code of conduct for working with children and vulnerable adults [see sub-
section B5.3 on Risk Assessment]; 
 
-make sure that all supervisors are familiar with this. 
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Prepare the participants for the activity:  
 
-Provide information and guidance as to what is expected of them and what the activity will 
entail.  
 
-identify what standard of behaviour is expected and what rules must be followed; 
 
-where participants are working in small groups, but without direct supervision and out of 
sight of the supervisor(s) (such as field trips/data collection), clear instructions and ground 
rules should be set about sticking together and returning at a nominated time; 
 
-it is important that participants are told not to go off on their own. 
 
5.3 Risk Assessment [an introduction to the risk assessment form and further 
gui dance]  
 
5.3.1 The University requires that a written risk assessment be carried out for planned and 
supervised activities for children and young people. The Risk Assessment Form is available 
at Appendix B. 
 
5.3.2 Risk assessments are a requirement under health and safety legislation and should 
be carried out by someone who is both familiar with the concepts of hazard and risk and the 
activity being assessed. The assessor will normally be the person supervising the children. 
The assessment should be written and be completed well before the activity takes place. A 
risk assessment is a legal document representing the opinions of the employer. It should 
thus be countersigned by a senior member of staff who believes the assessor to be 
competent to carry out the assessment. 
 
5.3.3 A risk assessment need not be complex but it should be comprehensive. It does not 
generally require technical formulae or professional health and safety expertise, but 
specialized information for some activities may be necessary. 
 
5.3.4 The risk assessment should be based on the following considerations: 

-what are the hazards?  

-who might be affected by them?  

-what safety measures need to be in place to reduce risks to an acceptable level?  

-can the supervisor put the safety measures in place?  

-what steps will be taken in an emergency? 

An Introduction to the Risk Assessment Form and Further Guidance  
 
5.3.5 This guidance should be read in conjunction with the Risk Assessment Form set out 
at Appendix B. 
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Risk assessment form Section A: Administrative details  
 
Details will be required of both parties; the University and the External Organisation. Both 
have a responsibility and need to cooperate closely to ensure the health and safety of 
children/those regarded as vulnerable. 
 
i. Brunel University London 
 
-Head(s) of Institution (Vice Chancellor, COO and Secretary to Council). They have ultimate 
responsibility for the health and safety of all those in University buildings and property. 
  
-Event Activity Supervisor’s name and contact details. This is useful in case of emergency or 
correspondence before or after the event. 
 
Insurance Details: Stating the Policy Number and End Date will confirm compliance. 
 

�x Employer’s (Compulsory) Liability Insurance (Policy Number and End Date)  
�x Public Liability Insurance (Policy Number and End Date)  
�x Additional Insurance cover (Policy Number(s) and End Date(s)) 
 
ii. External Organisation 
 
-School / College /Group etc. 
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Risk assessment form Section C: Persons assisting with the activity  
 
Adult / Child Ratio 
 
As a general guide for an activity with a normal range of hazards, the minimum ratios should 
be:  
 
-1 adult for every 3 children aged under 5;  
-1 adult for every 6 children aged 5 to 7;  
-1 adult for every 10-15 children aged 8 to 10;  
-1 adult for every 15-20 children aged 11 onward or young people. 
 
There should also be enough additional staff available to help deal with an emergency. 
 
Vetting of supervisory staff 
 
University staff 
 
Heads of Colleges/Departments/Units/SRIs etc. will determine, by consideration of the risk 
assessment, whether members of their staff should be vetted by the Disclosure and Barring 
Service before they carry out the activity. The vetting process is the responsibility of Human 
Resources. 
 
External Organisation (School / College /Group etc.)  
 
It is the responsibility of all external organisations to comply with legislation governing the 
protection of children and vulnerable groups. It is the policy of Brunel University London to 
seek assurances of such compliance in accordance with its policy governing external 
organisations set out in sub-section B4.  
 
General Advice 
 
-The DfES recommends that anyone who has not had a criminal conviction check should 
never be left in sole charge of children or young people.  
 
-For the protection of both parties, all adult supervisors should try to ensure that, wherever 
possible, they are not alone with a child/young person.  
 
-All adult supervisors, including teachers and University staff, must understand their roles 
and responsibilities at all times. It may be helpful to put this in writing. In particular, all 
supervisors should be aware of any children/young people who may require closer 
supervision, such as those with special needs or those with behavioural issues. 
 
Risk assessment form Section D: Hazards risk and existing control measures  
 
See also Specific Hazards and Control Measures 
 
Hazard – Something which has the potential to cause harm (injury or damage) 
Risk  – The likelihood that the hazard will cause harm. 
Control measure - A practical or physical means of reducing risk (e.g. adequate 
supervision, personal protective equipment such as safety glasses). 
 
-Taking all the identified hazards into account and the existing risk control measures (e.g. 
containment of risk, safety equipment, protective clothing) a qualitative assessment is made 
of risk (e.g. low, medium or high). The only acceptable risk rating for any activity is low risk. 
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Risk assessment form Section E: Hazards risk and extra control measures 
 
If, with the existing control measures, a medium  or high  risk is determined, then extra  
control measures are required until low  risk is achieved. 
 
Risk assessment form Section F: validation  
 
Assessors are carrying out the Risk Assessment on behalf of the University and the External 
Organisation. These bodies must only choose assessors whom they believe to be competent. 
Competence is gained through knowledge, experience and training. Assessors must be fully 
conversant with the concept of risk assessment and with the activity being assessed. 
 
A senior representative from both the University and the External Organisation must 
countersign the assessment indicating validation of the assessor and his/her assessment. The 
assessment is a legal document indicating compliance with health and safety law. By signing 
the document the signatories do not incur any extra personal liability, other than that placed 
on any University or External Organisation employee. 
 
The best form of defence against possible litigation is proactive accident prevention. You 
may find the following checklist helpful. 
 
Accident Prevention Checklist  
 
-Review of the Assessment  
 
The Risk Assessment must be reviewed if there any significant changes in the activity and 
on a regular basis (e.g. annually). 
 
-Generic Assessments  
 
Some activities are fairly straight forward and repeated on a regular basis. In these cases it 
is not necessary to carry out risk assessments for each activity but an encompassing generic 
assessment which can be adapted and reused. 
 
-General tools of risk control  
 
The key means of reducing risks when dealing with children’s activities are to:  
 
-Carry out an exploratory visit to identify hazards;  
-employ competent supervisory staff;  
-provide adequate supervision throughout the activity;  
-provide clear guidance to supervisory staff and the children/young people;  
-have in place emergency procedures (e.g. the provision of or access to first aid). 
 
The most senior supervisor will normally be the risk assessor. Supervision may be from both 
University staff and staff from the External Organisation. The risk assessment needs to take 
into account both parties.  
 
The risk assessor should take the following factors into account during the assessment:  
 
-The type of activity and the level at which it is being undertaken;  
-the location, routes and modes of transport;  
-the competence, experience and qualifications of supervisory staff;  
-the ratios of supervisory staff to children/young people;  
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-the group members’ age, competence, fitness and temperament and the suitability of the 
activity;  
-the special educational or medical needs of children/young people;  
-the quality and suitability of available equipment;  
-seasonal conditions, weather and timing;  
-emergency procedures;  
-how to cope when a child/young person becomes unable or unwilling to continue; 
-the need to monitor the risks throughout the activity. 
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5.4 Widening Participation Policy  
 
Note of guidance  
 
5.4.1 Through involvement as a Student Ambassador/mentor in Widening Participation 
work you will regularly undertake positions of responsibility when working with young people. 
Your input could involve you working with children from primary schools right through to 18 
year olds undertaking a course at a Further Education College.  
 
5.4.2 The types of activities you will be involved in could take place on campus such as: 
HE Awareness visits; campus tours; subject taster days; summer schools, master classes 
and careers fairs. 
 
5.4.3 While these types of activities are led by a member of staff from the Widening 
Participation team, you could be working off campus (e.g. as an activity leader or mentor) 
under the guidance / responsibility of a member of staff from a primary school or secondary 
school, FE College or another external organisation such as AccessHE. 
 
5.4.4 In all your contact with young people through your Widening Participation work it is 
vital that you ensure the safety and the well-being of the children you come into contact with 
as well as looking after yourself. 
 
5.4.5 Brunel University London is committed to ensuring the highest standards and best 
practice in relation to child protection through our staff and students' work with young people 
and has developed a Safeguarding Children and Vulnerable Groups Policy that sets out our 
procedures and practices and provides practical guidance and support to adults involved in 
Widening Participation work. 
 
5.4.6 Student Ambassadors/mentors are particularly encouraged to read carefully the 
sections on: 
 
1. University Statement on Safeguarding Children and Vulnerable Groups [Section A.1 on 
page 5] 
 
2. Scope, Safeguarding Structure and Responsibilities [Section A.3/4 on page 6] 
 
3. Principles - 
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viii. In all cases we will try to encourage students to involve a parent/guarantor where 
appropriate but will take a student’s request for confidentiality and the student’s welfare as 
paramount, even if this means not telling their parent/guarantor at the student’s request. 

 
ix. Send documentation, including a Tenancy Agreement and Regulations Booklet, to 
the student and guarantor that is required to be accepted/signed and returned to the 
Accommodation Office by the guarantor before the student can take up residence. 

 
x. Provide the student and guarantor with full details of how to secure a room on 
campus including what deadlines they are required to meet.
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iv. All registrants’ accommodation (single en-suite rooms with own key) are on the Brunel 
University London campus in the Lancaster Hotel Conferencing Suites 
 
v. Legal Guardian Responsibility-the parent or carer retains responsibility in relation to 
their child if they are under the age of 18. The University is unable to assume parental rights 
or responsibilities and cannot be expected to act in loco parentis.  
 
vi. Lifestyle Restrictions-Students and their parents or carers need to be aware that 
there are some legal restrictions placed on the activities of a child living in the United 
Kingdom, particularly with regards to the consumption of alcohol, tobacco, media access etc. 
The parents or carers and the young person will be responsible for the students’ actions until 
they reach the age of 18. Consent is required concerning access to the internet via the 
University network [Appendix C].  The law in the UK prohibits persons under the age of 18 
from buying alcohol in licensed premises, or to have alcohol bought for them by another for 
consumption in a bar. Bar staff in University licensed premises are encouraged to check 
proof of age where they are not sure. 
 
vii. At the age of 16, patients in the UK are able to give consent for most medical/dental 
treatment without a parent´s knowledge. Treatment is confidential. The law regarding 
consent of patients under 18 years is different from that of adults who are 18 years or over.  
The University has issued guidelines on patients under the age of 18 years consenting to or 
refusing consent to medical treatment which are set out at Appendix D. 
 
viii. Students are required to understand and agree to the terms of study as outlined by the 
University. Students under the age of 18 are able to enter into limited educational and 
residential agreements but parents or carers will retain all responsibility for the student until 
their 18th birthday. 

ix. Other Special Arrangements-apart from those arrangements mentioned above, the 
University assumes that all students being admitted to study here will have a similar level of 
educational competence and personal maturity, and that those under the age of 18 will not 
wish to be singled out for special treatment, unless we are advised otherwise. The University 
offers a very wide range of excellent support facilities for all its students, and there are many 
staff members on hand to help should problems arise. If you feel that you may appreciate 
additional support or if there are any support issues due to age or any other personal 
circumstance which you would like to bring to our attention, you may notify us in advance by 
emailing TBC 
 
5.6 Children & Young People brought onto Campus by a Parent  
 
Introduction  
 
5.6.1    Many staff and students combine parenting and work or educational responsibilities 
and this means that there are occasions when they may need to bring their children onto 
campus (eg sudden and unexpected difficulties with child care arrangements). The University 
does not wish to unfairly disadvantage or discriminate against these parents but it must be 
borne in mind that the University is an institute of adult learning and the buildings and grounds 
of its campuses are not designed with children in mind.  However, it is recognised that this is 
not always practical and it is acknowledged that on occasion bringing a child on to campus is 
unavoidable. As a consequence there are number of dangers to which unsupervised children 
may be exposed. In addition, the University has legal duties to ensure that any visitor will be 
safe whilst using its premises and there is a higher duty of care when the visitor is a child. 
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5.6.2    The University has no objection to children being brought on to campus for social 
occasions.  However, the parent is expected to assume all responsibility and supervise their 
child/children at all times. 
 
5.6.3    The following guidance outlines the University's approach to ensuring that staff and 
students are not unfairly disadvantaged or discriminated against because of their parental 
responsibilities, while also ensuring that reasonable steps are taken to protect the study and 
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5.8 Professional Placements outside of the University  
 
5.8.1 The University also recognises that its students undertaking professional placements 
or in connection with work experience or outreach activities may come into contact with 
children or vulnerable groups who are not members of the University.  The University wishes 
to ensure that it maintains the highest possible standards to meet its social, professional and 
legal responsibilities to protect and safeguard the welfare of children and vulnerable groups 
with whom the University’s work brings it into contact.  
 
5.8.2 While the University’s Safeguarding Children and Vulnerable Groups Policy and 
Guidance 
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-Providing the teaching/training/instruction frequently (at least once a week or on more than 
three days in a 30-day period). 

5.12.4 Paragraph 141 adds: 

If the person working with the child is unsupervised and the same person is in frequent 
contact with the child, the work is likely to be regulated activity. If so, the school or college 
could ask the employer providing the work experience to ensure that the person providing 
the instruction or training is not a barred person. 
 
5.12.5 Regulated activity is defined on page 24 of the Keeping Children Safe in Education 
guidance. Among other things, the definition covers regularly supervising children 
unsupervised, and driving a vehicle for children only. 
 
Post -16 work experience 
 
5.12.6 Paragraph 142 of Keeping Children Safe in Education states: 
 
Schools and colleges are not able to request an enhanced DBS check with barred list 
information for staff supervising children aged 16 to 17 on work experience. 
 
5.12.7 This is reiterated in a DfE advice document about post-16 work experience, 
published in March 2015. It explains on page 13 that, as of July 2012, work 
experience providers are no longer required to carry out enhanced DBS checks on staff 
supervising young people aged 16 to 17 
 
6. Contractors  

6.1 The University conducts Disclosure and Barring Service (DBS) checks for its own 
students and staff.  This service does not extend to any of the University’s Contractors. 

6.2 All contractors are expected to carry identification while carrying out their duties. 
 
6.3 Any contractors who will be working with children or vulnerable groups in a 
safeguarding capacity will be expected to abide by the procedures set out in Section 4. 
External Organisations Working with Children or Vulnerable Groups using University Facilities 
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1.5 Monitoring  
 
1.5.1 The University Principal Safeguarding Officer will record any incidents related to child 
protection and report them to the appropriate committee anonymously on an annual basis. 
Confidentiality will be maintained at all times in respect of monitoring. Any concerns or 
patterns that emerge will be dealt with appropriately. 
 
2.  Job descriptions for Principal and Designated Safeguarding Officer  
 
Principal Safeguarding Officer  
 
Responsible for co-ordinating the whole safeguarding practice including: 
 
-Being accountable to Council for the University’s safeguarding practice; 
 
-Ensuring there is a staff structure and committee structure in place to fulfil safeguarding 
responsibilities; 
 
-Liaising with the Human Resources Department about safe recruitment procedures, 
Disclosure and Barring Service matters, induction of new staff and training; 
 
-Liaising with other University Departments about safe procedures relating to student 
administration including Disclosure and Barring Service matters and training; 
 
-Ensuring procedures are in place for managing allegations against staff, protection, 
whistleblowing and safe recruitment practices; 
 
-Ensuring that secure records of protection concerns are stored and shared 
appropriately; 
 
-Developing University-wide procedures, practice and guidance for safeguarding, taking into 
account any local safeguarding guidance; 
 
-Creating links with the local Social Services department teams; 
 
-Participating in a network of Principal Safeguarding Officers; 
 
-Ensuring procedures are in place for managing disclosures to a member of Brunel 
University London staff against someone in the child or vulnerable group’s family or 
someone involved in their home, school or social life; 
 
-Ensuring that monitoring review systems are in place to incorporate new guidance and 
legislation and to test out existing systems; 
 
-Referring any suspected cases of abuse to the relevant investigating agency; 
 
-In conjunction with HR, ensuring that staff undertake training appropriate to their roles in 
relation to safeguarding. 
 
Designated Safeguarding Officer  
 
Each College, Department and work area requires its own [or access to] a lead member of 
staff to take responsibility for implementation of the University policy framework in ways 
which meet the individual College, Department and work area’s circumstances. The position 
carries the following responsibilities: 
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3.  The Safeguarding Children and Vulnerable Groups Committee    
Membership   

All designated Safeguarding Officers and those nominated to represent the interests of 
Colleges, Institutes and Departments across the University. 

Appointment of Chair  

Secretary to Council shall Chair the Committee.  

Meetings  

The Committee shall meet on an ad hoc basis 

Quorum   

The Chair and four members of the Committee shall constitute a quorum.  

Procedure  

The Committee shall regulate its own procedures for the conduct of its meetings but all 
matters raised will be treated with the strictest confidence. 

POWERS, DUTIES & FUNCTIONS 
 

1. To oversee the development, implementation and monitoring of systems, processes 
and policies relating to Safeguarding Children and Vulnerable Groups. 

 
2. Ensure members of the University and those entering its premises or using its 

facilities understand the full scope of their responsibilities concerning Safeguarding 
Children and Vulnerable Groups. 

 
3. To advise on the implementation of legislation, policy and guidance in relation to 

Safeguarding Children and Vulnerable Groups and to monitor its effectiveness. 
 

4. To agree quality standards, develop audit tools and develop a training strategy, 
which supports sound arrangements for Safeguarding Children and Vulnerable 
Groups. 

 
5. To feedback the outcomes of case reviews following a reported incident concerning a 

child or vulnerable person.   
 

6. To receive details of the issues raised at the Discussion Forum*. 
 

7. Implement and review recommendations in relation to practice as directed by the 
University’s Health and Safety Committee or the local authority’s child/vulnerable 
protection bodies [such as Hillingdon Social Services]. 

 
8. To report regularly to the University’s Health and Safety Committee advising on 

issues relating to Safeguarding Children and Vulnerable Groups and its impact on 
the responsibilities of Council. 

 

*The Discussion Forum is an informal group that meets to consider issues that are 
raised and to provide staff and students with a facility  to share experience and best 
practice.  
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Staff to Contact for Information on Safeguarding   

College/Institute Contacts  

Paul Worthington – Director of College Operations, CEDPS, Executive Suite, ESGW  

Amanda Oliver – Director of College Operations, CBASS, Executive Suite, ESGW  

Michael Keighley – Director of College Operations, CHLS, Executive Suite, ESGW  

 

Other Departmental Contacts  

Craig Lithgow – Chief Executive Officer, Union of Brunel Students   

Anne Smith – Institute Manager, Brunel Research Institutes Office   

Michael Jenkins – Chief Information Security Officer [Cyber and Information Services]   

Michelle Kavan – Senior Lecturer/Director of Work Placements UG/PGT [CBASS] 

Kate Dunbar – Assistant University Secretary – Secretariat and Governance GLASS 

 
General enquiries or for departments/research areas not listed here, please contact Bridget 
Alabi 
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INCIDENT REPORT FORM        APPENDIX A 
 
CHILDREN, YOUNG PEOPLE OR VULNERABLE GROUPS  ON CAMPUS POLICY 
 
To report: 

 
Non-procedural contact – one-to-one situation or contact with a child, young person or person 
regarded as vulnerable which you feel you should report. 
 
Unusual incident – any other occurrence relating to the child, young person or person regarded 
as vulnerable which you feel you should report. 

 
Date of incident: 
 
Time of incident (if applicable): 
 
Place of incident: 
 
Children involved: 
 
Staff involved: 
 
Project/Event: 
 
Brief description of what happened: 
 
 
 
 
 
 
 
 
Other staff present: 
 
Signed by reporter: 
 
Signed by witnesses: 
 
Date: 
 
Subsequent Action Taken: 
 
 
 
 

�x On completion please discuss this form with HR or the University’s Safeguarding 
Officer and send them a copy. 

�x Attach the original to the Risk Assessment Form. 
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B. (i) Description of Activity 
 
 

 
(ii)  Number of Children/people regarded as vulnerable and age range of children 

 
 

 
C. Persons assisting with the Activity 
 
Name Role Affiliation  

(Brunel or External 
Organisation) 

DBS* Check 
     Required? Completed? 
(Y or N) 

 
 

   

 �‘   �‘  
 

 
 

   

 �‘   �‘  
 

 
 

  

�‘�‘
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D. Hazards, Risks and Existing Control Measures 
 

Hazard Risk 
 
HIGH   D02 Tw IU02 Tw MGH 
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�‘���������������������������������‘�������������������������������‘ 
 

   
�‘���������������������������������‘�������������������������������‘ 
 

   
�‘���������������������������������‘�������������������������������‘ 
 

 
CONTROL MEASURES MUST BE IN PLACE TO MAINTAIN ALL RISKS AS LOW AS IS 
REASONABLY POSSIBLE. 
 
IF A LOW RISK ASSESSMENT CANNOT BE ACHIE VED AFTER THE INCLUS ION OF 
EXTRA CONTROL MEASURES THE ACTIVITY MUST NOT  PROCEED.   
 
F. Validation 
 
 Assessors Supervisors 
Brunel 
University 
London 

 
Signature:- 

 
Signature:- 

 
Name:- 

 
Name:- 

External 
Organisation 

 
Signature:- 

 
Signature:- 

 
Name:- 

 
Name:- 

 
G. Processing 
 

�x If DBS checks are required please discuss with the relevant HR Manager or 
safeguarding officer and send them a copy of this assessment. 

�x Ensure that all the people supervising and assisting with the activity receive a copy of 
this assessment. 

�x File this assessment in a secure location in the administrative centre within your 
College/Institute/Department/etc. 
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Appendix C  
 
Consent Form for Access to the Internet via the University Network  
 
This policy statement is subject to the laws of England and Wales.  
 
To be completed by the parent/guardian of the proposed visitor under the age of 18: 
 

1. I confirm that I have read and understand the above policy statement and have read the 
University’s privacy policy [insert link] which applies to its collection and use of personal 
details about me and the proposed visitor named below for whom I am responsible (including 
details about their internet access and use through University wi-fi and IT systems and 
equipment).  
 

2. I understand and accept that the University does not accept parental rights or responsibilities 
or act in loco parentis for persons under the age of 18. 
 

3. I confirm that I have brought to the attention and explained the above policy statement and 
the University’s privacy policy to the proposed visitor named below and will take all 
reasonable steps to ensure that s/he understands and will comply at all times whilst on 
University premises [or accessing them from a remote location] and when using University wi-
fi and IT systems and equipment with the University’s requirements for conduct and internet 
and IT use.  I agree that I may be liable for any breach of those requirements for which I am 
responsible including breach by the proposed visitor named below. 
 

Name of proposed visitor under 18 years of age: --------------------------------------------------------------Name 

of Parent/Guardian (please delete as relevant): ----------------------------------------------------------- 

SIGNATURE: ---------------------------------------------------------------- DATE: ---------------------------------- 

To be completed by the proposed visitor under the age of 18: 

1. I confirm that I have read and understand the above policy statement and have read the 
University’s privacy policy.  

 
2. I have read and understand that the University does not accept parental rights or 

responsibilities or act in loco parentis for persons under the age of 18. 
 

3. I have read the explanation that as I am under 18 years of age I am therefore considered 
a minor under English law and the University cannot reliably assess the level of my 
understanding or maturity in advance of my attendance.  
 

4. I confirm that I have discussed the University’s requirements for conduct and internet/IT 
use and its privacy policy with the individual named above and accept that s/he has 
explained that I will be required to comply at all times whilst on University premises 
and/or when using University wi-fi and IT systems and equipment with those 
requirements and that I and/or s/he may be liable for any breach by me of those 
requirements.    

 
Name of proposed visitor under 18 years of age: ------------------------------------------------------  
 
SIGNATURE: ------------------------------------------------------ DATE: ----------------------------- 
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Appendix D  
 
Guidelines on patients under the age of 18 years consenting to or refusing consent to 
medical treatment  
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-You should seek legal advice if you think treatment is in the best interests of a competent 
young person who refuses.   
 
-You can provide emergency treatment without consent to save the life of, or prevent serious 
deterioration in the health of, a child or young person.   
 
Parental Responsibility   
 
A mother always has parental responsibility as does the father provided that he was married 
to the mother at the time of the birth. Unmarried fathers can obtain parental responsibility by 
court order or formal agreement with the mother which is approved by the court.    
 
The Adoption and Children Act 2003 provides that an unmarried father now has parental 
responsibility if his name appears on the birth certificate and the child’s birth was registered 
on or after 1st December 2003.   
  
This law is not retrospective and does not apply to children born before this date, even if the 
father’s name appears on the birth certificate. Others e.g. grandparents, may have parental 
responsibility by way of a residence order made by the Court, if they are legal guardian or 
social services may on occasion have parental responsibility if the child is in care.    
 
If you are unsure as to whether or not the person has parental responsibility for the child, 
enquires should be made with them as to their status and advice sought from the Trust’s 
legal department or named doctor if necessary.   
 
Can a Doctor Act Without Parental Consent When a Minor Refuses Treatment?   
 
It is clear from the Fraser Guidelines that the medical profession may act in cases of 
parental abandonment or abuse.   
 
The common law doctrine of necessity allows not only the doctor but anyone to render first 
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-Only the consent of one parent is required even if the other parent refuses consent. In non- 
emergency cases legal advice from a defence organisation or Trust Legal Department 
should be sought if parents disagree.   
 
-In an emergency the common law doctrine of necessity allows a doctor to act without 
parental consent when a minor is refusing treatment. Only that which is absolutely necessary 
to preserve life or prevent a condition worsening should be done.    
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APPENDIX E – LINKS TO RELATED POLICIES       
 
Health and Safety at Work Policy  
 
Chaperone Policy  
 
Public Interest Disclosure [Whistleblowing ] Policy  
 
Children on Campus Policy  
 


