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Safeguarding and Child Protection Policy
Policy Statement
Cambridge Online Tuition (“The Company”) is committed to providing the highest standard of safeguarding and, as such, safety is a paramount concern. 
The Company believes that safeguarding is everybody’s responsibility and that all children have an absolute right to a childhood free from abuse, neglect, or exploitation. All adults involved in Company activities have a duty of care to safeguard and promote the welfare of the children they work with, in line with Keeping Children Safe in Education (KCSIE) 2025. 
The Company is committed to promoting the welfare and safety of all individuals in its care and recognises that:
· There is a responsibility to protect children from harm and that the Company has a duty to take all necessary steps to ensure their safety and well-being, including.

· Implementing policies and procedures that comply with relevant legislation and guidelines
· Conducting thorough risk assessments
· Regularly reviewing and updating our safeguarding measures

· Safeguarding is proactive and includes prevention, early identification, and effective response
· There is a responsibility to promptly report any suspected or disclosed incidents of abuse and, where necessary, take appropriate action to support those affected
· There is a responsibility to promote a culture of openness, transparency, and accountability to support the safeguarding of all individuals in The Company’s care
Purpose and Scope of the Policy
The purpose of this policy is to safeguard all users whilst they engage with The Company. This policy applies to anyone using or working on behalf of The Company including tutors, students, parents, and schools. 
The scope of this policy extends to the responsibilities of all users. It is therefore important that all users have familiarised themselves with this policy and confirmed that they have read and understood this in writing before engaging in any activity arranged through The Company. 
Contravention of this policy could lead to suspension and/or barring from our services.
Legal Framework
This policy and the procedures contained within it have been developed in accordance with all relevant safeguarding legislation, standards, and UK Law. This includes:
· The Children Acts 1989 and 2004
· The Children and Social Work Act 2017
· The Working Together to Safeguard Children (DfE 2025)
· The Code of practice for out of school settings (DfE 2020)
· Keeping Children Safe in Education (DfE 2025) 
· The Prevent Duty Guidance
· Equality Act 2010
· Data Protection Act 2018 and UK GDPR
A summary of the key legislation is available from nspcc.org.uk/learning. 
This policy statement should also be read alongside our organisational policies, procedures, guidance, and other related documents:
· Privacy Policy and Cookie Policy (Website)
· Safer Recruitment Policy (Tutor/Student Pack)
· Standard Terms and Conditions (Emailed to you)
· Online Safety with Acceptable use Protocol (Emailed to tutors)
· Behavioural Policy for Adults or Young Children (Website)
· Anti-bullying Policy (Website)
· Equal opportunities and Diversity Policy (Website)
· Data Protection Protocol and Procedures Policy
· Whistleblowing Policy (Tutor Pack)
· Data Protection Policy (Website)
Definition of Abuse
A child is any person under the age of 18. 
Children are considered to be abused or at risk of abuse by parents/carers when the basic needs of the child are not being met through acts of either commission or omission. This can include, but is not limited to:
· Physical abuse: physical injury to a child where there is knowledge, or a reasonable suspicion, that their injury was inflicted or knowingly not prevented
· Neglect: the persistent or severe neglect of a child that results in serious impairment of the child's health or development (both physical and mental)
· Emotional abuse: the persistent or severe emotional ill-treatment of a child which has severe adverse effects on the behaviour and emotional development of that child. This may involve serious bullying (including cyberbullying)
· Sexual abuse: the involvement of dependent, developmentally immature children and adolescents in sexual activities they do not truly comprehend, to which they are unable to give informed consent. Sexual abuse can take place online, and technology can be used to facilitate offline abuse
· Grooming: When someone builds an emotional connection with a child or a young person to gain their trust for the purposes of sexual abuse or exploitation
· Child sexual exploitation (CSE) and child criminal exploitation (CCE): Where an individual or group uses an imbalance of power to coerce, manipulate or deceive a child into sexual or criminal activity. In some cases, this is in exchange for something the victim wants and may benefit the perpetrator or facilitator (e.g. financially or through increased status)
· Self-abuse: Any means by which a child or young person seeks to harm themselves. This can take lots of physical forms, including cutting, bruising, scratching, hair-pulling, poisoning, overdosing, and eating disorders
· Child on child abuse: Abuse of a child by another child. Examples of this include bullying, physical abuse, sexual violence, or harassment, upskirting (taking a picture under another person’s clothing without consent), sexting and initiation/ hazing violence and rituals
All Company staff should also be aware that mental health problems can, in some cases though by no means all, be an indicator that a child has suffered or is at risk of suffering abuse, neglect, or exploitation. If staff have a mental health concern about a child that is also a safeguarding concern, immediate action should be taken, by following this child protection policy and speaking to the DSL or DDSL.
All staff at The Company are expected to have an awareness of the above-listed safeguarding issues and to know that behaviours such as drug taking, alcohol abuse, deliberately missing education, and sexting (also known as youth produced sexual imagery) are behaviours that put children in danger.
Company Responsibilities
The Company will seek to keep children and young people safe by:
· Valuing, listening to and respecting them
· Appoint a Designated Safeguarding Lead (DSL), Deputy DSLs, and a safeguarding lead at director level
· Ensure safeguarding training is completed on induction and at least annually, in line with KCSIE 2025
· Maintain a strong safeguarding culture where concerns, including low‑level concerns, are shared without fear of reprisal
· Ensure robust online safety arrangements, including awareness of risks relating to AI‑generated content, cybercrime, and emerging technologies
· Maintain safer recruitment practices including enhanced DBS checks, overseas checks where applicable, and ongoing suitability monitoring
· Work in partnership with parents, schools, local authorities, and safeguarding partners
· Refer concerns to Children’s Social Care, the LADO, police, or DBS where required.
· Keep accurate safeguarding records securely
· Recording, storing, and using information in line with data protection legislation and guidance (for more information about this is available from the Information Commissioner’s Office https://ico.org.uk/)
· Making sure that children, young people, and their families know where to go for help if they have a concern
· Using our safeguarding and child protection procedures to share concerns and relevant information with agencies who need to know, and involving children, young people, parents, families, and carers appropriately
· Using our procedures to manage any allegations against staff and volunteers appropriately
· Creating and maintaining a behaviour code of conduct and anti-bullying policy environment and ensuring that we have the right policies and procedures to help us deal effectively with any bullying that does arise
· Ensuring that we have effective complaints and whistleblowing measures in place
· Building a safeguarding culture where staff and volunteers, children, young people and their families, treat each other with respect and are comfortable about sharing concerns
The Company recognises its duty to report concerns or allegations against its directors, staff, or tutors. All directors, staff, and tutors must comply with the relevant Code of Conduct when performing their role to promote safer working practices.
Low‑level Concerns
In accordance with KCSIE 2025, the Company operates a low‑level concerns process. A low‑level concern is any behaviour that is inconsistent with the Code of Conduct but does not meet the threshold for an allegation.
All low‑level concerns must be reported to the DSL, recorded, reviewed, and monitored to identify patterns or emerging risks.
Allegations Against Staff, Tutors, or Directors
Allegations of abuse against directors, staff, or tutors can be made by either a child or an adult and should be made immediately to the DSL. Allegations made against the DSL should instead be made to another member of the leadership team who will inform the other team members. Another suitable senior member of staff will then be appointed to take the place of the initial response to the allegation.
This guidance should be followed when any Company representative has:
· Behaved in a way that has harmed a child, or may have harmed a child
· Possibly committed a criminal offence against or related to a child
· Behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children
· Behaved or may have behaved in a way that indicates they may not be suitable to work with children. This includes in and outside responsibilities in the Company (KCSIE 2025, Section 1: Part 356-358)
The Company will deal appropriately and promptly with all allegations or concerns and refer all safeguarding concerns or allegations about its directors, staff or tutors immediately to the appropriate local authority designated officer (LADO) in accordance with local safeguarding procedures and practical guidance, in accordance with the statutory guidance Working Together to Safeguard Children, 2025.
The Company will consider immediate suspension (without prejudice) if a safeguarding allegation is made against any director, staff member or tutor pending investigation when there is cause to suspect that a child(ren) is /are at risk of harm from their continued contact with children. Refer to KCSIE 2025, Part 4: 383-390. Suspension will also be considered even if the allegation is not linked to their role or activity with the Company.
More details of the recruitment process can be found within the Safer Recruitment Policy.
Under legal duties to make referrals to the Disclosure and Barring Service, The Company will report any concerns about unsafe practice by any of its directors, staff or tutors to the Enhanced Disclosure and Barring Service (DBS). This applies where an individual has engaged in conduct that has either harmed (or is likely to harm) a child; or if a person otherwise poses a risk of harm to a child. (KCSIE 2025, Part 4: 407). If at any time The Company dismisses a director, member of staff or tutor due to relevant conduct, risk of harm or receiving a caution or conviction for a relevant offence (or the person has resigned or left that post in circumstances where they may have been removed), then a referral to the Disclosure and Barring Service will be made by the DSL.
Tutor Registration
The Company requires:
	
• An Enhanced DBS check prior to engagement, with ongoing status checks via the DBS update service where subscribed
• Overseas criminal checks where applicable
• Two references
• Annual self‑disclosure form completion
• Safeguarding Level 2 training annually
• Ongoing monitoring of conduct and suitability

All tutors are required to hold an Enhanced DBS check prior to engagement and ideally on the update service. If not, The Company will insist an Enhanced DBS Check be carried out by the tutor. Identity and address are verified separately in accordance with DBS identity checking requirements. Tutors who hold a recent Enhanced DBS certificate will be required to present the original certificate for verification. Additionally, tutors will be asked for a copy of their UK passport and proof of address. Any identity documents are viewed for verification purposes only and retained only where legally required, in accordance with UK GDPR data minimisation principles. 
If working from abroad, a criminal check for overseas applicants will be required to be supplied by the tutor. Tutors can access advice on how to complete these by using the governments information website (https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants)
Tutors are engaged on a self-employed basis; however, The Company retains responsibility for safeguarding arrangements relating to its services. 
One-to-one training is then given in the use of the platform and tutorial links provided. 
The Company requires two suitable references. 
All tutors fill out a self-disclosure form which requires disclosure of criminal offences and barring each year. They also complete an application form upon starting.
All tutors sign a confidentiality statement agreeing not to disclose confidential information to a third party within a “Terms and Conditions document.”
All tutors take a safeguarding level 2 course annually and are aware of the safeguarding protocols specifically for COT (Cambridge Online Tuition).
All tutors receive a “Tutor Pack” upon joining which contains all the necessary documents they require to provide lessons safely and with the utmost professionalism at The Company. They receive key bullet point information on tutoring tips, and safeguarding children. This is delivered through the LMS.
Recording of Online Sessions
All online lessons will be recorded and normally available for play back to the parents and students for 4 weeks from the date of the lesson. Sessions are recorded for safeguarding, supervision, and quality assurance purposes. Parents/guardians and tutors are informed of this at sign-up, and consent is obtained. The Company regularly reviews tutorial recordings for the purpose of improving our service, training, and supervision of tutors or where a complaint or safeguarding report has been made. The Company will allow access to UK law enforcement of any recording where it is reported a criminal offence may have occurred in relation to a specific session.
Tutor Responsibilities and conduct when working with young people and vulnerable adults in an LEA setting
Cambridge Online Tuition expects its tutors to fulfil their duty to keep children and vulnerable adults safe and to protect them from physical, emotional, and sexual harm.
Tutors are expected to contribute to:
· providing a safe online environment for children to learn in an education setting, and
· identifying children and young people who are suffering or likely to suffer significant harm and taking appropriate action with the aim of making sure they are kept safe both at home and in the education setting
Tutors are encouraged to demonstrate exemplary behaviour to safeguard children and to protect themselves from allegations of abuse. Stated below are the standards of behaviour required of tutors to fulfil their roles to ensure that a positive culture and climate is created during all activities involving contact with young people and vulnerable adults.
In accordance with safeguarding regulations, tutors are expected to:
· Ensure that their learning environment does not display any inappropriate images or documentation capable of being viewed by the student, parent, or carer when conducting a session. All stuff and students should blur or use a professional background which can be found within the “settings” section in the virtual classroom
· Be dressed appropriately in a manner that would be suitable for their attendance at a school in person
· Treat students fairly and without prejudice or discrimination, whatever their age, culture, ability, gender, language, racial origin, religious belief, and/or sexual identity
· Always ensure that their language is appropriate and not offensive or discriminatory
· Ensure that any contact with the student is appropriate to their role as a tutor and confined to the relevant tutorial session
· Not make any improper suggestions to a student
· Report any dispute, safeguarding concern or illegal activity with a student or parent/responsible adult to The Company and complete an “Incident Form”
· Ensure that if no parent/responsible adult is present during a tutorial session that the student is comfortable to continue the session; if not, they can terminate the session
· Not take screenshots of sessions
· Not share any links to online content or websites that contain anything other than educational resources
· Ensure they attend lessons in appropriate time, only at the designated times and dates and will never agree to any additional sessions with the tutee without a registered adult present and permission from The Company
· Disclose any criminal convictions they may have to The Company by signing the self-disclosure form
· Take every precaution to ensure they work in a safe environment and are responsible for taking out and maintaining any insurance policies necessary to cover the work they undertake
· At no time and for any reason, will any tutor give their email address, phone number nor any other personal information to any child using the services of Cambridge Online Tuition. Neither will they seek nor accept any tutors contact details from any child using the services of The Company.
Unacceptable practices
The following should never be sanctioned:
· Spending excessive amounts of time alone with young people or vulnerable adults away from others
· Making personal contact with young people or vulnerable adults by email, telephone, post, or any means without parental consent
· Taking young people or vulnerable adults to your home where they will be alone with you
· Engaging in rough, physical, or sexually provocative games including horseplay
· Entering a toilet with young people or vulnerable adult unless another adult is present, or permission is given. Tutors should avoid using toilets that are used by school pupils or vulnerable adults.
· Allowing or engaging in any form of inappropriate contact
· Allowing or encouraging abusive peer activities
· Allowing young people to use inappropriate language unchallenged
· Making sexually suggestive comments to or within hearing of a young person or vulnerable adult
· Reducing a young person or vulnerable adult to tears as a form of control
· Allowing allegations made by a young person or vulnerable adults to go unchallenged, unrecorded, or not acted upon
· Doing things of a personal nature for young people or vulnerable adult that they can do for themselves
· Physically restraining a young person or vulnerable adults unless the restraint is to:
· Prevent injury to the young person/vulnerable adult/ another young person/yourself
· Prevent damage to any property
Reporting Safeguarding concerns, Allegations and Disclosures
Tutors will always follow the educational establishment guidelines. The educational establishment has a responsibility to inform, train, and give guidance in disclosing a safeguarding concern to the relevant DSL. This includes the use of paperwork or digital reporting.
The following guidelines should be used when reporting any safeguarding concern or if an allegation is disclosed by a young person to a member of Cambridge Online Tuition representative:
1. Listen and reassure
· Maintain confidentiality but do not make promises you cannot keep, and explain that the information will have to be passed on and what action you will be taking in this regard
· Be calm
· Be reassuring and make it clear that you are glad that they have told you
· Show that you are taking the child or vulnerable adult seriously and that you understand and believe them
· Keep questions to a minimum; if you must ask questions keep them open and not leading
Points to note when dealing with a disclosure
· Try not to display any kind of shock or disapproval
· Do not jump to conclusions
· The young person or vulnerable adult may regard the experience as either bad or painful, they may not feel guilty or angry
· Be aware of your own feelings which may be different to those of the young person or vulnerable adult
· Take care of yourself by ensuring that you have an opportunity to discuss your feelings with someone at a later stage
· Do not destroy any evidence as it may be used later in a court of law
· Initial disclosure even if retracted must still be referred.
In an emergency (i.e. a serious incident, the child needs medical attention, or a crime may have occurred) call 999.
2. Recording Information
It is essential that the details of the alleged abuse be recorded correctly and legibly as this will be critical later in the proceedings. This should be done immediately and certainly within 24 hours.
3. Informing the appropriate contacts
If abuse has been disclosed to you or you suspect that it is happening OR if you have any type of safeguarding concern- you must inform the relevant Designated Safeguarding Lead within a school/organisation and the DSL for Cambridge Online Tuition. 
4. Referral to Relevant Authorities
Cases where Tutors have ceased to use the services of an educator or might have ceased to use those services had the educator not ceased to provide them, for reasons of child and vulnerable adult protection, will be referred to the Disclosure and Barring Service.
Referrals will be made by the Designated Safeguarding Leads or DDSL. 
Referrals will be made to Cambridgeshire County Council using the online portal referral 
https://safeguardingcambspeterborough.org.uk/
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Procedures for managing allegations made against Tutors
The following document outlines Cambridge Online Tuition procedures for managing allegations made against tutors. All tutors will follow the procedures listed in our ‘Whistleblowing Policy.’ This is available to all staff and is part of the induction pack. 
General Principles
The following general principles will apply:
• Each step and action will be taken without unreasonable delay
• Cambridge Online Tuition may suspend tutors without pay while an investigation takes place. Such a suspension will be reviewed as soon as possible and will not normally exceed 20 working days
• If a review meeting is required, the tutor will have the right to be accompanied by a work colleague of their choice. If a tutor is unable to attend any such meeting, an alternative meeting date may be suggested, provided it is within 5 working days of the original date
• Timing and location of meetings must be reasonable
• If a meeting is needed it will be conducted in a manner that enables both Cambridge Online Tuition and the tutor to explain their case
• Whenever Cambridge Online Tuition representative is required to send the other a statement, the original or a copy will suffice
• No action will be taken against a tutor until the case has been fully investigated
• A tutor’s contract or services will not be terminated for a first offence except in the case of gross misconduct
• It should be recognised that lists of offences cannot be regarded as complete to meet every case, and also that action described as general misconduct may amount to and be treated as gross misconduct if the circumstances or the manner of the misconduct are such as to warrant serious action. These lists should be regarded therefore as being illustrative rather than exhaustive
• All records of action taken will be held centrally by the Safeguarding Team and a record of
the action will be held on the tutor’s file
·  Cambridge Online Tuition will follow the Keeping Children Safe in Education guidance (2025, part 4) in relation to allegations against supply staff. We will work closely with the Hirer, LADO, police, and/or children's social services where necessary

Procedures
The steps set out below are a guide and will not be followed in full in every case. The point at which the procedure is entered or the omission of any of the stages will depend entirely on the seriousness of the offence. Thus, a series of minor offences or a repetition of one such offence may involve the entire procedure whilst a more serious offence may well call for a final warning. Gross misconduct will lead to instant termination of a contract.
Dr Laura Brown is the Designated Safeguarding Lead. If, during a lesson, a child makes a disclosure to a tutor, they are to notify Dr Brown by completing the following procedure: -
· Stay calm and not express their own views when the child is disclosing information. Listen to what they have to say and do not put any words in their mouth. Be supportive and objective, but do not promise confidentiality and advise them that you will inform Laura Brown of Cambridge Online Tuition who will investigate further

· Immediately after, complete the “incident form” found within the Tutor pack. Ensure any information relating to the issue raised is written up as soon as possible after the event to ensure the greatest possible accuracy. It should be signed and dated by the person reporting or who witnessed the behaviour of concern and the DSL

· Consider the report and resolve any concerns or take appropriate action to prevent this happening again. A detailed record of the concern will be logged even if no further action is needed at this time

· If applicable, refer this immediately to the https://www.safeguardingcambspeterborough.org.uk/ (Children’s social care). Keep a full record of the incident either way. Once the decision is made to make a referral the Safeguarding Team will contact the relevant Children’s Social Care Team and make a telephone referral. This must be followed up in writing within 24 hours.
The Company reserves the right to make a final decision on action taken for minor breaches of our Safeguarding and Child Protection Policy. 
Where a child is suffering, or is likely to suffer from harm, it is important that a referral to children’s social care (and if appropriate the police) is made immediately or call 999 in an emergency.
Student Responsibilities
Tutees under the age of 18 must be registered and represented by a parent or legal guardian who gives consent for them to receive tuition. The Company is not responsible for any dispute regarding parental consent.
Tutees are expected to:
· Treat the tutor with respect and fairness and not subject them to abusive behaviour or language
· Not make any improper suggestions to the tutor
· Have no inappropriate communication with the tutor outside the tutorial session (also see Parents/Responsible adult section below)
· Report any dispute, inappropriate behaviour, or illegal activity with a tutor to a parent/responsible adult
· Only receive online tutoring at the designated tutoring times and dates as agreed by their registered adult, The Company and their tutor
· Receive tutoring in their own home with a parent or guardian present in the same room or nearby. The door to the room will remain open so the registered adult can hear the lesson and intervene if necessary
· Be dressed appropriately and ensure the location does not expose any personal information
· If broadband speeds permit, tutees will keep their video stream on for the duration of their sessions only if they agree. Microphones should be always kept on.
· Ensure mobile phones are silent and out of reach
· Never disclose their phone, email or other communication details with their tutor nor request those of their tutor through the online platform
· Not share any links to online content or websites that contain anything other than educational resources
· Not take screenshots of sessions
· Consent to the recording and monitoring of all online sessions by The Company for the purposes stated in the Recording of online session section above
Parent Responsibilities
Parents are expected to: 
· Ensure that the student is fully aware of The Company’s Safeguarding and Child Protection Policy
· Always be responsible for the welfare of the student during the session and be available during the online session. This will ensure any concerns encountered by the tutee can be reported as soon as possible and ensure the tutee and tutor are behaving in an appropriate manner
· Always be responsible for the physical environment of the pupil during the session ensuring it is safe and appropriate. Ensure the door to the room where the lesson is taking place always remains open and intervene if necessary
· Ensure that tutors will be treated with respect and fairness by the student and will not be subjected to abusive behaviour or language
· Ensure that no improper suggestions are made by either the tutor or student inside or outside of the lessons and report any unsolicited communications between the tutor and tutee to The Company. If a parent/carer requests that the tutor contact the young person directly, The Company needs written consent from the parent, and the tutor must cc the parent/carer and The Company in all email communications
· Report any dispute, inappropriate behaviour, or illegal activity by a tutor to The Company immediately after the lesson
· Be aware all tutorials will be recorded and made available for playback for 4 weeks (also see Recording of Sessions)
· Exercise their own judgement regarding the accuracy of the information provided on the website. The Company does its utmost to keep the website as up to date as possible
Director Responsibilities
The Director of The Company is expected to: -
· Ensure they are up to date with their Designated Safeguarding Lead training.
· Follow the procedure for tutor registration in the Registration of tutors section above.
· Ensure that any dispute between persons using The Company’s services is managed efficiently and fairly without discrimination
· Deal with reports of possible illegal activity promptly, ensuring the safety and wellbeing of the student and/or tutor
· If any incident is reported to the police and/or social care relating to a specific session, make the recording available to use as evidence in any proceedings if appropriate (also see Recording of Sessions)
· If appropriate, employ the services of an Independent Child Protection consultant or another DSL to review a report concerning the welfare of a student ensuring an appropriate course of action is taken
· Regularly review the policy and procedures to ensure they are relevant and adequate to safeguard all persons using The Company’s services.
Emergency Responses
Where a child is identified at immediate risk of harm, please immediately contact the Designated Safeguarding Lead who will in turn contact the Police for the areas where the risk is located using 999. 
This is especially important when the child is being tutored at home and there is no schoolteacher present. Within one working day of a referral being made, a local authority social worker should acknowledge receipt to the referrer and decide about the next steps and the type of response that is required. 
Where tutors are delivering tuition to children and young people in a school or college, The Company DSL/ Deputy must inform the school’s Designated Safeguarding Lead/ Officer of any safeguarding concern.

Contact details
Designated Safeguarding Lead (DSL)
Name: Dr Laura Brown
Email: contact@cambridgeonlinetuition.co.uk
Deputy Designated Safeguarding Leads (DDSL)
Name: Ms Laura Nash
Email: Laura.nash@cambridgeonlinetuition.co.uk

Cambridgeshire County Council safeguarding portal
https://safeguardingcambspeterborough.org.uk/
NSPCC Helpline 
0808 800 5000 
Updating our policies and procedures
We are committed to reviewing our policy and good practice annually to ensure it is adequate and relevant to safeguarding standards. 
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