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STEP AHEAD

ERING PEOPLE, ENABLING EMPLOYERS

INTRODUCTION

Step Aheadis committed to ensuring the safety and wellbeing of all individuals we work with
including young people aged 16 and above, young adults and adults including our own staff. This
Safeguarding Policy outlines ourapproach to protecting these individuals fromabuse, neglect
and exploitation.

Ourpolicyistotreat everyone equally and fairly, regardless of their gender, sex, sexual
orientation, reassignment status, belief or religion, civil partnership, marital status, perceived
age, age, colour, race, nationality, ethnic origins or disability. Furthermore, Step Ahead's
responsibility is to ensure everyone’s safety from any harm, be it physical, sexual, psychological,
oremotional, financial, neglect ordiscriminatory abuse. Step Aheadis committed to following
the guidance inThe Making Safeguarding Personal Toolkit.

PURPOSE AND SCOPE

Step Ahead’s safeguarding approach is underpinned by the following core principles:

o Safeguardingis everyone’sresponsibility.

e Thewelfare andwellbeing of young people, young adults, and adults at risk is
paramount.

e Allindividuals have theright to be protected from abuse, harm, and neglect.

e Concerns will be taken seriously, recorded accurately, and acted upon without
delay.

e Aperson-centred approachwill be taken, ensuring individuals are listened to and
involvedin decisions affecting them where appropriate.

Step Ahead operates a zero-tolerance approach to abuse, exploitation, and safeguarding
failures.

This policy applies to allindividuals engaged by Step Ahead in any capacity, including
employees, volunteers, contractors, partners, and offshore or remote staff, irrespective of
geographic location, employment status, or working arrangement.

Definitions

Youngpeople: Individualsagedl1é6to17

Young adults: Individuals aged 18 to 25

Adults: Individuals aged 26 and over

Safeguarding: Protectingindividualsformabuse,harmandneglect

Abuse: The violation of a person’s human and civil rights by any other person. Itis where someone does
something to another person, or to themselves, which puts them at risk of harm and impacts on their health
and wellbeing.

Type of Abuse: Definition:
Discriminatory Discrimination against someone’s protected characteristic.
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Domestic Violenceorabusebysomeonewhoisorhasbeenanintimate partner
or family member

Organisational Neglectandpoorcare practice within organisations

Physical Physicalabuse, restraint, and misuse of medication

Psychological/ Subjecting or exposing another person to a behavior that may resultin

Emotional psychological trauma

Sexual Direct or indirect involvement in sexual activity without a person’s
consent

Financial Defrauding, stealing ormisusing someone’smoney or property

Neglect Failure torespectanadultatrisks’s privacy, dignity, and individuality

Self-neglect Neglectingone’s personalhygiene, health orsurroundings

Modern Slavery Forcedlabourand exploitation

SAFEGUARDING PROCEDURES

Recruitmentandtraining

e Conductbackgroundchecksonallemployees

e Provide safeguarding training during induction and provide regular updates

e« Recognising abuse

o Staff should be aware of the signs of abuse which may include discriminatory, domestic,
organisational, physical, psychological oremotional, sexual, financial, neglect, self-
neglect and modern slavery

Reportingconcerns

¢ Reportanyconcernstothe DSLimmediately

e Documentall details of the concernaccurately and securely

¢ TheDSLwillassessthe concernandtake appropriate action, whichmayinclude
contactinglocal authorities or the police

Respondingtoadisclosure:

e Listencarefullyandremaincalm
e Reassuretheindividualthey didtheright thingby speakingup
¢« Donotpromise confidentiality, explainthe needtoreport the disclosure

Inaddition to general safeguarding procedures, the following specific measures apply to young
people aged16to17:

e Parental/ Guardian consent: Obtain consent from parents or guardians for activities
involving young people

e Supervision: Ensure appropriate supervisionforactivitiesinvolvingyoung people

e Age-appropriate communication: Use language and methods of communication
suitable foryoung people
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o Safe environment: Ensure all environments are safe and suitable for young people,
conducting regularrisk assessments

Safeguarding Step Ahead employees

AllStep Ahead employees have theright to feel safe where they work. Otherpeople shouldnot
hurt orabuse them, including colleagues.

The following are strictly prohibited:

o Befriendingcandidatesorlearners onapersonalbasisonsocialmediasites

e Distributing telephone numbers

e Sarcasm,insults or belitting comments towards candidates orlearners are not allowedin
any way.

e Personalrelationshipswithcandidatesorlearners are notpermittedinany way.

Itis also essential to be mindful of:

e Locationsof one-to-onemeetings. Try to ensure they take placeinamutually agreed
place at a neutrallocation.

¢ Maintainprofessionalboundaries whenevercarryingoutwork on Step Ahead's behalf.
Uphold confidentiality in line with GDPR within certain remits when required by the
situation but be careful not to promise to keep secrets orask others to do soinline with
the Safeguarding Policy.

e Ifatanypointyoufeelunsafeinanyone’scompany,informyourline managerorthe DSL.

Staff alsoundertake e-learning on theirinduction covering the following topics. A centrallog of
completion andrefresh datesis maintained on the HR system.

e Disability Awareness &Inclusion

e Environmental Awareness

e Equality Diversity & Inclusion

o GDPRUK:Essentials

e Health&Safety forHome Workers
e« ModernSlavery

e Resilience

ROLES AND RESPONSIBILITIES

Management: Ensuring the implementation of this policy and providing necessary resources and
training. Ensuring the Safeguarding Team store alldocumentationrelated to safeguarding
concernsin the designated Safeguarding folder which guarantees strictaccess controlsin
accordance with current relevant legislation and guidance.

Designated Safeguarding Lead (DSL): Emily Bunu, emily@stepahead.co.uk Overseeing
safeguarding practices, acting as the main contact for concerns, and liaising with external
agencies. Planning and implementing training for allemployees. Carrying outinvestigations
appropriate to welfare concernsreported and liaising with external bodies such as the
safeguarding board.
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Deputy Designated Safeguarding Leads (DDSL): JohnWhitehouse, john@stepahead.co.uk and
Joshua Mclintosh, joshua@stepahead.co.uk Dealingwith all the above in the absence of the DSL.

Staff: Following safeguarding procedures, reporting concerns, and participating in training.

Offshore staff and Remote Working Arrangements: Step Ahead may engage employees,
contractors, or partners who are based outside the United Kingdom (“offshore staff”). Al
safeguarding principles outlined in this policy apply in full to offshore staff, regardless of location,
jurisdiction, oremployment model.

To ensure consistent safeguarding standards across all locations, the following applies:

Policy compliance: Offshore staff must comply with Step Ahead’s Safeguarding Policy,
Code of Conduct, and all related procedures, regardless of local employment practices
orlegislation.

Safeguarding training: All offshore staff must complete safeguarding training appropriate
to theirrole duringinduction and undertake regularrefresher training as required by Step
Ahead.

Reporting concerns: Offshore staff must report any safeguarding concernsimmediately
to the Designated Safeguarding Lead (DSL) or Deputy DSLs using agreed communication
channels. Time zone differences do not delay the requirement to report concerns
promptly.

Jurisdictional considerations: Where local safeguarding laws or practices differ from UK
requirements, Step Ahead’s safeguarding standards will remain the minimum expectation.
Any conflicts must be escalated to the DSL for guidance.

Confidentiality and data handling: Offshore staff must comply with UK GDPR and Step
Ahead data protection requirements when handling safeguarding information.

Safe working practices: Offshore staff are expected to maintain professional boundaries
and follow the same standards regarding communication, conduct, andinteraction with
young people and adults at risk.

Step Ahead will ensure appropriate systems are in place to support secure communication,
reporting, and record-keeping for offshore staff in line with safeguarding and data protection
requirements.

RELATED POLICIES AND DOCUMENTS

Equality, Diversity andInclusionPolicy
GrievanceProcedure

Disciplinary Procedure

PreventPolicy

Modern Slavery Policy

Anti-Fraud, Bribery and Corruption Policy
Whistleblowing Policy

Use of Emails, Internet and Voicemails
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Step Ahead

Safeguarding Reporting Process

If a staff member or any person has a concern, it is reported as soon
as possible (same working day) to the Designated Safeguarding
Lead (DSL) and/or Deputy through an Expression of Concern Form.
Where there is a risk of immediate danger, steps should be taken to
protect them e.g. call 999 or 101

1
; v o v

If the DSL/ Deputy decides a
referral is needed, the DSL will
escalate this to the correct
channel. Raise with the Local
Autharity & others invalved in
wider safeguarding areas

If the DSL or Deputy decides a
referral is not needed, early
intervention/ signposting is

offered. Monitor the situation
within the agreed timescale

(No advice given)
L )
L

Local Authority will triage and decide on an approach within one

day & inform the DSL/Deputy of next steps

Strategy meetings, enquiry & case conference conducted by Local
Authority & relevant agencies

L

All correspondence will be kept in a secure, confidential file in the
company's Sharepoint filing system which is only accessible by the
DSL/ Deputies

Y

If the concern is about a staff member, the DSL will refer this to the
Local Authority who will determine the best route to take
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