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Introduction 
We are committed to providing a safe and secure environment for all colleagues, students and visitors who 
access our services and facilities. We adopt the highest possible standards and in collaboration with Local 
Safeguarding Boards, we take all reasonable steps in relation to the welfare and safety of children and 
vulnerable adults. 

Local Safeguarding Boards are multi-agency groups which have established protection practices in 
accordance with the law and statutory regulation. In Newcastle City, the Newcastle Safeguarding Adults 
Board (NSAB) and the Newcastle Safeguarding Children Partnership (NSCP) are made up of organisations 
that work together to safeguard and promote the welfare of adults, children, young people and their 
families. 

The University supports the work of these boards via this policy, and this includes the provision of a 
university “Designated Safeguarding Officer” to be the lead and coordinating person with regard to child 
and vulnerable adult safeguarding action. 

At Newcastle University, the Designated Safeguarding Officer is the Director of Student Health and 
Wellbeing. The Assistant Designated Officer is the Head of Student Health and Wellbeing Services. 

We have a legal responsibility to take appropriate action in relation to safeguarding children and 
vulnerable adults. All colleagues are in a position of trust, in particular those colleagues who teach, 
support, and guide or in any way interact with students, as such we all need to be aware of our 
responsibilities and act in accordance with our Bullying & Harassment and Colleague Standards of 
Behaviour. 

This policy aims to provide guidance in relation to our responsibilities and to provide support to 
colleagues by ensuring that appropriate training and processes are in place. 

Scope 
This policy applies to all UK colleagues and students and is informed by the key principles and definitions 
within the Care Act 2014 and the Children Act 1989. 

Definitions 

The Children Act 1989 defines a child as 

mailto:sally.ingram@newcastle.ac.uk
mailto:sally.ingram@newcastle.ac.uk
mailto:kate.aitchison@newcastle.ac.uk
https://newcastle.sharepoint.com/docs/HR%20Policies/Bullying%20and%20Harassment%20policy.pdf
https://newcastle.sharepoint.com/hub/people-services/Documents/Policy%20and%20Procedure/Colleague%20Conduct/Standards%20of%20Behaviour/Guidance%20on%20Standards%20of%20Behaviour.pdf
https://newcastle.sharepoint.com/hub/people-services/Documents/Policy%20and%20Procedure/Colleague%20Conduct/Standards%20of%20Behaviour/Guidance%20on%20Standards%20of%20Behaviour.pdf
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“a person under the age of 18”. 

The Care Act 2014 defines a vulnerable adult as 

“any person aged 18 years or over; who may be in need of community care services by reason of 
mental or other disability, age or illness; and who is or may be unable to take care of him or herself, 

or unable to protect him or herself against significant harm or exploitation.” 

We take all reasonable steps to promote and safeguard the wellbeing of all children and vulnerable adults 
accessing our services and facilities in-person or on-line, including but not limited to: 

• Children and vulnerable adults engaged in Newcastle University activities 

• Vulnerable adults who are registered students 

• Participants in research projects 

• Members of the public accessing campus spaces 

• Prospective students engaged in Newcastle University activities, including open days, visit days and 
summer schools 

• Participants in Sport 

• Students at risk of homelessness  

• Current students (including those on placement in the UK or overseas) 

• Members of the public accessing services provided by students as part of their programme 

• Children resident in university accommodation 

• Colleagues in the course of their duties 

• Colleagues and students going into schools, colleges and other community settings as part of 
recruitment or degree programme activity 

• Work experience/employment opportunities to young people under 18 and vulnerable adults 

In instances when children of colleagues, students or visitors are present on the University campus, they 
remain the responsibility of their parent/carer and we will do all we can to support parents and carers to 
meet this responsibility via our guidance Bringing Children and Young People into the Workplace.pdf 
(sharepoint.com). 

Procedures to prevent harm 
The University seeks to safeguard children and vulnerable adults by: 

• Recruiting colleagues and volunteers safely, including taking up references and ensuring that, where 
appropriate, colleagues and volunteers undertake Disclosure and Barring Services (DBS) disclosures at 
the correct level, before commencing work or activity with us. Line Managers are supported by 
People Services Partners to identify which colleagues require a DBS check and how frequently these 
should be repeated. Colleagues and volunteers are responsible for informing their line manager if 
there is any change to their circumstances, which may affect their DBS check. 

• Having in place specific procedures around managing applications from and monitoring the wellbeing 
of students who are under 18 on the first day of the month in which their programme commences, 
sharing information with appropriate colleagues. 

• Ensuring students accepted onto undergraduate and postgraduate degrees obtain a satisfactory 
enhanced DBS disclosure, when their course requires it. 

• Producing safeguarding advice for colleagues and volunteers visiting schools, or involved in on 
campus activities, as part of teaching, research, volunteering or widening participation projects 
including outreach, student recruitment, volunteering and widening participation programmes. 

https://newcastle.sharepoint.com/docs/HR%20Policies/Bringing%20Children%20and%20Young%20People%20into%20the%20Workplace.pdf
https://newcastle.sharepoint.com/docs/HR%20Policies/Bringing%20Children%20and%20Young%20People%20into%20the%20Workplace.pdf
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• Ensuring that the Degree Apprenticeship provision are covered by appropriate safeguarding 
procedures in order to comply with Ofsted requirements. 

• Ensure downstream partners have clear and sufficient safeguarding policies and procedures. Work in 
collaboration to support their development and in the event that partner’s safeguarding policies and 
procedures is found to be insufficient, this policy and associated procedures will take precedence. 

• Helping colleagues recognise their responsibilities via appropriate local authority training and 
ensuring they are aware of the procedure they should follow if they suspect a child or vulnerable 
adult is experiencing, or is at risk of experiencing, harm. 

We are mindful of our duty of care and legal obligations, specifically those we owe under the 
Safeguarding Vulnerable Groups Act 2006, the Protection of Freedoms Act 2012, and the Counter 
Terrorism and Security Act 2015 (section 26), detailing the specific responsibilities to have due regard to 
the need to prevent people from being drawn into terrorism. 

Reporting a concern 
It is important that if become aware of a safeguarding concern that you: 

• Remain calm. 

• Listen carefully to what is being said. 

• Explain that the information disclosed to you will only be shared with those who need to know, never 
promise total confidentiality. 

• Act immediately, follow the flow chart below and do not attempt to address the situation yourself. 

• Make a written record, including factual details about the disclosure; time, date,what was said, the 
names of the parties involved and store this securely. 

• Complete the safeguarding record Appendix 1. 

In an emergency contact the police and the University Security Team. 

Appendix 1 provides a reporting form, which should be used to record and report concerns. 
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Risk assessments 
When working with children or vulnerable adults, there may be additional health and safety risks. Such risk 
assessments should be undertaken proactively prior to any work commencing and should consider the 
following issues. 

• Guidance provided in the University Health and Safety Risk Assessment procedures to ensure a careful 
examination of what, in your area of work, could result in risk or harm to people so that you can assess 
whether you have taken enough precautions or should do more to prevent harm. 

• Identify the nature, length, frequency, intensity and time of any contact with children, young people 
or vulnerable adults. 

• Identify any situation where a Disclosure and Barring Scheme (DBS) check might be required. 

A copy of the risk assessment and guidance on the use of risk assessments can be found here Risk 
Assessment. 

Training 
The Designated Officer(s) and all colleagues likely to be in regular contact with under 18s and vulnerable 
adults, must complete role appropriate Local Safeguarding Boards training. This must be repeated every 
two years to ensure knowledge is current and effective. 

Students whose research or degree programmes involve them working with under 18s and vulnerable 
adults must also complete role appropriate safeguarding awareness training. 

Associated documents 
 

 Newcastle University’s Health and Safety Policy Colleague Conduct 

Colleague Recruitment Policy Colleague Disciplinary Policy 

Data Protection Policy  Students Complaints and Resolution Procedure 

Student Disciplinary Procedures Personal Relationships at Work policy 

Bullying and Harassment Policy Admissions Policy 

Code of Good Research Practice Bringing Children and Young People into the Workplace 

Carers Policy Code of Conduct for Associates, Guests & Visitors 

Other references: 
 

UKRI Preventing harm in research The Disclosure and Barring Service E D & I 

Care Act 2014 Safeguarding Vulnerable Groups Act 2006 

Counter Terrorism and Security Act 2015  Female Genital Mutilation Act 2003 

Children Act 1989 Children Act 2004 

Health and Social Care Act 2012 Children and Families Act 2014 

https://newcastle.sharepoint.com/hub/orghas/Pages/safety_risk_general.aspx
https://newcastle.sharepoint.com/hub/orghas/Pages/safety_risk_general.aspx
https://newcastle.sharepoint.com/docs/Health%20and%20Safety%20Policies/University%20HS%20Policy%20V3%2023.02.21.pdf
https://newcastle.sharepoint.com/hub/people-services/Pages/Policies%20and%20Procedures/conduct.php.aspx
https://newcastle.sharepoint.com/docs/HR%20Policies/Recruitment%20Policy%20Jun15.pdf
https://newcastle.sharepoint.com/docs/HR%20Policies/Disciplinary%20Policy.pdf
https://www.ncl.ac.uk/data.protection/
https://newcastle.sharepoint.com/hub/sp/Documents/Student-Complaints-and-Resolution%20Procedure%2018_19_final.pdf
https://www.ncl.ac.uk/student-progress/policies/procedures/disciplinary/
https://newcastle.sharepoint.com/docs/HR%20Policies/Personal%20Relationships%20Policy.pdf
https://newcastle.sharepoint.com/docs/HR%20Policies/Bullying%20and%20Harassment%20policy.pdf
https://www.ncl.ac.uk/undergraduate/applications-offers/policies/
https://www.ncl.ac.uk/research/researchgovernance/goodpractice/
https://newcastle.sharepoint.com/docs/HR%20Policies/Bringing%20Children%20and%20Young%20People%20into%20the%20Workplace.pdf
https://newcastle.sharepoint.com/docs/HR%20Policies/Carers%20Policy.pdf
https://newcastle.sharepoint.com/hub/people-services/Pages/recruitment/visiting-and-guest.php.aspx
https://www.ukri.org/about-us/policies-standards-and-data/good-research-resource-hub/preventing-harm-in-research/
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about/equality-and-diversity
https://www.legislation.gov.uk/ukpga/2014/23/contents/enacted
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2015/6/section/26
https://www.legislation.gov.uk/ukpga/2003/31/contents
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2012/7/contents/enacted
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
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Appendix 1: Safeguarding Concern Reporting Form (Print and Save) 
 

STRICTLY CONFIDENTIAL  
To be completed by the person reporting the safeguarding concern: 

 
Your Name  

Your Job Title  

Your Line Manager  

Your Email Address  

Your Phone Number  

Today’s Date  

Date and Time of Initial Report if different from 
above. 

 

Who did you report your concern to 
Welfare/Security team/other (please state) 

 

 
Details of the person you are concerned about Location of concern e.g., home, school, 

accommodation, research setting, on campus 
clinic 

Name: 
Date of Birth: 
Address: 
School: 

 

 
Details of concern: Please provide as much information as possible, including what alerted your attention 
to the concern and provide the names of all people involved. 

Your Name: 

Signed: 

Date: 
 

Please send to the Consultancy Team at wellbeingconsultancy@newcastle.ac.uk 

mailto:wellbeingconsultancy@newcastle.ac.uk
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Appendix 2: Contacts 
Print and save this page 

 
Team Contact Details 

Student Health and Wellbeing Welfare Team 0191 208 3333 
wellbeingconsultancy@newcastle.ac.uk 

University Security 0191 208 6817 
Role Name Contact Details 
Designated Officer Sally Ingram, Director of Student 

Health and Wellbeing 
Sally.Ingram@newcastle.ac.uk 

Assistant Designated 
Officer 

Kate Aitchison, Head of 
Student Health Wellbeing 

Kate.Aitchison@newcastle.ac.uk 

 
 
 

mailto:wellbeingconsultancy@newcastle.ac.uk
mailto:Sally.Ingram@newcastle.ac.uk
mailto:Kate.Aitchison@newcastle.ac.uk
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Document Control Information 
Does this replace another policy? No, this is an update to the 2007 policy. 
Approval 
Approved by: Executive Board Date: August 2020 
Effective from: October 2020 
Next review date: August 2024 
Responsibilities 
Executive Sponsor: Colin Campbell. 
Policy Owner: Sally Ingram, Head of Student Wellbeing 
Person(s) responsible for compliance: Sally Ingram 
Consultation 
Version 2 Body consulted SWHS and PS Date 13/10/2020 
Version 3 Body consulted Sport, SWHS and PS Date 03/03/2023 
Equality, Diversity and Inclusion Analysis: 
Does the policy have the potential to impact on people in a different way because of their 
protected characteristics? No  
Initial assessment by: Sally Ingram Date: 01 02 23 
Document location 

https://www.ncl.ac.uk/wellbeing/about/policies-procedures/ 
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