
                                

 

FSD BEHAVIOUR POLICY 

AIMS THIS POLICY AIMS TO:  

• Provide a consistent approach to behaviour management  
• Outline how pupils are expected to behave  
• Define what we consider to be unacceptable behaviour  
• Summarise the roles and responsibilities of different people in the school community with 

regards to behaviour management  
• Outline our system of rewards and sanctions 

LEGISLATION AND STATUTORY REQUIREMENTS  

This policy has been supported by advice from the Department for Education (DfE) on,  

• Behaviour and discipline in schools  
• Searching, screening and confiscation at school  
• The Equality Act 2010  
• Use of reasonable force in schools  
• Supporting pupils with medical conditions at school It is also based on the special 

educational needs and disability (SEND) code of practice. 

This policy will also look at,  

• Section 175 of the Education Act 2002, which outlines a school’s duty to safeguard and 
promote the welfare of its pupils. 

• Sections 88-94 of the Education and Inspections Act 2006, which require schools to regulate 
pupils’ behaviour and publish a behaviour policy and written statement of behaviour 
principles, and give schools the authority to confiscate pupils’ property. 

INTRODUCTION  

FSD Academy is committed to create an environment where good behaviour is achieved. This is 
outlined in our CORE VAULES AND CODES OF CONDUCT. 

PURPOSE  

To provide simple, clear and practical procedures for staff and students that  

 Ensures classrooms/ training sessions are disruption free  
 Ensures consistency by staff across the academy 
 Recognise and positively reinforce behavioural standards   
 Support the values of the Academy   
 Teaches self-esteem, compliance and self-regulation 

 

ROLES AND RESPONSIBILITIES  

Directors  

The directors are responsible for, 



                                

 

 Ensuring all policies are up to date and reviewed  
 Ensure all staff have attended training  
 Ensure all students have gone though the induction pack  
 Ensure the academy environment encourages positive behaviour and staff deal effectively 

with poor behaviour  
 Ensue staff monitor behaviour  

Staff 

The staff are responsible for,   

 To ensure all students are greeted on arrival and are signed in  
 To ensure all daily paperwork is completed with students  
 To ensure student induction is completed  
 To record and monitor positive behaviour and poor behaviour  
 To ensure term reviews are completed  
 To work with colleagues, partnerships and families 
 Ensure good practice is maintained  
 To model good behaviour, praise and recognise  
 Recording behaviour incidents 
 To liaise and contact relevant parties i.e., partnerships, family, carers.  

PARENTS ARE EXPECTED TO:  

• Support their child to ensure that the Academy Standards are achieved.  
• Inform the Academy of any changes in circumstances that may affect their child’s behaviour.  
• Discuss/share any behavioural concerns with school. 

REWARDS, STUDENT ACHIEVEMENTS AND SANCTIONS 

Recognition and praise Positive and productive relationships are central to excellent behaviour 
management. FSD Academy will acknowledge and recognise those students who show good 
behaviour standards are being meet. This will be through our FSD alterative provision student- 
performance Profile Pack.  It essential to developing positive relationships, including with those 
students are hardest to reach. All members of staff are expected to ensure that positive comments 
and actions outweigh negative ones. 

There are many ways to recognise positively those students who show good behaviour standards. 
The way students are acknowledged and rewarded is: 

1. Verbal praise  

2. Completion of student achievements  

3. Additional responsibilities- for example, setting up training sessions, helping lead coaches manage 
a training session.  

5. Certificates  

6. Positive phone calls/emails home  



                                

 

The Academy may use one or more of the following sanctions in response to unacceptable 
behaviour:  

• A verbal reminder/warning  

• Phone calls/letters home to parents  

• Referring the student to the directors  

 • placing the student on disciplinary action.  

ANTI-BULLYING POLICY 

FSD Academy policy clearly states ‘Bullying or harassment of any kind is unacceptable at FSD 
Academy. We seek to provide a safe and secure environment in which all students can work 
together harmoniously.’ All incidents of bullying must be dealt with in accordance with the 
policy and then recorded on the relevant document.  

For further details on bullying please see FSD ANTI-BULLYING POLICY.  

SEARCHING. 

FSD Academy staff can search any student for any item if the student agrees. 

The directors and staff authorised by them have a statutory power to search students or 
their possessions, without consent, where they have reasonable grounds for suspecting that 
the student may have a prohibited item. 

Prohibited items are: 

• Knives or weapons 
• Alcohol 
• Illegal drugs 
• Stolen items 
• Tobacco and cigarette papers 
• Vapes  
• Fireworks 
• Pornographic images 
• Any article that the member of staff reasonably suspects has been, or is likely 

to be, used to commit an offence, or to cause personal injury to, or damage 
to the property of, any person (including the student). 

CONFISCATION. 

FSD staff can confiscate any prohibited item found as a result of a search. They can also 
confiscate any item, however found, which they consider harmful or detrimental to FSD 
discipline. 

ACCEPTABLE USE OF TECHNOLOGIES 



                                

 

All students, staff, parents and carers are given access to FSD Acceptable Use Of 
Technologies Policy. Students and parents must read and sign the agreement when 
starting at the Academy. 

USE OF REASONABLE FORCE 

There are occasions when the restraint of students is necessary. Staff members trained in 
physical intervention at the FSD may use reasonable force to prevent learners from: 

• Committing a criminal offence 
• Engaging in any behaviour which has a negative impact on maintaining good 

order and discipline at the FSD or on other students 
• Injuring themselves or others 
• Causing damage to any property, including their own property  

Such physical restraint should only be used in exceptional circumstances, not as a regular or 
routine act. If restraint has been used a complete report must be sent to the directors that 
day. 

 

 

 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  

COMPLETED BY   SARAH THROPRE  DATE  01/09/2022 

SIGNTURE  REVIEW DATE  01/09/2023 

 

  

  
 

 

 



                                

 

FSD E-SAFTY POLICY  

INTRODUCTION  
This E-Safety policy recognises the commitment of FSD Academy to keeping staff and learners safe 
online and acknowledges its part in FSD ACADEMY’s overall safeguarding policies and procedures. It 
shows our commitment to meeting the requirement to keep Learners safe when using technology. 
We believe the whole Study/Pathways Programme community can benefit from the opportunities 
provided by the internet and other technologies used in everyday life. The E-Safety Policy supports 
this by identifying the risks and the steps we are taking to avoid them. It shows our commitment to 
developing a set of safe and responsible behaviours that will enable us to reduce the risks whilst 
continuing to benefit from the opportunities. We wish to ensure that all members of the FSD 
ACADEMY community are aware that unlawful or unsafe behaviour is unacceptable and that, where 
necessary disciplinary or legal action will be taken. We aim to minimise the risk of misplaced or 
malicious allegations being made against adults who work with students.  

As part of our commitment to Online Safety we also recognise our obligation to implement a range 
of security measures to protect FSD ACADEMY sites’ network and facilities from attack, compromise 
and inappropriate use and to protect FSD ACADEMY data and other information assets from loss or 
inappropriate use.  

THE SCOPE OF POLICY   
▪  This policy applies to the whole FSD ACADEMY including the Managing Directors (MD), all staff 
employed and funded directly or indirectly by FSD ACADEMY, visitors, volunteers and all students.  

▪  Managing Directors will ensure that any relevant or new legislation that may impact upon the 
provision for online safety within FSD ACADEMY will be reflected within this policy.  

▪  The Education and Inspections Act 2006 empowers Principals, to such extent as is reasonable, to 
regulate the behaviour of students when they are off the study/pathways programme site and 
empowers members of staff to impose disciplinary penalties for inappropriate behaviour. This is 
pertinent to incidents of online bullying, or other online safety related incidents covered by this 
policy, which may take place outside of the study/pathways programme, but is linked to 
membership of FSD ACADEMY and any education providers.   

▪  The Education Act 2011 gives FSD ACADEMY the power to confiscate and search the contents of 
any mobile device if the directors believes it contains any material that could be used to bully or 
harass others.  

▪  FSD ACADEMY will clearly detail its management of incidents within this policy, associated 
behaviour and anti-bullying policies and will, where known, inform schools, partnerships, parents 
and carers of incidents of inappropriate online behaviour that take place outside of the 
study/pathways programme.  

The person in Academy taking on the role of E-Safety Safety lead is Matthew Piper (DSL/ Director)   

The Managing Director with an overview of E-Safety matters is Owen Johnson.  

This E-Safety policy was created by Sarah Thorpe  



                                

 

FSD ACADEMY E-Safety Policy V1.0   

The policy was approved by Managing Directors on 7th November 2019. The policy is due for review 
no later than: 1st September 2022, yearly reviews on this policy will conducted. 

IMPLEMENTATION OF THE POLICY  
▪ The directors will ensure all members of FSD ACADEMY staff are aware of the contents of the FSD 
Academy E-Safety Policy and the use of any new technology within Post-16 or Alternative Provision 
study programmes  

▪ All staff, students, occasional and external users of our FSD ACADEMY sites’ ICT equipment will sign 
the relevant Acceptable Use Policies where applicable(Post-16 students will sign SCL POLICIES) .  

▪ All amendments will be published and awareness sessions will be held for all members of the FSD 
ACADEMY organisation  

▪ E-Safety will be taught as part of the curriculum in an age-appropriate way to all students.  

▪ E-Safety posters will be prominently displayed around the FSD ACADEMY sites.  

▪ The E-Safety Policy will be made available to parents, carers and others via the FSD ACADEMY 
website.  

The following national Guidance are acknowledged and included as part of our Online  

SAFETY POLICY:  

Responsibilities of the FSD ACADEMY Community  

We believe that online safety is the responsibility of the whole FSD ACADEMY community and that 

everyone has their part to play in ensuring all members of the community are able to benefit from 

the opportunities that technology provides for learning and teaching. The following responsibilities 

demonstrate how each member of the community will contribute. All staff and volunteers accepts 

the following responsibilities:  

● The directors will take ultimate responsibility for the online safety of the Academy community  

● Identify a person (the Online Safety Lead) to take day to day responsibility for online safety; 
provide them with training; monitor and support them in their work.  

● Ensure adequate technical support is in place to maintain a secure ICT system  

● Ensure policies and procedures are in place to ensure the integrity of FSD ACADEMY’s information 
and data assets  

Cyberbullying: Advice for Headteachers and Academy Staff (DfE 2014)  

Advice on Child Internet Safety 1.0 Universal Guidelines for Providers (DfE and UKSIC 2012) , KCSIE 
2022 – online safety, 137.  

FSD ACADEMY E-Safety Policy V1.0 4  



                                

 

● Ensure liaison with the Managing Directors  

● Develop and promote an online safety culture within the Academy community  

● Ensure that all staff, students, and other users agree to the Acceptable Use Policy and that new 
staff have online safety included as part of their induction procedures  

● Make appropriate resources, training and support available to all members of the FSD ACADEMY 
community to ensure they are able to carry out their roles effectively with regard to online safety  

● Receive and regularly review online safety incident logs; ensure that the correct procedures are 
followed should an online safety incident occur in Academy and review incidents to see if further 
action is required  

Responsibilities of the Online Safety Lead – AP LEAD  

● Promote an awareness and commitment to online safety throughout FSD ACADEMY and its 
learning environment  

● Be the first point of contact within FSD ACADEMY on all online safety matters  

● Take day to day responsibility for online safety within the FSD ACADEMY study/ pathways 
programmes  

● Lead FSD ACADEMY online safety and liaise with technical staff on online safety issues  

● Create and maintain online safety policies and procedures  

● Develop an understanding of current online safety issues, guidance and appropriate legislation   

● Ensure delivery of an appropriate level of training in online safety issues  

● Ensure that online safety education is embedded across the curriculum  

● Ensure that online safety is promoted to parents and carers  

● Ensure that any person who is not a staff member of FSD ACADEMY, who makes use of the ICT 
equipment in any context, is made aware of the Acceptable Use Policy  

● Liaise with the necessary with all parties including, the Local Safeguarding Children’s Board and 
other relevant agencies as appropriate  

● Monitor and report on online safety issues to the Managing Directors as appropriate.  

● Ensure that staff and students know the procedure to follow should they encounter any material 
or communication that makes them feel uncomfortable and how to report an online safety 
incident  

● Ensure an online safety incident log is kept up to date  

● Ensure that Good Practice Guides for online safety are displayed in classrooms and around the 
Academy  



                                

 

● To promote the positive use of modern technologies and the internet  

● To ensure that the FSD ACADEMY E-Safety Policy and Acceptable Use Policies are reviewed at 
prearranged time intervals.  

FSD ACADEMY E-safety Policy V1.0 5  

Responsibilities of all Staff and volunteers  

● Read, understand and help promote FSD ACADEMY’s E-Safety policies and guidance  

● Read, understand and adhere to the staff AUP  

● Take responsibility for ensuring the safety of sensitive FSD ACADEMY data and information  

● Develop and maintain an awareness of current online safety issues, legislation and guidance 
relevant to their work  

● Maintain a professional level of conduct in their personal use of technology at all times  

● Ensure that all digital communication with students is on a professional level and only through 
FSD ACADEMY based systems, NEVER through personal email, text, mobile phone social network 
or other online medium.  

● Embed online safety messages in learning activities where appropriate  

● Supervise Learners carefully when engaged in learning activities involving technology  

● Ensure that students are told what to do should they encounter any material or receive a 
communication which makes them feel uncomfortable  

● Report all online safety incidents which occur in the appropriate log and/or to their director  

● Respect, and share with students the feelings, rights, values and intellectual property of others in 
their use of technology in Academy and at home  

ADDITIONAL RESPONSIBILITIES OF TECHNICAL STAFF  
● Support FSD ACADEMY in providing a safe technical infrastructure to support learning and 

teaching  

● Ensure appropriate technical steps are in place to safeguard the security of the FSD ACADEMY ICT 
system, sensitive data and information. Review these regularly to ensure they are up to date  

● Ensure that provision exists for misuse detection and malicious attack  

● At the request of the director conduct occasional checks on files, folders, email and other digital 
content to ensure that the Acceptable Use Policy is being followed  

● Report any online safety related issues that come to their attention to the Online Safety Lead 
and/or senior leadership team  



                                

 

● Ensure that procedures are in place for new starters and leavers to be correctly added to and 
removed from all relevant electronic systems, including password management  

● Ensure that suitable access arrangements are in place for any external users of FSD ACADEMY ICT 
equipment  

FSD ACADEMY E-Safety Policy V1.0 6  

● Liaise with schools, partnerships , Local Authorities and others on online safety issues  

● Document all technical procedures and review them for accuracy at appropriate intervals  

● Ensure appropriate backup procedures exist so that critical information and systems can be 
recovered in the event of a disaster Responsibilities of students  

● Read, understand and adhere to the students AUP and follow all safe practice guidance  

● Take responsibility for their own and each other’s safe and responsible use of technology 
wherever it is being used, including judging the risks posed by the personal technology owned and 
used by them outside of the study programme  

● Ensure they respect the feelings, rights, values and intellectual property of others in their use of 
technology on site and at home  

● Understand what action should be taken if they feel worried, uncomfortable, vulnerable or at risk 
whilst using technology, or if they know of someone to whom this is happening  

● Report all online safety incidents to appropriate members of staff  

● Discuss online safety issues with family and friends in an open and honest way  

● To know, understand and follow FSD ACADEMY policies on the use of mobile phones, digital 
cameras and handheld devices  

● To know, understand and follow FSD ACADEMY policies regarding online bullying  

RESPONSIBILITIES OF PARENTS AND CARERS  
● Help and support FSD ACADEMY in promoting online safety  

● Read, understand and promote the students AUP with their children  

● Discuss online safety concerns with their children, show an interest in how they are using 
technology, and encourage them to behave safely and responsibly when using technology  

● Consult with FSD ACADEMY if they have any concerns about their child’s use of technology  
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We will support FSD ACADEMY’s approach to online safety and not deliberately post comments or 
upload any images, sounds or text that could upset or offend any member of the study/Pathways 
programme or bring FSD ACADEMY into disrepute.  



                                

 

Responsibilities of Managing Directors  

● Read, understand, contribute to and help promote FSD ACADEMY’s online safety policies and 
guidance as part of the company’s overarching safeguarding procedures  

● Support the work of the staff, volunteers and students in promoting and ensuring safe and 
responsible use of technology in and out of the study programme, including encouraging parents 
to become engaged in online safety awareness  

● To have an overview of how the company IT infrastructure provides safe access to the internet 
and the steps FSD ACADEMY takes to protect personal and sensitive data  

● Ensure appropriate funding and resources are available for FSD ACADEMY to implement their 
online safety strategy Responsibilities of the Designated Safeguarding Lead  

▪  Understand and raise awareness of the issues and risks surrounding the sharing of personal or 
sensitive information  

▪  Be aware of and understand the risks to young people from online activities such as grooming for 
sexual exploitation, sexting, online bullying, radicalisation and others.  

▪  Raise awareness of the particular issues which may arise for vulnerable students in FSD 
ACADEMY’s approach to online safety ensuring that staff know the correct child protection 
procedures to follow  

ACCEPTABLE USE POLICIES  

  
FSD ACADEMY has a number of AUPs for different groups of users.  

These are shared with all users yearly and staff and Learners will be expected to agree to them and 
follow their guidelines.  

 Academy Acceptable Use Policy documents  
 Acceptable Use Policy for Post-16 & Alternative Provision Learners  
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Training  

Technology use changes at a fast pace, and we recognise the importance of regular staff training. 
The Online Safety Lead will attend training updates at least once per year. All FSD ACADEMY staff will 
receive regular updates on risks to students online from the Online Safety Lead, and attend online or 
external training as necessary.  

Learning and Teaching  

We believe that the key to developing safe and responsible behaviours online for everyone within 
our Post-16 and Alterative Provision community lies in effective education. We know that the 



                                

 

internet and other technologies are embedded in our students’ lives, not just through FSD ACADEMY 
but outside as well, and we believe we have a duty to help prepare our students to benefit safely 
from the opportunities that these present.  

We will deliver a planned and progressive scheme of work to teach online safety knowledge and 
understanding and to ensure that students have a growing understanding of how to manage the 
risks involved in online activity. We believe that learning about online safety should be embedded 
across the curriculum and also taught in specific lessons through PSHE(POST+16), where applicable.  

We will teach students, how to search for information and to evaluate the content of websites for 
accuracy when using them in any curriculum study area. Staff and students will be reminded that 
third party content should always be appropriately attributed so as not to breach copyright laws.  

We will discuss, remind or raise relevant online safety messages with students routinely wherever 
suitable opportunities arise. This includes the need to protect personal information and to consider 
the consequences their actions may have on others. Staff will model safe and responsible behaviour 
in their own use of technology during lessons.  

We will remind students about the responsibilities to which they have agreed through the AUP.  

Students will be made aware of where to seek advice or help if they experience problems when 
using the internet and related technologies.  

How parents and carers will be involved  

We believe it is important to help all our parents develop sufficient knowledge, skills and 
understanding to be able to help keep themselves and their children safe.  

To achieve this we will offer opportunities for finding out more information through parents 
evenings, FSD ACADEMY’s e- newsletter and website.  

We will ask all parents to discuss the learner’s AUP with their child and return a signed copy to FSD 
ACADEMY. We also ask parents to sign the FSD ACADEMY Home Learner agreement which includes a 
statement about their use of social networks in situations where it could reflect on our company’s 
reputation and on individuals within the study programmes.  

We request our parents to support FSD ACADEMY in applying the Online Safety Policy.  
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Managing and safeguarding IT systems  

FSD ACADEMY ensures that access to each IT system is as safe and secure as reasonably possible. 
(POST+16, IT equipment managed by SCL Education) 

Servers and other key hardware or infrastructure are located securely with only appropriate staff 
permitted access. Servers, workstations, the Sports Brain and other hardware and software are kept 
updated as appropriate. For each site operating a study programme, it is expected that directors 
ensure a firewall is maintained and virus and malware protection is installed on all appropriate 



                                

 

hardware and is kept active and up-to-date. Staff have virus protection installed on all laptops used 
for educational activity.  

All administrator or master passwords for FSD ACADEMY IT systems are kept secure and available to 
at least two members of staff e.g. directors.  

The wireless networks at each site is expected to be protected by a secure log on which prevents 
unauthorized access. Directors arrange this. New users can only be given access by named 
individuals e.g. directors, Tutor.  

We do not allow anyone except technical staff to download and install software onto the Sports 
Brain. directors should set up administrator rights to download software on site-owned laptops.  

Filtering Internet access  

Web filtering of internet content is arranged by each individual site dependent on their internet 
provider. This ensures that all reasonable precautions are taken to prevent access to illegal content. 
However, it is not possible to guarantee that access to unsuitable or inappropriate material will 
never occur and we believe it is important to build resilience in Learners in monitoring their own 
internet activity.  

All users are informed about the action they should take if inappropriate material is accessed or 
discovered on a computer. However deliberate access of inappropriate or illegal material will be 
treated as a serious breach of the AUP and appropriate sanctions taken.  

staff are encouraged to check out websites they wish to use prior to lessons for the suitability of 
content.  

Access to FSD ACADEMY systems  

FSD ACADEMY decides which users should and should not have Internet access, the appropriate level 
of access and the level of supervision they should receive. There are robust systems in place for 
managing the accounts and passwords, including safeguarding administrator passwords.  

All users are provided with a log in and access to the internet appropriate to their role. Students are 
taught about safe practice in the use of their log in and passwords.  

Staff are given appropriate guidance on managing access to laptops which are used both at home 
and Academy and in creating secure passwords.  

Access to personal, private or sensitive information and data is restricted to authorized users only, 
with proper procedures being followed for authorizing and protecting login and password 
information.  

FSD ACADEMY E-Safety Policy V1.0 10  

Remote access to FSD ACADEMY systems is covered by specific agreements and is never allowed to 
unauthorized third party users.  

Passwords  



                                

 

● We ensure that a secure and robust username and password convention exists for all system 
access (email, FSD ACADEMY management information system).  

▪ All staff set up a unique, individually-named user account and password for access to IT equipment, 
email and information systems available within FSD ACADEMY.  

All students have a unique, individually-named user account and password for access to the Sports 
Brain and information systems.  

 All staff and students have responsibility for the security of their usernames and passwords and are 
informed that they must not allow other users to access the systems using their log on details. They 
must immediately report any suspicion or evidence that there has been a breach of security.  

▪  SCL maintains a log of all accesses by users and of their activities while using the system in order to 
track any online safety incidents.  

Using the Internet  

Each specific study programme site is responsible to provide the internet to 

 ●  Support curriculum development in all subjects 

Support the professional work of staff as an essential professional tool  

● Enhance the management information and business administration systems  

● Enable electronic communication and the exchange of curriculum and administration data with 
the FSD ACADEMY and others  

Users are made aware that they must take responsibility for their use of, and their behaviour whilst 
using the IT systems or a site provided laptop or device and that such activity can be monitored and 
checked.  

All users of FSD ACADEMY IT or electronic equipment will abide by the relevant Acceptable Use  
Policy (AUP) at all times, whether working in a supervised activity or working independently, Using 

email. 

(POST+16 ONLY)Email is regarded as an essential means of communication and FSD ACADEMY 
provides all FSD ACADEMY staff members with an e-mail account for FSD ACADEMY based 
communication. All student use own email for access to SCL education.  Communication by email 
between staff, students and parents will only be made using the FSD ACADEMY email account and 
should be professional and related to educational matters only.   
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FSD ACADEMY business should be regarded as having been sent on headed notepaper and reflect a 
suitable tone and content and should  

Ensure that the good name of the company is maintained. There are systems in place for storing 
relevant electronic communications which take place between staff and parents.  



                                

 

Use of the FSD ACADEMY.com email system is monitored and checked.  

It is the personal responsibility of the email account holder to keep their password secure.  

As part of the curriculum students are taught about safe and appropriate use of email. Students are 
informed that misuse of email will result in a loss of privileges.  

FSD ACADEMY will set clear guidelines about when learner-staff communication via email is 
acceptable and staff will set clear boundaries for Learners on the out-of-college times when emails 
may be answered.  

Under no circumstances will staff contact Learners, parents or conduct any FSD ACADEMY business 
using a personal email addresses.  

Responsible use of personal web mail accounts on the FSD ACADEMY system is permitted outside 
teaching hours.  

Publishing content online  

FSD ACADEMY maintains editorial responsibility for any publishing online to ensure that the content 
is accurate and the quality of presentation is maintained. FSD ACADEMY maintains the integrity of 
the educational site by ensuring that responsibility for uploading material is always moderated and 
that passwords are protected.  

CREATING ONLINE CONTENT AS PART OF THE STUDY PROGRAMME:  

As part of the curriculum we encourage students to create online content. students are taught safe 
and responsible behaviour in the creation and publishing of online content. They are taught to 
publish for a wide range of audiences. They are moderated by the Academy where possible. 
Appropriate procedures to protect the identity of Learners will be followed.  

We take all steps to ensure that any material published online is the author’s own work, gives credit 
to any other work included and does not break copyright.  

Online material published outside the study programme:  

Staff and students are encouraged to adopt similar safe and responsible behaviours in their personal 
use of blogs, wikis, social networking sites and other online publishing outside the study programme 
as they are when at the site.  
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Material published by students and staff in a social context which is considered to bring FSD 
ACADEMY or that Specific study programme into disrepute or considered harmful to, or harassment 
of another learner or member of a study programme will be considered a breach of discipline and 
treated accordingly.  

Using images, video and sound  

We recognize that many aspects of the curriculum can be enhanced by the use of multi-media and 
that there are now a wide and growing range of devices on which this can be accomplished. 



                                

 

Students are taught safe and responsible behaviour when creating, using and storing digital images, 
video and sound.  

Digital images, video and sound recordings are only taken with the permission of participants and 
their parents; images and video are of appropriate activities and are only taken of students wearing 
appropriate dress. Full names of participants are not used either within the resource itself, within 
the file-name or in accompanying text online.  

We ask all parents/carers to sign an agreement about taking and publishing photographs and video 
of their children (in publications and on websites) and this list is checked whenever an activity is 
being photographed or filmed.  

We secure additional parental consent specifically for the publication of students’ photographs in 
newspapers, which ensures that parents know they have given their consent for their child to be 
named in the newspaper and possibly on the website.  

For their own protection staff or other visitors to the study programme never use a personal device 
(mobile phone, digital camera or digital video recorder) to take photographs of students.  

We are happy for parents to take photographs at FSD ACADEMY events but will always make them 
aware that they are for personal use only and if they have taken photographs of children other than 
their own they should not be uploaded to social media sites.  

Using video conferencing, web cameras and other online meetings  

We use video conferencing to enhance the curriculum by providing learning and teaching activities 
that allow students to link up with people in other locations and see and hear each other. We ensure 
that staff and students take part in these opportunities in a safe and responsible manner. All video 
conferencing activity is supervised by a suitable member of staff. Learners do not operate video 
conferencing equipment, answer calls or set up meetings without permission from the supervising 
member of staff.  

Video conferencing equipment is switched off and secured when not in use and online meeting 
rooms are closed and logged off when not in use.  

All participants are made aware if a video conference is to be recorded. Permission is sought if the 
material is to be published.  

For their own protection a video conference or other online meeting between a member of staff and 
pupil(s) which takes place outside Academy or whilst the member of staff is alone is always 
conducted with the prior knowledge of the Director or line manager and respective parents and 
carers.  
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Using mobile phones  

During lesson time we expect all mobile phones belonging to staff to be switched off or on silent 
mode unless there is a specific agreement for this not to be the case.  



                                

 

Where required for safety reasons in off-site activities, a site mobile phone can be provided for staff 
for contact with students, parents or the Academy. Staff should not use personal mobile phones in 
any situation where their mobile phone number or other personal details may be revealed to a pupil 
or parent. (In an emergency or where a staff member doesn’t have access to a Academy-owned 
device, they should use their own device and hide their own mobile number for confidentiality 
purposes (by inputting 141 before contact number)  

Unauthorized or secret use of a mobile phone or other electronic device, to record voice, pictures or 
video is forbidden. Publishing of such material on a web site which causes distress to the person(s) 
concerned will be considered a breach of FSD ACADEMY discipline, whether intentional or 
unintentional. The person responsible for the material will be expected to remove this immediately 
upon request. If the victim is another learner or staff member we do not consider it a defence that 
the activity took place outside study programme hours.  

The sending or forwarding of text messages, emails or other online communication deliberately 
targeting a person with the intention of causing them distress, ‘cyberbullying’, will be considered a 
disciplinary matter.  

We make it clear to staff, Learners and parents that the Principal has the right to examine content on 
a mobile phone or other personal device to establish if a breach of discipline has occurred.  

Using mobile devices  

We recognize that the multimedia and communication facilities provided by mobile devices (e.g. 
iPad, iPod, tablet, netbook, Smart phones) can provide beneficial opportunities for students. 
However their use in lesson time will be with permission from the Tutor or Site Leader and within 
clearly defined boundaries.  

students are taught to use them responsibly.  

Using other technologies  

As a company we will keep abreast of new technologies and evaluate both the benefits for learning 
and teaching and also the risks from an online safety point of view.  

We will regularly review the E-Safety policy to reflect any new technology that we use, or to reflect 
the use of new technology by students.  

Staff or students using a technology not specifically mentioned in this policy, or a personal device 
whether connected to the site network or not, will be expected to adhere to similar standards of 
behaviour to those outlined in this document.  
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Protecting company and Educational Funding Partner data and information  

FSD ACADEMY recognizes their obligation to safeguard staff and students, sensitive and personal 
data including that which is stored and transmitted electronically. We regularly review our practices 
and procedures to ensure that they meet this basic obligation.  



                                

 

SCL Education are all registered Data Controllers under the Data Protection Act 1998 and we comply 
at all times with the requirements of that registration. All access to personal or sensitive information 
owned by the SCL or FSD ACADEMY will be controlled appropriately through technical and 
nontechnical access controls.  

Students are taught about the need to protect their own personal data as part of their online safety 
awareness and the risks resulting from giving this away to third parties.  

  
Suitable procedures, and where necessary training, are in place to ensure the security of such data 
including the following:  

● All computers or laptops holding sensitive information are set up with strong passwords, 
password protected screen savers and screens are locked when they are left unattended  

● Staff are provided with appropriate levels of access to the FSD ACADEMY’s management 
information system holding pupil data. Passwords are not shared and administrator passwords 
are kept securely  

● Staff are aware of their obligation to keep sensitive data secure when working on computers 
offsite  

● All devices taken off site, e.g. laptops, tablets, removable media or phones, are secured to protect 
sensitive and personal data and not left in cars or insecure locations.  

● When we dispose of old computers and other equipment we take due regard for destroying 
information which may be held on them  

● Remote access to computers is by authorized personnel only  

● We have full back up and recovery procedures in place for data  

● Where sensitive staff or pupil data is shared with other people who have a right to see the 
information, for example Managing Directors, we label the material appropriately to remind them 
of their duty to keep it secure and securely destroy any spare copies  

Management of assets  

Details of all FSD ACADEMY-owned hardware and software are recorded in an inventory.  

All redundant IT equipment is disposed of through an authorised agency. This will include a written 
receipt for the item including an acceptance of responsibility for the destruction of any personal 
data.  
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Disposal of any ICT equipment will conform to The Waste Electrical and Electronic Equipment 
Regulations 2006 and/or The Waste Electrical and Electronic Equipment (Amendment) Regulations 
2007. Further information can be found on the Environment Agency website.  

Dealing with online safety incidents  



                                

 

All online safety incidents are recorded in the FSD ACADEMY Online Safety Log which is regularly 
reviewed.  

Any incidents where Learners do not follow the Acceptable Use Policy will be dealt with following 
FSD ACADEMY’s normal behaviour or disciplinary procedures.  

  
In situations where a member of staff is made aware of a serious online safety incident concerning 
students or staff, they will inform the Online Safety Lead, their line manager or the Principal who will 
then respond in the most appropriate manner.  

Instances of online bullying will be taken very seriously by FSD ACADEMY and dealt with using their 
anti-bullying procedures. FSD ACADEMY recognizes that staff as well as Learners may be victims and 
will take appropriate action in either situation, including instigating restorative practices to support 
the victim.  

Incidents which create a risk to the security of a sites’ network, Sports Brain or create an information 
security risk, will be referred to FSD ACADEMY’s Online Safety Lead and technical support and 
appropriate advice sought and action taken to minimize the risk and prevent further instances 
occurring, including reviewing any policies, procedures or guidance. If the action breaches FSD 
ACADEMY policy, then appropriate sanctions will be applied. FSD ACADEMY will decide if parents 
need to be informed if there is a risk that pupil data has been lost.  

FSD ACADEMY reserves the right to monitor equipment on their premises and to search any 
technology equipment, including personal equipment with permission, when a breach of this policy 
is suspected.  

Dealing with a Child Protection issue arising from the use of technology:  

If an incident occurs which raises concerns about child protection or the discovery of indecent 
images on the computer, then the procedures outlined in FSD ACADEMY’s Safeguarding Procedures 
and Guidance will be followed.  

Section 1.4.6 Child Abuse and Information Communication Technology Dealing 

with complaints and breaches of conduct by students:  

● Any complaints or breaches of conduct will be dealt with promptly  

● Responsibility for handling serious incidents will be given to a senior member of staff  

● Parents and the learner will work in partnership with staff to resolve any issues arising  

● Restorative practice will be used to support the victims  

● There may be occasions when the police must be contacted. Early contact will be made to 
establish the legal position and discuss strategies  
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The following activities constitute behaviour which we would always consider unacceptable (and 
possible illegal):   

● accessing inappropriate or illegal content deliberately  

● deliberately accessing downloading and disseminating any material deemed offensive, obscene, 
defamatory,racist, homophobic or violent  

● continuing to send or post material regarded as harassment or of a bullying nature after being 
warned  

● staff using digital communications to communicate with Learners in an inappropriate manner (for 
instance, using personal email accounts, personal mobile phones, or inappropriate 
communication via social networking sites)  

The following activities are likely to result in disciplinary action:  

● any online activity by a FSD ACADEMY staff member which is likely to adversely impact on the 
reputation of the company or Education Funding Partner  

● accessing inappropriate or illegal content accidentally and failing to report this  

● inappropriate use of personal technologies (e.g. mobile phones) on site or in lessons  

● using site, FSD ACADEMY or personal equipment to send a message, or create content, that is 
offensive or bullying in nature or could bring the site, FSD ACADEMY or EFP into disrepute  

● attempting to circumvent site filtering, monitoring or other security systems  

● circulation of commercial, advertising or ‘chain’ emails or messages  

● revealing the personal information (including digital images, videos and text) of others by 
electronic means (e.g. sending of messages, creating online content) without permission  

● using online content in such a way as to infringe copyright or which fails to acknowledge 
ownership (including plagiarizing of online content)  

● transferring sensitive data insecurely or infringing the conditions of the Data Protection Act 1998  

The following activities would normally be unacceptable; in some circumstances they may be 
allowed  

e.g. as part of planned curriculum activity or by a system administrator to problem solve  

● accessing social networking sites, chat sites, instant messaging accounts, email or using a mobile 
phone for personal use during lesson time  

● accessing non-educational websites (e.g. gaming or shopping websites) during lesson time  

● sharing a username and password with others or allowing another person to log in using your 
account  



                                

 

● accessing FSD ACADEMY ICT systems with someone else’s username and password  
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● deliberately opening, altering, deleting or otherwise accessing files or data belonging to someone 
else  

Related documents:  

● Acceptable Use Policies (Learners, Staff, Visitors and Supply staff, Community users)  

● Letter for Parents explaining the AUP and agreement to sign  

● Electronic Communications Guidance for Staff  

● Information Security Guidance for Staff  

● First Responders Guide to online safety incidents  

● Misuse of Electronic Communications by Staff  

● Practical Guidance for protecting Academy information  

● Guidance for using children’s images and voices in publications and on web sites  

● E: office@fsdacademy.com   
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FSD Health and Safety Policy  

  
Health and Safety at Work etc Act 1974:  
  
This is the Health and Safety Policy Statement of FSD.  
  
Our statement of general policy is:  

● To provide adequate control of the health and safety risks arising from our work activities  

● To consult with all staff and volunteers on matters affecting their health and safety  

● To provide and maintain safe place and equipment  

● To ensure safe handling and use of substances  

● To provide information, instruction and supervision for staff and volunteers;  

● To ensure all staff and volunteers are competent to do their tasks, and to give them adequate  training;  

● To prevent accidents and cases of work-related ill health;  

● To maintain safe and healthy working conditions; and  

● To review and revise this policy as necessary at regular intervals.  

  
Responsibilities:  
  
Overall and final responsibility for health and safety is that of the directors of FSD and the committee of 
premises provider where relevant. 
Day-to-day responsibility for ensuring this policy is put into practice is delegated to the directors Matthew 
Piper and Owen Johnson  
  
To ensure health and safety standards are maintained/improved, all staff 

and volunteers are expected to:  

● co-operate with the person named above on health and safety matters.  

● not interfere with any equipment provided to safeguard their health and safety.  

● take reasonable care of their own health and safety; and  

● report all health and safety concerns to an appropriate person (as detailed in this policy statement).  

  
Health and safety risks arising from our work activities:  
  
Risk assessments will be undertaken by Patricia Leeds (health & safety officer) or Sarah Thorpe (Administration 
manager). 
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The findings of the risk assessments will be reported to the Directors.  

Action required to remove/control risks will be approved by the directors and health and safety officer.  

FSD will be responsible for ensuring the action required is implemented.  

The management committee will check that the implemented actions have removed/reduced the risks.  

Assessments will be reviewed every six months or when the work activity changes, whichever is soonest.  

  
Consultation with Staff and Volunteers:  
  
The directors will consult with staff members and volunteers on the following:  

● any new measure which may substantially affect their health and safety at work, for example new 
equipment, new ways of working and new procedures  

● arrangements for getting competent people to help satisfy health and safety laws  

● the information we give to staff and volunteers on the risks to health and safety arising from their 
work, measures to reduce or get rid of these risks and what they should do if they are exposed to a 
risk, including emergency procedures  

● planning and organising health and safety training / staff induction and staff handbook will be provided 
to all staff and volunteers 

● the health and safety consequences for them of any new technology we plan to introduce  

  

The information provided to staff and volunteers will be in a form that can be easily understood.  

  

The directors will consult directly with staff and volunteers in the most efficient way possible.  

The directors will allow enough time for staff and volunteers to consider the issues and give informed 
responses. Staff and volunteers are encouraged to ask questions, raise concerns and make recommendations. 
A full Staff meeting will be held every term to raise any concerns to health and safety. Staff will also have to 
opportunity to raise concerns at any time and in weekly meeting. 

All meetings will be recorded and any minutes will be given to all staff.   

The directors  will take staff and volunteers’ views into account before a final decision is made, respond to any 
concerns and questions raised and explain the final decision and why it has been taken.  

  
Safety equipment:  
  
The FSD will be responsible for identifying all equipment needing maintenance.  

The FSD be responsible for ensuring effective maintenance procedures are drawn up.  

The FSD will be responsible for ensuring that all identified maintenance is implemented.  
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Any problems found with equipment should be reported to the FSD directors immediately.  

The FSD will check that new equipment meets health and safety standards before it is purchased.   

  
Safe handling and use of substances:  
  
The management will check that new substances can be used safely before they are purchased. The FSD does 
not currently use or store any substances which need a COSHH assessment. COSHH risk assessments are 
available as and when needed and will be completed in accordance to regulations. 

  
Information, instruction and supervision:  
  
The Health and Safety Law poster is displayed in the Main Office  

Health and safety advice is available from Sarah Thorpe, Patricia Leeds, or on the HSE website.  

Supervision of young volunteers/trainees will be arranged/undertaken/monitored by the directors   

  
Competency for tasks and training:  
  
Induction training will be provided for all staff, students and volunteers  

Training records are kept at (FSD Academy) by Sarah Thorpe.  

Training will be identified, arranged and monitored by FSD ACADEMY.  

 
Accidents, first aid and work-related ill health:  
  
Health surveillance is not required in relation to any jobs at FSD  

The first aid box is kept in the  

FSD Academy Office. 

All accidents, near misses and cases of work-related ill health are to be recorded in the accident book. The 
book is kept in the FSD ACADEMY office.  

FSD is responsible for reporting accidents, diseases and dangerous occurrences to the relevant parties.  

Monitoring:  
  
To check safe working conditions, and ensure safe working practices are being followed, the directors will 
carry out regular site inspections and investigate any accidents and near misses that occur.  

The directors are responsible for investigating accidents.  
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The directors, are responsible for investigating work-related causes of sickness and the management 
committee are responsible for acting on investigation findings to prevent a recurrence.  

  

Emergency procedures – fire and evacuation:  
  
Health and safety officer  is responsible for ensuring the fire risk assessment is undertaken and 

implemented.   Escape routes should be checked daily by anyone on site for obstructions and cleared if 

blocked Fire extinguishers are maintained and checked by appropriate person/s every year. Alarms are 

tested every week/month by FSD.  

FSD are responsible for fire and evacuation procedures and must conduct fire test at least once every term. 

All students, staff and volunteers will have instructions on the fire  

fire procedures and evacuation on their induction. 

  

Emergency Evacuation Procedure:  
  
An emergency evacuation should be carried out periodically and the procedure is on display, situated by the 
Fire Extinguishers across the building  

 

 

 

 

 

 

Carpark 

Segregation Of Pedestrian And Vehicles 

Due to the car park be accessible to  the public FSD have put in place guidelines in which all staff and students 
should follow. 

Following the risk assessment completed and reviewed, staff and students are to ensure guidelines are 
followed to ensure the safety of all students, staff and visitors. Main key points of the risk assessment include: 

 FSD Main Hub Gate is to be closed by 10.15am. all access is then in the gated areas of the cabins and 
the main club house (back entrance) and fields.  

 Students are not permitted to walk, run or cycle on the car park area. Pedestrians are to use the 
marked path area alongside the pitch area. (Please see site plan for details) 
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 Once students have arrived and registered on the premises, that are not to exit the main gate of FSD 
HUB (leading to the car park) without a member of staff. (Please see site plan for details) 

 Staff must be present when students are collected from the premises, if a student has written 
permission from school, partnership and parent or guardian, to walk home from the provision. Staff 
are to escort the student via the path area and out of the gate.  
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FSD LOW-LEVEL CONCERNS POLICY 

FSD Academy’s approach to safeguarding is to ensure we promote an open and transparent culture 
in which all concerns about all adults working in or on behalf of FSD Academy (including supply 
teachers, volunteers and contractors) are dealt with promptly and appropriately.  

We at FSD will ensure we create a culture in which all concerns about adults are shared responsibly 
and with the right person, recorded and dealt with appropriately, is critical. If implemented 
correctly, this should:  

• Encourage an open and transparent culture  

• Enable FSD to identify inappropriate, problematic, or concerning behaviour early  

• Minimise the risk of abuse and ensure that adults working in or on behalf of FSD Academy are clear 
about professional boundaries and act within these boundaries, and in accordance with the ethos 
and values of the institution. 

What is a low-level concern? 

The term ‘low-level’ concern does not mean that it is insignificant. A low-level concern is any 
concern – no matter how small, and even if no more than causing a sense of unease or a ‘nagging 
doubt’ - that an adult working in or on behalf of FSD who may have acted in a way that:  

• Is inconsistent with the staff code of conduct, including inappropriate conduct outside of work and 
• Does not meet the harm threshold or is otherwise not serious enough to consider a referral to the 
LADO. 

Examples of such behaviour could include, but are not limited to:  

• Being over friendly with children  

• Having favourites  

• Taking photographs of children on their mobile phone, contrary to FSD policy  

• Engaging with a child on a one-to-one basis in a secluded area or behind a closed door, or  

•Humiliating pupils. 

Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or behaviour that 
may look to be inappropriate, but might not be in specific circumstances, through to that which is 
ultimately intended to enable abuse. 427.  

Low-level concerns may arise in several ways and from a number of sources. For example: 

suspicion; complaint; or disclosure made by a child, parent or other adult within or outside of the 
organisation; or as a result of vetting checks undertaken. 428. It is crucial that all low-level concerns 
are shared responsibly with the right person, and recorded and dealt with appropriately. Ensuring 
they are dealt with effectively should also protect those working in or on behalf of FSD from 
becoming the subject of potential false low-level concerns or misunderstandings. 

 



                                

 

How does FSD purpose the low-level concerns policy? 

We at FSD ensure that the staff and anyone working on behalf of FSD are clear about what is 
appropriate behaviour , and are confident in distinguishing expected and appropriate behaviour 
from inappropriate, problematic or concerning behaviour, in themselves and others. 

We ensure staff are aware of how to share any low-level safeguarding concerns and the correct 
procedures to follow, management will address any unprofessional behaviour and support the 
individual to correct it at an early stage, by handling and responding to such concerns sensitively and 
proportionately when they are raised, and helping identify any weakness FSD safeguarding system.  

Reporting a low level concern  

Low level concerns about a member of staff should be reported to the DSL and/or Alterative 
Provision (AP) Lead. If the concern is about the AP lead  this should be reported to the directors of 
FSD Academy. 

Low level concerns about supply staff, contractors and local authority visiting staff will also be 
reported to their employers.  

Dealing with a low level concern  

Where a concern is raised about the practice or behaviour of a member of staff, this information 
must be recorded and passed to the Directors.  
The Directors must then make an assessment to determine if the matter is a ‘low level concern’ or 
an ‘allegation’ and follow one of the following routes.    

  
 Allegations that meet the harm threshold will be referred to the LADO for advice.    
 Low level concerns that the school feel may need further guidance on will be referred to the 

LADO for advice.    
 Low level concerns that the school feel they can deal with internally will be dealt with via the 

school’s usual child protection investigation process.    
The school will engage with the appropriate authorises  where it is necessary to undertake further 
investigation and/or deal with the concern under relevant processes.  

Recording a low level concern  

All low level concerns should be formally recorded by a member of staff when they are made aware 
of them.  This record should then be passed to the Directors.  

The record should include:  

 Details of the concern,  
 The context in which the concern arose,  
 The outcome of the investigation and any action taken, and  
 The name of the individual sharing their concerns (if known) (unless the individual wishes to 

remain anonymous which must be respected as far as possible).  

Relevant records will be retained confidentially on the personnel file.  A separate record will also be 
kept of low-level concerns to more easily identify patterns that may involve more than one member 
of staff.  All records must be kept in line with data protection principles.  



                                

 

Reviewing a low-level concern  

Records will be reviewed so that potential patterns of concerning, problematic or inappropriate 
behaviour can be identified.  
Where a pattern of such behaviour is identified, the DSL/Directors will decide on a course of action, 
which may include:  

 Disciplinary investigation and/or proceedings  
 Management Advice, including recommendations for training  
 Referral to the LADO (where a pattern of behaviour moves from a concern to meeting the 

harm threshold).  
i. FSD will take advice, where appropriate, from Local authorities in respect of low level concerns. 

FSD will also review appropriate policies and training, or other wider cultural issues in the 
academy, to see whether anything needs to be done to minimise the risk of similar behaviour 
happening again.   

ii. Relevant records will be retained confidentially on the personnel file.  A separate record will also 
be kept of low level concerns to more easily identify patterns that may involve more than one 
member of staff.  All records must be kept in line with data protection principles.  

 
iii. Low level concerns will not be included in a reference unless they relate to issues which would 

normally be included in a reference (e.g. misconduct or poor performance).  Low level concerns 
which relate solely to safeguarding will not be included in a reference, subject to paragraph 10.2.  

 
iv. A low level concern (or group or pattern of concerns) which has met the harm threshold and has 

therefore been referred to the LADO may be included in a reference depending on the 
circumstances.  

 

Related guidance  

The policy links to the following guidance documents:    
  

 Keeping Children Safe in Education (DfE) 2022 
 Code of Conduct   
 Avoiding Allegation guidance (Manual of Personnel Practice)  
 Safeguarding Policy   
 Child Protection Policy   
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FSD Academy - Trips & Visits Policy 

  

The FSD Academy programme includes trips that are considered:  

Short routine visits; such as journeys to Elizabeth Park astro-turf training facility and other local 

football and sports training venues (typically up to 10 miles).   

Medium routine visits; such as journeys to away football fixtures across the Midlands in the college 

football league (typically up to 50 miles).   

Wider experiences to broaden the education of FSD students and provide opportunities that they 

may not normally encounter in everyday life. For example, a trip to visit Old Trafford (Manchester 

United Stadium).   

  

Aims and Objectives  

To ensure that Health and Safety on Trips and Visits is paramount at all times-     to ensure that all 

students are able to take part in the Trip and Visits experience and that reasonable adjustments are 

made for any student with Special Educational Needs-     to provide a broad and balanced education 

for all-     to support staff in their attempt to educate young people for their future lives -     to 

ensure that, whilst supporting the educational experience that a trip or visit can offer, the learning 

of other students is disrupted as little as possible - to ensure that all trips or visits are as cost 

effective as possible both for the student and the academy.   

  

Process of Arranging a Trip or Visit   

Leaders of school trips, i.e. people in charge of any students, must be employees of FSD Academy or 

volunteers in official capacity with an appropriate DBS check in place. Other accompanying adults 

can be included as visitors where appropriate but will need to pay costs as needed and should not 

be responsible for students. The Risk Assessment form should be completed for all ‘wider 

experience’ trips that do not fall within  

‘routine visits’. The form must be submitted to FSD Senior Leadership in advance of the trip once all 

participating students are known. Any reasonable adjustments will then be made at this point.  

Financial summary of costs to be submitted in advance of trip to senior leader. Any accidents or near 

misses must be reported to Senior Leaders as soon as the trip returns to the academy.   

  

  



 

 

  

Staff responsibility  

Staff  accompanying pupils on a school visit will have responsibility for their safety and are 

considered to be acting in ‘loco parentis’.  In these circumstances, they are held to the same 

standard of care as would apply to a “prudent parent”. Responsibility exists for 24 hours a day and is 

not lessened because the duty is undertaken voluntarily.  

  

Travel  

All students should travel as one party to and from their destination wherever possible. If they travel 

out with the party then they should return with the party unless a pre-arranged alternative has been 

put in place (E.g lift back with parents or fellow student (17+).   

Drivers  

Only designated drivers may drive the academy mini-bus. They must hold an appropriate driving 

license and be insured to drive the vehicle. Any medical conditions that may affect ability to drive 

must be disclosed. They should drive with care, in accordance with the Highway Code. The academy 

mini-bus must hold a current MOT certificate.   

 

Ratios  

Staff may travel with further education students (year 12+) in a ratio up to 1:17. A minimum of 2 

staff should travel with Alternative Provision students in a ratio of up to 2:8. Alternative Provision 

students may travel with year 12+ students if risk assessment considers this safe and appropriate. In 

these instances, a minimum of 2 FSD Academy staff must travel with the mixed group.   

  

Students travelling in Cars (Students age 17+)   

 Where possible all students should travel on a coach or mini-bus organised by the academy. On 

some occasions, because of low numbers or costs involved, students may travel in cars.  Where this 

happens the following procedure must be followed: -     The parents are informed of the mode of 

transport and who the driver is.  They must sign a consent form/letter to say that they agree to their 

son/daughter travelling in the car of a fellow student or member of staff.   

-     If the driver of the car is a fellow student, the parents of the driver must be informed that their 

son/daughter has agreed to carry passengers in their car and again a letter must be signed by the 

parents consenting to this. It is vital to check that the students have the correct insurance, the 

vehicle is taxed and, where necessary, has a MOT certificate and again parents must sign a letter 



 

 

confirming this. If you are unsure about anything in this policy or anything to do with Trips and Visits 

please contact a senior leader.   

 

All Trips and Visits   

Consent should be sought from parents of students all students under the age of 18 of all wider 

experience trips. It is important that senior leaders have details of all trips, e.g. destination, staff and 

students taking part, mode of transport, etc., at least a week before the trip is due to leave. Reports 

of accidents, near misses, students getting lost or any other difficulties encountered whilst the party 

is out of school must be reported to the a senior leader as soon as the trip returns.   

 

 Evaluation   

Evaluation for Trips and Visits is continuous, i.e. after each visit, particularly where problems have 

occurred, trying to ensure that such problems do not recur. Risk assessments to be updated as 

required.   
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FSD Acceptable us of technologies 

INTRODUCTION  
  
FSD Academy aims to educate staff, pupils and the wider community to use ICT effectively to 
support and develop learning. ICT includes a wide range of systems such as mobile phones, tablets, 
digital cameras, and email.  ICT use may also include personal use of ICT devices when used for 
Academy business.  

  
This Policy also covers the use of social media sites by staff and pupils, as well as by the wider 
Academy’s community, including parents, governors and other volunteers.   

  
This Acceptable Use Policy & Code of Conduct for the use of ICT and Social Media ("AUP Policy") 
should be read in conjunction with the Academy’s E-Safety Policy, AntiBullying Policy and the Policy.  
     

STATEMENT OF INTENT  
  
This Acceptable Use Policy is intended to ensure:  

  
• that staff are responsible users and stay safe while using the internet and other 

communications technologies for educational, personal and recreational use;  
• that Academy’s ICT systems and users are protected from accidental or deliberate misuse 

that could put the security of the systems and users at risk;  
• that staff are protected from potential risk in their use of ICT in their everyday work; and  
• that social media sites are not used inappropriately by staff and pupils as well as by the 

wider Academy’s community, including parents, governors and other volunteers.  
  
PRINCIPLES OF ICT PROVISION  
  
Equal Access to ICT Services  
The Academy’s policy is to use and develop opportunities provided by ICT to benefit the Academy’s 
community. All users have the right to equal access to resources. ICT facilities can be booked by staff 
for lessons and after-Academy use.  Uses such as approved class work/homework have priority over 
other uses, such as browsing the internet.  Users may be asked to remove files if total system 
storage space becomes low.  It is each individual’s responsibility to organise their user area or their 
Chromebooks and to make private files secure.  

  
The provision of Academy’s email accounts, Wi-Fi and internet access is for official Academy 
business, administration and education. Staff and pupils should keep their personal, family and social 
lives separate from their Academy’s IT use and limit as far as possible any personal use of these 
accounts.  

  



 

 

All official Academy business must be conducted on Academy systems, and it is not permissible to 
use personal email accounts for Academy business.  

The Right to Privacy in Electronic Communication and Work  
Files may be accessed by the IT Support Team as part of normal maintenance.  This maintenance 
may include spot checks to ensure that inappropriate or copyrighted materials are not being kept in 
private folders.  Personal files and e-mails will be accessed if there is a legitimate reason to do so and 
only with senior level approval and such access is tracked.  

Safety from Harassment  
If a person feels harassed or threatened by somebody on the Academy’s network or internet, they 
should bring it to the attention of a member of staff or their line manager immediately.  Misuse of 
the e-mail system can result in an e-mail ban as well as further action being taken.  

Intellectual Freedom  
Viewpoints will not normally be restricted on the network, however use of unacceptable language or 
inappropriate content will be identified by our monitoring system and action will be taken.  
  
RESPONSIBILITIES OF USERS  
  
Under the Computer Misuse Act 1990 it is illegal to either obtain or use someone else’s password to 
gain access to their user area or e-mail without their permission or knowledge.  It is also illegal under 
this Act to access areas of computers or networks for which you have no authority.  

 
Use of equipment  
Users should take due care when using ICT equipment to ensure that no damage is caused.  Whilst it 
is recognised that some wear and tear to the equipment will occur, wilful damage to any of the 
Academy’s equipment, for example through moving or disconnecting mice or keyboards, will involve 
sanctions such as reimbursement. If equipment is damage and or lost this should be reported to the 
Directors without delay.  

Use of the Network  
Users should not knowingly interfere with the performance of the network in any form without 
consulting the Academy.  Circumventing the Academy’s network by use of proxy sites or unsecured 
local networks is prohibited. Uploading of third party data or software onto the Academy’s network 
is not allowed unless previously agreed with the Directors.  This is to ensure that no viruses are 
brought into the Academy’s system and the network and systems can be fully supported.  
 
Respecting Copyright Law  
Ownership of text, music, software and other media is protected to the full extent of the law.  No 
copying of protected work is allowed on the Academy’s network.  It is the user’s responsibility to 
comply with the Copyright Law.  Accreditation should always be given for use of any third party 
content.  

  
In a period of remote learning, it may be necessary for tutors to share copyrighted material with 
pupils online that they would legally be able to use in the classroom. Under these circumstances 
tutors are able to share media online provided that the conditions below are met.   
  
Wording to accompany any copyrighted media:  



 

 

  
This media has been used under the exemption of Teaching in the Copyright, Designs and Patents 
Act 1988. The further distribution of this media is prohibited.  

   
Conditions to publishing copyrighted media  

• It must be used only when it is necessary and appropriate to be used within a lesson.  
• Media must be uploaded to the secure distance learning network if possible.  
• It must only appear in an area which is accessible to staff, pupils and parents (not publicly).  
• Ensure that media is attributed correctly.   
• If using audio, you must not use images of the artist or cover work from albums.  
• If using audio, please use a maximum of 30 seconds.  
• Only host this media digitally for as long as is required.  

Behaviour on the Network/Internet Access  

Under no circumstances should users access inappropriate images nor should any material which is 
likely to be unsuitable for use within the Academy be viewed, uploaded or downloaded. Using the 
internet to download, send, print, display or gain access to materials that are unlawful, obscene or 
abusive is not permitted. The use of social messaging and chat rooms is prohibited except for valid 
educational use.  

Printing  
Print facilities are provided throughout the Academy for the Academy related work.  

Documents should be printed in black and white unless printing in colour is essential.   These 
facilities should not be used for printing for private use.  

Retention of digital data  
Staff and pupils must be aware that all emails sent or received on Academy’s systems will be 
routinely deleted after 2 years and email accounts will be closed and the contents deleted within 1 
year of that person leaving the Academy. Important information that is necessary to be kept should 
be held on the relevant personnel or pupil file, not kept in personal folders, archives or inboxes. 
Hence it is the responsibility of each account user to ensure that important information is retained in 
the right place or, where applicable, provided to the right colleague. That way no important 
information should ever be lost as a result of the Academy’s email deletion protocol.  
  
 
 
 
 
Students’s use of mobile devices  

 Students  are not allowed to use personal mobile devices during the lessons/sessions. 
 Students must place mobile devices in the lockers/ locked box monitored by the AP LEAD. 
 video with mobile devices is strictly forbidden.  

On Academy trips  

  



 

 

Mobile devices are not allowed on Academy trips (eg. match journey/ theatre trip). Only in 
exceptional circumstances will permission be given by staff.  

Breach reporting  

The law requires the Academy to notify personal data breaches, if they are likely to cause harm, to 
the authorities and, in some cases, to those affected.  A personal data breach is a breach of security 
leading to the accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or 
access to, personal data.  
  
This will include almost any loss of, or compromise to, personal data held by the Academy regardless 
of whether the personal data falls into a third party's hands.  This would include:  

• loss of a device, USB stick or a physical file containing personal data;   

• any external hacking of the Academy’s systems, eg through the use of malware;  

• application of the wrong privacy settings to online systems;  

• misdirected post, fax, email, Direct or Instant Message ;  

• failing to bcc recipients of a mass email; and   unsecure disposal. 

• The Academy’s must generally report personal data breaches to the relevant persons  

without undue delay (ie within 72 hours), and certainly if it presents a risk to individuals. In 

addition, controllers must notify individuals affected if that risk is high. In any event, the 

Academy must keep a record of any personal data breaches. 

• If either staff or pupils become aware of a suspected breach, please notify the Directors. 

USE OF SOCIAL MEDIA SITES  

Pupils are not allowed to access social networking sites whilst at the Academy.  

USE OF PERSONAL SOCIAL MEDIA SITES BY EMPLOYEES  
   
It is important that staff protect their professional reputation and that of the Academy, by ensuring 
that any use of personal social networking sites is in an appropriate manner, at all times.  
  
Staff will be advised as follows:    

• that their privacy settings on all personal social media accounts must be set to the highest 
possible level.  

• that they do not conduct or portray themselves, or allow friends to portray them, in a 
manner which may:  

• bring the Academy into disrepute  
• lead to parental complaints  
• be considered derogatory towards the Academy and/or its employees 
• be considered derogatory towards pupils, parents or governors 
• bring into question their appropriateness to work with children  
• that they should not form online friendships or enter into communication with parents via 

social media sites as this could lead to professional relationships being compromised.  



 

 

• that they do not form online friendships or enter into any online communication outside 
of Academy provided systems with pupils as this could lead to professional relationships 
being compromised, and/or safeguarding allegations being raised.  

• that any communication received from pupils or ‘friend requests’ on any personal social 
media sites must be reported to the Academy’s Designated Safeguarding Lead responsible 
for child protection.  

• that they should not make any posts or comments that refer to specific, individual matters 
related to the Academy and members of its community on any  social media accounts.  

• that if their use of social media/networking sites contravenes this policy, they may be 
subject to disciplinary action.  

  
Inappropriate use of social media by staff should be referred to the Directors in the first instance.  

USE OF ACADEMY SOCIAL MEDIA SITES BY STAFF  

   
All social media sites used by the Academy must be approved by the Directors in advance.   

  
Individual names of children may not be used.  Photos of children who are on the 
Photographic/Recordings exclusion list may not be used.    

Staff must make sure that they do not post anything on a social media site used by the Academy 
that may:  

• bring the Academy into disrepute  
• lead to parental complaints  
• be considered derogatory towards the Academy and/or its employees  
• be  considered derogatory towards pupils, parents or governors  
• bring into question their appropriateness to work with children  

  
Inappropriate use of Academy’s social media sites by staff should be referred to the Directors in the 
first instance and may lead to disciplinary action being taken.   

COMMENTS POSTED BY PARENTS/CARERS ON SOCIAL MEDIA SITES  

   
Parents/carers will be made aware of their responsibilities regarding their use of social media via this 
policy (in particular when their child joins the Academy), the Academy’s website, letters and 
Academy’s newsletters:  
   
• Parents should not form online friendships or enter into any online communication with 

pupils (other than their own children)  
• Parents are requested and expected not to post images (photos and videos) of pupils other 

than their own children on any social media sites, unless they have the express permission of 
the parents of all other children pictured  

• Parents are asked to raise queries, concerns or complaints about the Academy directly with 
the Academy, rather than posting any such comments on social media sites  

• Parents should not post malicious, harmful or fictitious comments on social media sites 
about the Academy and any member of staff or the wider Academy’s community  

 



 

 

DEALING WITH INCIDENTS OF ONLINE (CYBER) BULLYING  
   
All cases of online bullying will be dealt with in accordance with the Academy’s eSafety and 
Cyberbullying policy.   

  
The Academy can take action with reference to any incident that takes place outside Academy hours 
if it:  
• Could have repercussions for the orderly running of the Academy;  
• Poses a threat to a pupil or member of the Academy’s community; and  
• Could adversely affect the reputation of the Academy, or its employees or directors.  

 
COMMUNICATING THE ACADEMY’S ACCEPTABLE USE POLICY & CODE OF CONDUCT FOR ICT AND 
SOCIAL MEDIA  
  
Informing Pupils  
Pupils are informed that their Internet use is monitored and are given instructions and guidance on 
the safe and responsible use of the Internet.  

Informing Staff  
On induction, new staff meet with the IT Manager and the Academy’s AUP Policy is explained, 
received and read.  A hard copy is available in the policies folder in the Academy’s Office.   A digital 
copy is sent.  Staff are regularly reminded of the existence of the policy by the Directors and in staff 
meetings.  Internet use is monitored and can be traced to an individual user.  

Informing Parents/carers  
Parents/carers will be made aware of their responsibilities regarding their use of social media via this 
policy (in particular when their child joins the Academy), the Academy’s website, letters and 
Academy newsletters.  
  
SECURITY  
  
The Academy network is protected by anti-virus software and a firewall. The anti-virus software 
updates daily. 
  
  
CODE OF CONDUCT FOR ICT  
  
The Staff Code of Conduct for ICT and Social Media is included as Appendix 1 to this Policy  

  
The Pupil Code of Conduct for ICT and Social Media is included as Appendix 2 to this Policy  

  
The Parent/Carer Code of Conduct for ICT and Social Media is included as Appendix 3 to this Policy  

  
  
This policy can be made available in large print or other accessible format if required. 

APPENDIX 1  



 

 

 
STAFF CODE OF CONDUCT FOR ICT AND SOCIAL MEDIA  
  
This document aims to ensure that all members of staff accept and meet their professional 
responsibilities when using information systems and when communicating with pupils.   
  
• All teaching staff are issued with a laptop computer and these remain the property of the 

Academy and must be returned when staff leave employment at the Academy.    
  
• ICT includes a wide range of systems, including mobile phones, tablet computers, digital 

cameras, email, and social networking sites.  ICT use may also include use of personal ICT devices 
when used for Academy business.   

• Academy information management systems may not be used for private purposes without 
specific permission from the Directors.   

• Access to WIFI via the Academy network is available to all staff. Staff must ensure this 
management data is not accessed in a public place. If the computer is left unattended, users 
must log off or lock the computer.  

  
• The use of Academy’s information systems, internet and email may be monitored and recorded 

to ensure compliance with this Code of Conduct.   

• Staff must recognise the need for security of Academy systems and not disclose any password or 
security information to anyone other than an authorised system manager.    

• The user of a laptop is responsible for all personal files stored on the computer. It is strongly 
recommended that these files are backed up regularly.   

• Personal data, ie of pupils, parents or staff, must at all times be stored securely and used 
appropriately, whether in Academy, taken off the Academy premises or accessed remotely.   

• Copyright and intellectual property rights should be respected.   

• Any incidents of concern regarding children’s safety should be reported to the Designated 
Safeguarding Lead or Directors.   

• Electronic communications with pupils must be compatible with the member of staff’s 
professional role. Staff should not store pupils’ mobile phone numbers on their personal phones, 
neither should pupils have access to staff’s personal phone numbers.  

• Staff should use Academy cameras when taking photographs for Academy purposes. Images may 
not be stored on private computers. While it is the Academy’s clear policy, in order to safeguard 
both children and staff, not to use personal devices to photograph children, staff are 
occasionally permitted to use their personal devices if the following guidelines are adhered to.   

  
Staff should only use a personal device if a Academy device is not available.   

  
Guidelines/declaration:  

• I am aware of children who should not have their photograph taken (a list of photography 
permissions is held by the Front Office).  



 

 

• I will never use a personal device to take photographs of children in the Preprep.  
• I will ensure children are appropriately dressed in any photographs taken.   
• I will not take photographs of any children who are not FSD Academy pupils.   
• I will transfer any photographs to a Academy’s device and delete them from my personal device, 

including from deleted folders, automatic back-ups and cloud storage systems, within 24 hours.   
• E-safety for pupils in your care should be promoted at all times and will help them to develop a 

responsible attitude to system use, communications and publishing.   
• Staff are expected to store Academy’s ICT equipment securely and to take reasonable care 

against damage when it is used or transported.  
• Staff are expected to take responsibility for computer rooms and equipment when accessing 

them with pupils. Pupils are not allowed to access computer rooms without staff supervision.   
• Limited use of e-mail and Internet facilities for personal purposes is permitted. The Academy’s 

acknowledges that personal use may occur from time to time. Any such use must be in 
accordance with this Policy and must not disrupt staff duties. Abuse or excessive use of the e-
mail and/or Internet will be dealt with through the disciplinary procedure.  

• Staff must set their privacy settings on all personal social media accounts to the highest possible 
level, and seek assistance from the IT Department if they need help with this.  

• Staff must not conduct or portray themselves, or allow friends to portray them, in a manner 
which may:  
 Bring the Academy into disrepute  
 Lead to parental complaints  
 Be considered derogatory towards the Academy and/or its employees  
 Be considered derogatory towards pupils, parents or governors  
 Bring into question their appropriateness to work with children  

   
• Staff must not form online friendships or enter into communication with parents via social 

media sites.  
   
• Staff must not form online friendships or enter into any online communication outside of 

Academy provided systems with pupils.  
• Staff must report any communication received from pupils or ‘friend requests’ on any personal 

social media sites to the Academy’s Designated Safeguarding Lead responsible for child 
protection.  

• Staff must not make any posts or comments that refer to specific, individual matters related to 
the Academy’s and members of its community on any social media accounts.  

  
The Academy may exercise its right to monitor the use of the Academy’s information systems and 
Internet access, to intercept e-mail and to delete inappropriate materials where it believes 
unauthorised use of the Academy’s information system may be taking place, or the system may be 
being used for criminal purposes or for storing unauthorised or unlawful text, imagery or sound.   
  
This code of conduct is designed to protect staff and pupils in line with current safeguarding 
guidance  
     



 

 

APPENDIX 2  
  
PUPIL CODE OF CONDUCT FOR ICT AND SOCIAL MEDIA  
  
• All use of Academy devices and services must only be in support of learning.  
• Never share a password with anyone – not even your best friend.  If you suspect that someone 

knows it, see your tutor/mentor as soon as possible.  
• Never allow anyone access to your user area – send files by e-mail to a friend or home as an 

attachment.  
• Always log off before leaving a computer –never leave yourself logged in to an unattended 

computer.  
• Keep safe - Never give a stranger any information about yourself or details of where you live. If 

you receive any communication you are unsure of ask a member of staff.  
• Use appropriate language – the e-mail system is monitored.  
• Don’t suffer cyber bullying – report to a teacher and forward any e-mail or other material (text, 

tweet or facebook post for example) that offends you.  
• Do not be responsible for cyber bullying – be careful not to post anything online that might 

cause upset to others or be interpreted as bullying  
• Do not attempt to download or install software – use only the software provided.   
• Avoid the spreading of computer viruses.   
• Always give credit for information or pictures obtained from the internet – observe copyright 

law.  
• Do not eat or drink close to any computer equipment or peripherals.  
• Unauthorised use of social networking sites is prohibited whilst at the Academy.  
• All internet access and activity is monitored by the Academy.   
• Ensure personal devices including Chromebooks are named and all relevant checks with IT 

support staff are made.   

  
  
  
    
 
 
 
 
 
 
 
 
 
 
 
 
 
APPENDIX 3  



 

 

PARENT/CARER CODE OF CONDUCT FOR ICT AND SOCIAL MEDIA  
  
This document aims to ensure that parents and carers use social media in a way that safeguards 

pupils and does not damage the reputation of the Academy, any member of staff or the wider 

Academy’s community.  
  
• Parents should not form online friendships, or enter into any online communication with 
pupils (other than their own children).  
  
• Parents should not post images (photos and videos) of pupils (other than their own children) 
on any social media sites, unless they have the express permission of the parents of all other 
children pictured.  
  
• Parents should not attempt to discover or contact the personal email addresses or social 
media accounts of staff.  
  
• Parents should raise queries, concerns or complaints about the Academy directly with the 
Academy, rather than posting any such comments on social media sites.  

 

• Parents should not post malicious, harmful or fictitious comments on social media sites 
about the Academy, any member of staff or the wider Academy’s community.  
 



 

 

FSD ANTI-BULLYING AND ANTI-HARASSMENT POLICY FOR STUDENTS 

INTRODUCTION 

Bullying or harassment of any kind is unacceptable at FSD Academy. We seek to provide a safe and 
secure environment in which all students can work together harmoniously, and in which they can 
learn effectively and secure the qualifications they are seeking. This document sets out the 
Academy's policy and procedures for reporting and dealing with bullying and harassment. 

It covers: 

• The aims and objectives of the policy 

• A definition of bullying and harassment and its effects on students 
• Creating a safe environment for all students 
• The procedures that should be followed by all staff when they become aware that a student is being 

bullied. 
• Guidance for students and further sources of help  

This Policy applies to all Academy activities including off-site Academy trips/visits. 

THE AIMS AND OBJECTIVES OF THE ACADEMY'S ANTI-BULLYING AND ANTI-HARASSMENT 
POLICY  

The Policy is written with the following aims and objectives: 

• To ensure all staff, students and others who attend the Academy are made aware of the nature of 
bullying and harassment and its harmful effect. 

• To establish anti-bullying work as an integral part of the Academy's strategy on creating a safe and 
healthy environment for all students to thrive, rather than just dealing with incidents once they 
occur. 

• To establish a clear and consistent procedure for the reporting, monitoring and follow up of all 
bullying and harassment incidents. 

• To ensure that all students and staff are aware of their entitlement to support. 

WHAT CONSTITUTES BULLYING OR HARASSMENT? 

Bullying - seek to harm, intimidate, or coerce (someone perceived as vulnerable). 

There is no legal definition of bullying. However, it is usually defined as behaviour that is: 

• repeated 
• intended to hurt someone either physically or emotionally. 

Bullying can be: 

• Emotional — being unfriendly, excluding (emotionally and physically) sending hurtful text messages, 
tormenting (e.g. hiding football boots, kits, threatening gestures)  Physical — pushing, kicking, 
hitting, punching or any use of violence. 

• Sexual — unwanted physical contact or sexual abusive comments. 

• Discrimination — racial taunts, graffiti, gestures, homophobic comments, jokes about 
disabled people and sexist comments 
Verbal — name calling, sarcasm, spreading rumours, teasing. 



 

 

• Cyberbullying - bullying via mobile phone or online (for example email, social networks and 
instant messenger). 

Bullying may take place over a long period or may consist of single acts of physical, verbal or 
nonverbal conduct which the recipient finds unwelcome, offensive, upsetting or threatening. 

Harassment is defined within the law as- 

"Engaging in unlawful conduct which has the purpose of violating other person's dignity or 
creating an intimidating, hostile, degrading or offensive environment for that person". Harassment 
may be intentional or unintentional; the main consideration is the impact that it has on the person 
or group targeted. 

The Academy's core values and code of conduct states that certain behaviours are unacceptable, 
including: 

• Offensive language and/or behaviour including contravention of Equal Opportunities Policy 
• Any bullying, taunting, or harassment of others whether directly or by email, mobile phone 

or social media. 
• All such behaviours should be dealt with in line with the Disciplinary Procedure and may 

even constitute a Gross Breach. 

There is a significant amount of evidence that shows that bullying has a destructive and harmful 
long-term impact on the lives of young people, not only on those being bullied, but also on those 
who bully, and those who stand by. It can lead to feelings of self-doubt, lack of confidence, low self-
esteem, anxiety, depression and sometimes even suicide. It can also affect the ability of a young 
person to enjoy and achieve. 

CREATING A SAFE ENVIRONMENT FOR ALL STUDENTS 

FSD Academy is committed to creating a safe, caring and supportive environment for all students, 
staff and its visitors so that they can succeed. This policy recognises that the reduction of bullying 
will not be achieved through sanctions alone but requires a wide range of preventative measures 
that are educational and address the needs of the perpetrators as well as the victims. 

Staff at FSD can do much to create an environment and ethos in which students are encouraged to 
show respect to each Other. In public places too (libraries and learning resource centres, other 
colleges, and visit) all staff can also help create a similar environment. Everyone should be vigilant 
for signs of bullying or harassment and where it occurs, take active steps to address it, either directly 
or indirectly. In addition, at FSD Academy we will: 

• Produce on-going publicity about students' entitlements to support and reporting 
procedures. 

• Publicise a zero-tolerance approach to bullying and harassment. 

• Provide training for all staff so that they are all aware of the policy and procedures. 

• Ensure that positive behaviour is encouraged and always expected. 

Provide students with information about cyber safety and using social media responsibly. 



 

 

Developing multi-agency approaches to bullying and harassment e.g., liaison with Police, schools, 
Children and Young People's Services etc. 

PROCEDURES FOR DEALING WITH INCIDENTS OF BULLYING 

SIGNS AND INDIACTORS 

 Change in behaviour. 
 Becomes aggressive, disruptive or unreasonable. 
 Inform someone that they are being bullied. 
 Unwilling to attend college/sessions. 
 Becomes withdrawn, anxious, or lacking in confidence. 
 Feels ill before college/ sessions. 
 Damaged made to their property i.e., clothing, footwear. 
 Ask for money/ starts stealing money. 
 Unexplained cuts/bruises.  
 Seems frightened. 

Reporting — 

 If any member of staff sees bullying taking place or suspects it is happening, or is told that it 
is happening, they should take action to safeguard the victim and the report the incident to 
the Safeguarding Lead. 

 Bullying and harassment incidents should be recorded, If disciplinary action is taken against 
the perpetrator, then this should be recorded as a separate meeting. 

Good practice in dealing with bullying and harassment includes: 

 never ignoring suspected bullying or harassment 
 not making premature assumptions about what has happened or who has done what.  

Listening carefully to all accounts — the person who is being bullied or harassed, the alleged 
perpetrator, and others who may have seen or know about what is going on. 

 adopting a problem-solving approach which seeks to find out what is happening and who is 
doing what to whom. 

following up repeatedly, checking that bullying or harassment has not resumed. 

If the bullying involves a member of staff as a victim or perpetrator, advice should be sought from 
FSD Safeguarding Lend.  

Support for the Victim 

The Academy recommends a victim-centred approach to tackling bullying and harassment, and so 
the victim should be involved in discussions about appropriate action and should always be informed 
of what has been done to resolve the situation. 

•  
 

 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  
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FSD ACADEMY  - FIRST AID POLICY 
   

Policy Statement   

FSD Academy recognises its responsibility to ensure that all reasonable precautions are 

taken to provide and maintain working conditions which are safe, healthy and compliant with 

all statutory requirements and codes of practice. This includes the provision of Qualified First 

Aiders in the organisation qualified to cope with minor injuries.   

Ensures Policy Background   

FSD Academy will ensure Staff and Volunteers adhere to the First Aid Policy and to refer to:   

   

The initial and appropriate management of illness or injury which aims to preserve life or 

minimise the consequences of injury and illness until professional medical help can be 

obtained; and   

   

The treatment of minor injuries that do not require the attention of a medical practitioner or 

nurse.   

   

The Organisation recognises that we are required to plan for first aid at work, to ensure that 

illness or injury at work is treated and managed in the most appropriate way.   

First Aiders   

FSD Academy will ensure that a Qualified First Aider is always available on site. They 

should be contacted via the main office where there is a list displayed with their names.   

First Aid Box   

All employees in this organisation should have access to a First Aid Box whilst at work. The 

principal First Aid Box is carried by the on-call First Aider who is responsible for checking its 

contents and ensuring that it is replenished when necessary. The box should contain the 

following:   

An HSE leaflet giving general guidance on First Aid.   

   

20 individually wrapped sterile adhesive dressings (assorted sizes).   

   

2 sterile eye pads.   

   

4 individually wrapped triangular bandages (preferably sterile).   

   

6 safety pins.   



 

 

   

6 medium sized (approximately 12 cm x 12 cm) individually wrapped sterile unmedicated 

wound dressings   

   

2 large (approximately 18 cm x 18 cm) sterile individually wrapped un-medicated wound 

dressings.   

   

1 pair of disposable gloves.   

   

Tablets or medicines should never be kept in the First Aid Box in this organisation and items 

that are out of date should be replaced and disposed of immediately.   

   

Smaller First Aid Boxes may be carried by Appointed Persons who are care staff and are 

thus mobile. Appointed Persons who are allocated First Aid Boxes are responsible for 

checking contents.   

First Aid Information (Signs and Posters)  

First Aid signs and posters are prominently displayed in the main office informing staff, 

visitors and users what to do in the event of an emergency and from whom to obtain First 

Aid assistance, this should include emergency contact telephone numbers.    

   

All staff and volunteers must familiarise themselves with the First Aid arrangements and with 

the names and locations of Qualified First Aiders or Appointed Persons and First Aid Boxes.   

Record Keeping   

In all situations where staff Volunteer or users are injured and requiring First Aid the 

accidents procedure should be followed and the appropriate accident forms should be filled 

in and witnessed. An incident record should also be made in the Accidents Book if required.   

First Aiders must keep a record of all treatment that they provide by completing a First Aid 

Treatment Record. This information helps to identify accident trends and can be used for 

reference in future First Aid needs assessment.   

   

Injuries at work are also covered by RIDDOR (the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations 1995) and may require a report to be made to the 

Health & Safety Executive (see Accident Reporting Policy).   

Training   



 

 

Any staff member who wishes to become a Qualified First Aider should contact Matthew 

Piper. All permanent staff will undertake a first aid course prior to or as soon after they 

undertake a position at the club.  FSD Academy will support and sponsor training for 

Qualified First Aider and Refresher Courses in so far as the organisation requires an enough 

pool of qualified Volunteers or Staff.    

   

A Qualified First Aider must hold a valid certificate of Competence in First Aid at Work or FA 

First Aid, issued by an organisation whose training and qualifications are recognised. Such 

certificates are valid for three years and refresher training and re-testing must take place 

before the qualification expires.    

   
Issue number: 1   
   

Date: 30/03/2019   Review Date: 30/08/2022   

Written by Gerry Burke of Highfield  
Rangers 30.3.19 and adapted for FSD 
Academy by Ian Bannister 12.11.19  

  Position in Organisation: Chairperson and Office  
Manager   
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  FSD Equality and Diversity Policy 

1. Introduction  

At FSD ACADEMY we wish to create and maintain a trusting, secure and happy environment where 

everyone can work as equals. All members of the FSD ACADEMY community have responsibilities to 

promote equality of opportunity, experience, and treatment and to challenge stereotypes.  

Our community consists of a diverse range of people – employees, visitors, students, players, and 

parents many nationalities and backgrounds. We need to celebrate our differences, by 

understanding them and enjoying the diversity this brings.  

2. Aims  

We want to foster mutual acceptance and respect and our aim is for everyone to feel valued within 

FSD ACADEMY. By actively promoting equal opportunities and not discriminating either directly or 

indirectly against anyone on the grounds of colour, race, nationality, beliefs, sexuality or gender FSD 

ACADEMY can ensure that:  

 All students and players have opportunities to achieve their potential   
 Expectations of all students are high   
 All students have access to and can make full use of FSD ACADEMY’s facilities and resources  
 It reflects the community it serves and responds to its needs   
 All students are prepared for life in a diverse and multi-ethnic society   
 All students understand the meaning of prejudice, how discrimination occurs and how to 

take a stand against these   
 It has a positive ethos and environment   
 Racist and discriminatory incidents are dealt with effectively   
 Inclusion issues are taken seriously and are considered in all aspects of FSD ACADEMY life  
 Diversity is an asset to FSD ACADEMY.  

 
3. Equal Opportunities  

All students, players, and adults within FSD ACADEMY have a right to be treated with respect and 

dignity. This includes a right to:   

 Study, learn, train and work   
 Physical, emotional and verbal respect, free from violence, bullying and abusive language.   
 Respect for their gender, race and age   
 Freedom from sexual comments or harassment and inappropriate use of humour   
 The safety of their property   
 Equal opportunities in relation to course access, recruitment, access to extra-curricular   
 Activities and work experience. Students and adults within FSD ACADEMY are encouraged to 

challenge any inappropriate behaviour or comments. In the case of comments/incidents 
witnessed by others, silence and non- intervention will be viewed as agreement.  

- August 2015 E&D Policy  

4. Support  



 

 

Support is available for students from their teacher, regional leader, coach, site leader or any trusted 

adult.  

5. Responsibilities  

Students will:   

 Avoid saying or doing anything which will hurt others.   
 Report all incidents of discrimination.    
 Offer support or advice to anyone they see being discriminated against.   
 Advise FSD ACADEMY about ideas that they think will help to prevent discrimination.  

All staff, including partner delivery staff will:   

 Avoid saying or doing anything which will hurt others.   
 Actively demonstrate that they are committed to stopping discrimination in  
 FSD ACADEMY by modelling positive teaching and learning to students and ensure that their own 

interactions are clear and firm without being confrontational. 
 Strive to develop an atmosphere of trust and respect where students feel their concerns are 

taken seriously.   
 Listen seriously to all complaints and concerns about discriminatory behaviour.   
 Challenge all discrimination and report it.  
 

In addition, teaching staff will:   

 Address discrimination and related issues through their teaching.   
 Find ways to engage their students in meaningful dialogue about equality and discrimination 

ensuring that all students are aware of where to go / what to do if they are being 
discriminated against or see someone who is being discriminated against. 

 Follow up all incidents of discrimination involving the students they have responsibility for.   
 Actively encourage collaboration amongst students in their learning using a range of student 

groupings.   
 Support those students identified as needing additional help to understand their own 

behaviour and its consequences.  
Parents and Carers will:   

 Inform FSD ACADEMY if their child is being discriminated against.  
 Support FSD ACADEMY in its actions against those who discriminate.  
 Always contact FSD ACADEMY if they have a concern about discrimination.  
 The Directors will:  
 Support staff in training and following procedures against discrimination. August 2015 E&D 

Policy  
 

6. Racial Equality & Cultural Diversity  

The curriculum of FSD ACADEMY and its educational partners will, where appropriate incorporate 

multi-faith teaching and learning about other cultures. This universal approach may include visits to 

places of worship, sites of specific religious/cultural interest, and the use of speakers from different 

faiths and cultures. Racist language and behaviour will not be tolerated. All incidents will be 

recorded on a racist incident form and parents notified. Persistent racism may result in exclusion.  



 

 

FSD ACADEMY welcomes and recognises its duties under the Race Relations (amendment) Act 2000. 

We are committed to:   

 Promoting equality of opportunity   
 Promoting good relations between members of different racial, cultural and religious groups 

and communities   
 Eliminating unlawful discrimination  
 In order to achieve these criteria, we are guided by the following principles:   
 Every student should have the opportunity to achieve the highest possible standards and the 

best possible qualifications for the next stages of their life and education  
 Every student should be helped to develop a sense of personal and cultural identity that is 

confident and open to change and that is also receptive and respectful towards other 
identities   

 Every student should develop the knowledge, understanding and skills that they need in 
order to participate in Britain’s multi-ethnic society and in the wider context of an 
interdependent world   

 Every student should have the right to be healthy, stay safe, enjoy and achieve, make a 
positive contribution and achieve economic well-being in accordance with Every Child 
Matters agenda  

FSD ACADEMY is opposed to all forms of prejudice including racism, sexism, and xenophobia. This 

includes prejudice, which is directed towards religious groups and particular communities, for 

example, Islamophobia, travellers, refugees, and asylum-seekers. FSD ACADEMY hopes through 

education and knowledge to teach respect, tolerance and understanding towards different beliefs, 

cultures, and lifestyles. Racist/sexist jokes will be regarded as any other form of bullying and will be 

dealt with as such.  

7. Religious Observance - August 2015 E&D Policy  

We respect the religious beliefs and practices of all staff, students, and their parents, and will comply 

with all reasonable requests relating to religious observance and practice in accordance with the 

absence policy.  

8. The Dress Code  

Parents are asked that students do not wear anything which has a slogan, writing or illustration that 

may be offensive in any way to anyone else. Clothing must be appropriate in terms of decency. 

Partners reserve the right to ask students who wear revealing/inadequate clothing to go home and 

change. Persistent breaches of the code could result in exclusion.  

9. Roles and Responsibilities  

It is the responsibility of the Directors and educational partners to ensure that FSD ACADEMY 

complies with the legislation and that this policy, and all related procedures and strategies are 

implemented.  
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FSD Academy Complaints and Compliments Policy 

FSD Academy’s aim to provide a service in partnership with our students and relatives, and 
to actively seek their opinion regarding the quality of provision received. 

Compliments and complaints are a measure of student’s satisfaction and should be used to 
improve the quality of services. From this FSD will ensure to: 

 Record complaints and ensure that they are brought swiftly to the attention of the 
staff, and the directors  

 Resolve any complaint as fully and quickly as possible but by no later than 28 days 
formally. The information gained will be used to improve the quality of services 
through FSD weekly staff meetings. 

 All students will every day complete the daily reflection sheet and the personal 
pathway sheet weekly, this will give students the opportunity to raise complaints 
and give and compliments.  

 Staff will have opportunities to express their views in their every 3 months/ 
6months. 

Compliments 

a polite expression of praise or admiration 

A compliment is an expression of satisfaction by the student, relative or other 
representative. It is an expression of gratitude or appreciation to staff for the service 
provided. 

In order to recognise the level of appreciation, a record of all forms of compliments will be 
retained in each student’s file, e.g. cards, letters. 

Complaints 

a statement that something is unsatisfactory or unacceptable 

complaint is an expression of dissatisfaction from the learner their relative or other 
representative. 

The complaints procedure is designed to: 

• Be accessible 
• Be simple to understand and to use 
• Allows quick handling of the complaint within specified time limits 
• Ensure all parties involved are kept informed 
• Ensure a full and fair investigation 
• Address all points at issues and provide an effective response 
• Provide information to managers and staff so that services can be improved 



 

 

FSD Academy acknowledges that regardless of how well staff undertake their job there will 
always be occasions where the individual may need to improve, whether there are 
misunderstandings between the staff and the student /their family or whether the 
student/their family may be dissatisfied for any other reason or simply if there has been a 
personality clash. 

The following complaints procedure applies in these circumstances as well as for the 
students, parents and carers. 

It is FSD Academy’s gaol to ensure any difficulties with the student, their family or any party 
with a legitimate interest in the welfare of the student (and others whose lives come into 
contact with FSD) as speedily as possible in the best interests of all concerned. 

First stage - Informal resolution. 

To resolve any complaint informally, FSD does expects that all staff members (on whom the 
complaint is focussed) to meet with the complainant with the intention of problem solving 
and moving the relationship/resolution forward. Staff will be always especially aware of any 
power dynamics in this situation and act with sensitivity and discretion. In the case of a 
complaint from a neighbour etc. the alterative provision lead/ director will take 
responsibility for instigating the informal meeting. The complaint will be recorded in the 
complaints folder at that stage. 

The complainant will be given the opportunity to express their complaint fully and the staff 
member (or director/lead in the case of a complaint from a neighbour etc.) will be given the 
opportunity to respond fully. From this FSD hope it may be possible to identify where things 
have gone wrong and make agreements to prevent a similar situation reoccurring. A review 
date will be set for the individuals concerned to meet again; usually after four to six weeks, 
to ensure the relationship is continuing smoothly. 

At this informal stage of the complaint, it may be necessary or more comfortable for the 
complainant to have a facilitator present. This could be an Independent Advocate, the 
students social worker/ partnership, a different member of staff with whom the 
student/their family feels comfortable or a director. The student’s social worker/ 
partnership will be informed of the outcome of this informal approach. It is not appropriate 
for legal representative to act as an accompanying adult at this stage nor at the formal stage 
of the process. 

Next stage – formal complaint  

Should it not prove possible to resolve the complaint informally, the formal process will be 
instituted. Should this be necessary, the alterative provision Lead (AP Lead) of FSD Academy 
will be required to conduct a formal investigation into the complaint. The complainant will 
be asked to complete a complaints form. 

The complainant will be formally interviewed by the AP Lead and notes will be taken of the 
meeting. These notes will be signed and dated by the complainant as a fair and accurate 
representation of what they have said. The AP Lead will then undertake further formal 



 

 

interviews, as required, following the same process, with any other person relevant to the 
investigation. 

All interviewees will be given the opportunity to have another person present at these 
interviews. For the students/their family it might be another family member, an 
Independent Advocate, Social Worker/ partnership etc. For the staff member it might be a 
workplace colleague of similar work status to them/ union representative. 

If, at any point during the investigation, it appears that a criminal offence may have been 
committed, the matter should be reported to the police immediately. Discussions should be 
held with the police about whether the investigation into the complaint can continue 
alongside their own enquiries and this is led by the Police themselves not FSD staff. 

If it emerges at any point that a student may have been caused significant harm or may be 
at risk of significant harm, child protection procedures should be instigated immediately. 

The Director will feed back within ten working days the results of their investigation to the 
complainant, the student’s Social Worker, partnership etc. and the staff member along with 
what (s)he intends to do about their findings. This decision will also be confirmed in writing. 

Should the complainant be dissatisfied with the outcome of the investigation, they have a 
right of appeal. A decision to appeal must be put in writing to the Director and must give 
reasons as to why the complainant feels a review of the decision is necessary e.g., fresh or 
overlooked evidence, bias etc. 

The Director will then review the investigation process and collated evidence, conduct any 
further. 

investigations they feel is appropriate and report back to all parties concerned within ten 
working days. The appeal decision will be confirmed in writing. 

Should the complainant still feel dissatisfied with the outcome of their complaint or the 
manner in which the complaint has been managed, they can write to the Academy and the 
Academy will review all evidence collated and make a final decision on behalf of the 
company. This decision will be communicated in writing to all parties within ten working 
days. The complaints book will be completed at this stage. 

At the time of writing the director will also advise the complainant as to what further steps 
they might wish to take should they remain dissatisfied with the final decision. 

Should the staff member be dissatisfied with the process at any stage, it is their right to take 
out a grievance. This grievance will be investigated in line with FSD Academy  Grievance 
Procedure: at the conclusion of the original complaint. 

In order that complaints are treated with the appropriate level of attention, FSD Academy 
requires complaints to be managed within prescribed timescales by the directors of the 
Acadmey: 



 

 

• A response to the initial complaint must be forthcoming within forty-eight hours. 
• The informal meeting must take place within five working days of receipt of the 

complaint. 
• A formal meeting will take place within ten working days of receiving notification 

from the complainant of the informal process being unsuccessful. (This may be at the 
end of the test period to resolve the complaint informally). Feedback from the 
formal meeting will be provided within ten working days. 

• Should an appeal be considered by the complainant, this will be convened within 
two weeks of receiving the notification. Feedback from the appeal will be provided 
within ten working days. 

• An appeal will be considered out of time if the complainant has not made 
representation within three months of the date of the formal complaint being 
responded to. 

• Similarly, a final appeal to the Directors of The FSD Academy will be considered out 
of time should it not be received within three months of the date of the outcome of 
the appeal. 

Regardless of whether a complaint is dealt with formally or informally, accurate notes 
should be made by the AP Lead or investigating manager of each stage of the process, 
including records of meetings. 

If the complaint leads to any disciplinary action or a referral to a Statutory Authority, copies 
of the notes made during the investigation and the report of the investigation (together 
with any notes relating to the outcome) should be kept confidentially on the file of any 
person who is the subject of the complaint. 

Anonymous summary notes of any complaint should also be kept on the complaints file. 
This will help the FSD Academy in the process of monitoring and learning from complaints. 

As soon as the management of the complaint has been brought to a satisfactory conclusion, 
the completed formal complaints form must be copied to the Directors 
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 FSD Data Protection policy  
General Data Protection Regulation (GDPR) and The Data Protection Act 2018 (DPA) is the 
law that protects personal privacy and upholds individual’s rights.  It applies to anyone who   
This policy is intended to ensure that personal information is dealt with properly and 
securely and in accordance with the legislation. It will apply to personal information 
regardless of the way it is used, recorded and stored and whether it is held in paper files or 
electronically.   
  
Policy Objectives  
FSD Academy as the Data Controller will comply with its obligations under the GDPR and 
DPA.  The Academy is committed to being concise, clear and transparent about how it 
obtains and uses personal information and will ensure data subjects are aware of their 
rights under the legislation.  
  
All staff must have a general understanding of the law and understand how it may affect 
their decisions in order to make an informed judgement about how information is gathered, 
used and ultimately deleted.  All staff must read, understand and comply with this policy.  
  
The Information Commissioner as the Regulator can impose fines of up to 20 million Euros 
(approximately £17 million) for serious breaches of the GDPR, therefore it is imperative that 
The Academy and all staff comply with the legislation.  

  
Scope of the Policy  
Personal data is any information that relates to an identified or identifiable living individual 
who can be identified directly or indirectly from the information1.  The information includes 
factors specific to the physical, physiological, genetic, mental, economic, cultural or social 
identity of a living individual.  This includes any expression of opinion about an individual 
and intentions towards an individual.  Under the GDPR personal information also includes 
an identifier such as a name, an identification number, location data or an online identifier.  
  
The Academy collects a large amount of personal data every year including: pupil records, 
staff records, references and players information.  In addition, it may be required by law to 
collect and use certain types of information to comply with statutory obligations of Local 
Authorities (LAs), government agencies and other bodies.   
  
The Principles  
The principles set out in the GDPR must be adhered to when processing personal data:  
  

 Personal data must be processed lawfully, fairly and in a transparent manner 
(lawfulness, fairness and transparency)   

 Personal data shall be collected for specified, explicit and legitimate purposes and 
not further processed in a manner that is incompatible with those purposes 
(purpose limitation)   

 Personal data shall be adequate, relevant, and limited to what is necessary in 
relation to the purpose(s) for which they are processed (data minimisation)   
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 Personal data shall be accurate and where necessary kept up to date and every 
reasonable step must be taken to ensure that personal data that are inaccurate are 
erased or rectified without delay (accuracy).  

 Personal data shall be kept in a form which permits identification of data subjects for 
no longer than is necessary for the purpose for which the personal data is processed 
(storage limitation)   

 Appropriate technical and organisational measures shall be taken to safeguard the 
rights and freedoms of the data subject and to ensure that personal information are 
processed in a manner that ensures appropriate security of the personal data and 
protects against unauthorised or unlawful processing of personal data and against 
accidental loss or destruction of, or damage to, personal data (integrity and 
confidentiality).  

  
Transfer Limitation   
In addition, personal data shall not be transferred to a country outside the EEA unless that 
country or territory ensures an adequate level of protection for the rights and freedoms of 
data subjects in relation to the processing of personal data as determined by the European 
Commission or where the organisation receiving the data has provided adequate 
safeguards2.    
  
This means that individuals’ rights must be enforceable and effective legal remedies for 
individuals must be available following the transfer.  It may also be possible to transfer data 
where the data subject has provided explicit consent or for other limited reasons.  Staff 
should contact the DPO if they require further assistance with a proposed transfer of 
personal data outside of the EEA.  
  
Lawful Basis for processing personal information   
Before any processing activity starts for the first time, and then regularly afterwards, the 
purpose(s) for the processing activity and the most appropriate lawful basis (or bases) for 
that processing must be selected:  

 Processing is necessary for the performance of a task carried out in the public interest 
or in the exercise of official authority vested in the Academy 

 Processing is necessary for the performance of a contract to which the data subject is 
party, or in order to take steps at the request of the data subject prior to entering into a 
contract  

 Processing is necessary for compliance with a legal obligation to which the data 
controller is subject  

 Processing is necessary in order to protect the vital interests of the data subject or of 
another natural person  

 Processing is necessary for the purposes of the legitimate interests pursued by the data 
controller or by a third party3   

 The data subject has given consent to the processing of his or her data for one or more 
specific purposes.  Agreement must be indicated clearly either by a statement or 
positive action to the processing.  Consent requires affirmative action so silence, pre-
ticked boxes or inactivity are unlikely to be sufficient.  If consent is given in a 
document which deals with other matters, the consent must be kept separate from 
those other matters  
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Data subjects must be easily able to withdraw consent to processing at any time and 
withdrawal must be promptly honoured.  Consent may need to be reviewed if personal data 
is intended to be processed for a different and incompatible purpose which was not 
disclosed when the data subject first gave consent.    
  
The decision as to which lawful basis applies must be documented, to demonstrate 
compliance with the data protection principles and include information about both the 
purposes of the processing and the lawful basis for it.   
  
When determining whether legitimate interests are the most appropriate basis for lawful 
processing (only where appropriate outside the Academy’s public tasks) a legitimate 
interests assessment must be carried out and recorded.  Where a significant privacy impact 
is identified, a data protection impact assessment (DPIA) may also need to be conducted.  
  
Sensitive Personal Information  
Processing of sensitive personal information (known as ‘special categories of personal data’) 
is prohibited4 unless a lawful special condition for processing is identified.  
  
Sensitive personal information is data which reveals racial or ethnic origin, political opinions, 
religious or philosophical beliefs, trade union membership, sex life or orientation or is 
genetic or biometric data which uniquely identifies a natural person.  
  
Sensitive personal information will only be processed if:  

 There is a lawful basis for doing so as identified on previous page  
 One of the special conditions for processing sensitive personal information 

applies:  
 The individual (‘data subject’) has given explicit consent (which has been clearly 

explained in a privacy notice)  
 The processing is necessary for the purposes of exercising the employment law 

rights or obligations of the mlh or the data subject  
 

 The processing is necessary to protect the data subject’s vital interests, and the data 
subject is physically incapable of giving consent  

 The processing is carried out in the course of its legitimate activities with 
appropriate safeguards by a foundation, association or any other not-for-profit body 
with a political, philosophical, religious or trade-union aim  

 The processing relates to personal data which are manifestly made public by the 
data subject  

 The processing is necessary for the establishment, exercise or defence of legal 
claims  

 The processing is necessary for reasons of substantial public interest  
 The processing is necessary for purposes of preventative or occupational medicine, 

for the assessment of the working capacity of the employee, the provision of social 
care and the management of social care systems or services  

 The processing is necessary for reasons of public interest in the area of public 
health.    
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Sensitive personal information will not be processed until an assessment has been made of 
the proposed processing as to whether it complies with the criteria above and the individual 
has been informed (by way of a privacy notice or consent) of the nature of the processing, 
the purposes for which it is being carried out and the legal basis for it.    
  
Unless the Academy can rely on another legal basis of processing, explicit consent is usually 
required for processing sensitive personal data.  Evidence of consent will need to be 
captured and recorded so that the Academy can demonstrate compliance with the GDPR.  
  
Data Protection Impact Assessments (DPIA)  
All data controllers are required to implement ‘Privacy by Design’ when processing personal 
data.    
  
This means the Academy processes must embed privacy considerations and incorporate 
appropriate technical and organisational measures (like pseudonymisation) in an effective 
manner to ensure compliance with data privacy principles.     
  
Where processing is likely to result in high risk to an individual’s data protection rights (for 
example where a new technology is being implemented) a DPIA must be carried out to 
assess:  
  

 Whether the processing is necessary and proportionate in relation to its purpose  
 The risks to individuals  
 What measures can be put in place to address those risks and protect personal 

information.  
  
Staff should adhere to the Data Protection Toolkit for Schools from the DfE with reference 
to the DPIA template.    
  
When carrying out a DPIA, staff should seek the advice of the DPO for support and guidance 
and once complete, refer the finalised document to the DPO for sign off.  

  
Documentation and records  
Written records of processing activities must be kept and recorded including:  
  

 The name(s) and details of individuals or roles that carry out the processing  
 The purposes of the processing  
 A description of the categories of individuals and categories of personal data  
 Categories of recipients of personal data  
 Details of transfers to third countries, including documentation of the transfer 

mechanism safeguards in place  
 Retention schedules  
 A description of technical and organisational security measures.  

  
As part of the Academy’s record of processing activities the DPO will document, or link to 
documentation on:   
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 Information required for privacy notices  
 Records of consent  
 Controller-processor contracts  
 The location of personal information.  
 Dpias and Records of data breaches.  

  
Records of processing of sensitive information are kept on:  
  

 The relevant purposes for which the processing takes place, including why it is 
necessary for that purpose  

 The lawful basis for our processing and  
 Whether the personal information is retained or erased in accordance with the 

Retention Schedule and, if not, the reasons for not following the policy.  
  
The Academy should conduct regular reviews of the personal information it processes and 
update its documentation accordingly.  This may include:  
  

 Carrying out information audits to find out what personal information is held  
 Talking to staff about their processing activities  
 Reviewing policies, procedures, contracts, and agreements to address retention, 

security and data sharing.  
  
Privacy Notice  
The Academy will issue privacy notices as required, informing data subjects (or their 
parents, depending on age of the pupil, if about pupil information) about the personal 
information that it collects and holds relating to individual data subjects, how individuals 
can expect their personal information to be used and for what purposes.  
  
When information is collected directly from data subjects, including for HR or employment 
purposes, the data subject shall be given all the information required by the GDPR including 
the identity of the DPO, how and why the Academy will use, process, disclose, protect and 
retain that personal data through a privacy notice (which must be presented when the data 
subject first provides the data).  
  
When information is collected indirectly (for example from a third party or publicly available 
source) the data subject must be provided with all the information required by the GDPR as 
soon as possible after collecting or receiving the data.  The Academy must also check that 
the data was collected by the third party in accordance with the GDPR and on a basis which 
is consistent with the proposed processing of the personal data.    
  
The Academy will take appropriate measures to provide information in privacy notices in a 
concise, transparent, intelligible and easily accessible form, using clear and plain language.  
  
The Academy will issue a minimum of two privacy notices, one for pupil information, and 
one for workforce information, and these will be reviewed in line with any statutory or 
contractual changes.    
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Purpose Limitation  
Personal data must be collected only for specified, explicit and legitimate purposes.  It must 
not be further processed in any manner incompatible with those purposes.    
  
Personal data must not be used for new, different or incompatible purposes from that 
disclosed when it was first obtained unless the data subject has been informed of the new 
purposes and they have consented where necessary.    
  
Data minimisation  
Personal data must be adequate, relevant and limited to what is necessary in relation to the 
purposes for which it is processed.    
  
Staff may only process data when their role requires it.  Staff must not process personal 
data for any reason unrelated to their role.    
  
 Staff must take all reasonable steps to destroy or delete all personal data that is held in its 
systems when it is no longer required in accordance with the Schedule.  This includes 
requiring third parties to delete such data where applicable.    
  
Staff must ensure that data subjects are informed of the period for which data is stored and 
how that period is determined in any applicable Privacy Notice.    
  
Individual Rights  
Staff as well as any other ‘data subjects’ have the following rights in relation to their 
personal information:  
  

 To be informed about how, why and on what basis that information is 
processed (see the relevant privacy notice)  

  
 To obtain confirmation that personal information is being processed and to 
obtain access to it and certain other information, by making a subject access 
request (see Appendix 1 - Procedure for Access to Personal Information)  

  
 To have data corrected if it is inaccurate or incomplete  

  
 To have data erased if it is no longer necessary for the purpose for which it 
was originally collected/processed, or if there are no overriding legitimate 
grounds for the processing (‘the right to be forgotten’)  

  
 To restrict the processing of personal information where the accuracy of the 
information is contested, or the processing is unlawful (but you do not want the 
data to be erased) or where the Academy no longer need the personal 
information, but you require the data to establish, exercise or defend a legal 
claim  
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 To restrict the processing of personal information temporarily where you do 
not think it is accurate (and the MLH are verifying whether it is accurate), or 
where you have objected to the processing (and the MLH are considering 
whether their legitimate grounds override your interests)    

  
 In limited circumstances to receive or ask for their personal data to be 
transferred to a third party in a structured, commonly used and machine-
readable format  

  
 To withdraw consent to processing at any time (if applicable)  

  
 To request a copy of an agreement under which personal data is transferred 
outside of the EEA.  

  
 To object to decisions based solely on automated processing, including 
profiling  

  
 To be notified of a data breach which is likely to result in high risk to their 
rights and obligations  

  
 To make a complaint to the ICO or a Court.  

  
Individual Responsibilities  
During their employment, staff may have access to the personal information of other 
members of staff, suppliers, clients or the public.  The MLH expects staff to help meet its 
data protection obligations to those individuals.    
  
If you have access to personal information, you must:  
  

 only access the personal information that you have authority to access and 
only for authorised purposes  
 only allow other staff to access personal information if they have appropriate 
authorisation  
 only allow individuals who are not centre staff to access personal information 
if you have specific authority to do so  
 keep personal information secure (e.g. by complying with rules on access to 
premises, computer access, password protection and secure file storage and 
destruction in accordance with the MLH’s policies).  
 not remove personal information, or devices containing personal information 
(or which can be used to access it) from the Academy premises unless 
appropriate security measures are in place (such as pseudonymisation, 
encryption or password protection) to secure the information and the device  
 not store personal information on local drives or on personal devices that are 
used for work purposes.  

  
Information Security  
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The Academy will use appropriate technical and organisational measures to keep personal 
information secure, to protect against unauthorised or unlawful processing and against 
accidental loss, destruction or damage.   
  
All staff are responsible for keeping information secure in accordance with the legislation 
and must follow the Academy’s acceptable usage policy.  
  
The Academy will develop, implement and maintain safeguards appropriate to its size, 
scope and business, its available resources, the amount of personal data that it owns or 
maintains on behalf of others and identified risks (including use of encryption and 
pseudonymisation where applicable). It will regularly evaluate and test the effectiveness of 
those safeguards to ensure security of processing.  
  
Staff must guard against unlawful or unauthorised processing of personal data and against 
the accidental loss of, or damage to, personal data. Staff must exercise particular care in 
protecting sensitive personal data from loss and unauthorised access, use or disclosure.  
  
Staff must follow all procedures and technologies put in place to maintain the security of all 
personal data from the point of collection to the point of destruction. Staff may only 
transfer personal data to third-party service providers who agree in writing to comply with 
the required policies and procedures and who agree to put adequate measures in place, as 
requested.  
  
Staff must maintain data security by protecting the confidentiality, integrity and availability 
of the personal data, defined as follows:  
  
Confidentiality means that only people who have a need to know and are authorised to use 
the personal data can access it.  
  
Integrity means that personal data is accurate and suitable for the purpose for which it is 
processed.  
  
Availability means that authorised users can access the personal data when they need it for 
authorised purposes.  
  
Staff must comply with and not attempt to circumvent the administrative, physical and 
technical safeguards the Academy has implemented and maintains in accordance with the 
GDPR and DPA.  
  
  
  
  
Before any new agreement involving the processing of personal information by an external 
organisation is entered into, or an existing agreement is altered, the relevant staff must 
seek approval from the DPO.  
  
Storage and retention of personal information  
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Personal data will be kept securely in accordance with the Academy’s data protection 
obligations.  
  
Personal data should not be retained for any longer than necessary.  The length of time data 
should be retained will depend upon the circumstances, including the reasons why personal 
data was obtained.  
  
Data breaches  
A data breach may take many different forms:  
  

 Loss or theft of data or equipment on which personal information is stored  
 Unauthorised access to or use of personal information either by a member of 
staff or third party  
 Loss of data resulting from an equipment or systems (including hardware or 
software) failure  
 Human error, such as accidental deletion or alteration of data  
 Unforeseen circumstances, such as a fire or flood  
 Deliberate attacks on IT systems, such as hacking, viruses or phishing scams  
 Blagging offences where information is obtained by deceiving the 
organisation which holds it  

  
The Academy must report a data breach to the Information Commissioner’s Office (ICO) 
without undue delay and where possible within 72 hours, if the breach is likely to result in a 
risk to the rights and freedoms of individuals.  The Academy must also notify the affected 
individuals if the breach is likely to result in a high risk to their rights and freedoms.  
  
Staff should ensure they inform their line manager/DPO immediately that a data breach is 
discovered and make all reasonable efforts to recover the information, following the 
Academy ‘s agreed breach reporting process.  
  
Training  
The Academy will ensure that staff are adequately trained regarding their data protection 
responsibilities.    
  
Consequences of a failure to comply  
The Academy takes compliance with this policy very seriously.  Failure to comply puts data 
subjects whose personal information is being processed at risk and carries the risk of 
significant civil and criminal sanctions for the individual and the Academy and may in some 
circumstances amount to a criminal offence by the individual.  
  
Any failure to comply with any part of this policy may lead to disciplinary action under the 
Academy’s procedures and this action may result in dismissal for gross misconduct.  If a 
non-employee breaches this policy, they may have their contract terminated with 
immediate effect.   
  
If you have any questions or concerns about this policy, you should contact your line 
manager or the Academy DPO.  
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Review of Policy  
This policy will be updated as necessary to reflect best practice or amendments made to the 
GDPR or DPA.  

  
  

The Supervisory Authority in the UK   
Please follow this link to the ICO’s website (https://ico.org.uk/) which provides detailed 
guidance on a range of topics including individuals’ rights, data breaches, dealing with 
subject access requests, how to handle requests from third parties for personal data etc.    
  
  
Glossary  
  
Automated Decision-Making (ADM):  when a decision is made which is based solely on 
automated processing (including profiling) which produces legal effects or significantly 
affects an individual. The GDPR prohibits automated decision-making (unless certain 
conditions are met) but not automated processing.  
  
Automated Processing:  any form of automated processing of personal data consisting of 
the use of personal data to evaluate certain personal aspects relating to an individual, in 
particular to analyse or predict aspects concerning that individual's performance at work, 
economic situation, health, personal preferences, interests, reliability, behaviour, location 
or movements. profiling is an example of automated processing.  
  
Consent:  agreement which must be freely given, specific, informed and be an unambiguous 
indication of the data subject's wishes by which they, by a statement or by a clear positive 
action, which signifies agreement to the processing of personal data relating to them.  
  
Data Controller means the natural or legal person, public authority, agency or other body 
which, alone or jointly with others, determines the purposes and means of the processing of 
personal data.  It is responsible for establishing practices and policies in line with the GDPR. 
The Directors are Data Controller of all personal data relating to its pupils, parents and staff. 
The Academy Director holds delegated responsibilities.  
  
Data Subject:  a living, identified or identifiable individual about whom we hold personal 
data. Data Subjects may be nationals or residents of any country and may have legal rights 
regarding their personal data.  
  
Data Privacy Impact Assessment (DPIA):  tools and assessments used to identify and reduce 
risks of a data processing activity. DPIA can be carried out as part of Privacy by Design and 
should be conducted for all major systems or business change programs involving the 
processing of personal data.  
  
Data Protection Officer (DPO):  the person required to be appointed in public authorities 
under the GDPR.   
  

https://ico.org.uk/
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EEA:  the 28 countries in the EU, and Iceland, Liechtenstein and Norway.  
  
Explicit Consent:  consent which requires a very clear and specific statement (not just 
action).  
  
General Data Protection Regulation (GDPR):  General Data Protection Regulation ((EU) 
2016/679). Personal data is subject to the legal safeguards specified in the GDPR.  
  
Personal data is any information relating to an identified or identifiable natural person (data 
subject) who can be identified, directly or indirectly by reference to an identifier such as a 
name, identification number, location data, an online identifier or to one or more factors 
specific to the physical, physiological, genetic, mental, economic, cultural or social identity 
of that natural person.  Personal data includes sensitive personal data and pseudonymised 
personal data but excludes anonymous data or data that has had the identity of an 
individual permanently removed. Personal data can be factual (for example, a name, email 
address, location or date of birth) or an opinion about that person's actions or behaviour.   
  
Personal data breach means a breach of security leading to the accidental or unlawful 
destruction, loss, alteration, unauthorised disclosure of, or access to, personal data 
transmitted, stored or otherwise processed.  
  
Privacy by Design:  implementing appropriate technical and organisational measures in an 
effective manner to ensure compliance with the GDPR.  
  
Privacy Notices: separate notices setting out information that may be provided to Data 
Subjects when the MLH collects information about them. These notices may take the form 
of general privacy statements applicable to a specific group of individuals (for example, MLH 
workforce privacy policy) or they may be stand-alone privacy statements covering 
processing related to a specific purpose.  
  
Processing means anything done with personal data, such as collection, recording, 
structuring, storage, adaptation or alteration, retrieval, use, disclosure, dissemination or 
otherwise making available, restriction, erasure or destruction.  
  
Processor means a natural or legal person, public authority, agency or other body which 
processes personal data on behalf of the data controller.  
  
Pseudonymisation or Pseudonymised:  replacing information that directly or indirectly 
identifies an individual with one or more artificial identifiers or pseudonyms so that the 
person, to whom the data relates, cannot be identified without the use of additional 
information which is meant to be kept separately and secure.  
  
Sensitive Personal Data:  information revealing racial or ethnic origin, political opinions, 
religious or similar beliefs, trade union membership, physical or mental health conditions, 
sexual life, sexual orientation, biometric or genetic data, and Personal data relating to 
criminal offences and convictions. 
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FSD SAFER RECRUITMENT POLICY 
INTRODUCTION  

The safe recruitment of staff in all settings involving children is the first step to safeguarding and promoting 
the welfare of children. FSD Academy are committed to ensure safeguarding and promoting the welfare of all 
students, players and children in its care.  As an employer, the FSD Academy expects all staff and volunteers to 
share this commitment.  

 AIMS AND OBJECTIVES  

The aims of the Safer Recruitment policy are to help deter, reject, or identify people who might abuse 
students, Players and children or are otherwise unsuited to working with them by having appropriate 
procedures for appointing staff.   

 The aims of the FSD Academy recruitment policy are as follows: 

• To ensure that the best possible staff are recruited based on their merits, abilities, skills, and suitability 
for the position in which they apply for. 

• To ensure that all job applicants are considered equally and consistently.  
• To ensure that no job applicant is treated unfairly on any grounds including race, colour, nationality, 

ethnic or national origin, religion or religious belief, sex, or sexual orientation, marital or civil partner 
status, disability or age.  

• To ensure compliance with all relevant legislation, FSD ensure that guidelines are followed in line with the 
law in participially The Equality Act 2010.Recommendations and guidance including the statutory 
guidance published by Working together to Safeguard children, the Prevent Duty Guidance for England 
and Wales 2015 (the Prevent Duty Guidance) and any guidance or code of practice published by the 
Disclosure and Barring Service (DBS); and  

• To ensure that the Academy meets its commitment to safeguarding and promoting the welfare of 
children and young people by carrying out all necessary pre-employment checks.  

Employees involved in the recruitment and selection of staff are responsible for familiarising themselves 
with and complying with the provisions of this policy.  

FSD Academy ensure that their approach to recruitment will in turn ensure that the person/person’s best 
suited to the job in question will be based on the applicant’s abilities, qualification, experience, skills, 
knowledge and merit as measured against the job description and person specification. 

The recruitment and selection of staff will be conducted in a professional, timely and responsive manner and 
in compliance with current employment legislation, and relevant safeguarding legislation and statutory 
guidance (Working Together to safeguard Children and Prevent Duty Guidance).   

If a member of staff involved in the recruitment process has a close personal or familial relationship with an 
applicant, they must declare it as soon as they are aware of the individual’s application and avoid any 
involvement in the recruitment and selection decision-making process.  

The Academy’s aims to operate this procedure consistently and thoroughly while obtaining, collating, 
analysing, and evaluating information from and about applicants applying for job vacancies at The FSD 
Academy.  

ROLES AND RESPONSIBILTIES  

It is the responsibility of the Directors to:  
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• Ensure FSD Academy has effective policies and procedures in place for recruitment of all staff and 
volunteers in accordance with DfE guidance and legal requirements.  

• Monitor the Academy’s compliance with them.  
• Ensure that the Academy operates safe recruitment procedures and makes sure all appropriate checks 

are carried out on all staff and volunteers who work at the Academy.  
• To monitor contractors’ and agencies’ compliance with this document.  
• Promote welfare of children and young people at every stage of the procedure.   

Supervisions / employment Reviews 

• Supervisions are conduction monthly during the first 3 months of employment. After which supervisions 
will be conducted every 3 months.  

VOLUNTEERS  

Roles which are carried out on an unpaid/voluntary basis will only be brought into the Academy once an 
enhanced DBS check is completed.  

The Academy is required to carry out an enhanced DBS checks for all staff, volunteer staff and Directors who 
will be engaging in regulated activity.  

 

 

 

RECRUITMENT AND SELECTION PROCEDURE  

Advertising    

 To ensure equality of opportunity, the Academy will advertise all vacant posts to encourage as wide a 
field of applicant as possible, normally this entails an external advertisement.   

 Any advertisement will make clear the Academy commitment to safeguarding and promoting the 
welfare of children.  

 All documentation relating to applicants will be treated confidentially in accordance with the Data 
Protection Act (DPA).  

Application Forms 

The Academy uses its own application form and all applicants for employment will be required to complete an 
application form containing questions about their academic and full employment history and their suitability 
for the role (in addition all applicants are required to account for any gaps or discrepancies in employment 
history).  Applicants submitting an incomplete application form will not be shortlisted.  

The application form will include the applicant’s declaration regarding convictions and working with children 
and will make it clear that the post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  
CVs will not be accepted on their own but are welcomed by the FSD Academy.  

It is unlawful for the Academy to employ anyone who is barred from working with children.  It is a criminal 
offence for any person who is barred from working with children to apply for a position at the School/ 
Academy/ partnership or anywhere which involves working with children.  All applicants will be made aware 
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that providing false information is an offence and could result in the application being rejected, or summary 
dismissal if the applicant has been selected, and referral to the police and/or the DBS.  

Job Descriptions and Person Specifications  

A job description is a key document in the recruitment process and must be finalised prior to taking any other 
steps in the process.  It will clearly and accurately set out the duties and responsibilities of the job role.    

The person specification is of equal importance and informs the selection decision.  It details the skills, 
experience, abilities, and expertise that are required to do the job.  The person specification will include a 
specific reference to suitability to work with children in THE FSD Academy settings.  

References  

References for short-listed applicants will be sent for immediately after short-listing.  The only exception is 
where an applicant has indicated on their application form that they do not wish their current employer to be 
contacted at that stage.  In such cases, this reference will be taken up immediately after interview.     

All offers of employment will be subject to the receipt of a minimum of two references which are considered 
satisfactory by the Academy.  

• Professional: This is a reference that comes from a candidate’s current or most recent employer and will 
be given by a manager or supervisor who the candidate worked with within that role. 

• Character (personal) reference: This would come from someone independent who has not worked with 
the individual but who does know the candidate well. 

For either kind of reference, the organisation can only contact the referee with the candidate’s permission. 
Any request for a reference should include a job description which gives the referee the context in which the 
reference is being requested. A job reference request should never ask for personal information or opinion 
about the candidate. 

It is best practice for any reference to be given in writing and not verbally so that there can be absolutely no 
dispute about what has been said. This also means that a candidate can ask about the information that has 
been provided about them and there is written evidence about what their previous employer has declared. 

Interviews  

There will be a face-to-face interview, and a minimum of two interviewers will see the applicants for the 
vacant position.  The interview process will explore the applicant’s ability to carry out the job description and 
meet the person specification.  It will enable the panel to explore any anomalies or gaps which have been 
identified, and to satisfy themselves that the chosen applicant can meet the safeguarding criteria (in line with 
Safer Recruitment Training).  

Any information regarding past disciplinary action or allegations, cautions or convictions will be discussed and 
considered in the circumstance of the individual case during the interview process, if it has been disclosed on 
the application form.    

At least one member of any interviewing panel will have undertaken safer recruitment training or refresher 
training as applicable.  

All applicants who are invited to an interview will be required to bring evidence of their identity, address, and 
qualifications.  Original documents will only be accepted, and photocopies will be taken.  Unsuccessful 
applicant documents will be destroyed 6 months after the recruitment programme.  
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OFFER OF APPOINTMENT AND NEW EMPLOYEE PROCESS  

In accordance with the recommendations set out in Working Together to Safeguard Children and the 
requirements of the Education (Independent School Standards) Regulations 2014, FSD Academy carries out a 
number of pre-employment checks in respect of all prospective employees.  

If it is decided to make an offer of employment following the formal interview, any such offer will be 
conditional on the following:  

• The agreement of a mutually acceptable start date and the signing of a contract incorporating FSD 
Academy standard terms and conditions of employment.  

• Verification of the applicant's identity (if not previously been verified).  
• The receipt of two references (one of which must be from the applicant's most recent employer) which 

FSD Academy considers to be satisfactory. For positions which involve "teaching work":  
• If FSD Academy being satisfied that the applicant is not, and has never been, the subject of a sanction, 

restriction or prohibition issued by the Teaching Regulation Agency (formerly National College for 
Teaching and Leadership), or any predecessor or successor body, or by a regulator of the teaching 
profession in any other European Economic Area country which prevents the applicant working at FSD 
Academy or which, in FSD Academy opinion, renders the applicant unsuitable to work at the Centre. 

• FSD Academy being satisfied that the applicant is not, and has never been, the subject of any proceedings 
before a professional conduct panel or equivalent body in the UK or any other country for any reason 
which prevents the applicant working at FSD Academy or which, in FSD Academy opinion, renders the 
applicant unsuitable to work at FSD Academy. 

• Where the position amounts to "regulated activity the receipt of an enhanced disclosure from the DBS 
which FSD Academy considers to be satisfactory.  

• Where the position amounts to "regulated activity" confirmation that the applicant are not named on the 
Children's Barred List.  

• Confirmation that the applicant is not subject to a direction under section 142 of the Education Act 2002 
which prohibits, disqualifies, or restricts them from providing education at an Academy, taking part in the 
management of an independent Academy or working in a position which involves regular contact with 
children. 

• Confirmation that the applicant is not subject to a direction under section 128 of the Education and Skills 
Act 2008 which prohibits, disqualifies, or restricts them from being involved in the management of an 
independent school. 

• Verification of the applicant's medical fitness for the role. 
• Verification of the applicant's right to work in the UK.   
• Any further checks which are necessary because of the applicant having lived or worked outside of the 

UK. 
• Verification of professional qualifications which FSD Academy deems a requirement for the post, or which 

the applicant otherwise cites in support of their application (where not previously verified).  

Whether a position amounts to "regulated activity" must therefore be considered by FSD Academy to decide 
which checks are appropriate.  It is however likely that in nearly all cases FSD Academy will be able to carry out 
an enhanced DBS check and a Children's Barred List check.  

A personal file checklist will be used to track and audit paperwork obtained in accordance with Safer 
Recruitment Training.  The checklist will be retained on personal files.    

 The Rehabilitation of Offenders Act 1974 The Rehabilitation of Offenders Act 1974 does not apply to 
positions which involve working with or having access to pupils.  Therefore, any convictions and cautions that 
would normally be considered ‘SPENT’ must be declared when applying for any position at The FSD Academy.  

 DBS (Disclosure and Barring Service) Check (formerly known as CRB Disclosure) 



 

SAFER RECUIREMENT POLICY    APRIL 2022  

FSD Academy applies for an enhanced disclosure from the DBS and a check of the Children's Barred List (now 
known as an Enhanced Check for Regulated Activity) in respect of all positions at FSD Academy which amount 
to "regulated activity" as defined in the Safeguarding Vulnerable Groups Act 2006 (as amended).  The purpose 
of carrying out an Enhanced Check for Regulated Activity is to identify whether an applicant is barred from 
working with children by inclusion on the Children's Barred List and to obtain other relevant suitability 
information.    

It is FSD Academy’s policy that the DBS disclosure must be obtained before the commencement of 
employment of any new employee. 

It is FSD Academy’s policy to re-check employees’ DBS Certificates every three years and in addition any 
employee who takes leave for more than three months (i.e., maternity leave, career break etc) must be re-
checked before they return to work.  

Members of staff at the FSD Academy are aware of their obligation to inform the Manager of any cautions or 
convictions that arise between these checks taking place.  

DBS checks will still be requested for applicants with recent periods of overseas residence and those with little 
or no previous UK residence.    

Portability of DBS Certificates Checks Staff may wish to join the DBS Update Service if they are likely to require 
another check in the future.  Applicants may sign up to the Service for a fee of £13 per annum, which is 
payable by the applicant.      

This allows for portability of a Certificate across employers.  

 FSD Academy will:  

• Obtain consent from the applicant to carry out an update search.  
• Confirm the Certificate matches the individual’s identity.  
• Examine the original certificate to ensure that it is for the appropriate workforce and level of check, i.e., 

enhanced certificate/enhanced including barred list information.    

The Update check would identify and advise whether there has been any change to the information recorded, 
since the initial Certificate was issued.  Applicants will be able to see a full list of those organisations that have 
carried out a status check on their account.  

Dealing with convictions FSD Academy operates a formal procedure if a DBS Certificate is returned with details 
of convictions.   

Consideration will be given to the Rehabilitation of Offenders Act 1974 and also:   

• The nature, seriousness, and relevance of the offence.   
• How long ago the offence occurred.    
• One-off or history of offences.  
• Changes in circumstances.  
• Decriminalisation and remorse.    

A formal meeting will take place face-to-face to establish the facts with the Directors, and a decision will be 
made following this meeting. If the relevant information (whether in relation to previous convictions or 
otherwise) is volunteered by an applicant during the recruitment process or obtained through a disclosure 
check, the Directors will evaluate all the risk factors above before a position is offered or confirmed.  
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If an applicant wishes to dispute any information contained in a disclosure, they may do so by contacting the 
DBS.  In cases where the applicant would otherwise been offered a position were it not for the disputed 
information, FSD Academy may, where practicable and at its discretion, defer a final decision about the 
appointment until the applicant has had a reasonable opportunity to challenge the disclosure information.  

 

Proof of identity, Right to Work in the UK & Verification of Qualifications and/or professional status.   

All applicants invited to attend an interview at FSD Academy will be required to bring their identification 
documentation such as passport, birth certificate, driving licence etc. with them as proof of identity/eligibility 
to work in UK in accordance with the Immigration, Asylum and Nationality Act 2006 and DBS identity checking 
guidelines. FSD Academy does not discriminate on the grounds of age.  

Where an applicant claims to have changed their name by deed poll or any other means (e.g., marriage, 
adoption, statutory declaration) they will be required to provide documentary evidence of the change. In 
addition, applicants must be able to demonstrate that they have obtained any academic or vocational 
qualification legally required for the position and claimed in their application form. 

FSD Academy is aware of its duties under the Equality Act 2010. The job offer will be withdrawn without first 
consulting with the applicant, obtaining medical evidence and considering reasonable adjustments.  

Overseas checks: The FSD Academy, in accordance with the UK Visas and Immigration (UKVI) will, if applicable, 
sponsor new foreign nationals (see Certificate of Sponsorship section).    

In addition, applicants who have lived/travelled abroad for more than 3 months will need to obtain a criminal 
record check from the relevant country. The applicant will not be permitted to commence work until the 
overseas information has been received and is considered satisfactory by FSD Academy.   

Induction Programme  

All new employees will be given an induction programme which will clearly identify FSD Academy policies and 
procedures, including the Safeguarding Policy, the Code of Conduct, and Working Together to Safeguard 
Children, and make clear the expectations which will govern how staff conduct their roles and responsibilities.   

Single Centralised Register of Members of Staff 

In addition to the various staff records kept in The FSD Academy and on individual personnel files, a single 
centralised record of recruitment and vetting checks are kept in accordance with the Education (Independent 
School Standards) Regulations 2014 requirements. This is kept up-to-date and retained by Matthew Piper 
(Director). The Single Centralised Register will contain details of the following: -  

 • All employees who are employed to work at FSD Academy.  

A Designated Manager (Sarah Thorpe) will be responsible for auditing the Single Centralised Register.  

Record Retention/Data Protection: FSD Academy is legally required to undertake the above pre-employment 
checks.  Therefore, if an applicant is successful in their application FSD Academy will retain on their personnel 
file any relevant information provided as part of the application process.  This will include copies of documents 
used to verify identity, right to work in the UK and qualifications 

This documentation will be retained by FSD Academy for the duration of the successful applicant's 
employment with the FSD Academy. All information retained on employees is kept at The Main site in a locked 
cabinet.    
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The FSD Academy will retain all interview notes on all unsuccessful applicants for a period of 6 months, after 
which time the notes will be confidentially destroyed (i.e., shredded).  The 6-month retention period is in 
accordance with the General Data Protection Regulations (GDPR).  

Ongoing, The FSD Academy recognises that safer recruitment and selection is not just about the start of 
employment but should be part of a larger policy framework for all staff. The FSD Academy will therefore 
provide ongoing training and support for all staff, as identified through the Annual Review/appraisal 
procedure.  

Leaving Employment at FSD Academy 

Despite the best efforts to recruit safely, there will be occasions when allegations of serious misconduct or 
abuse against children and young people are raised. This policy is primarily concerned with the promotion of 
safer recruitment and details the pre-employment checks that will be undertaken prior to employment being 
confirmed. Whilst these are pre-employment checks FSD Academy also has a legal duty to make a referral to 
the DBS in circumstances where an individual:  

 • Has applied for a position at FSD Academy despite being barred from working with children; or  

• has been removed by FSD Academy from working in regulated activity (whether paid or unpaid), or has 
resigned prior to being removed, because they have harmed, or pose a risk of harm to, a child.  

If the individual referred to the DBS is a teacher, FSD Academy may also decide to make a referral to the 
Teaching Regulation Agency.  

Contractors and agency staff Contractors engaged by FSD Academy must complete the same checks for their 
employees that FSD Academy is required to complete for its staff.  FSD Academy requires confirmation that 
these checks have been completed before employees of the Contractor can commence work at the FSD 
Academy.   

Visiting Speakers (and Prevent Duty)  

The Prevent Duty Guidance requires FSD Academy to have clear protocols for ensuring that any visiting 
speakers, whether invited by staff or by pupils, are suitable and appropriately supervised.  

FSD Academy are not permitted to obtain a DBS disclosure or Children's Barred List information on any visiting 
speaker who does not engage in regulated activity at the school or perform any other regular duties for or on 
behalf of the FSD Academy.  

All visiting speakers will be subject to FSD Academy usual visitors signing in protocol. This will include signing in 
and out at Reception, the wearing of a visitor’s badge always and being escorted by a fully vetted member of 
staff between appointments.  

FSD Academy will also obtain such formal or informal background information about a visiting speaker as is 
reasonable in the circumstances to decide whether to invite and/or permit a speaker to attend the FSD 
Academy. In doing so, FSD Academy will always have regard to the Prevent Duty Guidance and the definition 
of "extremism" set out in KCSIE which states:  

"’Extremism’ is vocal or active opposition to fundamental British values, including democracy, the rule of law, 
individual liberty and mutual respect and tolerance of different faiths and beliefs.  We also include in our 
definition of extremism calls for the death of members of our armed forces, whether in this country or 
overseas. Terrorist groups very often draw on extremist ideas developed by extremist organisations."  
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In fulfilling its Prevent Duty obligations FSD Academy does not discriminate on the grounds of race, colour, 
nationality, ethnic or national origin, religion or religious belief, sex or sexual orientation, marital or civil 
partner status, disability or age.  

Volunteers  

FSD Academy will request an enhanced DBS disclosure and Children's Barred List information on all volunteers 
undertaking regulated activity with pupils at or on behalf of FSD Academy (the definition of regulated activity 
set out above will be applied to all volunteers).   

Under no circumstances will FSD Academy permit an unchecked volunteer to have unsupervised contact with 
children.    

It is FSD Academy policy that a new DBS certificate is required for volunteers who will engage in regulated 
activity but who have not been involved in any activities with FSD Academy for three consecutive months or 
more.  Those volunteers who are likely to be involved in activities with FSD Academy on a regular basis may be 
required to sign up to the DBS update service as this permits FSD Academy to obtain up to date criminal 
records information without delay prior to each activity in which a volunteer participates.      

In addition, FSD Academy will seek to obtain such further suitability information about a volunteer as it 
considers appropriate in the circumstances. This may include (but is not limited to the following):  

• Formal or informal information provided by staff, parents and other volunteers.  
• Character references from the volunteer's place of work or any other relevant source; and  
• An informal safer recruitment interview. 
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FSD WHISTLE BLOWING POLICY 

The Public Interest Disclosure Act 1998 (PIDA) amended the Employment Rights Act 1996 (“the Act”) 
to create a framework for whistleblowing across the private, public, and voluntary sectors. The Act 
provides individuals in the workplace with protection from victimisation where they make a 
protected disclosure about malpractice or wrongdoing at work in accordance with the Act’s 
provisions. 

(Whistleblowing policy - GOV.UK (www.gov.uk)) 

This Policy aims to: 

 Encourage anyone to feel confident in raising serious concerns at the earliest 
opportunity and to question and act upon concerns about practice 

 Provide avenues to raise those concerns and receive feedback on any action 
taken 

 Ensure a response to any concerns and that are aware of and how to pursue 
them if they’re not satisfied 

 Reassure that everyone will be protected from possible reprisals or victimisation 
if made any disclosure in. 

 Procedure: 

All FSD Academy employees have a duty of care to report any concern which could be 
considered: 

• Dangerous to a person’s health and/or safety 

• Damaging to the environment 

• A criminal offence 

• The company acting unlawfully 

• The covering up of any wrongdoing. 

Employees can report their concerns without fear of reprisals, stigma, ridicule, or 
victimisation. 

Fsd Academy Directors/ managers can only resolve situations if they are aware of them, if 
you have a genuine concern, it must be reported. It does not matter if you only have a gut 
feeling about a situation and no concrete evidence, or you feel you may be acting unfairly or 
disloyally to colleagues. 

Fsd Academy management team will support any employee who whistleblows to protect 
them from bullying, intimidation, harassment, or reprisals. 

https://www.gov.uk/government/publications/ssro-whistleblowing-policy/whistleblowing-policy


 

 

Employees can either Whistleblow confidentially (this is where your name is not revealed 
without your consent), or anonymously (this is where you do not give your name). FSD 
Academy will respect any promise of confidentiality made to the individual and provide 
further support where needed. 

Any employee who Whisteblows is protected under the UK Public Interest Disclosure Act. 

Any employee who Whistleblows will be provided with confidential support, this will usually 
be a director to discuss any concerns. They will also be consulted with what measures are to 
be implemented to protect them and ensure they can continue to carry out their duties. 
Support will be tailored to each separate case. Support measures will be reviewed with the 
Confidential Support Individual and amended as necessary. 

FSD Academy employees should report if they witness or suspect: 

 A child/young person is being harmed, abused, or denied a service due to some 
form of discrimination. 

 A policy affecting children/young people is wrongly implemented. 
 You, your colleagues, or a child/young person are put at risk by unsafe working 

arrangements or improper use of information. 
 Colleagues are not adhering to Creative Family Solutions’ policies or procedures. 
 Fraudulent, improper, or unauthorised use is being made of money or assets 

belonging to Creative Family Solutions or a child/young person within their care. 
 Gifts or advantages have been obtained corruptly. 
 There is conflict between someone’s private interests and those of Creative 

Family Solutions. 
 Conduct which is an offence or a breach of the law (a criminal offence has been 

committed or failing to comply with any other legal obligation) 
 Disclosures related to miscarriages of justice 
 Racial, sexual, disability or other discrimination 
 Health and safety of the public and/or other employees 
 Damage to the environment 
 Unauthorised use of public funds or other assets 
 Possible fraud and corruption 
 Neglect or abuse of clients, or 
 Other unethical conduct 

Please be aware this is not an exhaustive list, if in doubt report it. Under the Public Interest 
Disclosure Act 1998 an employee, cannot be dismissed because of whistleblowing providing 
they follow the procedure and have a reasonable belief that their disclosures are made in 
the public interest. The following people are also protected: agency workers, individuals 
training with an employer, but not employed and any self‐employed workers, if supervised 
or working off site. 

Workers who aren’t employees cannot claim unfair dismissal due to whistleblowing, 
however, they are still protected and can claim ‘detrimental treatment’. 



 

 

Should an employee feel, they cannot report their concern to their manager, they are to 
report to the Directors. Should they feel, they can report it to neither of these individuals 
they may inform the Office of the Children’s Commissioner: 

The Office of the Children's Commissioner 

33GreycoatStreet London SW1P 2QF Tel: 02077838330 Fax: 02079317544 Email: 
info.request@childrenscommissioner.gsi.gov.uk www.childrenscommissioner.gov.uk/ 

However, an employee may only inform the Office of the Children’s Commissioner if they 
have reasonable belief to suspect the manager(s): 

 Will cover it up. 
 Would treat them unfairly if they complained 
 Has already been informed and has not acted to resolve the concern. 

All FSD Academy employees should be aware that under no circumstances may they speak 
directly to the national or local press, press agencies, radio, or television stations in 
connection with their work, nor should they give interviews if approached by such bodies. 
This will be viewed as a breach of the confidentiality afforded to children/young people in 
FSD Academy care. Any such breaches will be viewed as gross misconduct under the 
disciplinary procedures and disciplinary action will be considered. 

Failure to adhere to this policy may result in disciplinary action. 
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FSD FIRE POLICY & PROCEDURE 

PURPOSE 

The purpose of this policy & procedure is to minimise the risk to all staff, students, volunteers, 
visitors who are attending, working, or visiting FSD ACADEMY. This will be achieved by ensuring 
precautions are taken to avoid fires occurring and by ensuring that procedures for minimising the 
effects of an outbreak of fire and evacuating the premises are in place.  

FIRE SAFETY MANAGEMENT / ROLES AND RESPONSIBILITIES   

The main duties are; 

 To minimise risk from fire through thorough risk assessments  
 To ensure adequate staff/students fire training has taken place  
 To produce an emergency plan and put-up fire notices 
 To conduct fire drills  
 To check adequacy of firefighting apparatus and its maintenance  
 To implement recommendations from the Fire Risk Assessment 
 To ensure fire escape routes and fire exit doors/ passageways are unobstructed and doors 

operate correctly 
 To ensure fire detection and protection systems are maintained and tested and records 

kept- Responsibility of HIGHFIELD RANGERS  
 To ensure Fire Safety Log Book is kept up to date and accessible  
 Fire procedures Notices displaying the fire procedures are displayed at each cabin. 

The main duties are of the director are; 

 To provide training to all staff and students  
 To ensure all risk assessments are complete, updated, and actioned.  
 To ensure all policies and procedures are followed  
 To ensure any concerns in regards to fire are raised with HIGHFIELD RANGERS 

The main duties are of the staff/ volunteers are; 

 To attend all training  
 To ensure they understand all the policies and procedures  
 To ensure they raise any concerns in regards to fire safety  
 To ensure they follow all instructions given to them by the directors or health and safety 

officer. 

The main duties of students are;  

 To attend induction  
 To follow clear instructions in the event of a fire / emergency  
 To follow all rules set out in the policies 

FIRE SAFETY TRAINING 

Staff and students are trained twice a year on fire a prevention and regular evacuations are carried 
out and recorded. This includes;  

 Understanding the emergency plan/ fire procedure 



 

 

 No smoking indoors  
 No lighting matches indoors  
 Do not overload electric sockets 
 Do not use damage cables  
 Empty bins regularly  
 Ensure fire escapes are kept clear  
 Guidance on the use of relevant firefighting equipment e.g. fire extinguishers, fire blankets – 

to protect escape route 
 The significant findings of the Fire Risk Assessment 

Fire Risk Assessment 

Fire risk assessments are completed annually, however, staff and students are reminded of the 
following points, which are highlighted in their induction and training. 

Evacuation procedure  

 Raise the alarm, even for a small fire, either by shouting or press fire alarm (in the club 
house)  

 Leave the building calmly - do not run! 
 Leave behind all belongings 
 Nominated person to take register/visitor log  
 Do not break windows unless the only means of escape  
 If opening a door, touch lightly to make sure its not hot before opening - a fire could be on 

the other side  
 If smoke in the air keep as low as possible to the ground  
 If smoke reduces visibility, keep as close to a wall as possible whilst leaving the building 
 If clothes on fire do not run (running will fan the flames) -stop-keep hands on face - drop to 

the ground and roll over 
 Go to the assembly point which is the carpark 
 A nominated person MUST telephone the fire service  
 Nominated person to check register/visitor log to ensure no-one is left in the building 
 Details of fire to be entered in record log 

SHARED RESPONISABILITY  

HIGHFIELD RANGERS are responsible for fire safety inside the club house, all policies and procedures 
must be up to date. its HIGHFIELD RANGERS duty to ensure all fire alarms are maintained, checked 
weekly. Any maintenance in which could cause a fire or healthy and safety risk must be dealt with 
immediately or where seen fit.  

FIRE DOORS AND EXITS  

All doors should be closed after the last person has exits. This will prevent fire spreading and so 
minimise damage. 

FOLLOW UP TO EVACUATION DRILLS  

Drills must be recorded in the Fire Safety Log Book located in the office. Timing of each evacuation 
must be recorded accurately.  

MAINTENANCE OF FIRE DOORS, FIRE EXIT DOORS, FIRE EQUIPMENT AND SYSTEMS  



 

 

Fire extinguishers, fire alarm systems and emergency lighting are maintained by professional 
consultants. Staff will also carry out the routine tests on the systems and precautions as follows: A 
plan of where fire extinguishers are located, and their specific use can be found in the Office. 

HIGHFIELD RANGERS ARE RESPONSIBLE AND MUST SHARE ALL DOCUMENTATION WHICH 
INCLUDES, EQUIPMENT CHECK AND FIRE EXTINGUISHERS. 
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FSD DISCIPLINARY AND EXCLUSION POLICY 

This policy was conducted with the support from the gov.uk website.  

School discipline and exclusions - GOV.UK (www.gov.uk) 

Academy behaviour policy 
The Academy has a behaviour policy, which lists the rules of conduct for students before 
and after the Academy as well as during the Academy Day. 
The policy should also say what the school does to prevent bullying. 
You can ask the Academy for a copy of the policy document. 
 
Punishments/ sanctions  
The Academy may use one or more of the following sanctions in response to unacceptable 
behaviour by a student:  
• A verbal reminder/warning  
• Phone calls/letters home to parents  
• Referring the student to the directors  
 • Placing the student on disciplinary action.  
 
Physical contact 
Academy staff can use reasonable force to control and restrain students. This could include 
leading a student by the arm into a classroom/cabin. 
Complaining about a punishment 
If you disagree with the way your child’s been punished, first talk to the alternative 
provision lead. If you’re not satisfied, ask for a copy of the complaint’s procedure. 
 
Exclusions 
The directors of the Academy can exclude your child if they misbehave in or outside the 
Academy. 
 
What happens when your child is excluded? 
 
FSD Academy will let you know about an exclusion as soon as possible; we will then follow 
up with a letter informing why the student has been excluded and for how long.  
You will also be told how to challenge the exclusion, if you want to. 
 
Exclusions can start on the same day but the Academy shouldn’t make you collect your child 
straight away and understand that arrangements may have to be made. 
Types of exclusion 
There are 2 kinds of exclusion - fixed period (suspended) and permanent (expelled). 
Fixed period exclusion 
A fixed period exclusion is where your child is temporarily removed from the Academy. This 
is at the decision of the Academy Directors. It could be 1 day up to 2 weeks.  
 
Permanent exclusion 
 

https://www.gov.uk/school-discipline-exclusions
https://www.gov.uk/school-discipline-exclusions/challenging-exclusion


 

 

Permanent exclusion means your child is expelled from the Academy. It is then the 
responsibility of the school/ partnership to ensure your child is in school / alternative 
provision. 
 
Alternative education and exclusion 
 
The school or local council must tell you about any alternative education they arrange. It’s 
your responsibility to make sure your child attends. 
 
Challenging exclusion 
 
You’ll get a letter from the Academy telling you what to do if you disagree with the 
exclusion. 
 
flow chart below for the structure of the disciplinary action. 
 
Please note that the chart is only guide and Alterative Provision staff, managers and 
Directors can at any point decide what level of consequence is appropriate for a student’s 
misconduct.                           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 

DISCIPLINARY FLOW CHART 
 INCIDENT/ 
MISCONDUCT                                  CONSEQUENCES                          STAFF  
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FSD PREVENT POLICY  
What is Prevent? 

Prevent is a government led safeguarding strategy which aims to provide training and guidance to all 
care providers including those in the education sector. A revised version of the Prevent strategy 
was published in June 2011, however, putting policy into practice is an ongoing process. Prevent   is 
one of the four elements of the governments counter-terrorism strategy to protect those who are 
vulnerable and manage the threat of extremist activity 
The home office works with a wide range of organisations to deliver the Prevent strategy which aims 
to respond to the ideological challenge. The strategy provides guidance at multiple levels; from 
individual care providers to wider systemic actions which can be taken to minimise risk whilst also 
ensuring a compassionate approach which does not lead to discrimination or social exclusion. 

The Prevent strategy has 3 main objectives. These are to: 

1. Challenge the ideology that supports terrorism and those who promote it 
2. Protect vulnerable people 
3. Support sectors and institutions where there are risks of radicalisation 

How is Prevent implemented in schools? 

Despite an obvious duty of care, it is essential that educational organisations do not feel burdened 
by the need to become over-involved in the private lives of their students. This is especially so in a 
way which could become persecutory and encourage social segregation. A recent increase in 
exposure to minority groups e.g. higher numbers of refugees, has led to excluding and often 
discriminatory behaviour in UK institutions, which can affect mental health and wellbeing 
subsequently encouraging extremist views. Equally, an increase in the use of internet and political 
separation has led to an increase in far-right extremism which should be considered with an equal 
level of concern. 

Prevent is about understanding the potential indicators of radicalisation or extremist behaviour and 
taking the right steps to protect students in a safe and compassionate way. There is no mandatory 
government reporting for Prevent. Concerns should be addressed by following standard 
safeguarding procedures but referring to protocol which is local and relevant to the institution. 

Following training, a nominated Prevent advocate should be chosen in all educational organisations 
to act as a point of contact for the remaining staff body. They should also act as the gatekeeper for 
activating Prevent protocol if concerns have been raised and a decision is made to act. As with any 
safeguarding procedure, it is important that the responsibility for more severe intervention is not 
held by one person and there is ideally multi-disciplinary decision making such Team Around the 
Child meetings to guide the process forward. 

Providing training for all teachers or teaching assistants regarding signs to look out for is certainly 
going to strengthen the success of the Prevent strategy. It is important that education providers can 
keep and open mind about what constitutes extremist views or values and are able to create as safe 
an environment as possible, for different ideas or concerns to be expressed. Any activities, 
campaigns, or events to reduce social segregation, particularly in educational environments with a 
diverse range of minority groups, is also likely to reduce extremist ideologies by promoting social 
inclusion. 

What can individual Staff do? 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/97976/prevent-strategy-review.pdf


 

 

As a staff member of FSD Academy, it is essential to understand what to look out for in the same 
way that one might notice other safeguarding indicators which require intervention. Within the 
Academy, it is important to create a safe space where views can be expressed and explored, without 
fear of persecution or judgement, whilst at the same time establishing the boundaries of acceptable 
ideals. 

Tips for creating such a learning environment may include: 

 Encouraging open discussion around ideological issues and discussing the pros and cons of 
different points of view. 

 Allowing for critical discussion whilst keeping an open mind; supporting curiosity and 
acceptance. 

 Reinforcing the narrative that whilst a range of different belief systems are normal and 
accepted within society, there are certain core values which underpin the safety and welfare 
of others. 

 Promoting fundamental British values such as democracy, individual liberty, and respect for 
the law. 

Although such steps to promote acceptance and critical thought are no doubt beneficial to the 
development of all young people in an educational environment, there have been many ethical 
concerns raised about how to effectively promote fundamental values in and outside of the UK. 

As it may be difficult to think outside of the value-system which we have been brought up in, 
implementing a Prevent strategy in schools holds its own level of risk and so should be given due 
care and consideration within any educational institution to prevent stigma and discrimination. 

Signs of radicalisation – what should we look out for? 

Radicalisation does not happen overnight. it is a slow process which is often perpetuated by a hostile 
environment. On occasion, new ideas or vulnerability may arise in response to specific events within 
wider society or a person’s inner world, however, this is not a reliable source of judgment as the 
impact of external events may vary from person to person. It can be very difficult to pick up on the 
signs of radicalisation without making assumptions about differences in culture and belief. 
Therefore, it is important to always hold in mind social context and make decisions based on 
concerns about physical safety and emotional wellbeing (as with any other safeguarding concern) as 
opposed to belief systems alone. 

Potential signs that a student may be at risk of radicalisation or extremism include but are not 
limited to: 

 Becoming increasingly argumentative and refusing to listen to others point of view 
 Resistance or unwillingness to engage with other students who are different 
 Verbal or physical abuse directed towards other students who are different 
 Embracing conspiracy theories 
 Expressing feelings of persecution 
 Changing groups of friends or distancing themselves from others 
 No longer doing things they used to enjoy 
 Conversion to a new religion 
 Being secretive about their whereabouts or weekend activities 
 Expressing sympathy toward extremist ideologies or groups 



 

 

Assessing risk 

If there are concerns about the safety or wellbeing of a student, deciding to take action may feel 
uncertain. The decision will often involve a degree of professional judgement as well as discussion 
with peers and experts. It is essential that when deciding when and how to act, that decision-making 
is always necessary and proportionate. That is, that rational judgement is made within the social 
context of the concerns raised. 

In the classroom, a first step intervention may include taking the time to explore ideas on a 1:1 basis 
with the student or referring them for support services if you are concerned about other mental 
health difficulties. It is recommended to always aim to build trust, as feelings of persecution can 
push someone who is vulnerable further towards extremist belief systems or groups. 

Research has shown that social inclusion; feeling a sense of belonging in relation to groups is an 
essential part of forming identity and self-esteem during adolescence. There are several factors 
which may therefore make a person more vulnerable to radicalisation in this age group. 

Risk factors include: 

 Social exclusion i.e. being bullied or having few or no obvious friends 
 Certain learning difficulties such as Autistic Spectrum Disorder or Asperger’s Syndrome 

which cause problems with the ability to connect with others 
 Belonging to a minority group which may be under-represented in the school environment 
 Emotional difficulties caused by abuse or difficulties at home 
 A history of mental illness. 

If you are concerned that a child or group within your class are expressing extremist views and might 
be vulnerable to radicalisation, it is essential that you follow the safeguarding procedures already in 
place in your school. 

External agencies and guidance 

Within your school or educational organisation, there should already be a nominated Prevent 
advocate with whom you can discuss concerns and who’s responsibility it is to activate safeguarding 
protocol. 

As this person should have already received Prevent training, they should be the first port of call if 
you are worried about the radicalisation of a student. Beyond this, there are a number or external 
agencies you can go to for help and support. These include the higher education authorities, 
healthcare services (if mental illness or learning disability are a factor) and the local police (who will 
have a specialist Prevent unit). There may also be charitable organisations in your area to support 
the social integration of minority groups or provide additional education to those identified as being 
at risk. 

For further information and guidance, please see the following resources and websites: 

Prevent duty guidance - GOV.UK (www.gov.uk) , KCSIE- 2022-REVISED ,BSW- Safeguarding and 
radicalisation (basw.co.uk), FSD Safeguarding policy.  

 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  
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https://www.basw.co.uk/system/files/resources/basw_90737-8_0.pdf
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RISK ASSESMENT – SITE   

                                                    FSD ACADEMY 

RISK ASSESSMENT  
  

Assessor:  Sarah Thorpe  Signature:  
  

Position:  Administration Manager   

Location Being Assessed:  FSD ACADEMY   
Highfield Rangers FC, 443, Gleneagles Avenue, Leicester LE4 7YJ  

Accessed Date:  01/09/2021 
30/08/2022  

Scheduled 
review:  

30/08/2023  

  
 Identified hazard  Assess 

the risk  
Action required  Who will be 

responsible  
Action 

completion 
date  

Identify the 
task  

What are the risks associated 
with the activity? Who could 

potentially be affected?  

Is the risk  
Low,  

Medium 
or High  

What will be done to reduce or remove the risk?  Manager/  
Supervisor/  
Office staff?  

Date  

Car park  Students, staff, visitors, and 
Pedestrians are at risk of injury 
due to-   
Cars/lorries coming 
into the car park no 
Pedestrian walk 
path   

Segregation Of Pedestrian and 
Vehicles 

High    Students and staff must attend all training and induction. Which includes 
students no uses earphones when accessing the grounds, to be Vigilante.   

 Consider slow / speed limit sign for  
o vehicles   

 New access gate for pedestrians with Clear mark walk way to be provided ( 
time scale has been given to Highfield Rangers)   please note no pathway 
provided> please see steps to follow  

 FSD Main Hub Gate is to be closed by 10.15am. all access is then in the 
gated areas of the cabins and the main club house (back entrance) and 

FSD ACADEMY   
Students, 

visitors, staff, 
pedestrians   

    
  
  
  

30/08/2022 



 

 

RISK ASSESMENT – SITE   

Due to the car park be accessible to 
the public FSD have put in place 
guidelines in which all staff and 
students should follow. 

fields.  
 Students are not permitted to walk, run or cycle on the car park area. 

Pedestrians are to use the marked path area alongside the pitch area. 
(Please see site plan for details) 

 Once students have arrived and registered on the premises, that are not to 
exit the main gate of FSD HUB (leading to the car park) without a member of 
staff. (Please see site plan for details) 

 Staff must be present when students are collected from the premises, if a 
student has written permission from school, partnership and parent or 
guardian, to walk home from the provision.  

 Staff are to escort the student via the path area and out of the gate. 

HIGHFIELD  
RANGERS 

Outside bin  Access to the bin area is 
dangerous due to being located 
on the car park. Anyone who is 
accessing the bin area is at risk of 
injury.   

High   Bin area is clearly marked  
 Lighting in the area is good, sensory lights in place on darker days  

 Staff must be vigilant when attending to the bin area.  

 

FSD 
ACADEMY  

STAFF   

30/08/2022 



 

 

RISK ASSESMENT – SITE   

Club house   
  

Anyone entering or using the 
club house is at risk of trips, falls 
and injuries due to,   
Tiled and laminate flooring when 
wet.  
Use of cables on the ground   
Electrical appliances – is cause 
for concern.    

High  •  

•  

•  

  

Wet floor signs must be provided and uses when needed.   
All spillages must be made know to FSD staff when occurred and 
cleaned.  Cleaning maintenance is conducted out of academy hours.   
No football boots are allowed in the club house   
Mats are available for feet to be wiped   
Pat testing must be completed and up to date   

Students/ 
staff   

  
  
  
  
  
  
  
  

HIGHFIELD  
RANGERS   

30/08/2022 

Kitchen    Staff, students and visitors are at 
risk of injuries due to,   
Boiling water , Electrical 
Appliances, Slips  

High   •  

 

 

 Making of hot drinks is not encouraged. Supervision 
by staff if AP students make a hot drink.  Portable 
Appliance Testing   

 Annual certification   
 Floor cleaning undertaken outside of college hours  
 Students and staff to clean any drink spillages 

immediately  
 All concerns to be reported immediately   

FSD 
ACADEMY   
Students   

Staff   
  

HIGHFIELD  
RANGERS    

30/08/2022 

Changing 
rooms  

Slips- students, staff, and 
visitors - fall   
Safeguarding - Students, staff, 
and visitors – physical or 
verbal abuse or accusation    

High    Floors swept and cleared of any mud at end of each 
day. Mop if required.   Litter to be taken or placed in bin  

  FSD staff or visitors should never be alone with one student 
Where more than one student in changing rooms spot 

All fsd 
academy 

staff   
  

30/08/2022 



 

 

RISK ASSESMENT – SITE   

checks on behaviour should be made.    All users   

  
Cabins / 

classrooms   
Students, visitors and staff are at risk of.   
Trips/falls, due to steps into cabins, flooring outside 
of the cabins, cables.  
Electrical equipment – fire concerns. (electric 
heaters)  
Safeguarding - Students, staff, and visitors – physical 
or verbal abuse or accusation    
   
  
  

High  • • 
•  

•  

•  

•  

•  

Floor cleaning undertaken  outside 
of college hours   
Students and staff to clean any drink/ 
spillages immediately   
Portable Appliance Testing Annual 
Certification.   
No items are to be placed over the 
electrical heaters and all heaters must 
be turned of when no in use and at the 
end of the day.   
Sockets located to edge room. Where 
laptop plug in is required students to 
sit to edge. No extension leads across 
walkways.    
FSD staff or visitors should never be 
alone with one student. Where 
students working without direct 
supervision, regular spot checks on 
behaviour should be made.   

Cleaning staff   
FSD ACADEMY   

Staff   
Students   

30/08/2022 

Gym   Slips- students, staff, and visitors - fall    
Trips- students, staff, and visitors - fall   
Equipment - All users. Incorrect use of equipment  

    
 High   

   Trainers to be worn in gym. 
Drinks to be sealed. Any 
sweat or spillages to be 

FSD ACADEMY   
Staff   

Students   

30/08/2022 



 

 

RISK ASSESMENT – SITE   

    cleaned immediately.  
 2 people to present at all 

times when In the gym area.  

  
 may lead to muscle or impact injury.        •  Litter to be taken or placed in bin      

   
    
    

  
    
  

•  All gym equipment to have designated 
storage positions which are informed 
to users in induction.    

  

     
   
    

    
   

    

•  All users must participate in induction 
to use of gym. Any student under age 
16 must always be supervised by FSD 
staff, subject to safeguarding guidance 
below.    

  

   •  All equipment is checked weekly and 
documented. Any concern raised 
should be dealt with immediately.  

  



 

 

RISK ASSESMENT – SITE   

Sports fields   Football Training/ Matches and Sports Activities 
Parties involved in any of the above could be at risk 
of injury or illness.   

High   •  

•  

•  

Warm up activities to prepare muscles. 
Suitable clothing for weather to be 
worn by participants (sessions to be 
ended and students return indoors in 
extreme weather Conditions).  Shin-
pads to be recommended during 
opposed football activities.    
Students age 16+ can train without 
supervision as agreed with staff. 
Students under age 16 should be 
supervised or observed by FSD staff. 
Staff to recognise any behaviour 
triggers and use preventative deescalation 
wherever possible.    

FSD STAFF   30/08/2022 

TOILETS   Safeguarding -Students, staff, and visitors – 
physical or verbal abuse or accusation   

High  •  FSD staff or visitors should try to avoid 
using toilet at same time as students 
and should never be alone with one  

FSD ACADEMY   
staff   

30/08/2022 

  
    student in toilets. Students under 16 

should use toilet one at a time. Male 
and Female toilets to be available.    

&  
Visitors   

30/08/2022 



 

 

RISK ASSESMENT – SITE   

OFF-SITE    FLIGHT - Students – multiple risks    High   •  

•  

All students are Informed of off-site 
rules: Students age 16+ are free to 
leave site during breaks and 
lunchtime. Students under age 16 are 
to remain on-site for the complete 
period of their day / session and 
should bring packed lunch where 
required.    
Students under 16 may only leave the 
premises at break or lunchtimes with 
written consent from 
provider/parent/carer or when escorted 
by minimum of 2 FSD staff.    

FSD staff.   30/08/2022 

COSHH   Staff, visitors, and students could be at risk when 
using household cleaning products.    

High   •  

•  

•  

FSD ACADEMY no not use any items in 
which fall between the COSHH.  
HIGHFIELD RANGERS are responsible 
for all COSSH assessment due to any 
substances being use by them or  
cleaning staff    
COSSH risk assessments are available 
if/when needed. 
All cleaning products used by Highfield 
Rangers must be locked away in a 
suitable cupboard.   

HIGHFIELD  
RANGERS   

30/08/2022 

  



                                

 

FSD STAFF CODE OF CONDUCT  

INTRODUCTION  

This Code of Conduct is intended as a guide and a help to all FSD Academy Staff . It sets out 
standards of conduct which staff are expected to follow when at FSD sites, or representing the 
Academy. This code is not exhaustive but is written to assist staff and it is important that staff should 
take advice and guidance if necessary. The underlying purpose is to ensure that FSD Academy 
provides a high quality service to its students and partners in accordance with our Mission 
Statement and to promote public confidence in the integrity of the Academy. It takes in the 
requirements of the law and attempts to define the required levels of professionalism to ensure the 
well-being of FSD Academy, its staff, it students, partners and visitors.  

 Staff are requested to read this Code carefully and consider the issues which it raises. 
 The Directors/Managers should also ensure that all staff are aware of the Code’s contents 

and are fully briefed on its implications. 
 Reference to this Code will be made in all contacts of employment, and copies will be given 

to all staff. In addition, the induction programme for all new staff will reinforce the 
principles of this Code.  

 Investigations of alleged breaches of this Code will be covered under the Staff Handbook 
and could form misconduct or gross misconduct or result in disciplinary action. 

CODE OF CONDUCT  

Staff’s off-duty hours are their personal concern, but they should avoid a position where duty and 
private interests conflict. This includes:  

• Staff members making online associations/friendships with current pupils via social networking 
sites such as Facebook, 

• Staff members using texting/email facilities on either their mobile phone or PC/Mac to 
communicate with current pupils. 

GENERAL POINTS  

• Staff should display the highest possible standards of professional behaviour  

• Staff should seek to co-operate with their colleagues, providing support, help and guidance as 
required by them and their line manager, and enable effective communication throughout the 
charity.  

• Staff should not use their position in FSD for private advantage or gain.  

• Staff should avoid words and deeds that might bring FSD Academy into disrepute or might 
undermine colleagues in the perception of others (staff/pupils/parents/community).  

• Staff should be aware of, and should follow FSD Academy policies and procedures.  

• Continuing professional development and support shall be provided by FSD, employees will be 
required to attend certain training activities.  



                                

 

• Staff must obtain permission from the Manager/ Directors before taking pupils off the premises 
and complete the off-site risk assessment.  

• Staff must obtain permission from the Manager before incurring any expenditure on behalf of the 
FSD.  

• Staff should attend work punctually in accordance with their conditions of work rota and at the 
times agreed with their manager/ Directors. Those unable to avoid being late must inform the 
Manager as soon as they can. If a member of staff is unable to attend their work, they must notify 
their manager before 8am by phone (not text) themselves so that alternative cover arrangements 
may be made.  

MATT PIPER AND OWEN JOHNSON WANT THE STAFF AT THE FSD ACADEMY TO EXIST IN A FRIENDLY, 
RESPECTFUL AND POSITIVE ENVIRONMENT. HOWEVER THERE ARE GUIDELINES AND RULES THAT 
ARE REQUIRED TO MAINTAIN HIGH STANDARDS. WE EXPECT STAFF TO:  

● FOLLOW POLICIES AND PROCEDURES – please refer to staff code of conduct in FSD POLICIES 
including, FSD BEHAVOIUR POLICY, FSD USE OF TECHONOLGY (AUP).  

● CARRY OUT DUTIES OUTLINED IN THE JOB DESCRIPTION  

● MAINTAIN GOOD TIMEKEEPING  

● MAKE IMMEDIATE CONTACT IF UNABLE TO ATTEND WORK/EVENT  

● ATTEND TRAINING WHEN REQUIRED  

● DRESS APPROPRIATELY  

● TREAT EACH OTHER WITH RESPECT  

● TREAT STUDENTS WITH RESPECT  

● IMMEDIATELY REPORT ANY INCIDENTS  

● AVOID BEHAVIOUR THAT WOULD BRING THE ACADEMY INTO DISREPUTE  

● FEEL COMFORTABLE DISCUSSING IDEAS OR ISSUES  

DAILY/ WEEKLY UPDATE MEETINGS WILL BE ATTENDED BY ALL STAFF INRELATION TO ALTERATIVE 
PROVISION. 

ALL NEW STAFF WILL HAVE A MONTHLY REVIEW FOR THE FIRST 3 MONTHS OF THEIR 
PROBATIONARY PERIOD, THEREAFTER, ALL STAFF WILL HAVE A PERFORMANCE REVIEW EVERY SIX 
MONTHS. A FULL STAFF MEETING, WITH AN AGENDA WILL BE ARRANGED AT LEAST EVERY THREE 
MONTHS. A STAFF HANDBOOK IS GIVEN TO ALL NEW STAFF. 

Staff should also follow staff code of conduct in the following policies. 

 FSD Acceptable us of technologies, appendix 1 page 7. 



 

 

FSD ACADEMY – ALTERATIVE PROVISION  

Attendance policy  

PURPOSE 

The purpose of this policy is to ensure all of those affected understand the importance of education 
roles and responsibilities. regular attendance at school is essential to ensure uninterrupted progress 
and to enable pupils to extend their potential. The attendance pattern for all students is monitored 
weekly, with the Academy seeking to work actively with inclusion partnerships, parents end carriers 
to ensure regular attendance. 

SCOPE 

The aim of this policy is to encourage pupils to attend the FSD Academy: subsequently they will be 
able to take advantage of the education, sport and life skills opportunity available parents/ carers 
have the primary responsibility for ensuring that children of compulsory school age (i.e, 5 to 16years 
olds) receive a suitable education either by regular attendance at school or otherwise. The 
alternative provision aims to support and encourage parents/ carers to meet these responsibilities. 

OVERVIEW 

 FSD Academy alternative provision expect all students on roll to their agreed provision. We do all 
we can to encourage regular attendance and put in place appropriate procedures to support this. 
This is explained in inclusion partnerships when agreeing placements. 

We know that attendance can seriously affect each students: 

 Attainment in school 
 With others and their ability to form lasting relationships 
 Confidence to attempt new work and work alongside others 

Persistent absent affects life chances and FSD Academy have a duty to protect education; we will 
challenge any unauthorised absence.  

EXPECTATIONS 

(Note that typical attendance is 1-2 days per week, hence this is reflected in the percentage 
guidelines) 

attendance can be summarised as: 

90% plus Good- well done! This will help all aspects of 
progress and life in school. This gives a good 
start in life and supports a positive work ethic. 

80 to 89% Average- well done, strive to build on this 
70 to 79% Poor- absence is now affecting attainment and 

progress. And work with the Academy to 
improve the situation. 

Below 70% Unacceptable- absence is causing serious 
concern. It is disrupting learning and limiting 
progress. We will work with you and the 
education, performance, and inclusion team to 
improve your Childs attendance. Permitting 
absence from school without good reason is 



 

 

an offence by the parent. Only the school can 
“authorise” absence. The school will not 
accept all reasons as valid. Where genuine 
physical and/or mental health issues are 
affecting attendance FSD Academy will be 
supportive in working with all parties as 
appropriate 

 

PARENTAL RESPONSIBILITY 

Parents/carers have a legal obligation to ensure children attend regularly and on time.  

AUTHORISED AND UNAUTHORISED ABSENCES 

Absence will be classified by the school, not parents/carers. An absence is classed as an authorised 
when a child is away from school for a legitimate reason and the school has received notification 
from a parent or carer. For example, if a child has been unwell and the correct medical evidence is 
received the school will make the absence authorised and mark with an I code (illness). After 
occasions where the school will mark C code (authorised absence) include, attending the wedding of 
a family member, family bereavement or to attend court (these examples are illustrative and not 
meant to be exhaustive).  

Unauthorised absences are those, which the school does not consider reasonable and for which no 
authorization has been given, examples include: 

 Parents/ carers keeping children off school unnecessarily e.g. to go shopping/ to carer for a 
sibling, or the student/ parents/ siblings/relative’s birthday. 

 Truancy/ refusal. 
 Absences that have never been properly explained. 
 Illness without medical evidence. 
 Holidays in term time (in exceptional circumstances school may agree term time holiday). 

ABSENCE WITHOUT REASON 

When a pupil is absent, the attendance administrator will record the absence in the register, FSD will 
then inform the school/partnership by either CLM or email. The school will endeavour to contact the 
parents/carers and other emergency contacts if information has not been received regarding the 
reason for the absence. This will happen every day of nonattendance where no call/email/ message 
has been received informing us of absence and reason why. 

ILLNESS AND MEDICAL APPOINTMENTS 

When students are unwell, the inclusion partnership/ parents/ carers should contact FSD Academy 
before 9:30am on the first day of absence. A call must be made for each day of absence. Inclusion 
partnership, parents/carers must provide a reason for absence, records of attendance will be kept 
by FSD Academy. When FSD Academy are concerned about the amount of time missed due to illness 
we may share information with inclusion partnerships or external agencies if appropriate. Parents/ 
carers should ensure that every effort is made to make or arrange medical appointments outside 
hours of the provision. 

HOLIDAYS 



 

 

Students’ absence during term time can seriously disrupt students’ continuity of learning. Parents 
should avoid booking a holiday in term time. Parents do not have an automatic right to withdraw 
students from school for holiday an in law, have to apply for permission in advance. Holidays will 
only be authorised in exceptional circumstances and requests will normally be handled by the 
parent school or inclusion partnership. The school/ partnership MUST inform FSD Academy of any 
holiday authorised. 

ARRIVAL TIMES 

All students should arrive for their provision on time, this is the time of arrival at the Academy 
agreed with the school or inclusion partnership when agreeing or updating the placement. Where 
students arrive late the time of their arrival will be recorded. If this becomes consistent issue, details 
and solutions will be discussed with the school, inclusion partnership, parents/ carers. Where late 
start times have been agreed there will be an ongoing dialogue between the school and parent to 
work towards attending at the usual times. Persistent lateness will lead to review of the placement 
suitability and timings. Schools and inclusion partnerships will be informed that a student has not 
arrived within 15minutes of their schedule arrival time. The school/ partnership will be informed.  

SCHOOL/ INCLUSION PARTNERSHIP RESPONSIBILITIES  

The Head teacher or Inclusion Partnership Lead has responsibility for attendance matters, supported 
by the administration staff. Attendance is recorded and data stored. FSD will maintain accurate 
registers, which can be requested as evidenced if required. Schools and partnerships agree to pay 
FSD Academy for all scheduled attendance upon invoice, whether the students do or do not attend 
on those days. The Head teacher or Inclusion Partnership Centre Leads authorise absence, not 
parents/ carriers. Absence of any reason during term time is discouraged. Nonattendance is an 
important issue that is treated seriously. However, each case is different and FSD Academy 
acknowledges that not one standard response will be appropriate in every case. Consideration is 
given to all factors affecting attendance before deciding what intervention strategies to apply. In 
every case, early intervention is essential to prevent the problem from worsening. It is essential that 
school/inclusion partnerships/ parents/ carers keep FSD Academy fully informed of any matters that 
may affect their child's attendance. 

If a student is persistently late or absent for more than 10 sessions in a ten-week period or FSD 
Academy identify a concern regarding the student’s, the school or inclusion partnership may be put 
this to the Local Authority. We will start our process for non-attendance which includes issuing 
letters and or arrange meetings, to discuss and achieve a resolution with school/ partnership. This is 
the beginning of the improvement pathway. It is hoped that a quick response and change of levels of 
absence will prevent the need for more serious action. 

KEY PRINCIPLES 

The Alternative Provision follows up unexplained absences on the 1st morning, this is a positive pro-
active measure, which demonstrates vigilance, care and concern for the students and determination 
to build an effective partnership with the schools/ partnerships/ parents/ carers. Unauthorised 
absence is an indicator of disaffection and early intervention can prevent problems from becoming 
worse. In cases of non-cooperation with tuition, when a student is on a school roll, the Alternative 
Provision School may ease the arrangements. The school and the Education Performance and 
Inclusion Team or Informed. 

STUDENTS 



 

 

Students will be encouraged, where appropriate to. 

 Establish regular attendants. 
 Inform staff members if there is a problem that may lead to absences 

Schools/ partnerships/ parent/ carers will: 

 Encourage attendance. Inform FSD Academy on the first day of non-attendance.  
 Liaise closely with the staff regarding concerns about attendance or punctuality.  
 Discuss planned absences with the staff at FSD Academy in advance 

STAFF  

FSD Academy staff will: 

 Encourage attendance.  
 Ensure that pupils are registered accurately an effectively.  
 Ensure that student’s attendance and lateness is monitored. 
 Liaise closely with schools/ partnerships/ parents/ carers regarding concerns about 

attendance and punctuality.  
 Contact school/ partnerships on the first day of absence.  
 Report and attendance concerns to the Head teacher or Partnership Lead. 

 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  

COMPLETED BY   SARAH THROPRE  DATE  01/09/2022 

SIGNTURE  REVIEW DATE  01/09/2023 

 



 

 

FSD FIRE POLICY & PROCEDURE 

PURPOSE 

The purpose of this policy & procedure is to minimise the risk to all staff, students, volunteers, 
visitors who are attending, working, or visiting FSD ACADEMY. This will be achieved by ensuring 
precautions are taken to avoid fires occurring and by ensuring that procedures for minimising the 
effects of an outbreak of fire and evacuating the premises are in place.  

FIRE SAFETY MANAGEMENT / ROLES AND RESPONSIBILITIES   

The main duties are; 

 To minimise risk from fire through thorough risk assessments  
 To ensure adequate staff/students fire training has taken place  
 To produce an emergency plan and put-up fire notices 
 To conduct fire drills  
 To check adequacy of firefighting apparatus and its maintenance  
 To implement recommendations from the Fire Risk Assessment 
 To ensure fire escape routes and fire exit doors/ passageways are unobstructed and doors 

operate correctly 
 To ensure fire detection and protection systems are maintained and tested and records 

kept- Responsibility of HIGHFIELD RANGERS  
 To ensure Fire Safety Log Book is kept up to date and accessible  
 Fire procedures Notices displaying the fire procedures are displayed at each cabin. 

The main duties are of the director are; 

 To provide training to all staff and students  
 To ensure all risk assessments are complete, updated, and actioned.  
 To ensure all policies and procedures are followed  
 To ensure any concerns in regards to fire are raised with HIGHFIELD RANGERS 

The main duties are of the staff/ volunteers are; 

 To attend all training  
 To ensure they understand all the policies and procedures  
 To ensure they raise any concerns in regards to fire safety  
 To ensure they follow all instructions given to them by the directors or health and safety 

officer. 

The main duties of students are;  

 To attend induction  
 To follow clear instructions in the event of a fire / emergency  
 To follow all rules set out in the policies 

FIRE SAFETY TRAINING 

Staff and students are trained twice a year on fire a prevention and regular evacuations are carried 
out and recorded. This includes;  

 Understanding the emergency plan/ fire procedure 



 

 

 No smoking indoors  
 No lighting matches indoors  
 Do not overload electric sockets 
 Do not use damage cables  
 Empty bins regularly  
 Ensure fire escapes are kept clear  
 Guidance on the use of relevant firefighting equipment e.g. fire extinguishers, fire blankets – 

to protect escape route 
 The significant findings of the Fire Risk Assessment 

Fire Risk Assessment 

Fire risk assessments are completed annually, however, staff and students are reminded of the 
following points, which are highlighted in their induction and training. 

Evacuation procedure  

 Raise the alarm, even for a small fire, either by shouting or press fire alarm (in the club 
house)  

 Leave the building calmly - do not run! 
 Leave behind all belongings 
 Nominated person to take register/visitor log  
 Do not break windows unless the only means of escape  
 If opening a door, touch lightly to make sure its not hot before opening - a fire could be on 

the other side  
 If smoke in the air keep as low as possible to the ground  
 If smoke reduces visibility, keep as close to a wall as possible whilst leaving the building 
 If clothes on fire do not run (running will fan the flames) -stop-keep hands on face - drop to 

the ground and roll over 
 Go to the assembly point which is the carpark 
 A nominated person MUST telephone the fire service  
 Nominated person to check register/visitor log to ensure no-one is left in the building 
 Details of fire to be entered in record log 

SHARED RESPONISABILITY  

HIGHFIELD RANGERS are responsible for fire safety inside the club house, all policies and procedures 
must be up to date. its HIGHFIELD RANGERS duty to ensure all fire alarms are maintained, checked 
weekly. Any maintenance in which could cause a fire or healthy and safety risk must be dealt with 
immediately or where seen fit.  

FIRE DOORS AND EXITS  

All doors should be closed after the last person has exits. This will prevent fire spreading and so 
minimise damage. 

FOLLOW UP TO EVACUATION DRILLS  

Drills must be recorded in the Fire Safety Log Book located in the office. Timing of each evacuation 
must be recorded accurately.  

MAINTENANCE OF FIRE DOORS, FIRE EXIT DOORS, FIRE EQUIPMENT AND SYSTEMS  



 

 

Fire extinguishers, fire alarm systems and emergency lighting are maintained by professional 
consultants. Staff will also carry out the routine tests on the systems and precautions as follows: A 
plan of where fire extinguishers are located, and their specific use can be found in the Office. 

HIGHFIELD RANGERS ARE RESPONSIBLE AND MUST SHARE ALL DOCUMENTATION WHICH 
INCLUDES, EQUIPMENT CHECK AND FIRE EXTINGUISHERS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  

COMPLETED BY   SARAH THROPRE  DATE  01/09/2022 

SIGNTURE  REVIEW DATE  01/09/2023 

 



                                     

 

FSD Safeguarding Policy 
1. Purpose & Scope  
This policy applies to all staff, managers, paid staff, volunteers and seasonal workers, agency 
staff, students or anyone working for and on behalf of FSD Academy. The term 'learner' 
used in this policy refers to learners of FSD Academy who train, play competitive sport and / 
or study at our place of learning or off-site venues.   

The purpose of this policy is:  

• To protect children, young people and vulnerable adults who receive FSD Academy 
services. This also includes the children of adults who use our services and siblings of 
learners.  

• To provide parents, staff and volunteers with the overarching principles that guide 
our approach to child protection. Children are defined in the Children Act 1989 and  
2004, as a person under the age of 18 years. The Safeguarding Vulnerable Groups 
Act 2006 defines a vulnerable adult as a person aged 18  

 Legal Framework  

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to 
protect children, young people and vulnerable in England.   

What legislation, guidance and policies surround safeguarding children? 

There are many different policies and legislation out there regarding safeguarding children, 
as it is such a fundamental aspect of education and childcare, The key pieces of legislation 
that you might be aware of are: 

 The Children Act 1989 (as amended). 
 The Children and Social Work Act 2017. 
 Keeping Children Safe in Education 2022. 
 Working Together to Safeguard Children 2018. 
 The Education Act 2002. 
 The United Nations convention on the Rights of the Child 1992. 
 The Equality Act 2010. 
 The Children and Families Act 2014. 
 The Human Rights Act 1998.  
 Safer working practice for those working with children and young people in 

education settings February 2022 
Summaries of theses legislations can be found on: 

https://www.nspcc.org.uk/  

www.gov.uk  

https://www.nspcc.org.uk/
https://www.nspcc.org.uk/
http://www.gov.uk/
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2. Our commitment  

• We believe that a child or vulnerable adult should never experience abuse of any 
kind.  

• We promote the welfare of all children, young people and vulnerable adults and to 
keep them safe.  

• We have a responsibility to promote the welfare of all children and young people, to 
keep them safe and we are committed to practice in a way that protects them.  

• We will protect learners from radicalisation and extremism, by responding swiftly 
where learners are vulnerable to these issues.  

• We protect children and young people who receive our services. This includes the 
children of adults who use our services and any siblings of learners.  

• We will provide staff and volunteers with regular updates and annual training on 
Safeguarding and Prevent.  

• Record and check the details of all visitors to all our premises.  

3. Aims  

Our aims are to:  

• Promote fundamental British values, including freedom of speech, rights to be safe 
and listened to, by creating an environment that encourages all to raise any 
concerns.  

• Encourage learners/players to develop a sense of autonomy and independence in 
their learning and development.  

• Enable young people/young people to have the self- confidence and the vocabulary 
to resist inappropriate approaches.  

• Work with employers to build their understanding of and commitment to the 
principles of safeguarding and prevent duty.  

• Liaise with other statutory agencies to ensure legislative procedures are current.  

4. We recognise that:  

• The welfare of the child is paramount  
• All children regardless of age, disability, gender reassignment, race, religion or belief, 

sex or sexual orientation have a right to equal protection from all types of harm or 
abuse  

• Some children are additionally vulnerable because of the impact of previous 
experiences, their level of dependency, communication needs or other issues  

• Working in partnership with children, young people, their parents, carers and other 
agencies is essential in promoting young people’s welfare  

5. We will seek to keep children and young people safe by:  

• Valuing, listening to and respecting them  
• Appointing a Designated Safeguarding Officer (DSO) for children and young people.  
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• Adopting child protection and safeguarding best practice through our policies, 
procedures and code of conduct for staff and volunteers  

• Developing and implementing an effective online safety policy and related 
procedures  

• Providing effective management for staff and volunteers through supervision, 
support, training and quality assurance measures  

• Recruiting staff and volunteers safely, ensuring all necessary checks are made  
• Recording and storing information professionally and securely  
• Sharing information about safeguarding and good practice with students, their 

families, staff and volunteers via leaflets, posters, group work and one-to one 
discussions  

• Using our safeguarding 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 an anti-bullying environment and ensuring that we have a 
policy and procedure to help us deal effectively with any bullying that does arise  

• Ensuring that we have effective complaints and whistleblowing measures in place  

• Ensuring that we provide a safe physical environment for our children, young people, 
staff and volunteers, by applying health and safety measures in accordance with the 
law and regulatory guidance.  

6. Safeguarding  

Safeguarding is defined as:  
‘Safeguarding is the action that is taken to promote the welfare of children and protect them 
from harm’. - https://learning.nspcc.org.uk/safeguarding-child-protection 
 

• Protecting children and young people from maltreatment.  
• Preventing impairment of children's and young people’ health or development.  
• Ensuring that children and young people are growing up in circumstances consistent 

with the provision of safe and effective care.  
• Acting to enable all children and young people to have the best life-chances.  

7. Significant Harm  

• Harm means ill treatment or the impairment of health or development, including 
impairment suffered from seeing or hearing the ill treatment of another.  

• Development means physical, intellectual, emotional, social or behavioural 
development.  

• Health means physical or mental health.  
• Ill treatment includes physical & sexual abuse and forms of ill treatment which are 

not physical. (s.31 (9) Children Act 1989 as amended by the Adoption and Children 
Act 2002)  

https://learning.nspcc.org.uk/safeguarding-child-protection
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Welfare- Welfare is defined as a child or vulnerable adult in need of universal help from 
those already involved or from a single or multiple agency response.  

Missing from Education - Children and young people and young people who go missing 
from education will fail to achieve their full potential academically, and fail to achieve 
economic wellbeing in later life. They are also at a greater risk of physical harm, self- 
inflicted or inflicted by others, being sexually exploited and becoming involved in crime and 
anti-social behaviour, being employed illegally or abusing drugs and alcohol. In line with the 
duty under section 10 of the Children Act 2004, FSD must take reasonable steps to monitor 
learners’ attendance through a daily register. This is also completed for young people. 
Attendance should be monitored closely and poor or irregular attendance should be 
addressed.   

8. Recognition of Abuse, including Neglect and Bullying  

Recognising abuse is not easy, and it is not the responsibility of staff, volunteers or 
learners/players to decide whether abuse has taken place or if there is significant risk. We 
do however have a responsibility to act if we think it may be happening.  

Abuse, including neglect, includes forms of maltreatment of a child or vulnerable adult. 
Somebody may abuse a child or vulnerable adult by inflicting harm, by failing to act to 
prevent harm. Children and young people may be abused in a family or in an institutional or 
community setting; by those known to them or, more rarely, by a stranger for example via 
the internet. They may also be abused by an adult or adults, or by another child or children.  

9. Types and Signs of Abuse  

Child or Vulnerable Adult abuse - may be physical, sexual or emotional abuse, or neglect.  

Significant harm - ill treatment or the impairment of health or development (compared with 
the health or development which might be expected of a similar child/ adult)  

Physical abuse - actual or likely physical injury to a child or vulnerable adult, or failure to 
prevent injury. This may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating or otherwise causing physical harm. Physical harm may also be 
caused when a parent or carer feigns symptoms of, or deliberately causes, ill health to a 
child or vulnerable adult they are looking after. This form of physical harm is recognised as 
Fabricated or Induced Illness.  

Sexual abuse - actual or likely sexual exploitation of a child or vulnerable adult, including 
prostitution. Involving forcing or enticing a child or vulnerable adult to take part in sexual 
activities without their consent or understanding. The activities may involve physical contact 
including penetration or non- penetrative acts. For example, it may also include involving 
the child looking at or being involved in the production of, pornographic material or 
watching sexual activities, or encouraging the victim to behave in sexually inappropriate 
ways. Can include grooming a child or vulnerable adult in preparation for abuse.  
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Emotional abuse - emotional abuse is the persistent emotional ill treatment of a child or 
vulnerable adult with the intent to cause severe and persistent adverse effects on the 
victim’s emotional development. It may involve conveying to the victim that they are 
worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 
person.  

Age or developmentally inappropriate expectations being imposed on children, causing 
children frequently to feel frightened, or the exploitation or corruption of children or young 
people will also constitute emotional abuse. This may also include overprotection and 
limitation of exploration and learning, or participating in normal social interaction.  

It can include seeing or hearing ill treatment of another person. It may include serious 
bullying, including cyber-bullying. It may include not giving the child or vulnerable adult 
opportunities to express their views, deliberately silencing them, or making fun of what they 
say or how they communicate.  

Neglect - neglect is the persistent failure to meet a child or vulnerable adult’s basic physical 
and/or psychological needs, likely to result in the serious impairment of their health or 
development such as failing to provide adequate food, shelter and clothing, medical care or 
treatment or neglect of, or unresponsiveness to, their basic emotional/physical needs. It can 
include not protecting a child or vulnerable adult from emotional harm or danger.  

Bullying and Harassment - Bullying can include a variety of behaviours from one individual/ 
group to another individual/ group such as name calling, offensive language, coercion, 
hitting, pushing, theft or damage to belongings, cyber, spreading harmful messages, hate 
crime or mate crime which is befriending someone with the intent to exploit them in some 
way. Please refer to FSD’s Anti-Bullying Policy for further detail.  

E-Safety - The safe and responsible use of technology, is sometimes presented as primarily a 
child or vulnerable adult protection issue. While children, young people and young people 
do need support to keep themselves safe online the risks associated with the use of 
technology. Examples include the mismanagement of personal data, risks of financial scams, 
identity theft, cyber bullying, grooming, and radicalisation.  

Learning Difficulty and/or Disability -  Children or adults with a learning difficulty and/or 
disability may be especially vulnerable to abuse or bullying any may have difficulties in 
communicating this to staff. At FSD, staff are skilled, experienced and they work closely with 
learners and their colleagues so they can identify signs at an early stage. Any reports of a 
learner with a learning difficulty and/or disability being abused or bullied will involve the 
Safeguarding Officer at the very earliest opportunity.  

Risk to self and/or others - This may include but is not exclusive to self- harm, suicidal 
tendencies or potential risk of harming others, which may or may not include children. This 
may be because of an individual experiencing a significant level of personal, emotional 
trauma and/or stress.  



                                 

SAFEGUARDING POLICY  01/07/2022 

Domestic Violence - can be physical, emotional, sexual, neglect. This category also covers 
Forced Marriages and honour based violence. Some learners may experience issues with 
drugs or alcohol to self-medicate or via dependence.  

Female Genital Mutilation (FGM) - Victims of FGM are likely to come from a community 
that is known to practice FGM. Professionals should note that girls at risk of FGM may not 
yet be aware of the practice or that it may be conducted on them, so sensitivity should 
always be shown when approaching the subject.  

The FGM mandatory reporting duty is a legal duty provided for in the FGM Act 2003 (as 
amended by the Serious Crime Act 2015). The legislation requires staff to report where, 
during their professional duties, they either are informed by a girl under 18 that an act of 
FGM has been carried out on her, observe physical signs which appear to show that an act 
of FGM has been carried out on a girl under 18 and they have no reason to believe that the 
act was necessary for the girl’s physical or mental health or for purpose with labour or birth. 
For the purposes of the duty, the relevant age is the girl’s age at the time of 
disclosure/identification of FGM (i.e. it does not apply where a woman aged 18 or over 
disclosure she had FGM when she was under 18).  

Forced Marriage - One or both spouses do not consent to the marriage or consent is 
extracted under duress. Duress includes both physical and emotional pressure. A clear 
distinction must be made between a forced marriage and an arranged marriage. In arranged 
marriages, the families of both spouses take a leading role in choosing the marriage partner 
but the choice whether to accept the arrangement remains with the young people.  

Modern slavery - Encompasses slavery, human trafficking, forced labour and domestic 
servitude. Traffickers and slave masters use whatever means they have at their disposal to 
coerce, deceive and force individuals into a life of abuse, servitude and inhumane 
treatment.  

Risks/ abuse related to family/cultural belief/ faith - It is important to remember that 
many children and young people are a part of a family. Some families have certain values 
and beliefs that can cause harm to a child or vulnerable adult. An example of this can 
include strong beliefs or a sense of honour or shame that can prevent people from seeking 
or accepting the help they need. A strong cultural or religious belief in the sanctity of 
marriage may dissuade people from leaving their partners, even if they are violent. In 
addition, many religions and cultures have strong beliefs around sex outside marriage, 
making it very hard for young, unmarried, pregnant women to get the help they need. 
Differences in culture or religion between partners, or between parents and children, may 
also make it more difficult for individuals to understand and support each other. Where one 
partner perceives their faith and heritage to be superior to, or more important than, their 
partner's it can lead to a power imbalance and an erosion of the other partner's self-
esteem. In extreme cases children who are perceived as “disobedient” or “different” are 
believed to be possessed by a spirit controlling their behaviour. The children can be 
physically and emotionally abused to exorcise the spirit.  



                                 

SAFEGUARDING POLICY  01/07/2022 

Parental Impacts - The issues of parents and carers can have a significant impact upon a 
child or vulnerable adult’s wellbeing. Some issues can include Substance Misuse, Mental 
Health and Domestic Abuse. It is also important to note that some children and young 
people also misuse drugs or alcohol when experiencing trauma in their own lives and they 
may require support around both factors. It is fundamental that wherever a concern is held 
for a child or vulnerable adult that confidentiality is respected however if the concern must 
involve the parent or carer for safeguarding reasons then it is good practice to work 
together and inform parents or carers of any referrals that may have to be made to support 
services.  

Peer on peer abuse: 

Definition: - ‘Keeping Children Safe in Education’ 

Children can abuse other children. This generally referred to as peer on peer/child on child 
abuse and can take many forms. It can happen both inside and outside of school/college 
and online. It is most likely to include, but may not be limited to: bullying (including 
cyberbullying, prejudice-based and discriminatory bullying); abuse in intimate personal 
relationships between peers; physical abuse, sexual violence, such as rape, assault by 
penetration and sexual assault; sexual harassment; non-consensual sharing of nudes and 
semi nudes images and/or videos; causing someone to engage in sexual activity without 
consent; upskirting; and initiation/hazing type violence and rituals.  

Signs and indicators of peer-on-peer abuse. 

 Absence from school or disengagement from school activities 
 Physical injuries 
 Mental or emotional health issues 
 Becoming withdrawn – lack of self esteem 
 Lack of sleep 
 Alcohol or substance misuse 
 Changes in behaviour 
 Inappropriate behaviour for age 
 Harmful towards others 

https://safeguarding.network/content/safeguarding-resources/peer-peer-abuse 

10. The Prevent Duty  

In 2010, the Government published the Prevent Strategy. This raised an awareness of the 
specific need to safeguard children, young people and families from violent extremism. 
Please refer to our Prevent Duty Procedure.  

Extremist groups have attempted to radicalise vulnerable children and young people to hold 
extreme views including views justifying political, religious, sexist or racist violence, or to 

https://safeguarding.network/content/safeguarding-resources/peer-peer-abuse
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steer them into a rigid and narrow ideology that is intolerant of diversity and leaves them 
vulnerable to future radicalisation.  

Prevent is about Safeguarding our learners to keep them both safe and within the law. The 
Prevent Duty is not about preventing students from having political and religious views and 
concerns but about supporting them to use those concerns or act on them in non-extremist 
ways.  

Radicalisation & Extremism - The holding of extreme political or religious views e.g. animal 
welfare rights, environmentalists, EDL / white supremacy groups, anti-gay groups, Islam / 
Christian ideology. The Counter Terrorism and Security Act, places a duty on specified 
authorities, including local authorities and childcare, education and other children’s services 
providers, in the exercise of their functions, to have due regard to the need to prevent 
people from being drawn into terrorism. (“The Prevent duty”)  

The current threat from terrorism in the United Kingdom may include the exploitation of 
vulnerable people, to involve them in terrorism or in activity in support of terrorism. The 
normalisation of extreme views may also make children and young people vulnerable to 
future manipulation and exploitation.  

FSD is clear that this exploitation and radicalisation should be viewed as a safeguarding 
concern and that protecting children from the risk of radicalisation is part of the companies 
safeguarding duty.  

• Radicalisation refers to the process by which a person comes to support terrorism 
and forms of extremism leading to terrorism. Learners may become susceptible to 
radicalisation through a range of social, personal and environmental factors - it is 
known that violent extremists exploit vulnerabilities in individuals to drive a wedge 
between them and their families and communities. It is vital that school staff can 
recognize those vulnerabilities.  

• Extremism is defined by the Government in the Prevent Strategy as:  

Vocal or active opposition to fundamental British values, including democracy, the rule of 
law, individual liberty and mutual respect and tolerance of different faiths and beliefs. We 
also include in our definition of extremism calls for the death of members of our armed 
forces, whether in this country or overseas.  

11. Responding to suspicions of radicalisation and extremism  

We are alert to changes in a learner’s behaviour or attitude which could indicate that they 
need help or protection.  

• When any member of staff has concerns that a learner may be at risk of 
radicalisation or involvement in terrorism, they should speak with the  
 Safeguarding Officer for investigation and action.  

• Disclosure records are held by the Safeguarding team and stored on a secure server.  
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• Staff take care not to influence the outcome either through the way they speak to or 
question children/young people.  

• We will continue to welcome the learner whilst investigations are being made. The 
learner may choose to withdraw from learning activities whilst investigations take 
place.  

• We follow the procedures as set by the Local Safeguarding Board in relation to the 
delivery of services' and designated roles and tasks in supporting the learner, family, 
and employer subsequent to any investigation.  

• All suspicions and investigations are kept confidential and shared only with those 
who need to know.  

• Any information is shared under the guidance of the Designation Senior Person for 
Safeguarding  

• Numerous factors can contribute to and influence the range of behaviours that are 
defined as violent extremism, but most young people do not become involved in 
extremist action. For this reason, the appropriate interventions in any case may not 
have any specific connection to the threat of radicalisation, for example they may 
address mental health, relationship or drug/alcohol issues.  

12. Channel  

Channel is a multi-agency approach to provide support to individuals who are at risk of 
being drawn into terrorist related activity. It is led by the regional Police Counter-Terrorism 
Unit, and it aims to:  

• Establish an effective multi-agency referral and intervention process to identify 
vulnerable individuals.  

• Safeguard individuals who might be vulnerable to being radicalised, so that they are 
not at risk of being drawn into terrorist-related activity.  

• Provide early intervention to protect and divert people away from the risks they face 
and reduce vulnerability.  

The Channel programme focuses on providing support at an early stage to people who are 
identified as being vulnerable to being drawn into terrorism. It provides a mechanism for 
schools to make referrals if they are concerned that an individual might be vulnerable to 
radicalisation. An individual’s participation in the programme is entirely voluntary at all 
stages.  

Training Providers have a duty to cooperate with the Channel programme in the carrying 
out of its functions, and with the Police in providing information about an individual who is 
referred to Channel (Section 38, Counter Terrorism and Security Act 2015).  

13. Recognition of vulnerability factors can include:  

• Identity Crisis – the learner is distanced from their cultural / religious heritage and 
experiences discomfort about their place in society.  
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• Personal Crisis – the learner may be experiencing family tensions; a sense of 
isolation; and low self- esteem; they may have dissociated from their existing 
friendship group and become involved with a new and different group of friends; 
they may be searching for answers to questions about identity, faith and belonging.  

• Personal Circumstances – migration; local community tensions; and events affecting 
the learner’s country or region of origin may contribute to a sense of grievance that 
is triggered by personal experience of racism or discrimination or aspects of 
Government policy.  

o Unmet Aspirations – the learner may have perceptions of injustice; a feeling of failure.  

o Rejection of civic life.  

o Experiences of Criminality – which may include involvement with criminal groups, 
imprisonment, and poor resettlement / reintegration.  

• Special Educational Need – learners may experience difficulties with social 
interaction, empathy with others, understanding the consequences of their actions 
and awareness of the motivations of others. However, this list is not exhaustive, nor 
does it mean that all young people experiencing the above are at risk of 
radicalisation for the purposes of violent extremism.  

14. More critical risk factors could include:  

• Being in contact with extremist recruiters.  
• Accessing violent extremist websites, especially those with a social networking 

element.  
• Possessing or accessing violent extremist literature.  
• Using extremist narratives and a global ideology to explain personal disadvantage.  
• Justifying the use of violence to solve societal issues.  
• Joining or seeking to join extremist organisations.  
• Significant changes to appearance and / or behaviour.  
• Experiencing a high level of social isolation resulting in issues of identity crisis and / 

or personal crisis.  

15. Allegations against staff –  

FSD recognises that whilst staff and volunteers who work with children and young people 
are committed to their wellbeing and care there exists a range of abuse perpetrated by 
workers that despite the best efforts and interventions can still take place.  

An allegation may relate to a member of staff including a volunteer who works with children 
who has behaved in way that has harmed a child, or may have harmed a child, possibly 
committed a criminal offence against or related to a child or behaved towards a child or 
children in way that indicates they may pose a risk of harm to children.  
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 We ensure that all learners/players and employers know how to complain about 
staff, which may include an allegation of abuse or neglect of statutory duties.  

 We follow the guidance of the Local Safeguarding Board when responding to any 
complaint that a member of staff or volunteer has abused a learner.  

 Each Manager knows that the Safeguarding Officer is to be made aware 
immediately of any allegation or complaint against a member or staff or 
volunteer.  

 We respond to any disclosure by learners. Players or employers that abuse by a 
member of staff may have taken, or is taking place, by first recording the details 
of any such alleged incident on an incident form.  

 We refer any such complaint immediately to the Local Authority's Designated 
Officer (LADO) to investigate.  

 We co-operate entirely with any investigation carried out by the local authority 
and police.  

 Disclosure and Barring Service liaison (DBS).  

Please see guidance taken for KCSIE 2022- section one, pg 85  

“Allegations that may meet the harm threshold 355. 

This part of the guidance is about managing cases of allegations that might indicate a person 
would pose a risk of harm124 if they continue to work in their present position, or in any 
capacity with children in a school or college. This guidance should be followed where it is 
alleged that anyone working in the school or a college that provides education for children 
under 18 years of age, including supply teachers, volunteers and contractors has:  

 Behaved in a way that has harmed a child, or may have harmed a child and/or  
 Possibly committed a criminal offence against or related to a child, and/or  
 Behaved towards a child or children in a way that indicates he or she may pose a risk 
of harm to children, and/or  
 Behaved or may have behaved in a way that indicates they may not be suitable to 
work with children.” 

 
16. Support for Staff  

FSD Academy have an open-door policy for any staff who wish to discuss their concerns, 
staff will need to be mindful that FSD cannot as with learners to give absolute 
confidentiality to any Disclosure 

All learners receive induction programmes which includes raising awareness of commitment 
towards Safeguarding, details of the support services that can be offered and contact details 
for the Safeguarding team. The understanding of all aspects of Safeguarding and safe 
working practices is checked at each review and the opportunity to discuss any issues is 
given.   
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Assessments are made to ensure that the learners wellbeing is safeguarded by the work 
placement and their teams to ensure arrangements are in place to, prior to work related 
activity commencing:  

 Pre-placement Health and Safety checks of employer’s premises and health and 
safety management arrangements are complete, including insurance details, young 
person risk assessments, lone working policies etc.  

 Employers are made aware of relevant FSD policies  
 The requirements for DBS checks are assessed and the relevant processes 

undertaken where required.  
   

17. Role of Designated Safeguarding Lead   

17.1   Manage Referrals  

 Refer cases of suspected abuse to Local Authority.  
 Support staff who make referrals to Local Authority.  
 Refer cases to Chanel programme where there is a radicalisation concern.  
 Refer cases where a person has been dismissed or left due to risk/harm to a child 

or vulnerable person to DBS.  
 Refer cases where a crime has been committed to the Police.  

17.2 Working with Others  

 Liaise with SMT / Board to inform of issues / ongoing enquires related to section 
47 of the Children's Act 1989.  

 As required liaise with “case manager” and the Designated Safeguarding Lead at 
the Local Authority for child protection concerns on all cases which concern a 
Staff Member.  

 Liaise with staff on matters of safety and safeguarding when deciding whether to 
make a referral by liaising with relevant external agencies.  Act as a source of 
support, advice and expertise for staff.  

 Link with Local Children's and Adults Safeguarding Boards  
 Child /Vulnerable Adult Protection File are transferred to new College, Training 

Provider, or other support services  
 Availability; telephone, or in person where possible to deal with any incidents.  

17.3 Ongoing Development & Raising Awareness  

 Understand the assessment process for providing early help and intervention, 
through locally agreed common and shared assessment process (local 
safeguarding boards).  

 Have working knowledge of each local safeguarding board children’s & adults.  
 Develop staff awareness of policies and processes.  
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 Alert to specific children in need, SEN, Young Carers and “Looked after.”  
 Keep detailed, accurate, secure written records of concerns and referrals.  

 Ensure open and listening culture.  
 Understand Prevent Duty, providing advice and support to staff.  
 Ensure Policies & Procedures are known.  
 Designated Safeguarding Lead role, are shared with all staff.  

17.4 Confidentiality  

A good working relationship between staff and students depends to a large extent on the 
establishment of trust. However, guarantees of absolute confidentiality should not be given. 
If a learner / staff member disclosure to a member of staff, it is important that the 
boundaries of confidentiality and the need to pass on that information are explained. It is 
often easier to explain to that you have a responsibility to pass on information on certain 
matters than to get into a situation where you break a confidence.  

17.5 Disciplinary Action  

It is a criminal offence for a person over 18 in a position of trust to enter a sexual 
relationship with any learner under 18 years old, even if the relationship is consensual. If 
allegations are made against staff the same procedures as outlined above must be followed. 
If a member of staff suspects abuse, whether sexual or otherwise, from another member of 
staff, the HR Designated Safeguarding Officer must be informed. Depending on the severity 
of the allegations outside agencies may be informed and/or the staff disciplinary procedure 
may be invoked.  

Where a member of staff or a volunteer is dismissed from the delivery of services or 
internally disciplined because of misconduct relating to a learner, we notify the DiFSDosure 
and Barring Service (DBS) so that appropriate action is taken.  

17.6 Safer Recruitment Processes  

We provide adequate and appropriate staffing resources and training to meet the needs of 
learners/players.  

All staff, volunteers and learners/players are informed by HR that their job falls under the 
DBS requirements for an enhanced check under section 128 of the Education Skills Act 2008 
those in management roles need to have an additional check to ensure they are not 
prohibited from teaching. This is in addition to the DBS check.  

We will provide the applicant with more information about the level of check required or 
Teacher (Criminal record check applicants must be 16 or over) There are 3 types of check:  

 Standard (This checks for spent and unspent convictions, cautions, reprimands 
and final warnings.)  
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 Enhanced (This includes the same as the standard check plus any additional 
information held by local police that's reasonably considered relevant to the 
workforce being applied for (adult, child or other workforce.)  

 Enhanced with list checks (This is like the enhanced check, but includes a check of 
the DBS barred lists.)  

Checks will be made using the Teacher Services system (National College of Teaching and  
Leadership) – a database that can be used prior to appointing a member of staff to check for 
Prohibitions, sanctions and restrictions that might prevent the individual from taking part on 
certain activities or working in specific positions.  

PLEASE REFER TO FSD SAFER RECUIRMENT POLICY. 

All staff have access to a copy of this policy which is located on at the FSD Main Hub. 

17.7 Information Sharing & Record Keeping  

There may be some circumstances where the welfare or safety of an individual may take 
precedence over confidentiality. When sharing information there are Seven Golden Rules 
that FSD will adhere to;  

 The General Data Protection Regulations (GDPR) which is not a barrier to sharing 
information.  

 Be open and honest.  
 Seek advice.  
 Share with consent where appropriate. (There may be some circumstances 

where seeking consent including parental consent is not required) Consider 
safety and well-being.  

 Ensure that information sharing is appropriate and secure. Keep a record.  

The Staff member who receives the allegation or disclosures  should make an immediate 
written record of the conversation, including the following information: -  

 Date and time of report.  
 Name of Individual.  
 DOB of alleged.  
 Nature of allegation.  
 Any other information given, including siblings if relevant. (their full names and 

DOB if possible)  
 Confirmation that the Learner / staff member has been advised of the next steps.  

Disclosure records are held by the Safeguarding Officers and stored on a secure server. Staff 
must take care not to influence the outcome either through the way they speak to or 
question children/young people.  
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FSD continues to welcome the learner whilst investigations are being made in relation to 
any alleged abuse. The learner may choose to withdraw from learning activities whilst 
investigations take place.  

We follow the procedures as set by the Local Safeguarding Board in relation to the delivery 
of services' and designated roles and tasks in supporting the learner, family, and employer 
subsequent to any investigation.  

All suspicions and investigations are kept confidential and shared only with those who need 
to know. Any information is shared under the guidance of the Local Safeguarding Board and 
Local Authority Designated Officer (LADO).  

Recording - When recording an incident, a Safeguarding Report Form (available SharePoint) 
must be completed. Whilst you can record observations, do not interpret or give opinion as 
this may bias the  

information provided and jeopardise any future investigation into the allegation. The 
Safeguarding Report Form should be sent to your Safeguarding officer and kept securely.  

Report - Any issues or concerns, allegations or suspicions relating to Safeguarding must be 
taken seriously and reported to a Safeguarding Officer.  

Refer - Where required, the Safeguarding Representative will refer or support you with 
guidance on next steps and / or signposting the relevant external agency.  

We abide by the DBS regulatory requirements in respect of requesting references and DBS 
checks for staff and volunteers.  

New staff and volunteers are not given unsupervised access to young people or young 
people pending return of a satisfactory DBS check.  

We will meet the DBS reporting requirements in respect of any person who is dismissed 
from our employment, or resigns in circumstances that would otherwise have led to 
dismissal for reasons of learner protection concern.  

Where staff or volunteers are working with Job Centre Plus (Department of Work and 
Pensions funded) clients, additional checks are undertaken to meet our contractual 
obligations.  

17.8 Disclosure   

FSD strongly supports the principle of working in partnership with children, parents/ carers 
and adults. This means seeking clear, explicit and informed consent from the individual(s) 
concerned for information about them to be shared with specified other individuals or 
agencies where consistent with the individual(s) best interests.  
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It is possible, however, to identify some circumstances in which sharing confidential 
information without consent will normally be justified in the public interest. These are:  

 When there is evidence that the child is suffering or is at risk of suffering 
significant harm.  

 Where there is reasonable cause to believe that a child may be suffering or at risk 
of significant harm.  

 To prevent significant harm arising to children and young people or serious harm 
to adults, including through the prevention, detection and prosecution of serious 
crime.  

 For this purpose, serious crime means any crime which causes or is likely to cause 
significant harm to a child or young person or serious harm to an adult.  

17.9 Promotion of Safeguarding through Teaching and Learning  

We are committed to promoting awareness of learner abuse issues and prevent throughout 
our training and learning programmes for adults.  

We seek out additional development opportunities for all staff involved in the delivery of 
services to ensure that they can recognise the signs and symptoms of possible physical 
abuse, emotional abuse, sexual abuse and neglect and are aware of the local authority 
guidelines for making referrals.  

We seek out additional development opportunities for all staff involved in the delivery of 
services to ensure that they can recognise the signs of radicalisation and extremism and are 
aware of the local authority guidelines for making referrals.  

We ensure that any relevant history of the learner, particularly in relation to potential 
indicators of abuse or neglect is recorded confidentially within their records.  

This includes learners that are participating in Work experience and off-site activities. We 
work closely and collaboratively with all sub-contractors and employers to ensure that they 
have appropriate and effective safeguarding and prevent policies and procedures in place 
and these are audited on a regular basis by the Designated Senior Person for Safeguarding.  

17.10 Responding to Suspicions  

FSD is committed to responding promptly and appropriately to all incidents or concerns that 
may occur and to work with statutory agencies in accordance with the procedures that are 
set down in 'What to do if you are worried a child is being abused.' (DfE 2014)  

We acknowledge that abuse or neglect of basic safety and welfare procedures for learners 
can take place and that this can take different forms - physical, emotional, and sexual as 
well as employer's neglect of legal responsibilities and neglect of parental or statutory 
responsibilities (including where young people are in care of social services). We also 
acknowledge that this can take the form of 'virtual' or internet based abuse or neglect.  
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We recognise that when young people or young people are suffering from physical, sexual 
or emotional abuse, or may be experiencing neglect, this may be demonstrated through the 
things they say (direct or indirect disclosure) or through changes in their appearance, their 
behaviour, or their play.  

Where any member of staff who has knowledge of, or a suspicion that, a child, young or 
vulnerable person is or has been suffering significant harm must refer their concern to the 
Safeguarding Officer as soon as possible but within 24 hours at the latest. The member of 
staff must make a dated record of the details of the concern on the Safeguarding Incident 
Form and email to the Safeguarding Officers on office@fsdacademy.com  for investigation 
and action, the person raising the concern must not retain any written information. Please 
see the Safeguarding Staff user guide for further information.  

All allegations or suspicions must be taken seriously. The learner or staff member must be 
advised that this information cannot be kept confidential and will be passed on to the 
Safeguarding Officer in FSD in the first instance.  

 CONTACT DETAILS:  

Designated Safeguarding Officer (DSO)  

Name: Matthew Piper DIRECTOR   

Email: office@fsdacademy.com  

Duty Safeguarding Officer  

Name: Sarah Thorpe ( FA WELFARE OFFICER)   

Email: sarah@fsdacademy.com  

 NSPCC Helpline - 0808 800 5000  
 https://www.kelsi.org.uk/child-protection-and-safeguarding/safeguarding-contacts 
 Each County FA has a DSO who is responsible for supporting their local welfare 

officer network. The County FA DSO is the welfare officers’ first point of contact for 
advice and guidance - Safeguarding and Welfare - Leicestershire & Rutland County 
FA (leicestershirefa.com) 

THIS POLICY IS TO BE REVIEWED AND UPDATED ATLEAST EVERY 12 MONTHS.  

COMPLETED BY   SARAH THROPRE  DATE  01/07/2022 

SIGNTURE  REVIEW DATE 01/07/2023 

 

https://www.kelsi.org.uk/child-protection-and-safeguarding/safeguarding-contacts
https://www.leicestershirefa.com/about/rules-and-regulations/safeguarding-and-welfare
https://www.leicestershirefa.com/about/rules-and-regulations/safeguarding-and-welfare

