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Introduction 
ORCA EPA are fully committed to safeguarding the welfare of apprentices undertaking end-point assessment 
with us.  We recognise our statutory and moral duty to promote the safety and welfare of those apprentices 
who are under the age of 18 years and those adult apprentices who are deemed to be vulnerable, but we 
also commit to the safeguarding of all apprentices regardless of their age and vulnerability. 
 
The development and implementation of this policy and procedures are an integral part of ORCA EPAs 
determination to provide high-quality responsive services, which meet the needs of our customers 
(apprentices, employers and training providers). 
 
Our Designated Safeguarding Lead (DSL) is the Managing Director Joseph Teasdale. 

Responsibilities 
It is the responsibility of the employer and training provider to have in place a safeguarding policy for their 
apprentices and to make them aware of their policies and procedures. The training provider is also required 
to maintain a continuing duty of care for the apprentice as they progress through end-point assessment 
(Conditions for end-point assessment organisations section 7).   
 
If a potential safeguarding concern is raised in relation to an apprentice whilst on-programme, the training 
provider must follow its own safeguarding policy and process. If a potential safeguarding concern is raised in 
relation to an apprentice whilst undertaking end-point assessment, or which may affect the delivery of the 
end-point assessment, the process is shown in this policy. 
 
At ORCA EPA, it is our responsibility to ensure that all EPA assessors and support staff employed by us, are 
fully aware of, and comply with, safeguarding duties and know what to do if they have concerns. Failure to 
take reasonable action to safeguard, report and respond to potentially abusive situations can be considered 
as culpable negligence on our behalf.  
 
We acknowledge that, for safeguarding practices to be effective, a multi-agency approach is required, and 
we committed to our responsibilities in safeguarding and promoting the welfare of children, young adults 
and vulnerable adults. 

Safeguarding in the light of Covid-19 
In response to Covid-19 ORCA EPA will take every measure to ensure the safety of all apprentices undertaking 
EPA, and their assessors. This means that we will: 
 

• adapt our EPA delivery methods in accordance with the IfATE agreed flexibilities (taking account of 
the fact that approved flexibilities maybe temporary),  

• regularly review delivery mechanisms to ensure safety of apprentices and assessors, such as a 
minimum of 2 metre distances during the EPAs where they remain face to face. 

• Ensure any new on-line delivery is secure and has the apprentice consent for on-line delivery, and 
recording where required 

• Make use of government recommended safety and security guidance for on-line delivery from the 
National Cyber Security Centre. 

Communication and Dissemination of The Policy  
ORCA EPA safeguarding policy is available on our website, and it shared with all staff, apprentices and 
employers on an annual basis, and with all new customers upon registration.  Should any updates be made 
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as a result of legislation or business continuity issues such as covid-19, the policy will be updated, signed off 
and re-shared. 
 
The policy, its purpose and reporting procedures will be reinforced via team and employer meetings, staff 
training, and learning resources. Additional support and guidance will be provided to ensure that any 
apprentice with a learning difficulty or language barrier can access the policy, its aims and supporting 
literature in advance of end-point assessment.   

Relevant Legislation 
This policy has been developed in accordance with the principles established by the:   

• Children Acts 1989 and 2004;  
• Education Act 2011;  
• Safeguarding Vulnerable Groups Act 2006;  
• ‘Keeping Children Safe in Education and Working Together to Safeguard Children 2018’ the statutory 

guidance, and the Local Safeguarding Children Board (LSCB) procedures.  

What is Safeguarding? 
Safeguarding and promoting the welfare of apprentices is defined in ‘Working Together to Safeguard 
Children (2018)’ as: 
 

• Protecting children from maltreatment  
• Preventing impairment of children’s health or development  
• Ensuring that children are growing up in circumstances consistent with the provision of safe and 

effective care  
• Taking action to enable all children to have the best outcomes  

 
Safeguarding actions may be needed to protect apprentices from the following (refer to appendix A for 
further detail): 
 

● Physical abuse  
● Emotional abuse  
● Sexual abuse  
● Neglect  
● Bullying including cyberbullying  
● Child missing from education  
● Child missing from home or care  
● Child sexual exploitation (CSE)  
● Domestic violence  
● Drugs  
● Fabricated or induced illness  
● Faith abuse 

● Female genital mutilation (FGM)  
● Forced marriage  
● Gangs and youth violence  
● Gender-based violence  
● Mental health  
● Private fostering  
● Preventing radicalisation  
● Relationship abuse  
● Sexting  
● Trafficking  
● Sexual Violence  
● Sexual Harassment 

 
For the purposes of this policy, the following definitions apply:  

a) Child: All persons up to the age of 18 
b) Vulnerable Adult: any adult aged eighteen or over: “who is or may be in need of community care 

services by reason of mental or other disability, age or illness; and who is or may be unable to take 
care of him or herself, or unable to protect him or herself against significant harm or exploitation”. 
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The role of ORCA EPA Designated Safeguarding Lead 
The Designated Safeguarding Lead will:     

● Ensure that the Safeguarding Policy, including Prevent, is reviewed annually and the procedures and 
implementation are reviewed regularly.  

● Ensure that the Safeguarding Policy is made public and that parents/carers and employers are aware 
of the fact that referrals about suspected abuse or neglect may be made and our role in this. 

● Provide an Annual Safeguarding report for Directors, detailing any changes to the policy and 
procedures; training undertaken by staff, and number and type of incidents/cases.  

● Ensure the quality assurance of the provision of safeguarding information, advice and guidance and 
procedures.  

● Ensure there is liaison with employers providing Apprenticeships to ensure proper safeguarding 
arrangements are in place.  

● Act as a source of support, advice and expertise to staff on matters of safety and safeguarding and, 
when deciding to make a referral, by liaising with relevant agencies.  

● Keep detailed, accurate, confidential and secure written records of concerns, disclosures and 
referrals. Ensure all such records are kept confidentially and securely.  

● Ensure they operate as the key point of referral for apprentices / staff / parents / carers / employers, 
offer advice, assess information promptly, and take action so that we can respond swiftly and 
appropriately to all concerns, referrals and disclosures.  

● Have full access to safeguarding resources, attend any relevant or refresher training courses at least 
every two years, and attend case conferences, core groups, or other multi-agency planning meetings; 
providing reports to our Directors. 

● Provide staff identification badges that must be worn during all working hours.   

Additional Safeguarding Measures 
● This policy, its purpose and reporting procedures will be reinforced via team meetings, staff training, 

learning resources and literature.  
● Additional support and guidance will be provided, where required, to ensure that any apprentice 

with a learning difficulty or language barrier can access the policy and supporting literature. 
● All official visitors to ORCA EPA premises are required to report to the main reception on arrival and 

sign in. Visitors are issued with a visitor pass on an ORCA EPA lanyard which must always be worn 
and visible. Visitors are asked to wait in reception until they are collected by a member of staff. 
Visitors are not permitted to enter access-controlled areas unless accompanied by a member of 
ORCA EPA staff.       

● All staff involved in end-point assessment are subject to DBS checks at the point of recruitment. 
● All staff receive annual refresh training. 
● This policy will be applied in conjunction with any other relevant policies procedures, including but 

not exclusive to: Equal Opportunities; Data Protection; Health and Safety. 
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Procedure for Reporting and Responding to Allegations  
Staff responsibilities or 5Rs are summarised as:   
 

1. Recognise  
2. Respond  
3. Record  
4. Report  
5. Refer  

 
If staff have concerns about an apprentice this must be referred to the Designated Safeguarding Lead (DSL) 
to agree a course of action. Options can include referral to specialist services and/or early help services. 
Providing early help is more effective in promoting the welfare of young people than reacting later. Staff may 
be required to support other agencies and professionals in an early help assessment and share information 
support early identification and assessment.  
 
Our DSL will report a referral immediately to the relevant Local Authority Designated Officer (LADO)  
 

● The role of LADO is set out in the HM Government guidance ‘Working Together to Safeguard Children 
(2010)’ 

● LADO’s are involved in the management and oversight of the individual cases where it is alleged that 
a person working with children has caused harm or has behaved inappropriately towards a 
child/young person.   

 
If an apprentice makes a disclosure to a member of staff: 
 

● The apprentice should be acknowledged, taken seriously and listened to.  
● As soon as it becomes clear that the apprentice is talking about a safeguarding issue, you need to 

gently stop them and inform them that you have a legal obligation to pass this information on to a 
Designated Safeguarding Lead. You cannot promise confidentiality to the apprentice. Reassure the 
apprentice but tell them that a record of information given will be made.  

● It is important not to ask too many questions as you must not under any circumstances investigate 
any accusations.  

● Allow the apprentice to freely recall significant events, keeping questions to the absolute minimum 
necessary to ensure a clear and accurate understanding of what has been said. Record the factual 
details of what has been told to you using the Safeguarding Disclosure Form. Concern / Disclosure 
Form.  

● Contact the Designated Safeguarding Lead immediately to explain the situation and pass on the 
written notes. The Designated Safeguarding Lead will outline the action that they have to take so 
that you can explain this to the apprentice.  

● It may be appropriate for the Designated Safeguarding Lead to meet the apprentice.  
● You must not take any further action yourself. This includes contacting parents/carers or outside 

agencies. The Designated Safeguarding Lead will be required to report a referral immediately to the 
local safeguarding authority.  

  
If a member of staff receives information about an apprentice from another person    

● If a member of staff receives information about an apprentice, which suggests that there is a 
safeguarding issue or that this is likely, this must be recorded and reported immediately to the 
Designated Safeguarding Lead.  

● We have a duty to refer these concerns to the Local Authority Children’s Social Care Office for the 
area in which the apprentice lives or to the police if the apprentice is in immediate danger.       
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If a member of staff suspects an apprentice has a safeguarding concern 
 

● If a member of staff suspects that an apprentice is at risk from a safeguarding issue, they must discuss 
these concerns with the Designated Safeguarding Lead and not take any independent action. The 
concerns must be recorded.      

● All contact with outside agencies over issues of safeguarding must be approved by the Designated 
Safeguarding Lead.  

● The Designated Safeguarding Lead will decide whether to make a referral to children’s social care, 
Local Safeguarding Board or Local Authority Designated Officer (LADO).     

● Local authorities, with the help of other organisations as appropriate, have a duty to make enquires 
under section 47 of the Children Act 1989 if they have reasonable cause to suspect that a child is 
suffering, or is likely to suffer, significant harm. Such enquiries enable them to decide whether they 
should take any action to safeguard and promote the child’s welfare and must be initiated where 
there are concerns about maltreatment, including all forms of abuse and neglect, female genital 
mutilation or other so called honour based violence, and extra-familial threats like radicalisation and 
sexual exploitation.   

● Parents / carers have the right to be informed in respect of any concerns or any action taken to 
safeguard and promote their welfare, providing this does not compromise the apprentice’s safety.    

 
Safeguarding amongst apprentice peers 
 

● Staff must recognise that young people are capable of abusing their peers and be aware that 
safeguarding issues can manifest themselves via peer on peer abuse. Peer on peer abuse is abuse 
young people may experience from their peers (people of their own or similar age) perpetrated by a 
young person/s (under the age of 18 years)/vulnerable adult/s on young person/s/vulnerable adult/s.       

● Staff need to be aware that abuse is abuse and should never be tolerated or passed off as ‘banter’ or 
‘part of growing up’.  

● Peer on peer abuse can take the form of bullying (including cyber-bullying) sexting and any other 
form of sexual or physical abuse. Gender based issues can also occur for example girls being sexually 
touched/ assaulted or boys being subject to initiation/hazing type violence.   

● We will take any concerns of this nature very seriously and concerns should be raised in the same 
way as any other concerns, directly to their end-point assessor, or to the Designated Safeguarding 
Lead. 

 
Safeguarding amongst staff at ORCA EPA  

● It is recognised that sometimes allegations may involve a member of ORCA EPA staff. In these 
circumstances the allegation must be reported directly to the Director of EPA.    

● In the absence of the EPA Director, the EPA Manager must be informed. On receipt of such an 
allegation, ORCA EPA’s staff disciplinary procedures relating to allegations of abuse will be 
followed.     

● All staff should feel able to raise concerns about poor or unsafe practice and potential failures in 
our safeguarding practices and that such concerns would be taken seriously by the Management 
and Leadership Team.      

● If staff members have any concerns about the safeguarding regime, they should raise this initially 
with their Line Manager. If no immediate action is taken, then appropriate Whistleblowing 
Procedures are in place for such concerns to be raised with the Management and Leadership Team.      

● Where a staff member feels unable to raise an issue with us or feels that their genuine concerns are 
not being addressed, other whistleblowing channels may be open to them:     
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o The NSPCC whistleblowing helpline is available for staff who do not feel able to raise 
concerns regarding child protection failures internally. Staff can call: 0800 028 0285 - line is 
available from 8:00 AM to 8:00 PM, Monday to Friday and Email: help@nspcc.org.uk.    
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Confidentiality 
We are committed to maintaining confidentiality wherever possible and information collected in line with 
the policy being contravened should be shared only with those who need to know. 
 
All allegations/concerns will be recorded centrally at ORCA EPA, maintained by the Designated Safeguarding 
Lead. 
 
All information must be factual and not based on opinions.  
 
The information that is recorded will be kept securely with restricted access and will comply with Data 
Protection Regulations 

Version Control, Ownership and Review 
 

Policy Owner Managing Director ORCA EPA 
Review date July 2020 July 2021 
Version Number 1.0  
Record of changes since previous version n/a first version  

 
This policy will be reviewed, as minimum, once a year. Reviews will also take place when there are changes, 
updates, information and advice from the ESFA, the IfATE and the EQA provider, and/or as part of business 
continuity. For example, reviews of the apprenticeship standard or assessment plan, annual updates to the 
ESFA Funding Rules or funding bands, changes to legislation, and any exceptional circumstances, such as 2020 
Covid-19. It will also be reviewed as our EPAO service evolves, for example, a growth to our service and 
therefore staffing and delivery levels 
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Appendix A - Definitions 
 
Abuse is the violation of an individual’s human and civil rights by any other person(s). This occurs in many 
forms and may consist of a single at or repeated acts. It may also be shown by failure to act in order to protect 
vulnerable young adults. Abuse may, or may not, result in the young person being physically injured or ill.  
 
For the purposes of this policy, the following definitions apply:  

a) Physical Abuse includes, for example, hitting, slapping, pushing, kicking, squeezing, shaking, 
pinching, misuses of any medication, undue restraint, force-feeding.  

b) Sexual Abuse includes, for example, sexual assault, rape or other sexual acts, the inappropriate 
touching of the individual’s sexual areas, or coercion into viewing of pornographic materials. 

a. The latest guidance from the UK Council for Child Internet Safety (UKCCIS) introduces the 
phrase ‘youth produced sexual imagery’ instead of ‘sexting’. (August 2016).  This guidance 
refers to sexual imagery and not indecent imagery as indecent is subjective and has no 
specific definition in law.    The type of incidents covered by this guidance are:       

i. A person under the age of 18 creates and shares sexual images of themselves with a 
peer under the age of 18  

ii. A person under the age of 18 shares sexual imagery created by another person under 
the age of 18 with a peer under the age of 18 or an adult  

iii. A person under the age of 18 is in possession of sexual imagery created by another 
person under the age of 18  

c) Psychological/Emotional Abuse includes, for example, threats of harm, abandonment or withdrawal 
of social contact, humiliation, shouting, bullying, name calling, intimidation, harassment, or the 
denial of or withdrawal form required services, contacts and social or family networks.  

d) Financial or Material Abuse includes, for example, the withholding of money or possessions, 
intentional mismanagement of the person’s finances or property, theft, fraud, embezzlement, 
misappropriation of finances or exploitation. 

e) Neglect and Acts of Omission includes, for example, the failure to access appropriate services for 
recognised needs, avoidance of required health care, ignoring physical care needs, withholding of 
adequate nutrition, clothing or warmth, exposing the person to unacceptable risk, omitting to 
provide or ensure adequate supervision.  

f) Discriminatory Abuse includes, for example, any acts that use hurtful language, cause harassment 
or similar treatment of the individual because of their race, sex, age, disability, faith, culture or sexual 
orientation.  

g) Institutional Abuse includes, for example, the use of systems, routines, practice or care that neglect 
individual needs and create an imbalance and control within a managed setting such as care, day 
services etc.  

h) Abuse of Civil Rights includes, for example, trafficking, the denial of, or coercive influence of, an 
individual’s rights to be registered and to vote, the right to be treated as an equal with dignity and 
respect, the right of freedom of speech or movement.  

i) Faith Abuse, includes: includes belief in concepts of witchcraft and spirit possession, demons or the 
devil acting through children or leading them astray (traditionally seen in some Christian beliefs), the 
evil eye or djinns (traditionally known in some Islamic faith contexts) and dakini (in the Hindu 
context); ritual or muti murders where the killing of children is believed to bring supernatural 
benefits or the use of their body parts is believed to produce potent magical remedies; and use of 
belief in magic or witchcraft to create fear in children to make them more compliant when they are 
being trafficked for domestic slavery or sexual exploitation. 

j) Domestic Violence: The definition of domestic violence and abuse is any incident or pattern of 
incidents of controlling, coercive, threatening behaviour, violence or abuse between those aged 16 
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or over who are, or have been, intimate partners or family members regardless of gender or 
sexuality. 

k) Child Sexual Exploitation (CSE): is a type of sexual abuse in which children are sexually exploited for 
money, power or status. Children or young people may be tricked into believing they’re in a loving, 
consensual relationship. They may also be groomed online. Some children and young people are 
trafficked into or within the UK for the purpose of sexual exploitation. Sexual exploitation can also 
happen to young people in gangs 

l) Honour Based Violence (HBV): So-called ‘honour-based violence’ encompasses crimes which have 
been committed to protect or defend the honour of the family and/or the community, including 
Female Genital Mutilation (FGM), forced marriage and practices such as breast ironing. 

m) Female Genital Mutilation (FGM): comprises all procedures involving partial or total removal of the 
external female genitalia or other injury to the female genital organs. It is illegal in the UK and a form 
of child abuse with long-lasting harmful consequences. The new mandatory reporting duty for FGM, 
introduced via the Serious Crime Act 2015, came into effect on 31 October 2015. This duty requires 
us to report known cases of FGM in under 18-year olds to the police. 

n) Forced Marriage: Forcing a person into a marriage is a crime in England and Wales. A forced marriage 
is one entered into without the full and free consent of one or both parties and where violence, 
threats or any other form of coercion is used to cause a person to enter into a marriage. The pressure 
put on people to marry against their will can be physical (including threats, actual physical violence 
and sexual violence) or emotional and psychological (for example, when someone is made to feel like 
they’re bringing shame on their family 

o) Gangs and Youth Violence: Gang Activity - Groups of children and young people often gather 
together in public places to socialise, and peer association is an essential feature of most children’s 
transition to adulthood. Groups of children and young people can be disorderly and/or anti-social 
without engaging in criminal activity. Young people on the periphery of becoming involved with 
street gangs and those young people already involved in some way can be described as ‘A relatively 
durable, predominantly street based group of young people who see themselves (and are seen by 
others) as a discernible group for whom crime and violence is integral to the group’s identity’.   

p) Youth Violence: Youth violence, serious or otherwise, may be a function of gang activity. However, 
it could equally represent the behaviour of a child acting individually in response to his or her 
particular history and circumstances. ‘Serious youth violence’ is defined as ‘any offence of most 
serious violence or weapon enabled crime, where the victim is aged 1-19’, i.e. murder, manslaughter, 
rape, wounding with intent and causing grievous bodily harm. ‘Youth violence’ is defined in the same 
way, but also includes assault with injury offences. Most children and young people do not become 
violent overnight. Their behaviour represents many years of (increasingly) anti-social and aggressive 
acts. 

q) Youth Produced Sexual Imagery (Sexting): Making, possessing and distributing an imagery of 
someone under 18 which is indecent is illegal.  This includes imagery created by under 18s 
themselves. The relevant legislation is contained in the Protection of Children Act 2004 (England and 
Wales) as amended in the Sexual Offences Act 2003 (England and Wales).    Specifically, it is an 
offence to possess, distribute, show and make images of children.  The Sexual Offences Act 2003 
defines a child, for the purposes of indecent images, as anyone under the age of 18. 

r) Mental Health: Mental health problems can include depression, anxiety, eating disorders, self-harm, 
suicidal tendencies and the potential risk of harming others.         

 
This is not an exhaustive list of examples, but merely a guide to the most regular forms of abuse. Any doubts 
on whether or not an act or omission is abusive should be checked with the designated person who could be 
your line manager or a member of the management team.  
 
Consent 
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Consent is defined as a voluntary, uncoerced decision, made by a sufficiently competent or autonomous 
vulnerable adult. This decision is based on adequate information and deliberation, to accept rather than 
reject a proposed course of action that will affect him or her.  
 
For vulnerable adults, they may be unable to give informed consent because of the severity of their disability, 
living situation or health status. This can significantly undermine their understanding of the basic elements 
of another person’s behaviour or communication.  
 
Consent is crucial in determining whether a particular act, relationship or situation is abusive of the person 
concerned. It is always necessary, in the case of vulnerable adults, to determine whether the person could 
and did give informed consent to whatever took place.  
 
Power and Unequal Situations  
Refers to when, although the individual can make judgements about another person’s behaviour, they may 
be in a situation, or relationship, where they cannot give meaningful consent. Such situations are essentially 
those where power and inequality are involved. The following considerations may be useful in judging 
whether or not any form of abuse has taken place:  

a) Parental or familial relationships where one person has the physical or emotional control of others 
b) Assessment settings where adults might have significant power over the individual being assessed in 

the setting 
c) A custodial or care taking relationship on which the individual relies 
d) The use of threat or reprimand by another person in a position of authority  
e) Where an individual relies on another person for their communication to others.  


