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1 Policy statement 

1.1 This policy has been authorised by the Vice Principal, is addressed to all members of 
staff, tutors, volunteers and interns, is available to parents on request and is available 
to students through LFA website.  It applies wherever staff or volunteers are working 
with students even where this is away from LFA premises, for example on location or 
on recce visits.     

1.2 Every student should feel safe and protected from any form of abuse which, in this 
policy, means any kind of neglect, non-accidental physical injury, sexual exploitation 
or emotional ill-treatment. 

1.3 London Film Academy (“LFA”) is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share 
this commitment.  LFA will take all reasonable measures to: 

• ensure that we practise safer recruitment in checking the suitability of staff 
and volunteers (including staff employed by another organisation) to work 
with children and young people in accordance with the guidance given in 
government-issued publications such as Working Together to Safeguard 
Children, July 2018 and Keeping Children Safe in Education, September, 
2018. 

• ensure that where LFA ceases to use the services of any person (whether 
employed, contracted, a volunteer or student) because that person was 
considered unsuitable to work with children, a prompt and detailed report is 
made to Local Safeguarding Children Board and other relevant bodies. 

• ensure that where staff from another organisation are working with our 
students on another site, we have received assurances that appropriate child 
protection checks and procedures apply to those staff; 

• protect each student from any form of abuse, whether from an adult or 
another student; 

• be alert to signs of abuse both in LFA and from outside; 

• deal appropriately with every suspicion or complaint of abuse; 

• design and operate procedures which promote this policy; 

• design and operate procedures which, so far as possible, ensure that 
teachers and others who are innocent are not prejudiced by false allegations; 

• support students who have been abused in accordance with their agreed 
child protection plan; 

• be alert to the medical needs of students with medical conditions; 

• operate robust and sensible health & safety procedures; 

• take all practicable steps to ensure that LFA premises are as secure as 
circumstances permit; 

• operate clear and supportive policies on drugs, alcohol and substance 
misuse; 

• consider and develop procedures to deal with any other safeguarding issues 
which may be specific to individual students in our College or in our local 
area;  

• have regard to guidance issued by the Secretary of State for Education in 
accordance with section 157 of the Education Act 2002 and associated 



 

 

regulations such as the Children Acts of 1989 & 2004. 
 

Every complaint or suspicion of abuse from within or outside LFA will be taken seriously and 
in all proper circumstances will be referred to an external agency such as the social services 
department of the local authority (SSD), the child protection unit of the police (CPU) or the 
NSPCC.  In each of these cases, the matter will be referred by the Designated Person to the 
Local Authority. 

In this instance, the Designated Officer at the Local Authority contact is: 

• Anna Carpenter, Safeguarding and Quality Assurance Manager, London Borough of 
Hammersmith & Fulham, 020 8753 5125 Anna.Carpenter@lbhf.gov.uk 

  

2 The Designated Person 

2.1 LFA has appointed a senior member of staff with the necessary status and authority 
(Joint Principal) to be responsible for matters relating to child protection and 
welfare.  Parents are welcome to approach the Designated Person if they have any 
concerns about the welfare of any student in LFA, whether these concerns relate to 
their own child or any other.  If preferred, parents may discuss concerns in private 
with the student's tutor or the Principal, who will notify the Designated Person in 
accordance with these procedures. 

2.2 The main responsibilities of the Designated Person are: 

• to be the first point of contact for parents, students, teaching and non-
teaching staff and external agencies in all matters of child protection; 

• to co-ordinate the child protection procedures in LFA; 

• to maintain an ongoing training programme for all College employees; 

• to monitor the keeping, confidentiality and storage of records in relation to 
child protection; 

• to liaise with the child protection officer appointed by the SSD (Local Authority 
Designated Officer); 

• to keep parents informed of action to be taken under these procedures in 
relation to their child in accordance with paragraph 6.11; 

• to monitor records of students in LFA on the Child Protection Register (CPR) 
to ensure that this is maintained and updated as notification is received; 

• to liaise with other professionals to ensure that students on the CPR are 
monitored; 

• where appropriate, to take part in the child protection conferences or reviews; 

• to inform the SSD in writing when a child on the CPR moves to another 
College and to inform the new College of the child's status on the CPR. 
 

2.3 The Designated Person for LFA is Daisy Gili (Joint Principal), who may be contacted 
on 0207 386 7711.  She will: 

• advise and act upon all suspicion, belief and evidence of abuse reported to 
her; 
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• keep the Joint Principal (Anna MacDonald)  informed of all actions unless the 
Joint Principal (Anna MacDonald) is the subject of a complaint.  In this 
situation, the Designated Person should consult with Simon Flynn (Vice 
Principal); 

• liaise with the SSD and other agencies on behalf of LFA. 
 

2.4 If the Designated Person is unavailable her duties will be carried out by the Deputy 
Designated Person.  The Deputy Designated Person is Adam Seers, who may be 
contacted on 0207 386 7711.   

2.5 The Designated Person and the Deputy Designated Person should attempt to take 
child protection training and attend refresher training at regular intervals. 

3 Types of abuse 

3.1 Abuse can be: 

• physical abuse, for example beating or punching; 

• emotional abuse, for example rejection and denial of affection; 

• sexual abuse, for example sexual assault or encouraging a child to view 
pornographic material;  

• neglect, for example failure to provide appropriate care including warmth or 
medical attention. 

4 Signs of abuse 

4.1 Possible signs of abuse include (but are not limited to): 

• the student says s/he has been abused or asks a question which gives rise to 
that inference; 

• there is no reasonable or consistent explanation for a student's injury; the 
injury is unusual in kind or location; there have been a number of injuries; 
there is a pattern to the injuries; 

• the student's behaviour stands out from the group as either being extreme 
model behaviour or extremely challenging behaviour; or there is a sudden 
change in the student's behaviour; 

• the student asks to drop subjects with a particular teacher and seems 
reluctant to discuss the reasons; 

• the student's development is delayed; 

• the student loses or gains weight; 

• the student appears neglected, e.g. dirty, hungry, inadequately clothed; 

• the student is reluctant to go home, or has been openly rejected by his / her 
parents or carers. 
 

5 Duty of employees, tutors and volunteers & safe recruitment 

5.1 Every employee of LFA as well as every tutor, volunteer or intern who assists LFA is 
under a general legal duty: 

• to protect students from abuse; 



 

 

• to be aware of LFA's child protection procedures and to follow them; 

• to know how to access and implement the procedures, independently if 
necessary; 

• to keep a sufficient record of any significant complaint, conversation or event; 

• to report any matters of concern to the Designated Person. 

Every employee is under a legal duty to undertake appropriate training including 
refresher training at three-yearly intervals and part-time and voluntary staff who work 
with students are made aware of these arrangements.  

5.2 Whistleblowing: all staff are required to report to the Principal or Joint Principal in 
his/her absence, any concern or allegation about College practices or the behaviour 
of colleagues which are likely to put students at risk of abuse   or other serious harm.  
There will be no retribution or disciplinary action taken against a member of staff for 
making such a report provided that it is done in good faith.  

5.3 Safe Recruitment: LFA is committed to creating a culture of safe recruitment and, as 
part of that, adopt recruitment procedures that help deter, reject or identify people 
who might abuse children. 

5.4 In line with our recruitment policies outlined in the LFA Tutor & Staff Handbooks, 
appointments to roles that engage with regulated activity with children will 
necessitate a more thorough vetting process than other roles. This will involve: 

• Candidates completing an application form for a given role 

• At least 2 references being sought, at least one of which should be derived 
from an educational context 

• Candidates undertaking a face-to-face interview 

• Candidates being assessed on their understanding or training towards 
safeguarding children as well as their motivation to work with children 

• Candidates’ ability closely matches job description requirements 

5.5 After the recruitment process is complete, the successful candidate(s) will be subject 
to pre-employment checks. This will involve a required enhanced DBS certificate, 
which includes barred list information. Whilst offers of employment can be made 
subject to necessary checks, candidates cannot start work until all documentation 
has been received. 

5.6 For all other staff who have an opportunity for regular contact with children who are 
not engaging in regulated activity, an enhanced DBS certificate, which does not 
include a barred list check, will be appropriate. 

5.7 Further information about the definitions of regulated activity can be found in 
‘Safeguarding Children in Education’, September 2018, p31 

5.8 Code of Conduct: As detailed in the LFA Staff, Student & Tutor Handbooks, 
expected behaviours and unacceptable actions are defined and should be abided by 
in all LFA activity. Discriminatory behaviour, relationships between staff and students, 
policies towards bullying and grievance issues are outlined in detail and are 
applicable in regulated activity with children.  

5.9 When working with young people, staff should be aware of these expected 
behaviours, but also demonstrate positive attitudes that serve to encourage and 
inspire good behaviour within their cohort.  



 

 

5.10 Staff and tutors should consider guidance from the BFI on acceptable codes of 
conduct in the screen industry. More information can be found here. 
https://www.bfi.org.uk/about-bfi/policy-strategy/set-principles-screen-industry 

5.11 Health & Safety: Staff and tutors should abide by the health & safety policies and 
responsibilities outlined in existing LFA handbooks in all regulated activity. These 
policies are outlined in all tutor and staff inductions and where relevant, necessitate 
tutor and staff approval of all risk assessments.  

5.12 Safeguarding adults at risk of abuse: Tutors and staff should recognise the need 
to safeguard adults that may also be participating in courses populated primarily by 
children. There is a clear definition of who should be regarded as an adult at risk of 
abuse, this can be consistent with the Care Act of 2014, section 42. A different and 
wider range of types of abuse are recognised when safeguarding adults. These 
include: 

• Physical 

• Domestic Violence 

• Sexual 

• Pyschological 

• Financial 

• Modern Slavery 

• Discriminatory 

• Institutional 

• Neglect 

• Self-Neglect 

Where staff or tutors suspect an adult may be at risk, they should inform the 
designated person who may choose to refer the instance to adult social care 
agencies and/or the Local Authority Designated Officer (LADO), whose details are 
listed below.  

6 Procedures 

6.1 Initial complaint: a member of staff suspecting or hearing a complaint of abuse: 

• must listen carefully to the student and keep an open mind.  Staff should not 
take a decision as to whether or not the abuse has taken place; 

• must not ask leading questions, that is, a question which suggests its own 
answer; 

• must reassure the student but not give a guarantee of absolute confidentiality.  
The member of staff should explain that they need to pass the information to 
the Designated Person who will ensure that the correct action is taken; 

• must keep a sufficient written record of the conversation.  The record should 
include the date, time and place of the conversation and the essence of what 
was said and done by whom and in whose presence.  The record should be 
signed by the person making it and should use names, not initials.  The 
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record must be kept securely and handed to the Designated Person. 
 

6.2 Preserving evidence: all evidence, (for example, scribbled notes, and mobile 
phones containing text messages, clothing, and computers), must be safeguarded 
and preserved. 

6.3 Reporting: all suspicion or complaints of abuse must be reported to the Designated 
Person or Deputy Designated Person, or if the complaint involves the Designated 
Person, to the Principal. 

6.4 Action by the Designated Person: the action to be taken will take into account: 

• the nature and seriousness of the suspicion or complaint.  A complaint 
involving a serious criminal offence will always be referred to the SSD or the 
police without further investigation within LFA; 

• the wishes of the student who has complained, provided that the student is of 
sufficient understanding and maturity and properly informed.  However, there 
may be times when the situation is so serious that decisions may need to be 
taken, after all appropriate consultation, that override a student's wishes; 

• the wishes of the complainant's parents, provided they have no interest which 
is in conflict with the student's best interests and that they are properly 
informed.  Again, it may be necessary, after all appropriate consultation, to 
override parental wishes in some circumstances.  If the Designated Person is 
concerned that disclosing information to parents would put a student at risk, 
he or she will take further advice from the relevant professionals before 
making a decision to disclose; 

• duties of confidentiality, so far as applicable; 

• the lawful rights and interests of LFA community as a whole including its 
employees and its insurers; 

• if there is room for doubt as to whether a referral should be made, the 
Designated Person may consult with the Local Authority Designated Officer or 
other appropriate professionals on a no-names basis without identifying the 
family.  However, as soon as sufficient concern exists that a student may be 
at risk of significant harm, a referral will be made without delay.  If the initial 
referral is made by telephone, the Designated Person will confirm the referral 
in writing to SSD within 24 hours.  If no response or acknowledgment is 
received within three working days, the Designated Person will contact Social 
Services again. 
 

6.5 Referral guidelines: a referral to the SSD or police will not normally be made where: 

• the complaint does not involve a serious criminal offence; and  

• a referral would be contrary to the wishes of a student complainant who is of 
sufficient maturity and understanding and properly informed, and contrary 
also to the wishes of the complainant's parents; and  

• the case is one that can be satisfactorily investigated and dealt with under 
LFA's internal procedures, the parents being kept fully informed, as 
appropriate. 
 

However, if during the course of the internal procedures, it appears that the situation 
is more serious, the Designated Person will again consider whether a referral should 
be made in accordance with paragraph 6.4 above. 



 

 

6.6 External agencies: whether or not LFA decides to refer a particular complaint to the 
SSD or the police, the parents and student will be informed in writing of their right to 
make their own complaint or referral to the Social Services Department or the Child 
Protection Unit of the police and will be provided with contact names, addresses and 
telephone numbers, as appropriate. 

6.7 Allegations against staff: LFA has procedures for dealing with allegations against 
staff (and volunteers who work with students) that aim to strike a balance between 
the need to protect students from abuse and the need to protect staff and volunteers 
from false or unfounded allegations.  These procedures follow the guidance in part 4  
of Safeguarding Children in Education, September 2018 and are further outlined in 
the Student Handbook. 

Suspension will not be an automatic response to an allegation.  Full consideration will 
be given to all the options, subject to the need to ensure: 

• the safety and welfare of the students or student concerned; 

• the need for a full and fair investigation. 
 

Where an allegation or complaint is made against the Designated Person or any 
other member of staff or a volunteer, the matter should be reported immediately to 
the Joint Principal (AM).   

Where an allegation or complaint is made against the Joint Principal (AM), the 
person receiving the allegation should immediately inform the Designated Person, or 
in her absence, the Deputy Designated Person, without first notifying the Joint 
Principal (AM). 

Detailed guidance is given to staff to ensure that their behaviour and actions do not 
place students or themselves at risk of harm or of allegations of harm to a student.  
This guidance is contained in the Staff Handbook and Tutor Handbook.   

If LFA ceases to use the services of a member of staff because they are unsuitable 
to work with students, a compromise agreement will not be used and there will be a 
prompt and detailed report to relevant authorities.  Any such incidents will be followed 
by a review of the safeguarding procedures within LFA. 

6.8 Allegations against students: a student against whom an allegation of abuse has 
been made may be suspended from LFA during the investigation and LFA's policy on 
behaviour, discipline and sanctions will apply.  LFA will take advice from the Local 
Authority Designated Officer (LADO) on the investigation of such allegations and will 
take all appropriate action to ensure the safety and welfare of all students involved 
including the student or students accused of abuse.  If it is necessary for a student to 
be interviewed by the police in relation to allegations of abuse, LFA will ensure that, 
subject to the advice of the LADO, parents are informed as soon as possible and that 
the student is supported during the interview by an appropriate adult.  In the case of 
students whose parents are abroad, the student's Guardian will be requested to 
provide support to the student and to accommodate him/her if it is necessary to 
suspend him/her during the investigation. 

6.9 Suspected harm from outside LFA: a member of staff who suspects that a student 
is suffering harm from outside LFA should seek information from the student with tact 
and sympathy using "open" and not leading questions.  A sufficient record should be 
made of the conversation and if the member of staff continues to be concerned he or 
she should refer the matter to the Designated Person. 



 

 

6.10 Missing child procedures: all staff are informed of the separate procedure to be 
used for searching for, and if necessary, reporting, any student missing from College.  
The procedure includes the requirement to record any incident, the action taken and 
the reasons given by the student for being missing. 

6.11 Informing parents: parents will normally be kept informed as appropriate of any 
action to be taken under these procedures.  However, there may be circumstances 
when the Designated Person will need to consult the LADO and/or the Joint Principal 
before discussing details with parents. 

7 Confidentiality and information sharing 

7.1 LFA will keep all child protection records confidential, allowing disclosure only to 
those who need the information in order to safeguard and promote the welfare of 
children and young people.  LFA will co-operate with police and social services to 
ensure that all relevant information is shared for the purposes of child protection 
investigations under section 47 of the Children Act 1989 in accordance with the 
requirements of Working Together to Safeguard Children, July 2018. More 
information on record retention and GDPR can be seen in the LFA Students (Under 
18) Policy available on the LFA website. 

8 Monitoring 

8.1 The Designated Person will monitor the operation of this policy and its procedures 
and make any relevant changes in conjunction with other senior members of staff.  

8.2 The Joint Principals will undertake a regular review of this policy and how their duties 
under it have been discharged. This review will take place every 2 years or when 
there have been significant changes made to government issued legislation, 
guidance or publications. 

8.3 The Joint Principals will ensure that any deficiencies or weaknesses in regard to child 
protection arrangements are remedied without delay. 

9 Contact numbers 

9.1 The telephone number of the Designated Manager for Child Protection in 
Hammersmith and Fulham is: 

020 8753 5124 
Metropolitan Police 0300 123 1212 (24 hours) 

9.2 The following telephone numbers may be useful for students: 

 
 
Childline 

 
 
0800 1111 

NSPCC 0808 800 5000 

Family Live 0808 800 2222 



 

 

Flowchart for a member of staff worried about a student 
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 No 

 

 

Yes 

Are you worried about a student? 

Are you able to 
speak directly to 
LFA's 
Designated 
Person (DG)? 

Discuss with 
the Vice or 
Joint 
Principal as 
soon as 
possible 

Discuss your concerns with LFA's Designated Person as soon 
as possible.  DO NOT investigate the matter. 

The Designated Person will decide whether to take action. 

Action  
required? 

Keep information 
confidential and 
keep an eye on the 
student.  If 
concerned again, 
discuss with your 
manager. 

Police or Social Services may 
wish to interview you.  Share all 
the information you have with 
police/social services, College 
management but do not 
discuss with others. 
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Further Information 

Local Safeguarding Children Board 

Welcome to Local Safeguarding Children Board for Kensington and Chelsea, Hammersmith 
& Fulham and Westminster. Safeguarding children is everyone's responsibility, and the 
purpose of these web pages is to encourage the widest possible participation in the work of 
the Local Safeguarding Children Board. 

LSCB arrangements for Hammersmith & Fulham, Kensington and Chelsea and 
Westminster 

A Local Safeguarding Children Board for Hammersmith & Fulham, Kensington and Chelsea 
and Westminster, replaced the previous three LSCBs in April 2012. The Board ensures the 
coordination of safeguarding work by all agencies and monitors the effectiveness of child 
protection work across the three local authority areas. 

The Board has an Independent Chair: Jean Daintith and has representatives from the key 
local agencies on its main Board, Subgroups and short life working groups. An integrated 
LSCB team supports and services the Board. Each local area retains a multi-agency group 
to ensure the maintenance and development of effective local partnerships. 

Tim Deacon - LSCB Manager for the Hammersmith & Fulham, Kensington and Chelsea and 
Westminster LSCB 

Jean Daintith - Independent Chair of the Hammersmith & Fulham, Kensington and Chelsea 
and Westminster LSCB 

The LSCB Team can be contacted on: 020 8753 3914. 

Responsiblities 

The LSCB has responsibility for ensuring there are clear arrangements for dealing with 
allegations made against people who work with children. 

Each of the three local authorities has a Local Authority Designated Officer (LADO) with 
responsibilities for oversight and management of individual cases. The LADO provides 
advice and guidance to employers and voluntary organisations, liaises with the police  and 



 

 

other agencies and monitors the progress of the case to ensure matters are dealt with 
thoroughly, fairly and as quickly as possible. 

The relevant contacts in each of the three boroughs are: 

Angela Flahive, Safeguarding Review and Participation Manager, Royal Borough of 
Kensington & Chelsea, 020 7361 3467 Angela.Flahive@rbkc.gov.uk 

Hiliary Shaw, Safeguarding and Education Officer – 0207 598 4876 

Anna Carpenter, Safeguarding and Quality Assurance Manager, London Borough of 
Hammersmith & Fulham, 020 8753 5125 Anna.Carpenter@lbhf.gov.uk 

Jane Foster, Safeguarding in Employment Manager, Westminster City Council, 020 7641 
6108 jfoster1@westminster.gov.uk 

  

Worried about someone? 

If you want to report any abuse or discuss concerns in relation to children and young people 
please contact socialservices@rbkc.gov.uk or tel: 020 7361 3013. 

In an emergency call the police on 999. 

 

 

mailto:Angela.Flahive@rbkc.gov.uk
mailto:Anna.Carpenter@lbhf.gov.uk
mailto:jfoster1@westminster.gov.uk
mailto:socialservices@rbkc.gov.uk

	1 Policy statement
	2 The Designated Person
	3 Types of abuse
	4 Signs of abuse
	5 Duty of employees, tutors and volunteers & safe recruitment
	6 Procedures
	7 Confidentiality and information sharing
	8 Monitoring
	9 Contact numbers
	Local Safeguarding Children Board
	LSCB arrangements for Hammersmith & Fulham, Kensington and Chelsea and Westminster
	Responsiblities
	Worried about someone?



