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Version control 
This policy applies to all apprenticeships 

 
Document Approval 

Name Position Viewed / comments 

Naomi Lavender Quality Director Approved 

   

 
Revision History 

Version Issue date Author Description of change 

1.0 July 2022 Steven Smith, Safeguarding Manager New Policy. 

1.1 July 2024 Steven Smith, Safeguarding Manager Update & review – new branding. 
Changes to clarify consent form.  

    

  

Document information 

Version 1.1 Update & review – new branding. Changes to clarify consent form. 
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1. Introduction 
The policy sets out QA’s intentions around the support and application of its services to under 
18’s. As a business that supports equal opportunities onto its programmes, QA would also enrol 
learners who are under 18.  These learners and their families should be aware that our centres 
and classroom settings operate like an adult environment. Learners, like staff, are expected to 
behave as adults applying the necessary skills both in study and at work.  

However, QA recognises that anyone under the age of 18 is legally a child therefore may have 
different needs with regards to their support and welfare. Staff across the business work jointly 
to ensure the wellbeing of students under 18 is maintained accordingly.  

This policy will be reviewed annually and should be read by both Staff, learners under 18, 
parents and employers. 

2. Pre-onboarding 
QA recognises that there are greater risks for younger workers when joining the workplace. 
These can be linked to less experience within work, type of employment or the existence of 
power balance that naturally may occur whilst at work. QA will complete a workplace risk 
matrix to capture those who might be at greater risk.  

Staff completing the employer/learner risk matrix must send this to the customer service team 
to review. Where cases are deemed to be high risk, or the learner is under 18 this will be 
forwarded to the safeguarding team. As part of due diligence, the team will review whether the 
role and employment arrangements to be satisfactory before proceeding to onboarding.  

Learners who are under 18 will have a welcome check in with a member of QA’s Safeguarding 
team. This will ensure that if you are an under 18 learner or parent of a child, you are familiar 
with the wellbeing services available, offering the wrap around support which may be needed 
to succeed whilst on the apprenticeship. 

Risk assessments will be stored by the Safeguarding Team. 

3. Recording of Training 
For staff seeking to record training, you must have legitimate reasons for a request of this type. 
For example, to support teaching and learning for the learner or another who has additional 
learning needs. A request to record approval must be granted and signed off by an appropriate 
Director.  

Learners who are under 18 at sign up will be asked to give their consent to being recorded 
during training. 

For young people over 16 years old, consent can be obtained directly without the need of a 
parent.  

Recordings must not proceed without written consent and approval.  

The management and stipulations of data relating to recordings will be followed in line with 
UKGDPR and Data Protection 2018 legislation. It is always good practice to give notice to 
those who will be recorded, in which case the requester must inform those who will be 
impacted.  
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Confirmation to record will be sought during the safeguarding welcome check in, using the 
Under 18’s consent to record form 

4. Next of Kin (Emergency Contact)  
It is particularly important that emergency contact details are provided for students under the 
age of 18 and such students and/or their parents are required to supply this information upon 
signup with QA. Learners under 18 will not be allowed to enrol on their course unless this 
information is provided.  

5. Child Protection/Safeguarding  
As a matter of law, a person under the age of 18 years is a child. QA has a responsibility to 
protect those under the age of 18 years from abuse and is obliged to report any suspicions or 
allegations of abuse of children to the appropriate Children’s Social Care service. Any such 
suspicions or allegations will be reported to QA’S Designated Safeguarding Lead, who will 
contact the appropriate authorities. QA’s Safeguarding Policy and Procedure outlines the 
overall approach to the management of concerns.  

6. Relationship with staff  
Under the Sexual Offences (Amendment) Act 2000, it is a criminal offence for any person in a 
position of trust (which may include members of QA staff) to engage in sexual activity with 
someone who is under 18 years. All staff receive training on appropriate behaviours when 
working with young or vulnerable learners. Staff are also made aware of particular risks to 
young people through ongoing training and support. Prior to contacting a learner, staff will 
identify if the learners age falls under 18. This will include relevant stakeholders. The 
safeguarding team will maintain a list of under 18’s and will reach out to staff who have access 
to the learner.  If so, they will take extra considerations when engaging in a 1 to 1 capacity. Staff 
will always consider their professionalism when it comes to providing appropriate Information 
Advice & Guidance. This includes casual conversations and the risk of promoting unhelpful 
behaviours. As staff who work with under 18’s there is the responsibility to think about 
language and presenting themes that may not be suited in a 1 to 1 setting. Staff will utilise 
official channels to mimimise both risk of abuse and false accusations. Where appropriate QA 
may request that both parties (learner & staff) report of no issues on conclusion of visits or 
interventions. 

7. Health  
In rare instances, consent for emergency medical treatment may be required before parents or 
guardians can be contacted. QA therefore requires parents to give their consent that, in the 
case of such an emergency, a senior member of QA has permission to act on medical advice 
and do what is in the best interests of the child. 

8. Parental involvement  
It is QA’s usual policy to deal with students and not with parents; this approach will also apply 
to students who are under the age of 18 years. Although those under 18 are regarded as 
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children under UK law, they still have the legal right under the Data Protection Act (1998) for 
information about them not to be disclosed without their explicit consent. This means that the 
QA is not able to give information to parents regarding the student’s progress, results or any 
other personal circumstance unless the student has given specific consent. QA will therefore 
correspond with students, not parents. 

9. Looked after care  
Children who are from looked after care potentially face greater challenges. As such those who 
join QA’s programmes and have disclosed, should expect to share details of the local authority 
Personal Advisor appointed to guide and support them, in order to liaise with them as 
necessary regarding any issues of concern affecting the care leaver. Those who are from 
looked after care will automatically be offered and assigned a Safeguarding specialist through 
the duration of their apprenticeship.  The safeguarding specialist will set up with the consent of 
the learner a support and disclosure meeting with the learners’ employer, agreeing on a 
necessary plan of action. Interventions via the Safeguarding team once established will 
commence monthly. 

10. Appendix: Onboarding Process Flow 
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Policy Review 
• The next review of this policy will take place during June 2025 
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