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Section 1: Organisation Details

	Organisation
	Cotswold Education



	Address
	200 Reservoir Road, Gloucester, GL4 6SB



	Telephone
	01242 350593



	Email
	cotswoldeducationuk@gmail.com



	Website
	cotswoldeducation.co.uk



	Insurance
	Simply Business  |  Policy No. COBI1841306XB



Nature of the Organisation
Cotswold Education is an independent online tuition business specialising in preparation for the Gloucestershire 11+ (FSCE) examination. We deliver weekly online tuition sessions for Year 4 and Year 5 children via Zoom, alongside mock tests, activity days, and intensive revision events. All teaching takes place in a fully online environment; we do not operate from physical premises used for pupil contact. Our pupils are typically aged 9-11.

Key Personnel

	Role
	Name
	Telephone
	Email



	Safeguarding Officer
	Dr Ian Todd
	07976 218062
	drianatodd@gmail.com



	Deputy / Senior Leader
	Mrs Becky Richardson
	07910 323004
	beckytutoring123@gmail.com



Section 2: Our Commitment

Statement of Intent
Cotswold Education is committed to safeguarding and promoting the welfare of all children with whom we work. We believe that every child deserves to be safe, to learn in a secure environment, and to be treated with dignity and respect. The welfare of the child is our paramount concern.
This policy applies to all staff, tutors, and volunteers involved in Cotswold Education activities, whether paid or unpaid, and whether working directly with children or in a supporting capacity.

Policy Framework
This policy is based on the ten Safe and Secure safeguarding standards published by thirtyone:eight and reflects the requirements of:
1. The Children Act 1989 and 2004
1. NSPCC guidance for out-of-school settings
1. Working Together to Safeguard Children (2023)
1. The Equality Act 2010
1. The Care Act 2014
1. The Online Safety Act 2023
1. GDPR and the Data Protection Act 2018
1. The UN Convention on the Rights of the Child

The Leadership Undertakes To
1. Endorse and follow all national and local safeguarding legislation and statutory guidance.
1. Ensure this policy is reviewed and updated at least annually, or sooner following any significant incident or change in legislation.
1. Provide safeguarding training for all workers upon appointment and at regular intervals thereafter.
1. Ensure that the Safeguarding Officer and Deputy are supported in their role and in any action they need to take.
1. Maintain clear records of safeguarding concerns in a secure manner, in accordance with GDPR requirements.
1. Promote a culture where safeguarding is everyone's responsibility and concerns are raised without fear.

Section 3: Prevention

Understanding Abuse and Neglect
Abuse may be carried out by an individual who inflicts harm, or who fails to prevent harm being inflicted. Children may be abused within a family, an institution or a community setting - including online environments. The abuser is very often known to and trusted by the child.
Cotswold Education recognises the following categories of abuse as set out in Working Together to Safeguard Children:

Physical Abuse
Includes hitting, shaking, throwing, poisoning, burning, scalding, drowning, or suffocating a child, or causing deliberate illness.
Emotional Abuse
The persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on their emotional development. This includes making a child feel worthless, unloved or inadequate; imposing unrealistic expectations; causing a child to feel frightened or in danger; exploiting or corrupting a child.
Sexual Abuse
Involves forcing or enticing a child to take part in sexual activities, whether or not the child is aware of what is happening. This includes contact and non-contact acts, including online facilitation of sexual abuse or the production or viewing of sexual images involving children.
Neglect
The persistent failure to meet a child's basic physical or psychological needs, likely to result in serious impairment of their health or development.
Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE)
Both are forms of abuse in which children are manipulated and coerced into harmful situations. Staff should be aware of indicators including unexplained gifts, secretive behaviour, and inappropriate relationships.
Online Harm
Children may be exposed to harmful content, grooming, cyberbullying, radicalisation, or sexual exploitation through online activity. Given that all our work takes place online, staff must be especially vigilant to warning signs in this area.

Signs and Indicators of Abuse
Staff should be alert to the following signs that a child may be experiencing abuse or harm. This list is not exhaustive:
1. Unexplained changes in behaviour, withdrawal, or emotional disturbance
1. Age-inappropriate knowledge of sexual matters
1. Fear of specific adults or reluctance to engage in sessions
1. Disclosure - direct or indirect - of harm
1. Unexplained physical marks or injuries visible during video sessions
1. Signs of neglect such as persistent hunger, poor hygiene, or extreme tiredness
1. Concerning or distressing content shared in written messages or during sessions
1. References to grooming behaviour, inappropriate relationships, or adult contact

In an online context, staff should also be alert to:
1. Children appearing to be in unsafe or unsupervised home environments
1. Disclosures made via the chat function or after a session
1. Behaviour suggesting that a third party may be influencing or listening to the child during a session

Safer Recruitment
The Leadership will ensure that all those working with children through Cotswold Education are appointed through a robust safer recruitment process. This includes:
1. A written job description and person specification for every role
1. Completion of an application form and self-declaration
1. At least one face-to-face or video interview at which safeguarding is discussed
1. Verification of identity, qualifications, and right to work in the UK
1. An Enhanced DBS (Disclosure and Barring Service) check for all staff and tutors who have regular contact with children
1. Receipt of two satisfactory references before appointment is confirmed
1. Completion of safeguarding induction training before working with children
1. Receipt and acknowledgment of this safeguarding policy

Enhanced DBS checks will be renewed every three years or sooner if circumstances require. Any staff member whose DBS check reveals relevant information will have their case reviewed in accordance with DBS Code of Practice requirements.

Codes of Conduct
All staff, tutors, and volunteers are provided with and required to sign a code of conduct. This sets out expected standards of behaviour towards children and their families. Key expectations include:
1. Always treating children with respect and dignity
1. Never engaging in one-to-one unsupervised contact with a child - online or otherwise
1. Never sharing personal contact details with children or their families outside of the organisation's formal channels
1. Never communicating with children via personal social media, messaging apps, or email accounts
1. Maintaining professional boundaries at all times
1. Reporting any concern or allegation promptly in accordance with this policy
1. Not photographing, screenshotting, or recording sessions without authorisation

Section 4: Online Safety

Because all Cotswold Education activities take place in an online environment - primarily via Zoom - robust online safety procedures are a core component of our safeguarding framework. Our approach is informed by the UK Council for Internet Safety (UKCIS) guidance and the Online Safety Act 2023.

Two-Person Rule
All online sessions involving children will include a minimum of two DBS-checked members of staff. No tutor or member of staff should be in a one-to-one online situation with a child at any point. If technical issues result in only one adult remaining in a session, the session should be paused and the child informed that a second adult will join before the session continues. Parents/carers should be notified if this situation arises.

Working Environment
Staff and tutors must conduct all sessions from an appropriate, private location, free from the presence of other adults who are not DBS-checked Cotswold Education staff. Their background should be suitable and non-distracting. The use of a virtual background is permitted.

Parental Presence
Cotswold Education encourages parents and carers to remain in the vicinity of their child during online sessions, particularly for younger pupils. Parents are asked to ensure their child accesses sessions from a shared family space rather than a bedroom where possible.

Session Recording
All online tuition sessions are recorded for educational, quality assurance, and safeguarding purposes. Recordings capture the tutor and on-screen teaching materials only - no children are visible in the recordings at any point.
Recordings are made available to registered families so that children who have missed a session, or whose parents wish to review the content, can access them. The following conditions apply:
1. Parents/carers are informed of the recording practice at the point of registration
1. Recordings are stored securely and access is restricted to registered families and senior staff
1. Recordings will not be shared with any third party outside of registered families, except where required as part of a safeguarding investigation
1. Recordings will be retained until the end of the current academic year, at which point they will be deleted, unless they are required in connection with a safeguarding concern
1. Recordings will never be shared publicly or used for marketing without explicit written consent

Chat and Communication
The chat function within Zoom sessions will be managed as follows:
1. The chat will be monitored by the second staff member throughout the session
1. Children will be reminded at the start of each session that the chat is visible to all participants and to staff
1. Children must not share personal information in the chat
1. Any concerning content in the chat will be documented and reported in accordance with Section 6 of this policy

Peer-to-Peer Interaction
Cotswold Education will ensure that children cannot engage in unsupervised peer-to-peer communication during sessions. The breakout room function will only be used when staff are present in each room. Children will not be permitted to contact other session participants directly.

Harmful and Inappropriate Content
Staff will ensure that children are not exposed to illegal, harmful, or age-inappropriate content during sessions. Screen sharing will be managed carefully, and any external resources will be reviewed before use with children.

Online Incidents and Reporting
Staff should report any of the following as safeguarding concerns in accordance with Section 6:
1. A child making a disclosure of harm during or after a session
1. Staff witnessing a safeguarding concern during a video session (e.g. unsafe adult behaviour visible in the background)
1. Concerning content shared via the chat function
1. Grooming behaviour or inappropriate contact attempted by an adult or peer
1. A child appearing to be in immediate danger

Child's Entitlement to Safety Online
Children have a right to tell a trusted adult if they feel uncomfortable or unsafe during any online session. At the start of each term, children will be reminded that:
1. They can leave a session at any time if they feel unsafe
1. They can tell their parent/carer about anything that has made them uncomfortable
1. They can report concerns to Cotswold Education using the contact details on our website

Section 5: Data Protection and Confidentiality

GDPR and Safeguarding Records
Cotswold Education processes personal data in accordance with the UK GDPR and the Data Protection Act 2018. In the context of safeguarding:
1. All records of safeguarding concerns will be stored securely and separately from general administrative records
1. Access to safeguarding records will be restricted to the Safeguarding Officer, Deputy, and relevant statutory authorities
1. Records will be retained in accordance with statutory guidance - generally until the child reaches the age of 25, or longer if the concern relates to a serious incident
1. Data subjects' rights under UK GDPR (including subject access requests) are balanced against the need to protect children and third parties

Confidentiality
Safeguarding information will be shared only on a 'need to know' basis. Staff must not discuss allegations or concerns with anyone other than the Safeguarding Officer or, where appropriate, statutory agencies. However, confidentiality is not absolute: where a child is at risk of harm, information will be shared with relevant statutory agencies regardless of requests for confidentiality.
Children and families should never be promised complete confidentiality. Where a child makes a disclosure, they should be told: 'I am glad you have told me, but I may need to share this with someone who can help.'

Photography and Imagery
No photographs, screenshots, or video recordings of children taking part in Cotswold Education sessions will be taken without explicit written parental consent. Where consent is given, images will be used only for the stated purpose and will not be shared publicly without further consent. Session recordings are governed by the policy set out in Section 4.

Section 6: Responding to Allegations and Concerns

Principles
All concerns about the welfare of a child or adult must be taken seriously, recorded, and reported promptly. Staff should not investigate concerns themselves, should not promise confidentiality, and should not confront an alleged abuser. The role of the worker is to listen, record, and report.

Receiving a Disclosure
If a child or adult makes a disclosure of abuse or harm, the member of staff should:
1. Listen carefully and calmly, without expressing shock or disbelief
1. Not ask leading questions; use open prompts such as 'Can you tell me more about that?'
1. Tell the child that they are glad they have told you, and that you will need to tell someone who can help
1. Not promise to keep the information secret
1. Make a written record as soon as possible, using the child's own words where possible
1. Report to the Safeguarding Officer without delay

Reporting a Concern
Step 1: Report immediately to the Safeguarding Officer:

	Safeguarding Officer
	Dr Ian Todd  |  07976 218062  |  drianatodd@gmail.com



Step 2: If the Safeguarding Officer is unavailable, or if the concern involves the Safeguarding Officer, report to the Deputy:

	Deputy
	Mrs Becky Richardson  |  07910 323004  |  beckytutoring123@gmail.com



Step 3: If both the Safeguarding Officer and Deputy are implicated or unavailable, contact:

	thirtyone:eight
	PO Box 133, Swanley, Kent, BR8 7UQ  |  0303 003 1111



	Gloucestershire Children's Services
	01452 426565  |  Out of hours: 01452 614194



	Emergency Services
	999 (immediate danger) or 101 (non-urgent police)



Documenting a Concern
A written record of every concern should be made as soon as possible after the incident, including:
1. Date, time, and setting (e.g. which online session)
1. The child's name and age
1. A factual description of what was observed, said, or reported - using the child's own words where a disclosure was made
1. The name of any other person present
1. The name of the person completing the record and the date
Records must be stored securely (not in shared folders accessible to all staff), and must not be kept on personal devices.

Detailed Procedures: Concerns About a Child
Physical Injury, Neglect or Emotional Abuse
The Safeguarding Officer or Deputy will:
1. Contact Gloucestershire Children's Social Services (or thirtyone:eight for advice) in cases of deliberate injury, or if a child appears to be at risk
1. Not inform the parents/carers unless advised to do so by Children's Social Services
1. Seek medical help if urgently needed
1. For lesser concerns, encourage parents/carers to seek help, unless doing so would place the child at greater risk

Sexual Abuse
The Safeguarding Officer or Deputy will contact Children's Social Services or the Police Child Protection Team directly. They will not speak to the parent/carer or any other person. Advice will be sought from thirtyone:eight if there is any uncertainty about whether to refer.

Online Abuse, Grooming or Exploitation
In addition to the steps above, the Safeguarding Officer will:
1. Preserve any evidence (e.g. screenshots of chat, session recordings) without further sharing
1. Consider referral to the National Crime Agency's Child Exploitation and Online Protection command (CEOP) at ceop.police.uk
1. Report to the Internet Watch Foundation (IWF) where illegal imagery is involved

Detailed Procedures: Concerns About an Adult
Where there is concern about abuse or harm to an adult with care and support needs (including physical, sexual, financial, emotional, discriminatory, or domestic abuse, neglect, forced marriage, or modern slavery), the Safeguarding Officer will contact:
	Gloucestershire Adult Social Care
	01452 426868  |  Out of hours: 01452 614194



	Website
	gloucestershire.gov.uk/health-and-social-care/adults-and-older-people/report-suspected-abuse



Allegations Against a Worker or Volunteer
If an allegation is made against any member of staff, tutor, or volunteer, the Safeguarding Officer will:
1. Follow Local Safeguarding Children Board (LSCB) procedures
1. Liaise with Children's Social Services regarding suspension of the worker pending investigation
1. Refer the matter to the Local Authority Designated Officer (LADO)
1. Make a referral to the Disclosure and Barring Service as appropriate
1. Inform the organisation's insurance company
If the allegation involves the Safeguarding Officer, the Deputy will take responsibility for all of the above steps.

Section 7: Whistleblowing

All staff and volunteers have a responsibility to raise concerns about the conduct of colleagues if they have reason to believe a child may be at risk. Concerns should in the first instance be raised with the Safeguarding Officer or Deputy.
If a member of staff or volunteer believes that the Safeguarding Officer or Deputy has not responded appropriately to a concern, or if they feel unable to raise a concern internally, they are entitled to contact:
1. Gloucestershire Children's Social Services directly: 01452 426565
1. thirtyone:eight: 0303 003 1111
1. The NSPCC whistleblowing helpline: 0800 028 0285
1. The police: 101 (or 999 in an emergency)
No member of staff will be penalised for raising a genuine safeguarding concern in good faith. Victimisation of a whistleblower will be treated as a serious disciplinary matter.

Section 8: Pastoral Care and Support

Supporting Those Affected by Abuse
Cotswold Education is committed to offering pastoral support to all those who have been affected by abuse and who have contact with our organisation. This includes working with statutory agencies as appropriate and ensuring that affected individuals are signposted to specialist support.

Supporting Staff
Staff or volunteers who have had to deal with a safeguarding concern may also need support. The Leadership will:
1. Ensure that workers are not left to manage the emotional impact of a concern alone
1. Offer access to appropriate support, including referral to professional counselling where necessary
1. Provide a debrief following significant incidents, once statutory processes allow

Working with Those Who Pose a Risk
When an individual known to have abused children, or known to pose a risk to others, seeks involvement with Cotswold Education, the Leadership will take appropriate steps to protect children in our care. This will include a risk assessment, clear boundaries communicated in writing, and liaison with relevant statutory agencies. The safety of the children in our care is the paramount consideration.

Section 9: Policy Review and Adoption

This policy will be reviewed annually, or sooner following any of the following:
1. A safeguarding incident or near-miss
1. A change in legislation or statutory guidance
1. A significant change to the organisation's activities or personnel

Policy Adoption

	Signed
	Name
	Position
	Date

	
	Dr Ian Todd
	Partner / Safeguarding Officer
	

	
	Mrs Becky Richardson
	Partner / Senior Leader
	



	Lodged with
	Cotswold Education website





Appendix A: Key Contact Numbers

	Agency / Service
	Telephone
	Out of Hours

	Gloucestershire Children's Services
	01452 426565
	01452 614194

	Gloucestershire Adult Social Care
	01452 426868
	01452 614194

	Police Child Protection Team
	01452 726570
	999 (emergency)

	LADO (via Children's Services)
	01452 426565
	-

	thirtyone:eight
	0303 003 1111
	-

	NSPCC Helpline
	0808 800 5000
	0808 800 5000

	NSPCC Whistleblowing
	0800 028 0285
	-

	CEOP (online exploitation)
	ceop.police.uk
	-

	Internet Watch Foundation
	iwf.org.uk
	-

	Emergency Services
	999
	999



Appendix B: Online Session Good Practice Guidelines

These guidelines form part of the organisation's Practice Guidelines (referenced in Section 3) and apply to all online tuition sessions and events.

Before the Session
1. Confirm that at least two DBS-checked staff are scheduled to be present
1. Test Zoom settings: ensure waiting room is enabled, screen sharing is restricted to hosts, and chat is set to 'host and co-host only' for the opening
1. Review any notes or concerns from previous sessions with the same group

During the Session
1. Admit pupils from the waiting room individually, confirming identity where possible
1. Do not begin a session unless two DBS-checked adults are present
1. Monitor the chat throughout; the second staff member is responsible for this
1. If a child appears distressed, confused, or discloses information of concern, follow the reporting procedure in Section 6
1. If a child has to leave the session suddenly, notify their parent/carer if contact details are available

After the Session
1. Record any concerns promptly using the documentation process in Section 6
1. Do not retain session recordings on personal devices; store in the designated secure folder
1. Report any technical issues that created a one-to-one situation to the Safeguarding Officer, even if no concern arose

Parental Guidance Issued to Families
The following guidance is provided to all families at the point of registration:
1. Please ensure your child joins sessions from a shared family space, not a bedroom
1. We encourage you to be available nearby during sessions
1. Sessions may be recorded for quality and safeguarding purposes - you will be informed of this practice at the point of registration
1. If your child mentions anything that concerned them about a session, please contact us at cotswoldeducationuk@gmail.com
1. Children should not share personal information in the Zoom chat

Appendix C: Safeguarding Concern Record Template

To be completed as soon as possible after the incident and stored securely.

	Child's full name
	



	Date of birth / Age
	



	Date of concern
	



	Time and setting
	



	Nature of concern
	(physical / emotional / sexual / neglect / online / disclosure / other)



	Description of concern (factual, child's own words where applicable)
	



	Any visible injuries or observations
	



	Others present
	



	Action taken
	



	Person completing this record
	



	Date completed
	



	Reported to
	



	Date reported
	




IMPORTANT: This record must be stored in a secure, locked location (physical or digital). It must not be retained on personal devices. Access is restricted to the Safeguarding Officer, Deputy, and relevant statutory authorities.
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