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P5a 
Commitment 

The guidance in this addendum is to help all staff to work together to support each other 

and help us all safeguard and protect students and each other during the COVID-19 

pandemic. It should  be read in conjunction with Greenbank’s existing Child Protection and 

Safeguarding Children Policy P5 & Greenbank’s Adult Protection and Safeguarding Policy P2 

(Resources drive folder -Resources for Delivery staff-Greenbank Policies folder),  

Keeping Children Safe in Education 2020 update 

(https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment

_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf) 

And  

DfE  guidance issued during the first lockdown which has since been withdrawn however is 

still relevant.  (https://www.gov.uk/government/publications/covid-19-safeguarding-in-

schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-

colleges-and-other-providers) 

This guidance has replaced it, produced on 30th December 2020, however does not include 

additional lockdown measures, so both documents are useful: 

(https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-further-

education-provision/further-education-fe-operational-guidance) 

It highlights additional and/or amended procedures and responsibilities during this 

emergency period (and until further notice) in order that Greenbank continues to safeguard 

and protect children and that all staff understand and comply with Greenbank’s duty to 

safeguard, protect and promote the welfare of children.  At this time, these procedures and 

guidance also apply to all young adults with an EHCP & other vulnerable adults. 

Greenbank’s Designated Safeguarding Trustee Mike Brumskill and Chair of the Board have 

been issued with the original DfE guidance & this addendum. The Chair of the Board Alan 

Irving will act as deputy safeguarding Trustee during this period and until further notice. 

Trustees and named protection officers have reviewed Greenbank’s current policy and 

agreed these interim measures. An additional protection officer, Anne Kinsella has been 

appointed for this interim period.  

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
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Name Role Email Tel 

Lisa Turner SEND and 
Education 
Business 
Manager 
Safeguarding 
Lead 

lisa.tuner@greenbank.org.uk 07428 109 172 

Grace Last SEND Teaching 
Learning and 
Support Officer 
Deputy  

grace.last@greenbank.org.uk 07428 109 172 

Rebecca 
Mufti 

Learning Support 
Co-ordinator 
Safeguarding 
Officer 

rebecca.mufti@greenbank.org.uk 07428 109 172 

Mark Palmer Sports 
Development 
Manager 
Safeguarding 
Officer 

mark.palmer@greenbank.org.uk 07576 275 846 

Mike 
Brumskill 

Council of 
Management 
Safeguarding 
Lead 

michael.P.Brumskill@merseyside.poli
ce.uk 
 

07495 333 106 

Mary 
Beaumont 

CEO mary.beamont@greenbank.org.uk 
 

 

Alan Irving Chair of 
Governors 

alan.irving@hotmail.co.uk   

 

Trustee emergency contact details will be given to all protection officers. 

All Greenbank staff will be issued with this addendum to Greenbank’s policy and reminded 

of their responsibilities under Keeping Children Safe in Education and the need for extra 

vigilance. We acknowledge the pressures that all staff are working under. This guidance is 

intended to help us all. 

Key changes in or additional procedures and/or guidance are detailed below: 

1. On-site College learning 

A designated safeguarding officer will be on site at all times if any child and/or vulnerable 

young person is continuing to receive some or all of their education and care on-site at 

Greenbank College. An updated safeguarding and welfare poster will be on display in rooms 

in use within College. If for any reason the designated staff member is unable to remain on 

site, staff should refer any concerns to another named protection officer working remotely. 

 

1.1 Safe learning on-site  

All rooms, including break out rooms and toilets have been thoroughly cleaned, risk 

assessed, furnishings and resources re-arranged to meet social distancing 

recommendations, and to ensure maximum safety for both students and staff working on-

site at this time.  

mailto:lisa.tuner@greenbank.org.uk
mailto:grace.last@greenbank.org.uk
mailto:mark.palmer@greenbank.org.uk
mailto:michael.P.Brumskill@merseyside.police.uk
mailto:michael.P.Brumskill@merseyside.police.uk
mailto:mary.beamont@greenbank.org.uk
mailto:alan.irving@hotmail.co.uk
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An isolation room adjacent to the hub has been designated should any staff or student 

become ill on-site.  

Staff have received guidance on expected protocols for their work on-site (Refer to 

guidance Greenbank Coronavirus Support Pack (3) for further information). 

Students will receive support and clear guidance on expected behaviours and reminded at 

regular intervals of what is expected of them to maintain their own safety and that of 

others. Posters will also be on display. 

Staff should aim to: 

Create a positive and supportive environment for all students, without exception, which 

includes promoting positive relationships, active engagement, and wellbeing for all students 

Offer consistency and some level of routine. Appreciate that students may take time to 

adapt to the new situation they find themselves in. 

This is a new ‘normal’ – reassure that lots of adults and other students are in the same 

situation. For however long it lasts this is the new way of doing things and normalising the 

experience is likely to reduce anxiety for many students. 

Allow students to ask questions: It is natural that students will have questions and worries 

about Coronavirus. Giving them the space to ask these questions and have answers is a 

good way to ease anxiety. 

Students with additional needs might understand a cartoon or picture better than an 

explanation. Easy read information is available. 

It is ok to say you don’t know – at the moment, there are questions we don’t have answers 

to about Coronavirus.  

Staff student ratio will be assessed based on needs of the student group by the on-site 

senior staff member, but class groups will remain small and may well split further, should 

the diversity of the group and/or complex needs warrant this. This will be reviewed in line 

with Government advice.  

1.2 Attendance  

Greenbank will complete the ESFA reporting attendance register to keep a record of 

children of key workers and vulnerable young people who are attending college. This allows 

for a record of attendance for safeguarding purposes and supplies up to date information to 

ESFA of numbers of young people/families taking up places. 

Greenbank will keep records of students working remotely and the support provided to 

enable this.  

 

2. Students learning remotely 

Guidance is continuously changing, Greenbank will continue to review the situation in line 

with Government guidance at the time.  
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2.1 Safeguarding staff and students on-line 

All staff are expected to continue to follow Greenbank’s Staff Code of conduct (R Drive-
Resources for Delivery staff-Miscellaneous information). On-line learning should follow the 
same principles as detailed in this Code of Conduct and the same “duty of care” applies. 
Greenbank understands that remote and on-line learning is a new experience for many staff 
and students. Any staff that are required to work from home due to circumstances and need 
to use personal mobile phones they should ensure use of the Block caller ID facility 141 or 
the relevant setting on their mobile phone as applicable. 
Where staff are using their own laptops or other devices, they should ensure it is password 

protected and the device is not shared.  Screens have to be locked when away for even a 

few minutes, and stored in a secure place. If a USB is used it must be encrypted (but they 

should only be used in an emergency). 

Staff are expected to maintain professional practice as much as is possible and  

 communicate within College hours as much as possible (or hours agreed with the 
college to suit the needs of staff) 

 communicate through the College channels approved by the senior management 
team 

 use College email accounts (not personal ones) 

 use College devices over personal devices wherever possible 

 

All staff are reminded not to share personal information. 

It’s especially important for parents and carers to be aware of what their children and young 

adults are being asked to do, including: 

         Websites they will be asked to use, for example Google Classroom and Google Meet 

         Communication with staff. College staff will identify themselves as Greenbank staff 

and will have Greenbank email addresses. Students may interact with numerous 

college staff, in a variety of formats such as video calls, emails and online messaging 

via Google Classroom and emails. This includes tutors, learner support, job coaches, 

IAG and Safeguarding officers.  

Staff contact with parents/guardians during this time should also be used to reinforce the 

importance of children staying safe online. 

Greenbank staff should emphasise to all young people the importance of a safe online 
environment and encourage parents and carers to set age-appropriate parental controls on 
digital devices and use internet filters to block malicious websites. These are usually free, 
but often need to be turned on. 

During this period of lockdown vocational tutors should work to deliver an on-line safety 

session matched to their students’ ability/needs and/or undertake a quiz to highlight any 

risks that may be emerging. Many staff will have access to suitable resources. 
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Additional resources are being made available in the R Drive.  

 

2.2 Bullying or abuse on-line 

Staff can get advice from Greenbank’s named protection officers  

and protection officers are reminded they can access advice/guidance from: 

 National Crime Agency’s Child Exploitation and Online Protection command  
 Anti-Bullying Alliance for children who are being bullied 

Greenbank can access the free Professionals Online Safety Helpline which supports the 
online safeguarding of both children and professionals. Call 0344 381 4772 or email 
helpline@saferinternet.org.uk. The helpline is open from Monday to Friday from 10am to 
4pm. 

 

2.3 Virtual lessons and live streaming 

All platforms that bring people together, especially those which mix adults, children and 
other vulnerable young people have the potential to present a risk.  

Greenbank’s preferred learning platform is  Google classroom alongside G suite and will be 
the primary method we will use to support remote learning for college students (except for 
Greenbank Foundation degree students who are already well linked to this method of 
learning). Other platforms such as Microsoft Teams, online videos and online resources will 
be used to further enhance learning.  

 

Staff training has been provided for Google Classroom and Microsoft teams and further 
training is available. Staff should raise this with their line manager should they feel 
additional training is required.  

 

Staff need to consider the specific functions and settings of virtual lessons and live feed 

programmes provided to help manage a safer online session. However, it is for the 

presenter to consider the appropriateness of the platform they choose when measured 

against the needs of their specific student group. 

If using virtual lessons and live feeds staff should consider the following guidance: 

 Security - A specific platform for education: Does this platform have a specific 

version    which can be used by educator’s/safeguarding professionals and 

children/young people? 

 Permissions - Admin/host user management: Can the admin/host mute users? Can 

users be placed in a “waiting room” so that they cannot talk or see others until the 

host is present and permits their access? 

 Background - Restrictions on screen sharing: Does the platform restrict the sharing 

of screens to only the admin/host? 

 Security -Password protected meetings: When you share the link or ID for the 

meeting, can you lock the meeting with a password?  Maximum number of 

https://www.ceop.police.uk/safety-centre/
https://www.anti-bullyingalliance.org.uk/tools-information/if-youre-being-bullied
https://swgfl.org.uk/services/professionals-online-safety-helpline/#contact
mailto:helpline@saferinternet.org.uk
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participants: How many live viewers does the platform permit? End-to-end 

encryption: Are files, messages or images which are shared encrypted for all users? 

Any programmes used should be recorded in the R drive under ‘programmes used for live 

video conferencing for education and engagement’. If you have any concerns then please 

speak to a safeguarding officer first and they will work with staff involved in action planning 

to help clarify. 

 

However, where such methods as “Google Hangout” are being trialled and/or used or live 
streamed resources via other platforms, staff should note that this form of teaching and 
learning is substantively different from classroom activity. Tutors should try to find a quiet 
area or private room to talk to students, parents or carers. When broadcasting a session live 
or making a recording, staff will need to carefully consider the background, give careful 
consideration to the content and who they invite to the session. Just as in the classroom, 
they will also need to be mindful of the needs of the whole audience and consider how they 
can best enable inclusion and differentiation. 

 

 

2.4 Reporting concerns, alleged abuse or bullying  

Staff are still expected to raise any concerns as early as they possibly can using the “Raising 

a Concern” form (R Drive-Safeguarding folder), but if this cannot be accessed they should 

ensure they pass this information on as soon as possible to a named protection officer 

detailing why they are concerned. This can be done via Greenbank email or phone, and 

should be acknowledged by the named protection officer. A log of such concerns will be co-

ordinated by Lisa Turner and Anne Kinsella, who will meet each week to review and agree 

actions. This will be shared on a “needs to know” basis. 

Tutors have been allocated to work with their own student groups and a learner support 

staff member/job coach allocated to support students. Collectively they are supporting 

continued learning, well-being and as a “staying in touch” monitoring method. They should 

report to Lisa Turner if they are unable to secure contact with a student in any one week via 

the log created in R Drive-Student Home Working Records-No contact referrals and call 

recorded by Lisa Turner and Anne Kinsella will flag any students where this raises the risk 

register level to medium or high and agree appropriate actions. 

 

Greenbank’s protection staff are still expected to work with Careline, police, health and 
social services and others to promote the welfare of children and protect them from harm. 
This is even more critical in this lockdown period. It is still important the named protection 
officers continue to work with social workers and local authority virtual school head for 
looked after children and previous looked after children. Where a child or young person has 
a named social worker contact details can be found in Pro Monitor.  

(For further guidance protection officers should use Liverpool City Council’s Safe Space 
Hub Support Pack Edition 2 Appendix c) 
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In an emergency where it is considered there is a high level of risk of significant harm to a 
child or vulnerable young adult, or the social worker cannot be contacted or has not 
responded to an urgent communication then named protection officers should make a 
referral to: 

 

In Liverpool Careline Children’s Services on 0151 233 3700 https://liverpool.gov.uk/children-
and-families/childrens-social-care/getting-help/careline-child-services/ 

 or Liverpool Careline Adult services on 0151 233 3800 

https://liverpool.gov.uk/adult-social-care/getting-help/careline-adult-services/ 

 

In Knowsley MASH team on 0151 443 2600 
https://www.knowsley.gov.uk/residents/care/raise-concerns-about-a-child 

Or Knowsley adults services on 0151 443 2600 

https://forms.knowsley.gov.uk/AdultSafeguarding 

 

Information for other local authorities is available on-line. 

 (Updates for Liverpool are available for Protection officers in Liverpool City Council’s Safe 

Space Hub Support Pack Edition 2 Appendix c). 

 

2.5 Risk assessments for students with an EHCP 

In line with lockdown requirements in March, Greenbank has previously undertaken risk 

assessments for all students with an EHCP in the format requested by the Local Authorities. 

This information has been shared with relevant local authorities who will review them and it 

is available for staff within R drive-Student Homeworking Folder-Risk Assessment. Should 

further restrictions be put in place, Greenbank will comply with Local Authority 

requirements for additional risk assessments for EHCP learners.  

This information should be used confidentially and the register will be reviewed weekly by  

Lisa Turner and Anne Kinsella.  

Any students risk rated as medium or high risk will have a more detailed individual 

assessment completed to determine if their needs can still be best met at home or they 

need to re-start attending Greenbank on-site provision, whether a home visit is required (by 

a social worker, other professional or Greenbank staff member) or more frequent checks 

made in relation to their well-being and/or safety. This will be in liaison with Local 

Authorities.  

 Lisa Turner and Anne Kinsella will complete further risk assessments as required & agree 

actions and communicate weekly together. They will be available for all staff in R Drive-

Student Homeworking Folder-Risk assessment to help inform staff work with and support 

of students on a “need to know” basis, but all information must remain confidential. 

 

 

 

https://liverpool.gov.uk/children-and-families/childrens-social-care/getting-help/careline-child-services/
https://liverpool.gov.uk/children-and-families/childrens-social-care/getting-help/careline-child-services/
https://liverpool.gov.uk/adult-social-care/getting-help/careline-adult-services/
https://www.knowsley.gov.uk/residents/care/raise-concerns-about-a-child
https://forms.knowsley.gov.uk/AdultSafeguarding
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2.6 Welfare support remotely 

Helping parents, carers and students to make a weekly plan or structure that includes time 

for education, playing and relaxing is important to reduce stress and anxiety for students 

and their families. We ask all tutors, learner support and job coaches to assist us in this. 

Greenbank Safeguarding team may follow up with one-to-one sessions in some 
circumstances where a student’s mental health and/or well-being seems to be 
deteriorating. There may be other helpful solutions, such as including a parent or additional 
staff member in the call or home visit. Anne Kinsella and other Greenbank staff as 
appropriate, will support with this as required. 

A welfare/safeguarding log will be maintained by Protection officers using CPOMS. 

2.7 Mental well-being 

Negative experiences and distressing life events, such as the current circumstances, can 
affect the mental health of students and their families. Tutors should be aware of this in 
setting expectations of students’ work where they are at home.  

Where Greenbank is providing for on-site education for children of critical workers and 
vulnerable young people on site, staff will work to ensure appropriate support is in place for 
them.  

DfE guidance on mental health and behaviour in schools (which may also be useful for 
colleges) sets out how mental health issues can bring about changes in a young person’s 
behaviour or emotional state which can be displayed in a range of different ways, and that 
can be an indication of an underlying problem. Support for students in the current 
circumstances can include existing provision in college (although this may be delivered in 
different ways, for example over the phone) or from specialist staff or support services.  
For more detailed guidance refer to: https://www.gov.uk/government/publications/mental-
health-and-behaviour-in-schools--2 
 

2.8 Bereavement support 

Greenbank has a log of those who have reported the loss of a family member, close friend 

or significant person in their life. This information is confidential but is available in R Drive –

Student homeworking-Safeguarding & Welfare folder. A protection officer will notify you as 

soon as is possible if you are the staff member likely to be in contact with the student 

and/or family. 

Supporting children and young people through these difficult times can cause considerable 
distress. Staff may well feel unable to do this. The named protection officers have access to 
specific bereavement advice in Liverpool City Council’s Safe Space Hub Support Pack 
Edition 2 Appendix e. They will with the agreement of the student and/or their families 
refer children and young people for professional support. 

 

2.9 Support for Greenbank staff 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
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Supporting anyone struggling to cope during lockdown can be emotionally draining, but this 
can be particularly difficult if there has been a bereavement. It is not a sign of an inability to 
cope or lack of professionalism. It is recognised we all need help to carry out this demanding 
role.  
Points to consider: 

 Staff themselves may be grieving if they knew the person that died. Anticipate that 
you may experience an emotional reaction. 

 Previous losses can resurface.  
 Some adults find it difficult to talk about emotions and feelings. Try to share your 

feelings.   
 Know your own limits and seek support when required.  
 When working with a bereaved child or young person you will come into contact 

with family members who may have their own individual needs. This can be 
emotionally demanding.  

 Don’t be afraid to seek out support through external agencies which work with 
bereavement.   

 Involve other staff when working with a family if there are appropriate links – 
getting the balance right is important.  

 Look after yourself 
 Do not offer something you cannot deliver 
 You do not need to be an expert to offer effective advice  
 Try to recognise when you are running on empty. 

 
Help is available from https://www.mentalhealthatwork.org.uk/ourfrontline/ 

 
The named protection officers also have access to specific bereavement advice in 
Liverpool City Council’s Safe Space Hub Support Pack Edition 2 Appendix e. 

  
2.10 Personal Data and GDPR 

All Greenbank staff who are homeworking have been asked to complete and follow 
guidance as detailed in the Teleworking Computer Security and Risk Assessment Checklist 
and return it to dpo@greenbank.org.uk. 
  
Line managers are working with Greenbank’s Network Administration team and Data 
Protection Officer to continue to minimise risks. 
 
Some staff are having to use their personal mobile phones and when so doing have been 
asked to ensure they protect themselves and students by ensuring use of the ‘Block caller ID 
facility 141 or the relevant setting on your mobile phone as applicable. 
 
Personal data must continue to be stored safely, password protected and only available on a 
“needs to know basis”.  
 
Particular care should be taken not to share contacts when emailing multiple people. 
 

https://www.mentalhealthatwork.org.uk/ourfrontline/
mailto:dpo@greenbank.org.uk
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If staff are sharing on-line resources they should be careful about sharing user names and 
other personal data. 
 
Students and or parents/carers may naturally and genuinely ask about how their 
friends/others are getting on during lockdown; no personal information should be disclosed 
by staff. Staff are advised to say “Greenbank is staying in touch with all our students/parents 
or carers at this time, but unfortunately cannot discuss individuals nor give out contact 
details”.  
For more detailed guidance refer to:  
https://www.gov.uk/government/publications/data-protection-toolkit-for-schools 
 
3.0 Subcontracted provision 
All subcontracted provision should confirm by email they also have clear guidance in place 
to help their staff work safely and help them all safeguard and protect students and each 
other during the COVID-19 pandemic. 
This could be in the form of for example, an addendum to existing policies or a staff support 
pack.  
 
Further advice or guidance is available from Greenbank, but please remember that guidance 
must be relevant to your organisations particular circumstances. 
 
 
3.1 Other services 

Greenbank recognises that whilst the majority of services offered via Greenbank Sports 

Academy are closed due to lockdown, many children, vulnerable adults and staff may well 

feel extremely isolated and we continue to have a “duty of care”. The overall guidance 

within this policy still applies and we will need to update this guidance further as services 

begin to resume. 

Author: Anne Kinsella                                   Document version: V5_LT 160921(Reviewed)  

Agreed by Greenbank Board of Trustees 
 
 

 
 
 
 
Dr Alan Irving, Chairman 
 

https://www.gov.uk/government/publications/data-protection-toolkit-for-schools

