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Head Office Address
Vocational Skills Solutions Limited
VSS Head Office
104-108 Wallgate
Wigan
Greater Manchester
WN3 4AB
INTRODUCTION
This set of policies and procedures are principles, rules and
guidelines formulated or adopted by Vocational Skills Solutions (VSS)
to reach its long-term goals and have been published in this handbook so
that it is widely accessible to all staff, learners, clients, partners, suppliers,
contract workers or members of the public.
Policies and procedures are designed to influence and determine all
major decisions and actions, and all activities take place within the
boundaries set by them. Procedures are the specific methods employed to
express policies in action in the day-to-day operations of VSS. Together,
policies and procedures ensure that a point of view held by the Managing
Director of VSS is translated into steps that result in an outcome compatible
with that view.
Please note that we provide equal opportunities and are committed to the
principles of equality in accordance with legislative provisions. We expect
your support in implementing these policies and procedures.
Note to Employees
We ask that you study carefully the contents of this Policy & Procedures
Handbook as, in addition to setting out the policies and procedures relating
to your employment, it also contains information on some of the main
employee benefits that may be available to you. If you require any
clarification or additional information, please speak to your Line Manager.
Phil Juniper

Managing Director
This document is version controlled by the Managing Director and will be updated annually, or
sooner if changes are required. The document can be found on the VSS Server (Central>Open
Access Folder (internal staff only) or can be downloaded from the company website using the
following link: https://www.vocationalsolutions.co.uk/advice-guidance/policies-procedures/
The current version supersedes all previous versions in circulation throughout the
organisation and externally. Please check with your line manager if you are unsure of the
current version number, or if you have any questions/concerns regarding this document.
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STATEMENT OF SERVICE
This statement of service briefly outlines the facilities and services available to you at
Vocational Skills Solutions (VSS) Limited.
Our Promise
Our mission is to provide the highest quality training and development programmes to our
service users in the UK. Creating standards which others follow, and empowering people
to reach their full potential! To this end we will actively develop new training approaches
to help people learn, and to enable all participants to easily overcome any obstacles they
may encounter along the way, whilst ensuring our programmes are engaging
and enjoyable.
We aim to optimise human potential, increase happiness and maximise the engagement
of people by providing superior training and assessment solutions for understanding,
acquiring, developing and retaining talent within our client organisations. Our aspiration is
to be the best in class’ and provider of choice for Learners and Employers alike.
Quality you can trust
At VSS, we strive to become your trusted training partner by giving you the highest quality
training, account management and customer support.
We ask for feedback from as many of our customers as possible, unemployed learners
attending classroom courses, employed learners undergoing work-based training
programmes, parents, staff and our increasing portfolio of trusted employers.
We ask questions about how likely the person is to recommend our services to a friend or
colleague. This is a tough measure; people must be extremely satisfied with a service to
put their personal recommendation behind it. Because VSS accepts only the highest
levels of quality, this is a metric we choose to map our progress against.
Your learning and development will begin the moment you join us, and will become an
important part of life within VSS. We want you to enjoy your learning journey so that you
have all the skills and know-how to do your job to the best of your ability.
We Promise
• To ensure learners understand and are fully prepared for their learning programme
and have access to all information relating to the service.
• To ensure the information learners receive is clear, accurate and meets individual
requirements.
• To ensure the information, advice and guidance is sufficient to meet the learners
needs.
• To ensure learners enjoy their learning programme.
• To demonstrate an increased improvement in the learner’s knowledge in the
subject area throughout the programme.

5

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

• To demonstrate an increased improvement in the learner’s skills in the subject
area throughout the programme.
• To demonstrate an increased improvement in the learner’s confidence in the
subject area throughout the programme.
• To demonstrate that the learner has enjoyed the learning journey and feels
inspired to progress further.
• To improve learner’s perception of their employability in the wider labour market.
Our Ethos
We are extremely proud of the education and support we provide to our learners and
employers.
We celebrate equality and diversity amongst all our learners and staff and seek to nurture
the gifts of everyone through high quality teaching and learning, and through dedicated
pastoral care. Employers, learners, and potential learners receive clear, accurate, up to
date, accessible, objective and impartial information before committing to our services.
Our priority is to provide the best possible education for our learners, ensuring that
everyone is given the support and encouragement they need to achieve their goals.
Our values reflect the importance that we place on a caring and supportive environment.
We believe in developing a culture based on work ethic, discipline, honesty, and humility.
As an organisation we expect the highest standards of work, behaviour and commitment
from our learners and staff.
VSS operates throughout the UK, with offices in Wigan (Head Office), Liverpool,
Birmingham, and London.
Our Adult Education Budget is available throughout England and is funded through
Liverpool City Region Combined Authority (Liverpool residents only), the West Midlands
Combined Authority (West Midlands Residents only), the Greater London Authority
(London Residents only) and the Education & Skills Funding Agency (ESFA), for
residents living in all other non-devolved areas.
ESFA and Greater London Authority funding is match funded by the European Union
under the European Social Fund (ESF). Where there is a charge to our service, or to the
availability of funding, this will made clear in advance.
What we offer:
• Basic Skills Training (including Statutory Entitlements in Maths & English) for
those aged 19 and over.
• Pre-Employability Training (including Employability Skills and Vocational Training)
for those aged 19 and over.
• Work-based learning for those aged 19 and over.
• Commercial Training Courses (including Driver Certificate in Professional
Competence, Forklift Truck Licence, First Aid, Health & Safety etc)
• All of the above services include access to group or one-to-one Information,
Advice and Guidance (IAG). We will signpost learners to appropriate sources of
information, internally and externally if required.
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• We provides learning and qualifications in a number of sectors including; service,
hospitality, health, transpotation, security, business, retail, warehousing, and
construction.
• Wherever possible we will endeavour to make all information available in a form
that meets learners' individual needs, including large print, braille and taped
resources; a period of notice of up to 10 working days may be required in some
circumstances. If you are having difficulty accessing or locating the information
you need, please contact Head Office on 01942 932 050.
• VSS holds the appropriate approval and authority with Edexcel, NCFE and City &
Guilds awarding bodies to deliver all qualifications currently offered.
• Direct Claim Status is in place for all aims / qualifications, enabling us to
award/certificate all learning aims and qualifications currently offered.
• All programmes have comprehensive resources, which have been endorsed by
the awarding bodies and are regularily reviewed.
• We offer an email advice facility, which is available to all service users. We aim to
reply within 5 working days of receiving emails to info@vocationalsolutions.co.uk
The culture of the company is very much focused on helping individuals help themselves
through personal development. This affords the learners the opportunity to build a
sustainable career progression pathway.
What should you expect from us?
All Employees at VSS will:
• Work to the Matrix quality standards framework for information, advice and
guidance www.matrixstandard.com
• Follow VSS equal opportunities policy
• Be approachable, experienced, trained, and committed to helping you (you are
welcome to ask for further details about how we ensure our staff are
competent).
• Provide unbiased information and impartial, realistic advice in a service that is
confidential, transparent, accessible, and geared to your individual needs and
circumstances
• Give career guidance. This is an ongoing process that helps you to explore your
options and make choices. Our approach to guidance means that you can gain the
skills and insights needed to manage your own career.
Access
VSS Head Office is open from 8:30am to 5pm Monday to Friday. You can drop in at any
point throughout the day. Learners are encouraged to make full use of our in-house IT
suite facilitating access to functional skills learning and Job search activities. Our main
office contact number is 01942 932 050 where you can select the relevant option for your
requirements and a member of the team will be more than happy to help. Service users
are also encouraged to browse our company website here which details up to date
information about opportunities, courses, activities, progression and links to many other
useful websites.
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What we ask from you
As a responsible user of the service we will expect you to treat staff and other users with
respect.
User feedback is essential in trying to improve any organisation and we will, from time to
time, ask for your reaction to some aspects of the service, usually by means of a
questionnaire, but we are always interested in other comments and reactions.
Your views are important to us in planning future provision, so we hope you will respond fully
when we seek your views. Your comments will be confidential unless you decide otherwise.
We will endeavour to tell you how our service has changed because of your feedback.
By making use of the services and expertise available, you will be better able to understand
your capabilities, become better informed about the career choices open to you and be
better equipped to take the next steps towards rewarding and satisfying careers.
The limitations of our service
The opening hours of VSS as detailed in ‘Access’ above indicates that the office is only open
during normal office hours. Other facilities such as VSS website and social media platforms
are however available 24/7.
VSS can be accessed by web here, telephone or post directed to our head office address on
page 3. Any hard copies of material can be obtained by contacting Julie Duckett, Head of
Operations on 01942 932 050 or by email request at: jduckett@vocationalsolutions.co.uk
IAG services, promote the value of learning, are accessible to all service users and will
provide you with any additional help you need to enter and progress in learning and work
(outside of our service offer). VSS do not claim to be the experts, but we will endeavour to
guide you to the information you require.
Our IAG Directory provides links to third party organisations, which will help you to access
the support you need. The IAG information is available on the website
https://www.vocationalsolutions.co.uk/advice-guidance/
How you can help us to improve the service
We value your comments and suggestions. Our webpage contact form found here, gives you
the opportunity to tell us what you think, what you like, dislike, and what we could improve
upon. In giving us feedback, you will help us to tailor our services, to more closely meet your
current and future needs.
All Learners are given a feedback questionnaire for completion at the end of their learning
programme, however additional hard copies of this form can be obtained from our Head
Office address or can be requested by email at info@vocationalsolutions.co.uk.
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How we handle complaints and compliments
VSS has in place a complaints procedure, details of which are included on the website by
clicking here and are also detailed in this handbook. Complaints give you the opportunity to
tell us where we have failed to meet your needs, or conversely you can complement us
where we have excelled in your expectations. You can make a compliment, suggestion or
complaint using the webpage contact form found here.
How we use feedback to evaluate the service
Feedback enables us to identify when a service failure has occurred so that we can put it
right. Feedback from service users also helps to establish good practice, which in turn can
then be implemented into other areas of the service. We use feedback to identify future
improvements.
Confidentiality
All our work with clients is confidential. Feedback, reports etc are always provided directly to
the client and information (other than anonymous statistics) is not made public. You can
refer to our Confidentiality Policy within this handbook or from the website here.
Equal opportunities
The company has been built on strong foundations of Equal opportunities with a progessive
and interactive approach to learning. VSS is committed to promoting equality of access and
treatment in education, employment, training, and guidance, regardless of race, religion,
sex, disability, marital status, social class, age, or sexual preference. Forms of unlawful
direct and indirect discrimination or unequal treatment or unethical behaviour will be
challenged.
Safeguarding and Preventing Extremism
Our aim is to ensure, through effective inspection and regulation, that outcomes for children
and young people are improved by the receipt of better care, services, and education.
Improved outcomes can only be achieved if children are safe from harm. Therefore,
safeguarding the welfare of children is part of our core business. VSS is committed to
providing a secure environment for learners, where learners feel safe and are kept safe. As
a Company we recognise that extremism and exposure to extremist materials and influences
can lead to poor outcomes for learners and also impact on our reputation and so should be
addressed as a safeguarding concern as set out in this Policy Handbook.

*

*

*

*

*

*
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QUALITY ASSURANCE
QUALITY ASSURANCE
Policy and Objectives
VSS quality assurance policy is to achieve sustained, profitable growth by providing services
which consistently satisfy the needs and expectations of its customers.
This level of quality is achieved through the adoption of a system of procedures that reflect
the competence of the Company to existing customers, potential customers, learners in
learning and independent auditing authorities and inspectors.
Achievement of this policy involves all staff, who are individually responsible for the quality of
their work and working towards a whole organisational approach, resulting in a continually
improving working environment for all.
To achieve and maintain the required level of assurance the Managing Director retains
responsibility for the Quality System with routine operation controlled by the Head of
Operations.
The objectives of the Quality Assurance System are:
a) To maintain an effective Quality Assurance System complying with National
Standards and priorities.
b) To achieve and maintain a level of quality which enhances the Company's reputation
with employers, learners, networking partners and agencies.
c) To ensure compliance with relevant statutory and safety requirements.
d) To endeavour, and always, to maximise satisfaction with the services provided.
Definition
The terms and descriptions used in this policy are generally defined within the Quality
Assurance Systems and Procedures. Additional definitions apply for items not covered by
this policy. Any site location, other than the Company's premises, where work is undertaken
as part of a formal contract area covered by this policy.
Quality System
The Quality Assurance System applies to all activities of the Company; and has been
developed in accordance with OFSTED Common Inspection Framework, ESFA Guidelines
and Matrix standards. The Quality Assurance System is fully documented and structured in 3
levels:
Level 1: Quality Manual
This document details the corporate quality policies and structure of the Company and
references appropriate Operating Procedures.
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Level 2: Operating Procedures
These documents describe the actual process, and controls applied, to all activities
concerned with the attainment of a quality assured contracting service.
Level 3: Quality Planning
As the Company operates a standard type and range of services, customer satisfaction and
quality are achieved by operation in accordance with the documented quality system.
Specific customer requirements are identified and documented during the contract review
process, allowing these requirements to be communicated and achieved, ensuring
satisfaction of all customers declared needs.
Authority
All staff have full authority in which to perform their allocated responsibilities. The following
provides a summary of the principal responsibilities of each department; these are clarified in
greater detail within the Operating Procedures.
All staff share authority and responsibility of identifying non-compliance, or where possible
improvements can be made. All staff are then responsible for recording any such instances
where corrective action can be taken, in which to rectify the mistake/error and to
communicate to all departments to prevent the error from reoccurring.
The Managing Director will continually review the company's resources to ensure that
adequate staff, equipment, and materials are available to meet customer and learning
requirements.
Responsibilities
Managing Director
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Overall Responsibility for Business Operations & Financial Assurance
Management Review
Product, Documentation Design & Control
Supplier Selection & Purchasing
Contract Management & Control
Overall responsibility for Training and Staff Development
Overall responsibility for Teaching and Learning
Implement, monitor, and review all company Policies & Procedures
Implement monitor and review Health and Safety Risk Assessments
Approval of the Quality Assurance Systems
Overall responsibility for Quality & Compliance (Inc Internal Audit)
Contract data Performance and Audit
Resolution of Quality Assurance System Discrepancies
Control & Maintenance of the Quality Assurance System
Obtain Funding Contracts & monitor changes in Funding
Attend training as required; ensure personal CPD is kept up to date.
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Operations & Compliance Teams
•
•
•
•
•
•

System implementation, maintenance, and review
Facilitation of external auditing
Quality Improvement, measures, and review
Contract performance and review
Trainer performance management, guidance, and continuous development
Attend training as required; ensure personal CPD is kept up to date.

Quality Assurance Teams
•
•
•
•
•
•
•
•
•
•
•

Implementing code of practice and awarding body centre approval criteria
Advise and support Trainers and those working towards
Implementation of IV strategy for sampling & quality arrangements
Monitoring quality of assessment in accordance with policies and procedures
Verifying assessment decisions and providing detailed feedback reports to Trainers
Developing and supporting Trainers
Managing the quality of our delivery
Ensure equality and anti-discriminatory practice
Facilitating management, Trainer, and standardisation meetings
Provide improvement and support to Operations & Compliance
Implement and deliver CAVA training programmes

Delivery Teams
•
•
•
•
•
•
•
•
•

Assess learners to quality standards.
Maintain tracking systems for learner progress
Deliver and develop individual learning plans and assessment plan requirements
Recording all outcomes of training and assessment towards the qualification
Maintain relevant documentation in line with contractual requirements
Attend relevant meetings, courses, and standardisation meetings
Attend training as required; ensure personal CPD is kept up to date
Review learner progress as per programme requirements
Maintain awarding body centre approval requirements

Administration Teams
•
•
•
•
•
•
•

To assist in administration activities of the centre
To facilitate the induction and enrolment process following all company procedures
To facilitate initial assessment
To complete enrolment paperwork with learners at induction
To assist compliance in the quality checking of enrolment documentation
To assist Senior Management as required in the auditing process
Attend training as required; ensure personal CPD is kept up to date

Management Review and Internal Audit
Management review in terms of the suitability and effectiveness of the Quality System is to
take place on a quarterly basis. Management meetings have minutes taken to record any
actions identified to individual management team members.
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The objectives of Management Review are:
a) To establish that the Quality (Management) System is achieving the expected results
and meeting the Company's requirements, continuing to conform to the Standard,
continuing to satisfy the learners and customer’s needs, expectations and functioning
in accordance with the established Operating Procedures.
b) To expose irregularities or defects in the System, identify areas for improvement and
evaluate improvements implemented.
c) To review the effectiveness of previous corrective actions, and to review the
adequacy and suitability of the management system for current and future operations
of the Company.
d) To review any complaints received, identify the cause, and recommend corrective
action if required.
e) To review the finding of internal/ external audits and inspections identifying any areas
of recurring problems or potential improvements.
f)

To review the reports of nonconforming items and trend information to identify
possible areas for improvement and development.

Internal audits of the Quality System are undertaken at least once per annum to confirm that
the function concerned is adhering to the Company's Procedures. A comprehensive Audit
Programme is compiled at least a year in advance, However, should particular needs be
identified, the frequency of the audit may be increased at the discretion of the Managing
Director.
Contract Review
VSS has an annual contract review with its sub-contract partners and the Education & Skills
Funding Agency. VSS has a strong commitment to improving performance and success
rates throughout all its sectors and learning provision. VSS will use its quality improvement
plan to ensure data is collated and analysed effectively to improve performance and
success. VSS will use its measurements of success to provide continuous improvement to
maintain current contracts and to secure further contracts where required.
Design of Documentation Control
All Design activities are strictly controlled to ensure that the design output information
complies with contractual, OFSTED, Matrix, ESFA, ESF and legislation requirements.
Design activities are planned and normally executed by specialists and are subject to regular
management, review, and verification by the Managing Director, and where relevant,
agreement with the learners, employers, stakeholders, partners, and networking partners.
The design input and output items are documented, and where ambiguity exists, will be
clarified, and documented. All items of design documentation and notes are recorded in pilot
documents file on the quality systems. Design output documentation is produced, and
quality assured through consultation by the Managing Director with the designer before
becoming live to the quality system to ensure that it:
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•

Meets the design input requirements

•

References the design input or appropriate criteria

•

Identifies all the characteristics which are critical to the safe and effective operation of
the system(s)

•

Embeds the values of all company policy and agenda

Design output is reviewed and approved by the Managing Director. Validation of the design
is achieved during Quality checking of the system to confirm compliance to the user’s
requirements.
The designer is required to specify any audits required which may verify the design, by
practical means, at the earliest possible stage of development.
All changes to the design criteria, input or output are subject to strict review and
documentation control procedures.
Documentation & Change Control
All documentation utilised within VSS related to the management system itself, or to the
execution of individual customer contracts is controlled to ensure that it is issued to the
appropriate personnel, under the correct level of authority, is revised and reissued as
necessary, and all obsolete versions are removed from the point of use.
Such documentation typically includes:
•
•
•
•
•
•
•
•
•

Quality Assurance documentation
Quality Improvement Plan (QIP)
Self-Assessment Report (SAR)
Operating Policies & Procedures
Financial documentation
Learner/learning documentation
Employer documentation
Local/National/International Standards
Codes of Practice

The Quality Assurance Policy, SAR and QIP are controlled and maintained by the Managing
Director who ensures that the appropriate items, at the correct revision levels, are issued to
all who need them within the Company.
Local/National/ International Standards, Codes of Practice are maintained by the Managing
Director who will ensure that appropriate documents are available within the Company; and
are issued at the correct revision levels. External suppliers of documentation are contacted
regularly to ascertain that the documents held remain current.
The distribution of standard documents is controlled and recorded on Distribution Lists,
which also show the current issue status. The Distribution Lists are reviewed and updated as
changes occur.
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All changes to documents are reviewed and approved by the person responsible for the
original issue and, where appropriate, the nature of the change is indicated on the
document. Master copies of the revised documents are retained as records of the changes
and renewed as necessary to ensure clarity.
Each contract has a File which contains all relevant information. Information is also held on
the company's computer system for ease of access and manipulation.
Process Control
All productive work is planned and undertaken in accordance with the VSS Policies and
Procedures including specific documentation to be used in line with procedure.
Work instructions are provided by the identified policy and procedure specification and any
documents referenced therein, alternatively work is performed in accordance with nationally
accepted codes of practice and standards.
External Audit and Inspection
VSS are subject to external audit and inspection by the ESFA, Devolved Authorities and
OFSTED. VSS will ensure that all systems, policies, procedures, documentation, evidence,
staff and learners are available as much as possible for cooperation with the audit and
inspection process. VSS will ensure all company practice through inspection and audit will
comply with relevant requirements and company policy and procedure.
Non-Conforming Items, Preventive & Corrective Action
Once non-conforming items have been noticed they are identified by location, associated
documents, or specific markings to prevent their inadvertent use. All non-conforming items
are subject to review and rectification by nominated personnel. The type and extent of nonconformity is documented to establish trends and identify possible areas for improvement.
The corrective action required to prevent recurrence is evaluated, documented, and its
effective implementation is monitored. All rectification is subsequently re-inspected to ensure
complete quality assurance.
All employees are encouraged to suggest improvements in methods, materials, suppliers,
and contractors. VSS has established procedures for review of all activities to identify and
evaluate all possible improvements in methods/ materials and its policies and procedures.
Records
All Individual Learner Records (ILR) containing information on current learners in learning,
completed learners, early leavers and employer details will be stored securely and comply
with the ESFA, Awarding Body and Data Protection Act requirements.
All records relating to financial data can be subject to inspection by OFSTED and the
Provider Financial Audit by the ESFA. VSS will securely store all related information
according to the Data Protection Act for a minimum of six years.
Storage and archiving facilities are allocated which ensure that all stored records are
identifiable and retrievable, and the storage areas are free from damp and other agents
which could cause premature deterioration.
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Where records are maintained on computer magnetic media, and these are subject to "backup" at regular intervals, with the "back-up" information being stored in a protected location to
ensure security from loss/ damage of active data.
All documentation obtained is copied electronically on to the company’s encrypted server
and held for a minimum of 6 years.
Servicing
All services offered by VSS are subject to internal audit and review. VSS will use data and
feedback collated and analysed from this process and all other quality assurance processes
to ensure we maintain and improve high standards of provision.

*

*

*

*

*

*

*

*

*

*

*

QUALITY STANDARDS
VSS aims to provide a quality service in which our Learners, Partners, Stakeholders, and
networking agencies can have confidence.
VSS believe that providing a quality service to our clients is of the utmost importance.
Learners rights
•

The right to be treated as an individual according to their individual need

•

The right of the learner to be involved in an assessment of their training needs and to
be informed of the outcome of that assessment

•

The right to receive a service which does not discriminate against them because of
their age, gender, gender reassignment, race, culture, disability, sexual orientation,
nationality, religious belief, or social class

•

The right to be respected, at all times

•

The right to have a copy of the VSS Policies and Procedures. Detailing the tasks and
responsibilities of the Trainer who will provide the training and assessment

•

That confidentiality will be respected. Personal information will not be disclosed to a
third party without consent

•

The right to make complaints about the service and to have complaints dealt with in
accordance with VSS procedures.
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Standards of Service Provision
•

To treat all Learners as individuals according to their individual needs

•

All tasks must be carried in accordance with VSS policies and procedures

•

The service provided will be in accordance with the agreed Individual Learning Plan
(ILP)

•
•

All tasks should be performed in a skilled manner to meet the requirements of Health
and Safety legislation
VSS will monitor the progression of learning and assessment making appropriate
changes as and when required

Specific Standards of Performance
VSS will aim to meet the Learners wishes in terms of:
Choice
•

The time the service is provided

Sensitivity
•
•

Being aware of the learner’s own abilities
Being non-judgemental

Reliability
•
•
•

Training will be delivered at the agreed time
The appointed Trainers will provide the agreed service
The service will not be withdrawn without consultation with the employer and learners

Every effort will be made to provide at least 24 hours’ notice of any inability to provide the
agreed service.
The Trainers responsibilities
•
•
•

To follow VSS policies and procedures for the provision of services
To work to VSS Equal Opportunities policy
To work within VSS Health and Safety policies and procedures

*

*

*

*

*

*
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ASSESSMENT STRATEGY
Assessments which contribute directly to the Qualification
1.

VSS will comply with each awarding body’s assessment requirements

2.

Trainers planning and setting assessments shall ensure that an appropriate range of
assessment methods are used for each programme to suit individual learners needs

3.

All registrations and certification for qualifications and all entries for external
examinations shall be made by the dedicated Examinations Officer.

4.

Each Programme Manager or tutor shall ensure that a system for providing APL/RPL is
in place, which complies with the external/awarding bodies’ criteria and is made known
to learners

5.

Each Programme Manager or tutor shall ensure that every learner is regularly kept
informed about the method and purpose of assessment and what they need to do to
achieve their qualification(s)

6.

Assessment outcomes shall be used to review individual action plans and learning plans

7.

Arrangements for planning and carrying out internal assessments shall ensure that
these are fair, accurate, reliable and valid

8.

Employers, sponsors and others with a legitimate interest shall be regularly informed of
learners’ progress

9.

Assessment information shall be used to guide course and programme development

10. Internal Verification of Assessments will lead to the Award of a Qualification.
Assessment Models
The assessment model for each programme shall be drawn up and agreed by the
Programme Team or tutor so that:
•

The requirements of the awarding body are met

•

A balanced programme of assessments is provided for learners to meet their
individual needs

Assessment of Modules/Units
•

Assessment of individual modules is co-ordinated so that duplication of assessment
is avoided, and maximum use is made of evidence of knowledge, skills and/or
competences.

•

Learners are always given the opportunity to be re-assessed in the event of failure to
meet minimum standards for success at the first assessment

18

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

•

Each assessment brief shall be internally verified in accordance with the Company
internal verification/ moderation procedure before being administered to learners.

•

Copies of each current module/unit assessment model, assessment brief and internal
verification record shall be kept in the programme file.

•

The Programme Co-ordinator shall make the relevant arrangements to ensure that,
at the start of every course, each learner is provided with details of the assessment
model for each module or unit, including:
o
o
o
o

the form of each assessment
the topic(s) being assessed on each occasion
the issue and return date for marked assignments
Individual learners’ assessment modules may be reviewed and modified as
appropriate to meet individual needs

•

The assessments for each module or unit shall normally be marked by the lecturer(s)
for that module or unit and assessment decisions shall be internally verified in
accordance with the Company’s internal verification/moderation procedure.

•

Assignments should normally be submitted for marking by the dates given in the
assessment models. An extension for the submission of an assessment may be
agreed before the due date following negotiation between the learner, the educator
and the Programme Co-ordinator.

•

Assessments submitted by learners on or before the agreed submission dates shall
be marked and returned with feedback, including grades where appropriate, within 15
working days.

•

Any learner seeking an extension to the submission date for an assessment in any
module, must apply in writing to their tutor, not less than 5 working days before the
due submission date. This timescale need not apply in the case of an emergency.

•

Failure to submit an assessment for marking by the agreed date, may result in a
delay of 15 days before marking and returning with feedback.

•

The Programme Co-ordinator shall monitor extensions of submission dates for
assignments and ensure that the Programme Team meets and agrees appropriate
action when such extensions give cause for concern.

Recording of Assessment Outcomes
•

The Trainer/Tutor shall maintain an up-to-date record of the assessment outcomes
for each learner being assessed. Following each assessment, the Trainer shall
inform the Programme Co-ordinator of the grade obtained by each learner.
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•

The Programme Co-ordinator shall maintain an up-to-date record of assessment
outcomes for each learner on the programme.

•

When a learner has completed all the assessments for a particular module, the
Trainer/Tutor shall agree, with the Programme Team, the grade to be awarded.

•

The Programme Co-ordinator shall ensure that the assessment outcomes for every
learner are accurately reported on awarding body claim forms and checked for
accuracy and appropriate units by a second checker (IV) before being passed to the
Company Examinations Officer for processing by the designated time.

•

Assessment records will be retained for a period that meets awarding bodies’
timescale for archiving and storage. QCF assessment records will be stored
electronically for 3 years in accordance with QCF codes of practice.

Arrangements for External Assessments
The Programme Manager or tutor shall:
•

Obtain all relevant information about external assessment requirements for each
programme

•

Ensure that each learner is informed of the assessment arrangements at the start of
the programme or as soon as they become available

•

Ensure that details of each learner requiring external assessment are registered with
the Company Examinations Officer before the date specified by the Examinations
Officer

•

At the start of a programme involving external assessment, ensure that the Company
Examinations Officer is advised of its operation

•

Check the accuracy of the assessment registration and entry details held by the
awarding body

The Company Examinations Officer shall:
•

Advise Programme Managers/tutors of the registration and entry requirements,
including deadlines, for external assessment. For QCFs, claims cannot be made
within 10 weeks of registration.

•

Issue registration and entry forms for external assessment to each Programme
Manager for completion
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•

Ensure that all learners identified by a Programme Manager or tutor for external
assessment are correctly registered and entered with the appropriate awarding body
by the published deadline

•

Make arrangements to ensure that each external assessment is conducted in
accordance with the awarding bodies’ regulations/rules

•

Ensure that Programme Managers and learners are advised of the outcome of
external assessments when they become available

•

Ensure that the accuracy of the assessment registration and entry details held by the
awarding body is checked by the Programme Manager/tutor and any alterations
required are communicated to the awarding body

Initial Assessment
•

The Programme Manager or tutor shall ensure that initial assessment is carried out
during induction and provides an accurate basis on which to plan an appropriate
programme of work for each learner

•

Initial assessment shall be used to identify each learner’s additional support needs

•

The Programme Manager or tutor shall liaise with the Learning Support Co-ordinator
to arrange the provision of additional support for each learner

•

The Programme Manager or tutor shall ensure that actions based on initial
assessment outcomes are incorporated into individual learning plans

•

Records of the outcomes of initial assessments shall be maintained by the Learning
Support Co-ordinator and the Programme Tutor

Information Provided to Learners on Submission of Assessments for Programmes
with Internal Assessments
Assessments on your programme have been designed to:
•

Meet the requirements of the awarding body to provide you with an even workload
throughout the year

•

Give you the opportunity to get high grades

•

Accommodate your individual assessment needs

•

Give all learners equal opportunity to be successful
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It is important that you keep to the agreed schedule of assessments so that your workload
doesn’t become excessive at any time and you receive regular feedback on your progress.
However, we understand that you may sometimes find yourself unable to meet assessment
deadlines. In these circumstances it is our policy to offer as much support as we reasonably
can to enable you to achieve without breaching any fundamental rules of assessment
If you find yourself in a situation where you are unable to meet an assessment deadline, you
should:
•

Talk to your tutor about the problem

•

Write to your Programme Manager or tutor asking for an extension to your
submission date. Ideally this should be done at least 5 working days before the due
date

•

Negotiate a revised submission date with your tutor and Programme Co-ordinator

•

Make every effort to keep to the revised deadline

*

*

*

*

*

*

*

*

*

*

*

CUSTOMER SERVICE
VSS is committed to:
•

Excellence in serving all customers including persons with disabilities.

•

Ensuring that its working, living and learning environments are maintained free from
discrimination.

•

Providing accessible service for its employees and customers.

VSS will, to the extent possible, make efforts to ensure that:
•

VSS’s goods and services are provided in a manner that respects the dignity, selfrespect and independence of persons with disabilities.

•

The provision of VSS goods and services to persons with disabilities is integrated
with those provided to persons who do not have disabilities unless an alternative
measure is necessary to enable a person with a disability to obtain, use or benefit
from VSS’s goods or services.

•

Persons with disabilities are given an opportunity equal to that of persons without
disabilities to obtain use or benefit from VSS’s goods and services.
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VSS encourages open two-way communication and expects persons with disabilities to
communicate their need for accommodation or assistance, if it is not clear how that need can
be met.
Purpose
To establish programs and procedures for developing, implementing and enforcing
accessibility standards, as expressed in the Equality Act (2010), to achieve accessibility for
persons with disabilities with respect to the goods and services provided.
Scope
This policy applies to all VSS employees
Responsibility
Responsibility of employees:
•

Take all training offered regarding this policy and keep up to date with any new
policies and procedures

•

Report any disruption in service to Supervisors, Operations and Human Resources
department, as appropriate

•

Keep informed of any modifications made to the policy and the changes in training
that may result

Responsibility of Supervisors:
•

Encourage all employees to take the training that is offered by VSS in respect to this
policy

•

Ensure employees follow the guidelines set out by VSS in this matter

•

Inform the Human Resources Department if there is any further training needed

•

Undergo training themselves and actively seek information in this matter/keep
informed of changes

•

Understand the programs, procedures, and policies that are being implemented

•

Ensure accessibility procedures pertaining to their area are in place

•

Have signs and posters, as may be required, that are easy for persons with
disabilities to read

Responsibility of Human Resources:
•

Ensure all policies are up-to-date and communicate the same to all employees

•

Ensure policies are posted in a conspicuous place.

23

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

•

Ensure all relevant programs, policies, procedures are implemented.

•

Make training available for all employees.

•

In collaboration with Company Operations (and other departments, as appropriate),
ensure accessibility procedures are functioning, take corrective action when they are
not and post information on disruptions to service in the affected location.

Definitions
Disability means:
•

any degree of physical disability, infirmity, malformation or disfigurement that is
caused by bodily injury, birth defect or illness and, without limiting the generality of
the foregoing, includes diabetes mellitus, epilepsy, a brain injury, any degree of
paralysis amputation, lack of physical co-ordination, blindness or visual impediment
deafness or hearing impediment, muteness or speech impediment, or physical
reliance on a guide dog or other animal or on a wheelchair or other remedial
appliance or device;

•

a condition of mental impairment or a developmental disability;

•

a learning disability, or a dysfunction in one or more of the processes involved in
understanding or using symbols or spoken language;

•

a mental disorder, or

•

an injury or disability for which benefits were claimed or received under the insurance
plan established under the Workplace Safety and Insurance Act, 1997;

Accessible means capable of being entered or reached, approachable; easy to get at;
capable of being influenced, obtainable; able to be understood or appreciated
Assistive Device means a device used to assist persons with disabilities in carrying out
activities or in accessing the services of persons or organizations covered by the customer
Service Standard.
Customer a person (including learners) to whom VSS provides a service
Dignity means respecting and treating every person including persons with a disability as
valued and as deserving of effective and full service as any other customer.
Independence means freedom from control or influence of others, freedom to make your
own choices
Employee includes part-time and full-time faculty and staff, secondees, volunteers, and
consultants for the purposes of this policy.
Guide Dog means a dog trained as a guide for a person who is blind and having the
qualifications prescribed by the regulations.
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Goods and Services means goods and services provided by VSS.
Service Animals means animals that are used as a service animal for a person with a
disability
Support Person means an individual hired or chosen by a person with a disability to provide
services or assistance with communication, mobility, personal care, medical needs or with
access to goods or services.
Procedure
Communication
VSS is committed to communicating with persons with disabilities in ways that take into
consideration their disability. To ensure this:
•
•
•
•

VSS employees will be trained in how to interact and communicate with customers
with disabilities guided by the principles of dignity, independence and equality.
Customers with disabilities will be offered alternative communication formats that will
meet the needs of the customer as promptly as feasible.
Documents will be provided to customers in an alternative format that will meet the
needs of the customer, as required.
If telephone communication is not suitable for a customer’s needs, alternative forms
of communication will be offered, as required.

Use of Service Animals, Assistive Devices, and Support Persons
VSS will ensure that the access, use and benefit of goods or services are not compromised
for persons with disabilities who require assistive devices, or who are accompanied by a
service animal, guide dog or support person.
Service Animals
Service animals, such as, but not limited to Guide dogs, Hearing dogs, Seizure Response
dogs, and other certified service animals shall be permitted entry to all VSS’s facilities and
class/meeting rooms that would normally be accessible to the individuals who need such
assistance, the only exception being as follows:
Service animals are not permitted where food preparation is being undertaken or, as
otherwise disallowed by law. In the rare case where a service animal is to be denied access
to a facility or meeting room, other accommodations may be afforded, such as alternate
meeting format, e.g. teleconference, where technology permits; delivery of goods or service
at an alternate time or location; other assistive measures available to deliver goods or
service to ensure equality of outcome.
Assistive Devices
Persons with disabilities shall be permitted to obtain, use or benefit from goods or services
through the use of their own assistive devices. Exceptions may occur in situations where
VSS has determined that the assistive device may pose a risk to the health and safety of a
person with a disability or the health and safety of others on the premises.
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In these situations, if a person with a disability is hindered from accessing goods or services,
VSS will accommodate the customer by providing an alternative where possible.
It is the responsibility of the person with a disability to ensure that his or her assistive device
is always operated in a safe and controlled manner. VSS will ensure that employees are
trained as required to use assistive devices available on our premises.
Support Persons
VSS is committed to welcoming customers with disabilities who are accompanied by a
support person. Any person with a disability who is accompanied by a support person will be
allowed to enter VSS’s premises with his or her support person. At no time will a person with
a disability who is accompanied by a support person be prevented from having access to his
or her support person while on the VSS premises.
VSS holds conferences, events, and workshops sponsored by VSS or by third parties, that
are outside of daily classroom use. For such events, support persons shall be permitted
entry to all VSS facilities and meeting rooms that are open to the public, except: when there
are fees applied against participants by a third party and the support person was not preregistered and/or no vacancy exists.
If admission to an event is permitted and fees are payable to a third party, the support
person is permitted to attend the event at their own cost. Cost for services (e.g. food,
lodging, etc.) will be the responsibility of the support person. If admission to an event is
permitted and fees are payable to VSS, the support person is permitted to attend at no cost
for admission. Cost for other services (e.g. food, lodging etc.) will be the responsibility of the
support person. If a support person is necessary for the health and safety of a person with
disabilities, or for the health and safety of other persons,
VSS will require the accompaniment of a support person on the premises. The customer
shall determine whether a support person is necessary, however, where an employee
believes that a support person should be in attendance to protect the health and safety of
the customer or others, the following criteria shall be used in consulting with the customer:
When there is a significant risk to the health and safety of the person with a disability or to
others;
When the risk cannot be eliminated or reduced by other means;
When the assessment of the risk is based on consideration of the duration of the risk, the
nature and the severity of the potential harm, the likelihood that the potential harm will occur,
and the imminence of the potential harm;
When the assessment of the risk is based on the individual’s actual characteristics, not
merely on generalizations, misperceptions, and ignorance or fears about a disability.
Learners are required to provide their own support person (s). Learners are expected to
inform instructors/ facilitators that they will be attending classes with a support person.
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Notice of Temporary Disruption to Facilities or Services
In the event that a planned or unexpected service disruption occurs that would limit a person
with a disability from gaining access to VSS’s facilities, goods or services, VSS will provide
appropriate notice to make the disruption known to staff, learners, and visitors in the
following ways:
Where possible, the person(s) with disability will be directly informed of the disruption.
The Company will post a notice of the service disruption on the premises where the service
disruption occurs.
Messages will be posted on the VSS web site at www.vocationalsolutions.co.uk, and social
media platforms as required.
Feedback Process
VSS’s goal is to meet the needs of its customers, while paying attention to the unique
requirements of their customers with disabilities. Feedback regarding the way VSS provides
goods and services to people with disabilities can be provided electronically by clicking on
the Customer Service Standard Feedback Form (Attachment A) below. Feedback can also
be provided in person, by telephone, through email, or by other means as appropriate.

*

*

*

*

*

*

*

*

*

*

*

CAREERS EMPLOYABILITY
VSS is committed to supporting its learners throughout their journey to qualification and
beyond. All delivery staff have a key role to play in supporting learners, however different
their learning needs are.
VSS will ensure that all learners have access to professional and fully qualified staff: and
have the required skills to make informed choices and manage their own responsibilities.
This Policy describes how, through the provision of appropriate impartial Information Advice
and Guidance, we will ensure that all learners receive personalised, needs-led support.
The aim of the Careers, Employability and Enterprise service is
•

To support VSS Strategic aims and objectives.

•

To deliver the Core Functions of VSS, which are;
o
o

to provide guidance
to provide advice
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o
o
o
o
o

to provide access to information
to promote employability
to provide a complaints free service to employers
to provide a service to learners and clients
to provide support to partners

•

To provide high quality, effective guidance services to learners which help them
make well informed career decisions and then to provide the relevant information,
advice and guidance to enable them to realise their choices

•

To provide/deliver an effective information service on all aspects of employment,
further study and alternative options

•

To help VSS understand and adapt to the changing employment market for learners.

•

To provide professional advice to employers seeking learners to fulfil employment
requirements

•

To provide provision, for employers, of access to learners for information
dissemination and recruitment

•

To improve professional standards and adapt to changing needs.

•

To be responsive to the needs of learners, the institution and organisations

•

To maintain professional standards - to participate in/with relevant organisations and
training

We will achieve these aims by providing, in line with quality benchmarks, personalised
impartial information advice and guidance to potential candidates and existing learners as
described in the VSS IAG Policy, which is available to:
1.
2.
3.
4.
5.
6.
7.

potential candidates
current learners
potential employers
current clients
partners
staff
public

The IAG Policy contributes to the retention, completion and progression rates set out in the
company KPI’s. It also supports learners’ personal growth outcome achievements.

*

*

*

*

*

*
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OBSERVATION OF TEACHING & LEARNING
Policy
VSS regards the practice of observing teaching and learning to be a key quality indicator
within the overall quality system. It is in the best interests of learners and employees that the
Company carries out routine critical assessments of programme delivery and this should be
seen as a positive development point contributing to a continuous cycle of improvement.
The contexts of training delivery include all training sessions, including induction
programmes.
The core principle of the observation of teaching and learning is that the employees of the
Company want to provide the highest standard of learning experience to learners and that
the learner is the central focal point for the Company.
The procedure is intended to enable and encourage employees to use evaluative techniques
and feedback from colleagues in an effort to improve the quality of the learning process. It
will also allow the Company to identify areas of good and best practice and be able to share
this with all employees.
Observation of Teaching and Learning Procedure
The schedule of observations is identified in the Quality Monitoring Plan. All employees who
deliver teaching and learning will be observed a minimum of 3 times per year by approved
and trained observers. An analysis of the results the observations will be produced in a
report format in line with the Quality Monitoring Plan.
Observations are to be carried out in environments where learners are present and could be
classroom or workplace based. The observations will be graded in accordance with the
guidance issued by the Company.
Approved observers should meet the following criteria:
•

Have 2 years recent and current training experience

•

Hold a recognised teaching qualification

•

Have undergone lesson observation training

Approved observers will provide verbal feedback to the trainer/tutor identifying any strengths
and areas for improvement. A written report will be produced using the Company approved
format. The trainer/tutor will receive a personal copy of this report.
The nominated person will carry out an observation of the approved observers twice a year
to moderate the standard of observation.
Grading Guidance
The purpose of the document is to provide a framework for observers to refer too when
making judgements with the aim of improving the delivery of training.
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Employees will be able to appeal if they feel the observer has been arbitrary or unfair in the
judgements made and the grade given.
The minimum standard of delivery set down by the Company is Grade 3 however employees
are expected to achieve better grades than this.
Grades will be based on a four-point scale:
•

Grade 1

Excellent

•

Grade 2

Good

•

Grade 3

Satisfactory

•

Grade 4

Inadequate

Records
It is the responsibility of the Head of Operations to ensure that all records are retained at the
Company office and where appropriate uploaded onto the VSS database. The analysis of
teaching and learning will be used to inform the self-assessment process.

*

*

*

*

*

*

*

*

*

*

*

NATIONAL BOARD PRINCIPLES
Information, Advice and Guidance services should promote the value of learning and be
accessible to people, to provide them with the help they need to enter and progress in
learning and work.
Accessible and Visible
IAG services should be recognised and trusted by clients, have convenient entry points from
which clients may be signposted or referred to the services they need, and be open at times
and in places which suit clients’ needs;
Professional and knowledgeable
IAG frontline staff should have the skills and knowledge to identify quickly and effectively the
clients’ needs. They should have the skills and knowledge either to address the client’s
needs or to signpost or to refer them to suitable alternative provision;
Effective Connections
Links between IAG services should be clear from the client’s perspective. Where necessary,
clients should be supported in their transition between services;
Availability, Quality and Delivery
IAG services should be targeted at the needs of clients, and be informed by social and
economic priorities at local, regional and national levels;
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Diversity
The range of IAG services should reflect the diversity of clients’ needs;
Impartial
IAG services should support clients to make informed decisions about learning and work,
based on the client’s needs and circumstances;
Responsive
IAG services should reflect clients’ present and future needs;
Friendly and Welcoming
IAG services should encourage clients to engage successfully with the service;
Enabling
IAG services should encourage and support clients to become lifelong learners by enabling
them to access and use information to plan their careers, supporting clients to explore the
implications for both learning and work in their future career plans;
Awareness
Adults should be aware of the IAG services that are relevant to them, and have well
informed expectations of those services.

*

*

*

*

*

*

*

*

*

*

*

INFORMATION, ADVICE & GUIDANCE
This Policy should be read in conjunction with other VSS policies and procedures including:
the Single Equality Scheme, Data Protection Policy, Safeguarding Children and Adults at
Risk Policy and Quality Policy.
VSS Vision and Values for IAG
VSS aims to provide high quality, impartial, information, advice and guidance services which
promote the value of learning to learners of the Company, prospective learners of the
Company and employers or other organisations representing current or prospective learners.
The IAG services support the Company values in that its staff are passionate about
education & enabling our learners to reach their potential. The IAG staff seek especially, to
develop the self-esteem and self-confidence of learners. We share with the rest of the
Company our belief that every individual should be treated with courtesy and fairness and
we respect the rights and beliefs of each other, regardless of gender, marital status, age,
disability, race, religion, sexual orientation or position within the organisation.
We value new ideas and approaches and seek new opportunities and solutions to meeting
the IAG needs and demands of our learners, employers and the local community whilst
supporting national and regional education and economic strategies.
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We seek to encourage and celebrate creativity and to be supportive of innovation, learning
from all that we do. We believe that our staff and learners should work in an environment of
friendliness, with a clear sense of purpose to achieve our mission and realise our vision.
Learner Entitlement
The Company is committed to create an IAG experience for Learners that is:
•
•
•
•
•
•

Outstanding and delivered in an excellent environment
Aspirational, designed to inspire and motivate
Personalised to suit the student
Planned to guide learners on to the right courses and to support and stretch them
Developing self-confidence
Coaching them to be successful and progress on to their next steps

All clients that use the IAG at the Company, i.e. learners, prospective learners and other
stakeholders, are entitled to a service that is:
Accessible and Visible
Access to IAG should be free from direct or indirect discrimination. Services should be
recognised and trusted by clients, have convenient range of entry points from which clients
may be signposted or referred to the services they need, and be open at times and in places
which suit clients’ needs. So, in addition to the Learner Help Centre, IAG is provided on the
Company website, in Company prospectuses and marketing material and is available free of
charge to any individual on request.
Professional and Knowledgeable
IAG frontline staff should have the skills and knowledge to identify the client’s needs quickly
and effectively. They should have the skills and knowledge either to address the client’s
needs or to signpost or to refer them to suitable alternative provision. The learning and
development needs of each of the Company IAG services is identified during the business
planning and staff appraisal processes, alongside national priorities. The identified needs
include professional and subject updating via long and short external courses and
conferences, leadership and management, employability skills and other developmental
activities.
Impartial
Clients have the right to information, advice and guidance that is impartial, unbiased and
realistic. Where appropriate, referrals will be made to external agencies.
Integrated
Links between IAG services should be clear from the clients’ perspective, regardless of the
programme or location of their study. Where necessary, clients will be supported in their
transition between services.
Aware of and responsive to Diversity
The range of IAG services should reflect the diversity of clients’ needs and reflect both
clients’ present and future needs.
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Enabling
Learners, learners, parents, employers, staff and partners should be able to make informed
choices about ways in which the Company can meet their individual training and
development needs. IAG services should encourage and support clients to become lifelong
learners by enabling them to access and use information to plan their careers, supporting
clients to explore the implications of both learning and work in their future career plans.
Patient, Friendly and Welcoming
IAG services should encourage clients to engage successfully with the service.
Clients are made aware of this entitlement through the Company website: “Your Entitlement
to Information, Advice and Guidance”. During Induction and occasionally during the year,
learners will be visited in their tutor groups by members of the IAG services who introduce
themselves and explain the nature of their services. IAG posters are also visible throughout
the Company.
IAG Delivery
This policy applies to all enquiring, enrolled and past learners at VSS.
For the purposes of this policy the term Information, Advice and Guidance (IAG) is used as
an umbrella term to denote a range of guidance activities and processes. The following
definitions have been used:
Information – Information is data on opportunities conveyed through different media, both
mediated and unmediated including face-to-face contact, written/printed matter, telephone
help lines, ICT software, and websites.
Advice – this involves:
• helping a student understand and interpret information
• providing information and answers to questions and clarifying misunderstandings
• understanding their circumstances, abilities and targets
• advising on options or how to follow a given course of action
• identifying needs – signposting and referring learners who may need more in-depth
guidance and support.
Advisory work is usually provided on a one-to-one basis but may also be in groups.
Guidance – aims to support learners to:
• better understand themselves and their needs
• confront barriers to understanding, learning and progression
• resolve issues and conflicts
• develop new perspectives and solutions to problems
• be able to better manage their lives and achieve their potential.
Guidance may also involve advocacy on behalf of some learners and referral for specialist
guidance and support. This involves more in-depth one-to-one work by guidance-trained
staff.
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The Company Tutorial Curriculum includes several elements that relate to IAG including, soft
skills development relating to work-readiness, C.V. writing, preparation for interviews and
safeguarding.
There is also significant IAG taking place within the ILP process and the interventions of
Opportunities Coaches with referred learners.
In line with the IAG defined above, the Company will provide assistance relating to:
• the range of support available at the Company
• financial assistance available to support those in education and training
• course entry criteria, qualifications, accreditation and modes of study
• equipment, clothing and materials which the student must provide
• impartial careers advice and guidance
• personal goals, aspirations and motivation while on course
• guidance to its current learners to discuss progression
Key Personnel
The Managing Director is the lead for IAG in the Company. Other key managers of the
processes are:
•
•
•
•

Head of Operations
Compliance Manager
Head of Operations
Lead Quality Assurance Manager (QAM)

The Company works collaboratively with a range of providers within the learning community
to enhance its curriculum offer to learners. The Company is committed to developing quality
IAG provision in agreement with its partners, to ensure that the best range of progression
opportunities are available, and that consistency of delivery ensures all learners receive
impartial, high quality IAG.
Information on courses is provided by IAG staff, curriculum, Company Information Services
and Enrolment. Where the Company does not have the information, the IAG staff will seek
the information on behalf of the individual or provide the individual with the name and
contact details of the organisation, who will have the information being requested.
Advice provided is impartial and confidential, to enable learners and potential learners to
make informed choices as to the most appropriate route for their personal and career
development. Information, Advice & Guidance is provided by the following
•
•
•
•
•

Leaders & Managers
Delivery Staff
Quality Assurance Staff
Enrolment Staff
Compliance Staff

Guidance is provided by fully trained competent staff and potential and current learners can
see an advisor face-to-face, telephone or written format. The Company promotes and
support equality of opportunity and wherever possible the Company will seek to provide
information in a format which suits the needs of the individual.
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Objectives below support these as follows (related Strategic Objectives are in brackets):
•
•
•
•
•
•
•
•

Increase the numbers of queries and applications which lead to enrolments.
Increase client satisfaction with the IAG received from the Company
Improving Company Retention, Success and Achievement rates and measure the
impact of the IAG services on these
Improve the percentage of learners that positively progress to further training,
apprenticeships or employment after receiving IAG at the Company
Monitor and ensure equality of access to impartial IAG for the diverse groups of
learners in the Company
Widen the range of appropriate partners and external agencies with which the
Company IAG services work
Continually update and improve the staff training and resources to provide up-todate, impartial and effective IAG for clients
Develop the Company business model to offer impartial IAG services to other local
organisations

Assessment Review and Evaluation
To ensure a high quality of IAG service, the Company will evaluate its provision to ensure
that:
•
•
•

the information, advice and guidance services are delivered in accordance with the
Company’s own leaflet: “Your Entitlement to Information, Advice and Guidance” and
this IAG Policy
the IAG standards are delivered in accordance with the “Quality Standards for Young
People’s IAG”
the information, advice and guidance services are delivered in accordance with the
“Principles for Coherent Information Advice and Guidance” as contained within the

Matrix Quality Standard.
Any learner or potential learner with an identified disability will be provided with appropriate
support to enable access to IAG services.
The Company continues to have the MATRIX standard kite mark for IAG and we review and
evaluate our service annually to achieve the 3-year re-accreditation. Impact data for IAG is
collected in a number of ways including MIS data on the performance of learners who
receive IAG, client feedback cards (to check on student satisfaction after interviews) and
also a number of surveys to capture the views of learners so we can compare year on year.

*

*

*

*

*

*
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ENROLMENT OF LEARNERS
Purpose
•
•
•

To enable all elements towards the funding requirements to be completed in relation
to paperwork and information collected.
To give each individual enrolling onto VSS programmes accurate and useful
information to start the learner journey well informed.
To establish each individual’s needs in relation to the support or adjustments to
training they may need.

Scope
The scope of the documentation includes:
•
•
•
•
•

Policy and Procedures File
Quality Files
VSS Policies, Terms of Reference, Regulations and Procedures
Specifications, Work Instructions and Forms
Quality Records

Responsibility
It is the responsibility of the Managing Director to ensure the quality of start to programme
paperwork to consistent and is referenced / controlled within the quality system.
It is the responsibility of the Marketing and Recruitment department to provide learners with
pre-programme information prior to induction.
It is the responsibility of the induction delivery staff to deliver the enrolment and induction
process according to funding requirements and the outlined process within this procedure.
It is the responsibility of induction delivery staff to support all learners in completing relevant
paperwork during the induction including providing differentiated support to learners with
support from specialist tutors.
It is the responsibilities of induction delivery staff to quality check all start induction
paperwork during and at the end of each induction session.
It is the responsibility of the MIS operative to input all start learners onto the MIS system
prior to start to programme.
It is the responsibility of the quality department to audit 100% of all start paperwork as
outlined within the internal quality audit procedure.
Applicable to...
All levels of the organisation, Managing Director and Senior Managers, Sector Managers,
Lead Verifier/ Trainer, Trainer, Tutor, Trainee Trainer, Administration.
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Definitions
The terms and descriptions used in this procedure are generally defined within the Quality
Assurance System policies and procedures
Additional definitions apply for items not covered by the documents:
Any site location, other than the Company's established premises, where work is undertaken
as part of a formal contract
Description of procedure
Each learner will be scheduled in for a full enrolment and induction to a time the suits the
learner. Learners will be given all pre-programme information by post which includes location
details and identification requirements (NI number).
Prior to induction VSS will endeavour to find out as much information from the learner
regarding any special requirements they may have so that adjustments can be made to the
delivery of the induction and the delivery of the programme.
Enrolment
Each candidate will be enrolled on the award that they have been chosen to undertake. The
enrolment process involves each candidate completing enrolment paperwork in a group
session or 1:1 with an enrolment officer. Each enrolment officer will be fully conversant with
the process and the paperwork to ensure the paperwork is filled in accurately. The
paperwork will then be checked, photocopied and sent to the relevant persons, copies in
candidates file.
Induction
Each candidate wishing to undertake a qualification with VSS undergoes an induction and
initial assessment process.
During each induction each the following areas will be covered using different methods of
activity and teaching and learning to embed the process throughout the duration of the
programme:
•
•
•
•
•
•
•
•
•
•

Introduction of QCF and course specific aims
Introduction of Skills for Life Qualifications available for Learners
Introduction of and facilitation of the numeracy and literacy initial assessment papers.
Skills scan
Terms and Condition of teaching and learning and assessment
Teaching and Learning & Assessment
Appeals & Complaints
Internal verification
Health and Safety
Equal Opportunities
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Diagnostic Assessment
Following the induction, the process of initial assessment will continue throughout the
process of the qualification to include diagnostic assessment. This is to ensure that all
Learners can be supported on the course on an individual basis according to their needs.
Learners will be required to feedback to VSS on the induction process for analysis to
improve performance and learner’s satisfaction.
Following the analysis of the diagnostic assessment learners will be assigned an Individual
Learning Plan (ILP) outlining the learning to be covered during the programme according to
the adult core curriculum.
Management Information
All start paperwork information will be inputted onto the MIS system in order to track the
learner journey.
The curriculum department will use MIS data to lesson plan according to each individual
cohort analysis of each group or 1:1 session, so differentiation can be effectively used.
Diagnostic information will be recorded onto MIS as outlined within the MIS procedure.
Records Produced
•
•
•
•

Monthly start to programme report
Monthly Trainer/Tutor/Reviewer report
Cohort analysis for curriculum department.
Pre-employability course tracker

Related documents
•
•
•
•
•
•
•
•

Funding provider check list – ticked and start date entered as sample
Eligibility form
Coloured enrolment form
Supplementary forms
Photocopy of ILP – Individual Learning Plan
Photocopy of Skills scan
Basic Skills Initial assessment literacy and numeracy
Diagnostic Assessment literacy and numeracy

*

*

*

*

*

*
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MALPRACTICE
Introduction
For the purposes of this policy, malpractice is defined as the deliberate falsification of
records and/or using unfair means during examinations to obtain a qualification or certificate.
Examples include:
•
•
•
•
•
•
•

Claiming certification for non-active candidates.
Claiming for a certificate for candidates who have not undergone appropriate
assessment.
Claiming for incorrect units or qualifications.
Claiming for fictitious candidates.
Fraudulent candidates.
Using any books, notes or other material for theory examinations.
Communicating with other candidates or outside sources during theory examinations.

It is distinguished from mal-administration, which is the accidental claiming or issuing of
certificates. The former is a deliberate act to deceive, the latter incompetence or a simple
mistake.
Policy Statement
The Malpractice Policy provides, Tutors and Examiners with the procedures for dealing with
malpractice on the part of candidates, members and any others involved in providing training
or other qualifications by recognised awarding bodies.
Reporting Malpractice
•
•

Approved Course Organisers, Tutors and Examiners have a responsibility to report
any alleged or suspected malpractice immediately (or as soon as reasonably
possible if out of office hours) to the Centre Head.
Any report of malpractice will be sent to the awarding body for their information and
any action that they deem necessary.

Managerial Responsibility
The responsibility for ensuring the effective implementation and operation of the
arrangements will rest with the Managing Director who will ensure that all company directors,
department heads, staff and service users always operate within the policy and
arrangements.
•
•
•

All directors, department heads, staff and service users are aware of the policy
arrangements, and the reasons for the policy.
All directors, department heads, staff and service users have a duty to co-operate to
ensure that this policy is effective.
Disciplinary action will be taken against any employee who breaches this policy and
serious breaches will be treated as gross misconduct.

*

*

*

*

*

*
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TESTING & INVIGILATION
It is the aim of Vocational Skills Solutions (VSS) to ensure all learners are prepared for
external testing as part of the national standards programme.
To achieve this aim, we ensure the following:
•

We will conduct initial assessment of the learner against all component parts of their
programme. For functional skills, we will record the details of exemptions, proxy and
relaxations.

•

All copies of exemptions certificates will be made available in the learner file and
copied as evidence into the appropriate section of each portfolio

•

We will check that sufficient learning/mock testing has taken place before starting the
external testing process

•

We will provide sufficient learning resources for the learner to participate in the test
through the centre

•

We will ensure that the learner is registered for the correct test with the Awarding
Body.

•

We will ensure the process is agreed with the learner and tutor/Trainer including the
process for appeals

•

We will ensure that the learner and tutor/Trainer are informed of the test dates at
least 5 days prior to the planned external test date.

•

When the test is carried out by VSS the notification will contain the following;
a.
b.
c.
d.

When and where the test will take place
What exactly is to be externally tested
The external testing method
Request of proof of identity

•

We will ensure that sufficient trained invigilators are to be in attendance and a
qualified Internal Quality Assurer available where required

•

We will conduct external tests in accordance with the Awarding Body frequency and
requirements

•

We will give test outcomes to the learner within the agreed Awarding Body
timescales

•

We will give all learners equal access to external testing opportunities

•

For learners with disabilities or learning difficulties, we will provide the same access
to external testing as all other learners
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Technical & Non-technical Invigilation ruling
All tests will be taken under strict examination conditions, and all staff are strongly advised to
familiarise themselves with the following requirements.
Before the Examination
1. Ensure that the learners have been informed of the date, time and place of
examination under which it will be held
2. Appoint invigilators and brief them as to the requirements for the conduct of
examinations - Invigilators should be suitably qualified /trained and experienced
people whose integrity may be relied upon. They will act for the centre under the
guidance of the centre co-ordinator/manage.
The Examination Room
1. The examination room must be in a suitably, undisturbed location, with adequate
heating lighting and ventilation.
2. Only the learners and those persons whose presence are required by the
examination, and are authorised by the centre co-ordinator/manager, should be
allowed in the examination room during or immediately before/after the examination.
3. Learners must not be allowed into the room until the invigilator is satisfied that the
room is ready for them and can indicate where each can sit.
4. Seating arrangements must be made which will prevent learners from seeing each
other’s work, either intentionally or otherwise.
5. All Learners must be aware of the time (a visible clock must be fitted in the room).
6. When there is only one invigilator, she/he must be able to summon assistance easily,
without leaving the examination room, in case of an emergency, e.g. a sick
candidate.
7. A tutor/Trainer who has prepared learners for an examination, or has had any
delivery related contact with them, should not be the invigilator in that examination.
Starting the examination and invigilation
1. The rules below should be read out to learners at the beginning of the examination.
a. You must not have any notes, books or other information with you. If you have
brought anything into the room, you must give it to the invigilator before the
examination begins.
b. You must not have a pager or mobile phone with you, if you have brought one in,
it must be turned off.
c. You must not communicate with anyone apart from the invigilator in any way.
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d. If you have any problems and need to speak to the invigilator, please put up your
hand to attract attention. Do not make a noise or disturb any other learners.
e. There must be no eating, drinking or smoking during the examination.
f.

If you do finish the test and wish to leave, raise your hand and the invigilator will
check the time and give you permission to leave. Please do so as quietly as
possible, so as not to disturb other learners.

2. The invigilators must always be alert and observe the learners during the
examination.
3. No learner may enter the examination room after, or leave the examination room
before, half the examination time has elapsed
4. A learner arriving after the start of the examination may be allowed to take the
examination, subject to the agreement of the centre and invigilator.
5. If a learner needs to leave the room temporarily during the examination because of
personal indisposition they must be accompanied by an invigilator who must ensure
that they do not speak to anyone else, consult any notes, make a phone call or
otherwise breach the security of the examination while they are out of the room.
At the end of the examination
1. Five minutes before the end of the examination the invigilator should remind the
learners of the time remaining.
2. Once the allotted time is reached the invigilator should advise the learners to
discontinue their examination.
Functional Skills Invigilation ruling
1. All examinations must be held in an appropriate room suitable for the examination
with adequate lighting and suitable seating arrangements, free from noise and
distractions.
2. The examination must be invigilated by a competent person under strict examination
regulations
3. Learners are not permitted to bring books or papers of any kind into the examination
room.
4. The Learners are not permitted to use calculators for the Maths Tests or dictionaries
for the English Tests
5. Learners may not hold communication of any kind with any candidate whilst in the
examination room.
6. Learners are not permitted to leave the examination room until 45 minutes after the
commencement of the test.
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7. Learners are not permitted to sit the examination if they arrive more than 30 minutes
after the time set for the commencement of the test.
8. Learners will be spaced; accordingly, they must not be allowed to see other
candidate’s tests. This is the sole responsibility of the invigilator and is an important
part of the Quality Assurance systems of VSS.
9. It is the responsibility of the Centre Coordinator/Manager to ensure that all of the
above is carried out and to ensure that the Awarding Bodies requirements are taken
into consideration and acted on.

*

*

*

*

*

*

*

*

*

*

*

ADDITIONAL LEARNING NEEDS

ADDITIONAL LEARNING NEEDS
Purpose and Scope
The Aim of this policy is to clarify the procedures to be followed when identifying additional
support requirements for learners. This procedure includes establishing the critical time
frames to deal with the starting and stopping of ALN funding. The policy also aims to
provide guidance to ensure the following:
•

All learners’ who are eligible for ALN support receive it in a planned way until as such
time as it is deemed that the support is no longer required.

•

Funding to support ALN learners is drawn down and stopped in a timely way which
does not disadvantage any individual learner.

•

An element of common sense is to be used by those involved in the delivery of the
support to ensure that it continues to meet the needs of the learner.

Responsibilities
The effectiveness of the procedure will depend entirely on the skill and co-operation of
company employees and learners at all locations and in all roles.
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The detailed procedure for this policy is as follows:
Identifying Additional Learning Needs
•

It is recognised that ALN support is generally identified at the Initial Assessment
stage. Learners who score Entry level 3 or below are eligible for ALN support and
funding should be planned to be drawn down at this time.

Providing Additional Learning Needs Support
•

The results of Initial Assessment can come from many different sources, for example
through the Initial Assessment. The preferred tools for carrying out this assessment
are listed at the end of this document.

•

Once the results of the Initial Assessment are known they should be communicated
to the learner as soon as possible after the assessment has taken place. It is
recognised that in certain circumstances the availability of the learner due to
business demands may preclude this from happening as quickly as VSS would like.

•

Learners who have been identified as requiring ALN support are to have a diagnostic
assessment carried out using the tools shown at the end of this document.

•

The results of the diagnostic assessment are to result in an ALN Individual Learning
Plan being drawn up for the learner showing the support requirements which need to
be resolved. This plan should be discussed with the learner so that they know which
areas they have issues with and how they are going to be improved

The Head of Operations is to be informed of all learners who have an entry level outcome
after their initial assessment has been carried out.

*

*

*

*

*

*

*

*

*

*

*

VULNERABLE ADULTS
Aim
•

The aim of this policy is to outline the practice and procedures for VSS employees to
contribute to the prevention of abuse of vulnerable adults through raising awareness
and providing a clear framework for action when abuse is suspected.

•

It is aimed at protecting the vulnerable adult and the worker, recognising the risks
involved in lone working.

•

The policy covers all staff and areas of work with specific guidance for projects
regularly in contact with vulnerable adults.
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Definition of the vulnerable
•

The Police Act 1997 (Enhanced Criminal Record Certificates) (Protection of
Vulnerable Adults) Regulations 2000

•

In these Regulations ‘vulnerable adult’ means a person aged 18 or over who is
receiving services of a type listed in paragraph (2) below and in consequence of a
condition of a type listed in paragraph (3) below has a disability of a type listed in
paragraph (4) below.

The services are:
•

Accommodation and nursing or personal care in a care home

•

Personal care or nursing or support to live independently in his/her own home

•

Any services provided by an independent hospital, independent clinic, independent
medical agency or NHS body;
o

Social care services

o

Any services provided in an establishment catering for a person with learning
difficulties

The conditions are:
•

A learning or physical disability;
o

A physical or mental illness, chronic or otherwise, including an addiction to
alcohol or drugs

o

A reduction in physical or mental capacity

The disabilities are:
•

A dependency upon others in the performance of, or a requirement for assistance in
the performance of, basic physical functions;
o

Severe impairment in the ability to communicate with others;

o

Impairment in a person’s ability to protect him/herself from assault, abuse or
neglect.

Law Commission, ‘Making Decisions’ Lord Chancellors Dept 1999
•

A ‘Vulnerable Adult’ is defined as someone over 16 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/herself or unable to protect him/herself
against significant harm or exploitation’
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Definition of Abuse
“Abuse is the harming of another individual usually by someone who is in a position of
power, trust or authority over that individual. The harm may be physical, psychological or
emotional or it may be directed at exploiting the vulnerability of the victim in more subtle
ways (for example, through denying access to people who can come to the aid of the victim,
or through misuse or misappropriation of his or her financial resources). The threat or use of
punishment is also a form of abuse. …. In many cases, it is a criminal offence”
Centre for Policy on Ageing (1996)
Types of Abuse
Physical abuse:
•

Bodily assaults resulting in injuries e.g. hitting, slapping, pushing, kicking, misuse of
medication, restraint or inappropriate sanctions

•

Bodily impairment e.g. malnutrition, dehydration, failure to thrive

•

Medical/healthcare maltreatment

Sexual abuse:
•

Rape, incest, acts of indecency, sexual assault

•

Sexual harassment or sexual acts to which the vulnerable adult has not consented,
or could not consent or was pressured into consenting

•

Sexual abuse might also include exposure to pornographic materials, being made to
witness sexual acts and encompasses sexual harassment and non-contact abuse.

Psychological/emotional abuse includes:
•

Including threats of harm, controlling, intimidation, coercion, harassment, verbal
abuse, enforced isolation or withdrawal from services or supportive networks

•

Humiliation

•

Bullying, shouting, swearing

•

Neglect

•

Including ignoring medical or physical care needs, failure to provide access to
appropriate health, social care or educational services

•

The withholding of the necessities of life, such as medication, adequate nutrition and
heating.
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Financial or material
•

Including theft, fraud,

•

Exploitation, pressure in connection with wills, property or inheritance or financial
transactions, or the misuse or misappropriation of property, possessions or benefits.

Discriminatory
•

Including racist, sexist, or based on a person’s disability, and other forms of
harassment, slurs or similar treatment.

Scope and Codes of Practice
Responsibilities of VSS
•

To ensure staff and volunteers are aware of this policy and are adequately trained

•

To notify the appropriate agencies if abuse is identified or suspected.

•

To support and where possible secure the safety of individuals and ensure that all
referrals to services have full information in relation to identified risk and vulnerability.

•

To DBS check employees that have access to or work with Vulnerable Adults

Responsibilities of VSS employees
•

To be familiar with the vulnerable adult policy and procedures.

•

To take appropriate action in line with the policies of VSS.

•

To declare any existing or subsequent convictions. Failure to do so will be regarded
as gross misconduct, possible resulting in dismissal.

Support for those who report abuse
All those making a complaint or allegation or expressing concern, whether they be
employees, learners, service users, partners, stakeholders, carers or members of the public
should be reassured that:
•

They will be taken seriously.

•

Their comments will usually be treated confidentially, but their concerns may be
shared if they or others are at significant risk.

•

If service users, they will be given immediate protection from the risk of reprisals or
intimidation.

•

If Staff, they will be given support and afforded protection if necessary in line with the
Public Interest Disclosure Act 1998.
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The Vulnerable Adult has the right:
•
•
•
•
•

To be made aware of this policy.
To have alleged incidents recognised and taken seriously.
To receive fair and respectful treatment throughout.
To be involved in any process as appropriate.
To receive information about the outcome.

Recruitment of staff
•
•
•
•
•

Follow VSS recruitment procedures and policies, including:
Risk assessment of role to assess need for DBS Disclosures
Completion of an VSS application form
Check references thoroughly including appropriate Disclosure
All employees have a duty to declare any existing or subsequent convictions. Failure
to do so will be regarded as gross misconduct, possibly resulting in dismissal.

Training
•
•
•
•
•
•

Effective training of all VSS policies and procedures during induction.
Further training, dependent on nature of role, e.g.
Risk assessment & management.
Types of abuse and recognising signs of abuse.
Keeping appropriate records.
Listening skills.

Management and Supervision
It is the line manager’s responsibility to clarify with the employee their roles and
responsibilities regarding their relationships with vulnerable adults with whom they may be in
contact. Regular supervision for employees will monitor the work and offer the opportunity to
raise any issues.
Record Keeping
There should be a written record of any concerns. This confidential information will be kept in
a locked drawer by the appropriate person and will be kept for as long as deemed
necessary, in line with Data Protection principles (please refer to the Data Protection Policy).
All incidents should be discussed in supervision with line manager.
Records kept by paid workers about vulnerable adults should only include:
•
•

Contacts made
Referrals made, including date, time, reason and referral agency

VSS may have specific projects that need to keep more detailed records, and these will be
identified by the Team Leader and made known to the team.
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Planning
Wherever possible VSS employees should avoid lone working with a vulnerable adult. But if
unavoidable, one to one contact should take place in an environment where other staff or
volunteers are present or within sight. (further guidance can be found in the VSS lone
working policy)
Implementation, Monitoring, Evaluation and Review
Copies of the Policy are available to all staff and learners from VSS.
All staff and learners will be made aware of the Policy and implementation strategy at
induction.
The implementation of this Policy will be monitored and evaluated by management and
Managing Director and will be subject to an annual report.
Equal Opportunities will form an integral part of the policy review.
Complaints
A complaints procedure exists for the use and protection of all members of VSS and is an
appropriate way of raising and dealing with complaints relating to any breach of the policy.
Advice/Support
Learners and staff needing support/advice or information about related issues will be able to
obtain this by contacting the Managing Director of VSS.

*

*

*

*

*

*

*

*

*

*

*

CHILD PROTECTION
General Principles
VSS exists to provide the best possible education for all in a safe and supportive
environment. The company understands the importance of welfare of the child and this is
paramount. All children and young people at VSS have a right to protection from neglect and
abuse.
VSS is privately owned company and as such, it is a private and self-regulating company
which is entitled to act in accordance with its own policies and procedures, subject always to
the general law.
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VSS first priority at all times is the welfare of learners, in the context that the Trainers, tutors
and other employees have obligations:
•

To learners, under statutory obligations

•

To contractual partners

•

To its staff under employment legislation

•

To the company insurers

•

A large range of compliance obligations under the general criminal and civil law, for
instance the Data Protection Acts 1984 and 1998, Human Rights Act 1998.

VSS is subject to statutory provision of care of all children under the Children Act 2004,
Every Child Matters, and the Children Act 1989 which states that we have a duty to
safeguard and promote their welfare. In addition to the regular inspections of its provision by
OFSTED all professionals working in the education sector have a duty to ensure that Local
Safeguarding Children Board procedures are followed.
Sometimes the duties of staff may conflict. In particular, their duties:
•

To ensure that any child protection investigation is carried out effectively,

•

As employer to raise any alleged misconduct with the employee as soon as possible
and in sufficient detail to enable him/her to understand the allegation, take informed
legal advice and prepare any defence;

•

Of confidentiality to each learner and his/her parents, particularly where the
allegation of abuse appears to be based on very tenuous evidence, if any

There is often the risk of learners suddenly being withdrawn and of the company’s reputation
being irreparably damaged if an allegation of abuse is made public, but the investigation
carried out eventually results in a finding that the allegation of abuse is unsubstantiated. In
those circumstances, the company would have only very limited effective remedies available
to obtain redress from the investigating authorities.
VSS will act to safeguard its reputation and its financial and other interests whenever this is
consistent with safeguarding and promoting the welfare of learners in its care.
The Principles that make up this Child Protection Policy apply to each member of staff and,
where appropriate, to learners and parents. Everyone has the responsibility for the
protection of children and young people.
Abuse
VSS will initiate the Child Protection Procedures where:
•

There has been actual or alleged abuse

•

Relating to a learner at the company (or, where appropriate, a former learner
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•

Allegedly committed by any person, including another learner, a parent, carer,
relative or friend or a member of staff

•

Whether on or off premises.

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a
child by inflicting harm, or by failing to act to prevent harm. Abuse can include physical,
emotional, and sexual acts. Neglect is the persistent failure to meet a child’s basic physical
and/or psychological needs likely to result in the serious impairment of the child’s health or
development. (Working Together to Safeguard Children, 2006)
Possible signs of abuse include (but are not limited to):
•

The pupil says he/she has been abused

•

There is no reasonable or consistent explanation for injuries

•

The injury is unusual in kind or location

•

There have been several injuries

•

There is a pattern to the injuries

•

The pupil’s behaviour stands out from the group, which can mean extreme model
behaviour as well as extremely challenging behaviour

•

The learner’s development is delayed

•

The learner loses or gains weight

•

There is a sudden change in the learner

•

The learner is openly rejected by his/her parents or carers

•

The learner appears neglected e.g. dirty, hungry, inadequately clothed

•

The learner is reluctant to go home

Prior History of Abuse
Some learners may have been abused before they came to VSS, which makes it all the
more important to ensure that they are protected from abuse whilst they are in our care.
They may have been afraid to report what happened to them before, or they may have
reported but were not believed. VSS is particularly aware that sometimes these Learners are
more vulnerable to further abuse than those who have never been victims in the past.
The previous experiences of these learners will also contribute to their current emotional and
behavioural difficulties. They will often exhibit extremely challenging behaviour which may
take the form of attention seeking and disruption. Most of our learners are ‘street wise’ and
are well aware that allegations of child abuse will be taken very seriously and may have
lasting consequences for individual members of staff and for the company.
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Where a learner feels frustrated or angry and lacks the skills or willingness to express him /
herself more appropriately, s/he may be tempted to make a false allegation of abuse.
Designated Member of Staff
The designated member of staff overall responsible for Child Protection (CPO) is the
Managing Director of VSS. VSS has a responsibility to ensure the CPO is appropriately
trained.
•

The role of the CPO includes the following responsibilities:

•

To provide the point of contact for staff who have concerns or information that a child
or young person may be suffering abuse now, or has done in the past or is likely to in
the future,

•

To make any necessary referrals to social services and police. To ensure the
company or service contributes fully to the child protection process

Action to be taken in cases of abuse
All staff have a duty to be vigilant to the indicators of abuse and to refer concerns to the
CPO. The abuse of children and young people is a crime. It is not the role of the staff to
investigate, but staff should be clear about the procedure for reporting to the designated
person (See Safeguarding procedure):
•

any concerns that a child or young person is suffering or is likely to be suffering some
form of abuse,

•

any allegations of abuse against staff

•

any disclosures of abuse.

Where abuse is alleged or suspected, VSS first response is to safeguard the welfare of the
learner/s in question.
A referral should be made within 24 hours (in writing or with a written acknowledgement of a
telephoned referral) of allegations or suspicions of abuse to the local social services
department.
VSS and/or outside agencies (as appropriate) will carry out a full and prompt investigation.
There are three strands to the investigation:
•

The welfare of the learner

•

Whether a criminal offence has been committed

•

Whether any member of staff is guilty of misconduct under his/her contract of
employment.

If the allegation is against a member of staff and/or is sexual in nature then the member of
staff may be suspended pending further investigations.
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Those members of staff disclosing information regarding abuse by colleagues towards
learners will be protected under the company’s Whistle blowing policy.
Those with parental responsibility for the learner e.g. parents, guardians or the local
authority (if in care) are normally:
•

Kept fully informed about the investigation;

•

Advised of their option to contact social service or the police themselves; and

•

Consulted for their views about the action to be taken by VSS.

This will not apply to a person with parental responsibility against whom the allegation of
abuse has been made.
VSS aims to do all it can to establish a basis of easy co-operation with the relevant
authorities in any child protection matter. However, the company has the right at any time to:
•

Respond to enquiries from the media about the progress of a child protection
investigation, subject to VSS duties of confidentiality;

•

Continue to deal with any educational and civil matters, such as outstanding fees.

Record Keeping
Record keeping is an important element of the child protection process and the company
has a clear policy regarding the making and keeping of notes and records. In addition, staff
should be aware of the requirement to record:
•
•
•
•

The reason for the concern
What was said or witnessed
Dates and times of incidents
Date and time when notes were made

Notes should be passed to the CPO who will keep all child protection records in a locked
cabinet. Such records form evidence and may be used in the child protection investigation
and any subsequent legal proceedings.
Internal Investigation
When responding to an allegation of child abuse, VSS will always act in the spirit and ethos
of current and developing child protection guidelines and best practice.
VSS will act in accordance with specific national and/or local procedures unless these would
place the company, Director of Operations unnecessarily into conflict with any of their other
relevant duties.
Primarily, this means that VSS will undertake its own investigation of an allegation of
possible child abuse where:
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•
•

The allegation, if proved, would not amount to a serious criminal offence; or
Outside agencies have already carried out their own initial investigation and the
matter has been passed to the CPS with a view to prosecution

The Managing Director are normally the persons responsible for carrying out any child
protection investigation, and for making relevant decisions. However, where an allegation is
made against the Managing Director, the investigation will be carried out by external parties.
Among the many possible outcomes of an internal investigation are:
•
•
•

The matter will be referred to an outside agency, such as social services or the
police;
There is no or insufficient evidence to justify proceeding further;
There has been misconduct and/or poor performance by a member of staff, involving
the company’s disciplinary or capability procedures or, in a serious case, leading to
dismissal and/or a formal misconduct report.

Confidentiality
Staff cannot keep confidential a disclosure of abuse and must refer the matter on to the
CPO.
All referrals should be made with the knowledge that during any subsequent investigation
the source will be made known to the family.
Other staff may need to be alerted to concerns about a child or young person, possibly in
order to monitor the concern or to gather further evidence prior to a referral being made, or
to assist in providing appropriate support to a child or young person once after a referral has
been made. Information should only be shared on a strict need to know basis.
Working with Outside Agencies
VSS will work in partnership with Social Services and Police and other agencies, sharing
appropriate information to assist the investigative process.
Other policies
The company will have regard to child protection guidance when developing other policies,
in particular:
•
•
•
•

Staff recruitment and training
Pastoral Care
Discipline and behavior
Curriculum

*

*

*

*

*

*
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LEARNER CAUSE FOR CONCERN
Process of Raising a Learner CFC and Notification to Area Manager/CDM/MIS
Process Step

Procedure

Documents

Overview

CFC
A Cause for Concern should be raised by the Tutor when they have
identified potential issues with the Learner that have affected or is
likely to affect the timely achievement of the Learner’s programme or
overall qualification aim.
Concern can be raised by the following:
•
No Progression since previous visit against checkpoints
•
Overall Slow progression made by the Learner
•
Tutor unable to make contact with the Learner **
•
Learner raises concern directly to the Tutor
•
Tutor identifies a Safeguarding issue
** Tutor to invoke the Safeguarding procedure where a learner who
is 16-18 years old cannot be contacted immediately.

Measuring
\Progression
Procedure –
Milestones and
Checkpoints.
Safeguarding
Procedure

A1 – A2.
Tutor identifies CFC
with a Learner.

A1
When a Tutor identifies a potential Cause for Concern (CFC) with a
Learner as stated above, they should in the first instance contact the
Learner to discuss their concern with them to establish a reason and
agree a course of action to remedy the situation. When this situation
arises, the Tutor should record the discussion and action agreed as
follows.
The Tutor will:
1. Record activity on Contact Log in Learner File
2. Discuss CFC with Learner
3. Complete CFC form
4. Email CFC form to Line Manager
5. Discuss CFC with Line Manager
** Tutor to invoke the Safeguarding procedure where a learner who
is 16-18 years old cannot be contacted immediately. The Line
Manager and the Parent /Guardian will be contacted to ensure
learner is safe.

CFC/Notification
Form

A2
When Tutor cannot make contact with any Learner on three separate
days during one week, at different times during the day and by
various methods (email, phone and text), the Tutor will within two
working days on the following week:
1. Record all attempts to contact the Learner on the Contact
Log in Learner File/Portfolio
2. Contact Learner’s Line Manager by phone or email
3. Complete CFC form
4. Email copy of CFC form to Line Manager
5. Discuss CFC with Line Manage

CFC/Notification
Form

Responsibility

Tutor

Contact Log

Contact Log

Exception:
**When Tutor cannot make any contact with a Learner who is 16-18
years old, the Tutor will immediately
1. Contact Learner’s Line Manager immediately to establish
Learner’s whereabouts. If no response then.
2. Contact Line Manager and/or Safeguarding Officer
immediately to inform of a Safeguarding concern.
Go directly to D1.
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Process Step

Procedure

Documents

Responsibility

B1.
Process CFC form

B1. - Within 2 working days of receipt of the raised CFC Form and
following the discussion with the Tutor, the Line Managers will
decide on the appropriate action(s) required. Line Manager will:
1. Update CFC Form and email a copy to either the Tutor or
BDM or both if appropriate, detailing specific actions
required or outcome as appropriate to either A1 or A2
process listed above.
Required action/Outcomes:

CFC/Notification
Form

Line
Manager

CFC/Notification
Form

Line
Manager

a.

Learner continues on programme with agreed actions and
progression monitored closely.
BDM to engage with Employer to re-engage learner

b.
c.
d.

Temporarily Suspend learner from the programme.

Withdraw learner from the programme
Line Manager to implement Action/Outcome required following
appropriate route.

C1

D2

F1

E1

B2. - Suspension or
withdrawal of
learners

B2. - Where a learner is required to be suspended or withdrawn
from the programme the Line Manager will inform the Head of
Operations & Compliance

C1
Learner progress
monitored closely

.
C1 - On receipt
of the updated CFC Form from the Line Manager, The
Tutor will engage with the learner to ensure:
1. Learner continues on programme with agreed actions and
progression monitored closely.
2. CFC reviewed at next Milestone checkpoint:
3. CFC emailed to Line Manager for review or closure – go to
B1

D1
Employer
engagement

Tutor
D1 - On notification from a Tutor where a learner who is 16-18
years old and cannot be contacted, The Safeguarding Officer will:
1. Contact the Learner’s employer immediately to track
whereabouts of the Learner to ensure learner is safe.
2. Request communication to the Learner to ensure contact
is made with their Tutor.
3. Contact Learner’s next of kin to establish contact with the
Learner following the safeguarding procedure.
4. Request confirmation from the Parent/Guardian/Learner
of learner’s safety and to ensure contact is made with their
Tutor. Go to C1

D2
Employer
engagement

D2 - On receipt of the updated CFC Form from the Line Manager, The
BDM will contact the Learner’s employer to discuss the CFC raised
within 5 working days:
BDM will establish and agree a course of action to remedy the
situation.
BDM will:
1. Inform the employer of the situation.
2. Arrange visit (if required) to discuss CFC in more detail
with employer and learner
3. Inform date of contact/visit to Line Manager
4. Try to re-engage Learner through the employer
5. Update CFC form with agreed outcome and email
completed CFC form to the Line Manager within 24 hours
for closure – go to B1
BDM will contact the Learner’s employer to follow up/review agreed
weekly until satisfied that issues are resolved.
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Process Step
E1
Learner progress
monitored closely

F1

*

Procedure

Documents

Responsibility

E1
Following notification that the learner is to be withdrawn from the
Programme or qualification aim, the Tutor will:
1. Update LVR, ILP with end dates
2. Complete final IAG with Learner
3. Submit completed portfolio evidence for unit claims to
Head Office for Internal Verification.
4. Send all completed Learner documentation to MIS at Head
office for Withdrawal

CFC/Notification
Form

TUTOR

F1.
On receipt of the CFC Form from the Line Manager, MIS will:
For Suspension/Break in Learning
1. Update learner documentation
2. Update One File with status of Learner.
3. Complete ‘Reason’ field on One File with detailed
reasoning
For Withdrawal from Learning
1. Update learner documentation
2. Update One File with status of Learner.
3. Complete ‘Reason’ field on One File with detailed
reasoning
4. Send Customer Evaluation Questionnaire to the learner.
5. Issue Portfolio for Internal Verification.
6. On receipt of COA, claim whole award or partial (unit)
certification where sufficient evidence is deemed.

CFC/Notification
Form

*

*

*

*

*

*

Learner
documentation

MIS team

Customer
Evaluation Form

COA Form

*

*

*

*

LEARNER CONFIDENTIALITY
VSS regards the lawful and correct treatment of personal information as very important to
maintaining confidence between VSS and Learners and potential learners.
To ensure that all those using and working with information within VSS can do so with
confidence, we respect confidentiality in line with the requirements of the General Data
Protection Regulations 2018.
Information relating to the educational achievement and progress of the learner will be
shared with relevant VSS staff. The Education Act bestows certain rights to
parents/guardians/sponsors relating to their child’s education (if they are under 18 years of
age) and therefore VSS has an obligation to provide parents / guardians / sponsors with
essential information relating to each learner’s educational achievement and progress. In
addition, sponsors of learners over the age of 18 will be provided with essential information
relating to their educational achievement and progress. In other situations, learners under
eighteen years of age have a legal right to confidentiality and their views must be
considered.
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Other information will not be passed onto a third party without the learner’s consent, except
in exceptional circumstances when it is necessary to breach confidentiality. These situations
are outlined below:
•

In matters relating to the protection of children and vulnerable adults (please refer to
VSS’s Safeguarding Policy for additional information)

•

Where there is a perceived ‘immediate significant’ threat to life

•

Where the information will help to prevent a criminal offence from being committed

Any decision to break confidentiality should always be preceded by informing the learner of
what is about to happen and the reason for the decision. It is therefore essential that
members of staff understand what is meant by the above and for that reason, do not
promise absolute confidentiality to the learner in such situations.
Any information held, in whatever format e.g. paper, electronic, etc, in a filing system which
allows easy accessibility, is covered by the DPA 1998. All users of this information are
covered by the principles of Data Protection.

*

*

*

*

*

*

*

*

*

*

*

FUNCTIONAL SKILLS
VSS is committed to providing high quality Functional Skills programmes to support
progression and achievement. This policy relates to improving the quality of teaching and
learning of Functional Skills English and Mathematics.
The implementation of the policy is intended to improve the quality of the learner’s
experience by developing the individual’s ability to apply the fundamental skills that underpin
most vocational work. Developing the Functional Skills should improve the learner’s personal
effectiveness and employability.
This policy will ensure that Functional Skills are relevant to learners’ needs and are
effectively delivered.
This policy document sets out VSS’s objectives and strategies for planning, managing and
delivering Functional Skills, as well as describing aspects of quality assurance and staff
development relating to functional skills. The strategies within the Functional Skills policy
apply to Functional Skills across the company, for all programmes and all learners where
appropriate.
All staff involved directly or indirectly in the managing, delivering and supporting Functional
Skills will be familiar with the purpose, principles and strategy for delivery.
VSS believe that Functional Skills are important to educational and personal development
for learners because they are:
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• Essential for individuals to function in everyday life, work, leisure and education.
• Necessary in developing a commitment to lifelong learning to enhance the lives of
individuals, improve employability and to create the skills that our economy and
employers need.
• Help towards meeting the Government’s drive for improvements in maths and
English skills of all people in learning.
Functional Skills provision at VSS aims to meet the following needs:
• Learners who do not have GCSE A*-C in English and/or Maths will be offered, as
part of their programme, to pursue a course which either leads directly to these
qualifications, or which provide significant progress towards future GCSE entry or
success.
VSS is committed to providing opportunities for learners to develop their English and
Mathematics beyond their level at entry to the company and where appropriate gain external
accreditation for this. Successful delivery of Functional Skills is achieved through a whole
organisational approach concentrating on the following key features:
• To ensure a co-ordinated approach.
• To define support systems (managerial, resources, learner support, staff
development).
• To define procedures for initial assessment and review and monitoring of learners’
progress.
• To support effective internal verification and moderation.
• To ensure clear communication and to define procedures for sharing good
practice.
• To maintain the standards set by the assessment, moderation and external
examination process.
• To ensure that there are robust and comprehensive continuous quality
improvements.
VSS will provide learners with the opportunity to become functionally literate and numerate
to Level 2 where appropriate.
All learners will be offered an effective and robust initial assessment. The completion of this
initial assessment and diagnostic assessment will ensure that each learner’s current levels
of skills will be identified on his or her ILP (Individual Learning Plan). Key information, advice
and guidance on the opportunities available to them to improve skills and qualification up to
level 2 in Literacy and Numeracy will be given.
All learners will have access to appropriately trained and qualified Functional Skills tutors.
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Functional skills and additional support coordinators provide;
• High quality learning experience
• Setting and achieving targets for achievement at course level
• Monitor and track learners’ progress
• Screening, initial assessment and diagnostic assessment
• Planning schemes of work and assessment
• Teaching, learning and assessment
• Effective registration, examination entry arrangements
• The co-ordinator and delivery team;
• Develop Functional Skills to the levels suited to their individual needs and goals.
• Be taught the underpinning skills and understanding
• Practice and apply the skills in relevant and meaningful contexts
• Review their skills development
• Prepare for assessment
It is absolutely vital that all course tutors assess and deliver to the criteria/standards.
Consistency/standardisation will be addressed through the following:
• Staff development sessions
• Discussions and co-ordination within course team
• Through the work of external bodies
• Peer observations
• Quality Assurance checks
• Feedback from external standards moderators liaising with Functional Skills tutors.

Staff will be confident and competent to teach Functional Skills through:
• Being fully conversant with the Functional Skills standards from the standards and
the assessment criteria contained within the respective handbook and marking
criteria for each Functional Skills and Skills for Life assessments.
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• To be competent in the Functional Skills being taught it is highly recommended
that all teachers of Functional Skills within VSS are encouraged to work towards a
relevant subject specialist qualification if not already doing so.
Anybody assessing and/or internally verifying these qualifications will need to be competent
and confident in the skills being assessed. It is best practice that all subject tutors who
deliver Functional Skills should hold the relevant qualification at one level higher than that at
which they are teaching.
VSS’s internal observation staff should also ensure that training is undertaken around
Functional Skills.

*

*

*

*

*

*

*

*

*

*

*

DOCUMENTATION & INFORMATION

GENERAL DATA PROTECTION REGULATIONS
Introduction
VSS needs to collect, store and process personal data to carry out its functions and
activities. VSS is a Controller for most of the personal data it processes and is
committed to full compliance with the applicable data protection legislation including
Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April
2016 on the protection of natural persons with regard to the processing of personal
data (referred to as the “GDPR”) and all legislation enacted in the UK in respect of the
protection of personal data as well as the Privacy and Electronic Communications (EC
Directive) Regulations 2003.
This policy should be read in conjunction with document control and procedure policy below.
This policy provides more detailed guidance on the correct handling of personal data and
together with this policy are an integral part of the overall information governance framework
of VSS.
VSS’s Data Protection Officer is responsible for informing and advising VSS and its
staff on its data protection obligations, and for monitoring compliance with those
obligations in line with VSS policies. If you have any questions or comments about the
content of this policy or if you need further information, you should contact the Data
Protection Officer via email at pjuniper@vocationalsolutions.co.uk
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Scope
All VSS staff, learners and other authorised third parties (including temporary and
agency workers, contractors, interns and volunteers) who have access to any personal
data held by or on behalf of VSS, must adhere to this policy and associated Codes of
Practice.
Personal data means any information relating to an identified or identifiable natural
person (referred to as a ‘data subject’); an identifiable person is one who can be
identified, directly or indirectly, in particular by reference to an identifier such as a
name, an identification number, location data, online identifier or to one or more factors
specific to the physical, physiological, genetic, mental, economic, cultural or social
identity of that person.
The information covered by the policy includes all written, spoken and electronic
personal data held, used or transmitted by or on behalf of VSS, in whatever media.
This includes personal data held on computer systems, hand-held devices, phones,
paper records, and personal data transmitted orally.
We will review and update this policy in accordance with our data protection
obligations. We may amend, update or supplement it from time to time and will issue
an appropriate notification of that at the relevant time.
Data Protection Principles
• VSS will comply with the following data protection principles when processing
personal data:
• we will process personal data lawfully, fairly and in a transparent manner;
• we will collect personal data for specified, explicit and legitimate purposes only,
and will not process it in a way that is incompatible with those legitimate purposes;
• we will only process the personal data that is adequate, relevant and necessary for
the relevant purposes;
• we will keep accurate and up to date personal data, and take reasonable steps to
ensure that inaccurate personal data are deleted or corrected without delay;
• we will keep personal data in a form which permits identification of data subjects
for no longer than is necessary for the purposes for which the data are processed;
and
• we will take appropriate technical and organisational measures to ensure that
personal data are kept secure and protected against unauthorised or unlawful
processing, and against accidental loss, destruction or damage.
• VSS is also responsible to demonstrate compliance with the above data protection
principles.
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Basis for processing personal data
In relation to any processing activity that involves personal data we will, before the
processing starts for the first time, and then regularly while it continues:
review the purposes of the particular processing activity, and select the most
appropriate lawful basis for that processing, i.e.
• that the data subject has consented to the processing;
• that the processing is necessary for the performance of a contract to which the
data subject is party or to take steps at the request of the data subject prior to
entering into a contract;
• that the processing is necessary for compliance with a legal obligation to which
VSS is subject;
• that the processing is necessary for the protection of the vital interests of the data
subject or another natural person;
• that the processing is necessary for the performance of a task carried out in the
public interest or exercise of official authority by VSS; or
• where VSS is not carrying out tasks as a public authority, that the processing is
necessary for the purposes of the legitimate interests of VSS or a third party,
except where those interests are overridden by the interests of fundamental rights
and freedoms of the data subject.
Except where the processing is based on consent, satisfy ourselves that the
processing is necessary for the purpose of the relevant lawful basis (i.e. that there is
no other reasonable way to achieve that purpose);
Document our decision as to which lawful basis applies, to help demonstrate our
compliance with the data protection principles;
Include information about both the purposes of the processing and the lawful basis for
it in our relevant privacy notices; and
Where sensitive personal data is processed, also identify a lawful special condition for
processing that information (see paragraph 5 below), and document it.
Sensitive Personal Data
Sensitive personal data (sometimes referred to as ‘special categories of personal
data’) are personal data, revealing racial or ethnic origin, political opinions, religious or
philosophical beliefs, trade-union membership; data concerning health or sex life and
sexual orientation; genetic data or biometric data.
VSS may from time to time need to process sensitive personal data. We will only
process sensitive personal data if:
•
•
•
•

we have a lawful basis for doing so as set out in paragraph 4.1.1 above; and
one of the special conditions for processing sensitive personal data applies, e.g.:
the data subject has given explicit consent;
the processing is necessary for the purposes of exercising the employment law
rights or obligations of VSS or of the data subject;
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• the processing is necessary to protect the data subject’s vital interests, and the
data subject is physically incapable of giving consent;
• the processing relates to personal data which are manifestly made public by the
data subject;
• the processing is necessary for the establishment, exercise or defence of legal
claims; or
• the processing is necessary for reasons of substantial public interest.
VSS’s data protection privacy notices set out the types of sensitive personal data that
VSS processes, what it is used for and the lawful basis for the processing.
Data Privacy Impact Assessment (DPIA)
Where processing is likely to result in a high risk to an individual’s data protection
rights (e.g. where VSS is planning to use a new form of technology), we will, before
commencing the processing, carry out a DPIA to assess:
• whether the processing is necessary and proportionate in relation to its purpose;
• the risks to individuals; and
• what measures can be put in place to address those risks and protect personal
data.
Documentation and Records
We will conduct regular reviews of the personal data we process and update our
documentation accordingly. This may include:
• carrying out information audits to find out what personal data VSS holds;
• distributing questionnaires and talking to staff across VSS to get a more complete
picture of our processing activities; and
• reviewing our policies, procedures, contracts and agreements to address areas
such as retention, security and data sharing.
Privacy Notices
VSS will issue privacy notices from time to time, informing the people from whom we
collect information about the personal data that we collect and hold relating to them,
how they can expect their personal data to be used and for what purposes.
We will take appropriate measures to provide information in privacy notices in a
concise, transparent, intelligible and easily accessible form, using clear and plain
language.
Individual Rights
Data subjects have the following rights in relation to their personal data:
• to be informed about how, why and on what basis that data is processed (at VSS,
we customarily do this via privacy notices);
• to obtain confirmation that their data is being processed and to obtain access to it
and certain other information, by making a subject access request.
• to have data corrected if it is inaccurate or incomplete;
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• to have data erased if it is no longer necessary for the purpose for which it was
originally collected/processed, or if there are no overriding legitimate grounds for
the processing (this is sometimes known as ‘the right to be forgotten’);
• to restrict the processing of personal data where the accuracy of the information is
contested, or the processing is unlawful (but the data subject does not want the
data to be erased), or where VSS no longer needs the personal data but the data
subject requires the data to establish, exercise or defend a legal claim; and
• to restrict the processing of personal data temporarily where the data subject does
not think it is accurate (and VSS is verifying whether it is accurate), or where the
data subject has objected to the processing (and VSS is considering whether
VSS’s legitimate grounds override the data subject’s interests).
Each of VSS’s privacy notices provides details of how these individual rights can be
exercised. In most cases, individuals are advised to contact VSS’s Data Protection
Officer.
Individual Obligations
Individuals are responsible for helping VSS keep their personal data up to date.
Individuals should let VSS know if the information they have provided to VSS changes
(for example if one moves to a new house or changes details of the bank or building
society account to which they are paid).
Members of staff may have access to the personal data of other members of staff,
learners and other clients and suppliers of VSS in the course of their employment or
engagement. If so, VSS expects such members of staff to help meet VSS’s data
protection obligations to those individuals.
If one has access to VSS personal data, they must:
• only access the personal data that they have authority to access, and only for
authorised purposes;
• only allow others to access personal data if they have appropriate authorisation to;
• keep personal data secure (e.g. by complying with rules on access to premises,
computer access, password protection and secure file storage and destruction and
other precautions set out in VSS’s Information Security Policy (pg. 68) and related
Codes of Practice);
• not remove personal data, or devices containing personal data (or which can be
used to access it), from VSS premises unless appropriate security measures are
in place (such as pseudonymisation, encryption or password protection) to secure
the information and the device; and
• not store personal data on local drives or on personal devices that are used for
work purposes.
VSS’s Data Protection Officer should be contacted if one is concerned or suspects that
one of the following has taken place (or is taking place or likely to take place):
• processing of personal data without a lawful basis for its processing or, in the case
of sensitive personal data, without also one of the conditions in paragraph 5.2.2
above being met;
• access to personal data without the proper authorisation;
• personal data not kept or deleted securely;
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• removal of personal data, or devices containing personal data (or which can be
used to access it), from the VSS premises without appropriate security measures
being in place;
• any other breach of this policy or of any of the data protection principles set out in
paragraph 3 above.
Information Security
VSS will use appropriate technical and organisational measures in accordance with
VSS’s Information Security Policy and related Codes of Practice to keep personal data
secure, and in particular to protect against unauthorised or unlawful processing and
against accidental loss, destruction or damage. These may include:
• making sure that, where possible, personal data is pseudonymised or encrypted;
• ensuring the ongoing confidentiality, integrity, availability and resilience of
processing systems and services;
• ensuring that, in the event of a physical or technical incident, availability and
access to personal data can be restored in a timely manner; and
• a process for regularly testing, assessing and evaluating the effectiveness of
technical and organisational measures for ensuring the security of the processing.
Where VSS uses external organisations to process personal data on its behalf,
additional security arrangements need to be implemented in contracts with those
organisations to safeguard the security of personal data. In particular, contracts with
external organisations must provide that:
•
•
•
•
•
•
•
•

the organisation may act only on the written instructions of VSS;
those processing the data are subject to a duty of confidence;
appropriate measures are taken to ensure the security of processing;
sub-contractors are only engaged with the prior consent of VSS and under a
written contract;
the organisation will assist VSS in providing subject access and allowing
individuals to exercise their rights in relation to data protection;
the organisation will assist VSS in meeting its obligations in relation to the security
of processing, the notification of data breaches and data protection impact
assessments;
the organisation will delete or return all personal data to VSS as requested at the
end of the contract; and
the organisation will provide VSS with whatever information it reasonably needs to
ensure that they are both meeting their data protection obligations.

Before any new agreement involving the processing of personal data by an external
organisation is entered into, or an existing agreement is altered, the relevant member
of staff must seek approval of its terms by VSS’s Data Protection Officer or one of
VSS’s lawyers.
Storage and retention of personal data
Personal data (and sensitive personal data) will be kept securely in accordance with
VSS’s Information Security Policy.
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Personal data (and sensitive personal data) should not be retained for any longer than
necessary. The length of time over which data should be retained will depend upon the
circumstances, including the reasons why the personal data was obtained. Document
Retention sets out the relevant retention period, or the criteria that should be used to
determine the retention period.
Where there is any uncertainty with respect to data retention, staff should consult
either VSS’s Data Protection Officer.
Personal data (and sensitive personal data) that is no longer required will be deleted
permanently from our information systems and any hard copies will be destroyed
securely.
Data breaches
A data breach may take many different forms, for example:
• loss or theft of data or equipment on which personal data is stored;
• unauthorised access to or use of personal data either by a member of staff or third
party;
• loss of data resulting from an equipment or systems (including hardware and
software) failure;
• human error, such as accidental deletion or alteration of data;
• unforeseen circumstances, such as a fire or flood;
• deliberate attacks on IT systems, such as hacking, viruses or phishing scams; and
• ‘blagging’ offences, where information is obtained by deceiving the organisation
which holds it.
If anyone believes personal data held by VSS has been compromised, they MUST
report this immediately to the Managing Director pjuniper@vocationalsolutions.co.uk
VSS will:
• investigate any reported actual or suspected data security breach;
• where applicable, make the required report of a data breach to the Information
Commissioner’s Office without undue delay and, where possible within 72 hours of
becoming aware of it, if it is likely to result in a risk to the rights and freedoms of
individuals; and
• notify the affected individuals if a data breach is likely to result in a high risk to their
rights and freedoms and notification is required by law.
Training
Staff will be adequately trained regarding their data protection responsibilities.
Individuals whose roles require regular access to personal data, or who are
responsible for implementing this policy or responding to subject access requests
under this policy, will receive additional training to help them understand their duties
and how to comply with them.
Consequences of failing to comply
VSS takes compliance with this policy very seriously. Failure to comply with the policy:
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• puts at risk the individuals whose personal data is being processed;
• carries the risk of significant civil and criminal sanctions for the individual and VSS;
and
• may, in some circumstances, amount to a criminal offence by the individual.
Because of the importance of this policy, an employee’s failure to comply with any
requirement of it may lead to disciplinary action under VSS procedures, and this action
may result in dismissal for gross misconduct. If a non-employee breaches this policy,
they may have their contract terminated with immediate effect.
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DOCUMENT CONTROL AND PROCEDURE
Purpose
To identify the controls employed by VSS for Quality System Documentation.
Scope
The scope of the documentation includes:
•
•
•
•
•

Policy and Procedures File
The Quality File
Policies, Terms of Reference, Regulations and Procedures
Drawings, Specifications, Work Instructions and Forms
Quality Records

Responsibility
The Board of Managing Director are responsible for and have full authority to raise and
implement VSS Policies, Terms of Reference, Regulations and Procedures.
The Head of Operations is responsible for control of the Quality System Documentation and
has full authority to raise and implement organisational documents.
The Management Team are responsible for and have full authority to raise operational
documents for implementation by the Head of Operations.
Applicable to;
All levels of the organisation, Managing Director and Senior Managers, Sector Managers,
Lead Verifier/ Trainer, Trainer, Tutor, Trainee Trainer, Administration.
Definitions
Policy and Procedures File
An indexed manual maintained by the Quality Department and containing all organisational
documents and records of operational documents.
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Quality File - An indexed file maintained by each management area containing
organisational and operational documents.
Operational Documents - A document which is applicable to a particular document
management area.
Organisational Documents - A document which is applicable to all areas of VSS.
Training Policies - General policies which guide thinking, action and decision, e.g. this
hanbook
Terms of Reference - Operating parameters for policy committees.
Procedures - A sequence of steps to execute routine activities, e.g. Internal Quality Audit
Procedure.
Drawings, Specifications, Work Instructions and Forms - Any document which is
attached to or referred to in other documentation.
Quality Records - Data gathered in the form of a record to include: Inspection Reports,
Learner Achievements, Validation Reports, Audit Reports and Finance Reports.
Policy and Procedures File - The Policy and Procedures File is split into two sections.
Organisational Documents - This section contains VSS Policies, Terms of Reference,
Regulations and Procedures that relate to all areas of the provision on all sites.
Operational Documents - This section contains details of documents generated by
management areas. As new documentation is produced it is forwarded to the Quality
Department to check format consistency. Operational documents are stored in a Quality File
held by each management area.
Procedures
Procedures are written to an agreed format. Each procedure defines the following
information:
1. purpose
2. scope
3. responsibility
4. applicable to
5. definitions
6. description
7. records produced
8. related documents
9. distribution
Controlling Information
Personnel responsible for raising procedures ensure that each procedure includes the
following controlling information.
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1. procedure title
2. version number
3. version/revision date
4. author/approved by
All documents are ‘PILOT’ form until verified by the Quality Department and then ‘Initial
Release’ is used against the first revision date.
The Quality Department maintains a Master Document List with approval and revision dates.
Document Identification
All documents are identified with a unique reference number based on the following codes:
Prefix
AS
AU
CPD
EN
EPE
FB
GN
HS
IV
QI
RV
TL

Management area
Assessment
Audit
Continuous Professional Development
Enrolment and Induction
Employer Engagement
Feedback
General
Health and Safety
Internal Verification
Quality Improvement
Review
Teaching and Learning

Organisational Documents
Policies, Terms of Reference and Regulations are approved by the Head of Operations
along with the Board of Managing Director. Organisational Procedures are approved by the
Quality Department, following discussion of pilot documents by the Quality Department.
On approval, organisational documents are made ‘live’ to the quality system. Documents are
then issued via the internal server and copies stored in the Policy and Procedures File.
Operational Documents
Sector leads or Internal Verifiers along with the Quality Department approve operational
documents. These should be discussed at the weekly team meeting before approval. On
approval, documents are forwarded to the Quality Department to be recorded. The
documents are then issued with a prefix and a version number and returned to the
management area for distribution. Copies are stored in the Quality File held by each
management area.
Revision details are noted on the front sheet, revised copies issued and filed. All superseded
copies are removed from circulation and are stored into the server as in the ‘Archive’ files.
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Organisational Procedures and associated forms are reviewed annually by the Quality
Department. Operational Procedures and associated forms are reviewed annually by the
Sector along with the Quality Department that originated them.
Drawings, Specifications, Work Instructions and Forms
In normal circumstances staff will be guided by operational procedures which have been
designed to clarify tasks. Where a Drawing, Specification, Work Instruction or Form is
deemed useful it will be raised along with the master document and appropriately coded.
Staff are expected to fully complete all sections of forms that are part of organisational or
operational procedures.
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INFORMATION SECURITY
Our commitment
VSS is committed to Information Security and protecting the confidentiality, integrity and
availability of all the physical and electronic information assets that we hold within the
business.
The purpose of this commitment is to preserve and protect our clients’:
•
•
•
•

fundamental privacy
commercial confidentiality and information assets
legal, regulatory and contractual compliance
reputation for delivering excellence with integrity

The Policy
This Policy sets out our commitment to ensure that the information we hold is kept secure.
The Information Security Manual (with strategic quality manual) supports this Policy and
contains specific documented policies, procedures and instructions for all of the fundamental
aspects of the Information Security Policy.
Our Information Security approach and practices support the goals of the business, our
strategic business plan and our risk management framework.
All of these provide the context for identifying, assessing, evaluating and controlling any
information-related risks through risk assessments, risk treatment plans and a register of
security controls (known as a ‘Statement of Applicability’). Any risks are then managed
through an Information Security Management System (ISMS).
This is an enabling mechanism for information sharing, for electronic operations, and for
reducing any information-related risks to an acceptable level. The ISMS details how any
identified information-related risks are controlled and is subject to continuous systematic
review and improvement.
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Our commitment to, and implementation of, Information Security is governed by the
Committee and Managing Director of VSS. The Committee is co-chaired by the Managing
Director and includes personnel with responsibilities for Information Security management
(Head of Operations, Internal Verifiers and Selected Office staff).
The Committee’s terms of reference includes support of the ISMS framework and periodic
reviews of the Security Policy, and it is responsible for the management and maintenance of
risk treatment plans.
The Committee may also instigate or carry out additional risk assessments to determine
appropriate controls for specific risks.
These activities and initiatives will, in particular, review business continuity and contingency
plans, data backup procedures, avoidance of viruses and hackers, access controls to
systems and premises, and information security incident reporting which are all fundamental
components of the Information Security Policy and are covered in the Information Security
Manual.
VSS Staff and associate trainers will be required to both follow and adhere to the ISMS
framework especially in relation to vetting (DBS) and information handling which includes
restricted personnel data or information.
The Information Security Policy was revised in February 2015 and is issued on a versioncontrolled basis under the signature of the Managing Director. As with all Policies, this Policy
is reviewed annually to respond to any changes in the risk assessments or risk treatment
plans.
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INFORMATION PROCESSING
VSS seeks to ensure that all information it receives is current, official and received from a
reliable source. There is a hundred and one ways to research information from the web in
particular and therefore we need to ensure it is correct and in line with current legislation.
•

The below list is not exhaustive, but it does contain the main bodies and
organisations in which we deal with on a day-to-day basis. All personnel are to be
aware of the contents and which organisations are classified as official.

•

Any contact or research made from any organisation is to be first approved by the
Head of Operations who will ensure the point of reference is classified as official.

•

The Head of Operations is responsible in ensuring the official contact list is
checked on a monthly basis to ensure that all our policies, working practices and
legislative procedures are up to date.

•

The list is to be maintained in that respect and kept as a read only file in the
management folder on the shared drive.
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•

The list will be distributed by e-mail to all personnel as and when changes are
notified or identified.

•

The Head of Operations is to ensure that the company is also on update e mail
alert services where available.

•

Any incorrect information or where new information comes to light should in the
first instance be communicated to the Head of Operations.
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DOCUMENT RETENTION POLICY
Retention of documents
VSS will ensure that all paper documentation relating to the delivery of the ESFA/ESF
Funded Programmes will be stored until at least 31st December 2030. This means that
documents relating to any aspect of the programme including: project and customer data,
expenditure; audit; committees; selection of operations and so on, will be kept until the final
payment in respect of the operational programme has been received by the Managing
Authority.
We will retain all documents until six years after the funding body makes its final payment for
the programme concerned.
Electronic retention of documents
VSS will keep electronic information for the same length of time as required for paper copies.
It is VSS responsibility to ensure that the electronic copy of the documentation can be relied
on for audit purposes.
Funding Body regulations allow for documents to be retained by VSS as originals or ‘in
versions certified to be in conformity with the originals on commonly accepted data carriers’.
The regulations allow for the electronic storage of documents provided that they are stored
on a recognised data carrier, are certified as being copies of the original, meet national
standards and are auditable. Project data will be held on their ICT management information
system which is an auditable and accepted data carrier. Other methods which may be used
include:
•
•
•
•

Photocopies of original documents;
Scanned copied secure on company servers
Microfiches of original documents;
Electronic versions of original documents on optical carriers (such as CDs and
Pen drives)
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For data carriers that are used, VSS will retain a signed declaration that the documents held
within the data carrier are certified as being true copies (conforming to) and are originals.
The following declaration will be used and provided by VSS on headed paper:
I certify that this data carrier [specify details of carrier] contains true copies of original
documents relating to ESF supported projects.
Signed……………………

Date…………………….

Position in organisation…………………………………

*
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LOCAL FEE REMISSION POLICY
The aim of this Policy is to give clear guidance regarding the charging of fees for provision
delivered by or on behalf of VSS. The Policy relates to the type of fees a learner may have
to pay and includes:
•
•
•

Course/Tuition fees
Awarding body registration and exam fees (including re-takes)
Fees for resources, equipment etc.

Adults aged 19 and over on the 31st August of the current academic year are eligible to
participate on VSS programmes which are funded through the Education and Skills Funding
Agency, or Devolved Authority for which, in some cases, fees are paid by the learner.
VSS delivers the following Adult Learning programmes:
Accredited Learning – These courses are delivered throughout England by VSS. Some
courses like Maths and English are always fully funded (ie., the learner pays no fee). Some
courses like Security or Forklift Truck qualifications may only be co-funded for some people.
All parties are responsible for collecting the co-funded fees in accordance with the ESFA
and/or Devolved Authorities Funding Rules.
Refunds
VSS has a Refunds Policy which is available on our company website
For courses delivered by VSS directly we will refund all fees paid by a learner if:
•
•

We cancel the course because we are unable to recruit a sufficient number of
learners
We permanently change the course to a different time or location that is no longer
convenient
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•

We make any significant changes to the course aims and objective

For courses delivered by VSS we will refund all fees paid by a learner (less a 10%
administrative charge at our discretion) if:
•
•

The learner requests a refund at least two weeks before a course starts
The learner requests a refund less than two weeks before the start of a course
due to serious illness

VSS will not refund fees if:
•
•

A learner cancels after a course has begun
A learner has missed some classes

For full funding information please refer to the ESFA or Devolved Authority Funding Rules
for the current academic year
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HEALTH & SAFETY
HEALTH & SAFETY
Introduction
The company uses the ‘Peninsula Health & Safety BrightSafe’ Online portal to manage and
maintain all Health & Safety related processes, record keeping, reviewing, and monitoring
documents. Including:
On-site assessment - Health & safety experts will attend all our sites to identify any risks
and hazards.
Annual reviews – Health & safety experts review our health & safety policies, processes
and procedures and give advice on how to keep our business and our service users safe.
Time saving software - BrightSafe, health & safety software allows us to manage our risk
assessments, reportable RIDDOR, documents and processes in one secure place online.
This software also includes RIDDOR registers and regional action logs, showing any actions
implemented during the previous three years, to help prevent reoccurrence.
This policy sets out the principles and arrangements for health, safety and welfare at VSS.
VSS aims to provide an environment and conditions, which are safe, so far as is reasonably
practicable, and without risk to the health, safety and welfare of staff, learners, visitors,
contractors and other members of the public who may be affected by the activities of the
Company whilst on occupied sites.
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The company recognises and accepts its responsibility as an employer to consult with trade
union health and safety representatives and to provide a safe and healthy workplace for all
its employees.
This policy aims to promote, and takes into account, the requirements of the “Safe Learner”
Concept and “Every Child Matters” this document should be used in conjunction with the
new Safeguarding Policy
VSS recognises that, although Health and Safety legislation takes precedence, it needs to
act responsibly with due regard to the need to promote equality for all members of the
organisation.
Policy
VSS will take all reasonable measures required to meet its general duties under the Health
and Safety at Work etc Act 1974, and The Management of Health and Safety at Work
Regulations (as amended) 2002, in the provision of:
•

a safe place to work and study, with safe access and egress,

•

plant and equipment that are safe and without risk of harm,

•

safe use, handling, storage and transport of articles and hazardous substances
(HACCP)

•

safe systems of work,

•

suitable and sufficient information, instruction, training and supervision to enable
employees and learners to avoid hazards and contribute positively to their own health
and safety,

•

adequate and suitable welfare facilities.

VSS will ensure that adequate planning and consultation takes place to ensure compliance
with future legislation.
VSS recognises that it has a duty of care to contractors. Contractors are required to
recognise their duty of care to VSS and will be required by the terms of the contract to
comply with the Health and Safety at Work etc.
Act and subordinate regulations.
VSS will ensure the provision of competent advice on all health, safety and welfare matters.
Arrangements
In addition to this overall plan, the Company will develop and maintain a framework of health
and safety policies and procedures including,
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•

Company-wide policies and procedures regarding health and safety matters common
to most parts of the organisation.

•

Sector health and safety policies and procedures specific to each department, each
having regard to the working practices in that area.

VSS will undertake a programme of risk assessments to identify hazards and risks arising
from any work activity and implement appropriate controls to reduce the risk of injury or ill
health as far as reasonably practicable.
VSS will provide appropriate procedures for dealing with emergencies such as fire and major
incidents.
VSS will provide suitable and sufficient staff training on all aspects of health, safety and
welfare.
VSS will provide systems for reporting, investigating and recording all accidents and
incidents.
VSS will carry out health and safety inspections at all sites, and this will be recorded. Health
and safety inspections of our employer premises will follow the HASP system and be
monitored on the MIS system
VSS will ensure that all contractors are given health and safety induction training and are
made aware of any hazards that may affect them whilst on company’s premises.
VSS will require all contractors to provide method statement(s) and risk assessments for
their work prior to commencement of the contract.
Responsibilities
The Managing Director of VSS, have ultimate responsibility for health, safety and welfare at
the Company.
The Managing Director is the ‘duty holder’ having day to-day responsibility for ensuring that
this policy is implemented.
Heads of department are responsible for implementing this policy within their own sections of
the business.
Heads of Departments and are responsible for implementing the Companies health and
safety policy and procedures within their own departments on a daily basis.
Heads of Departments and Business managers are responsible for ensuring that;
•

risk assessments are carried out and any control measures are implemented and
followed,

•

safe working practices are developed, maintained and reviewed as necessary,
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•

suitable and sufficient information, instruction, training and supervision are provided
for all staff and that all training is recorded.

•

staff and learners are provided with information on emergency, ill health and accident
procedures.

•

all hazards, accidents and incidents are reported promptly, recorded and appropriate
action taken to reduce the risk of re-occurrence.

Delivery Staff shall instruct learners on the Company’s health and safety procedures at the
start of every course. This will include; fire safety and emergency evacuation procedures,
how to report hazards and accidents and how to obtain first aid treatment.
The designated Health and Safety lead will report regularly to the Managing Director. He will
ensure that the provisions of the health and safety policy are carried out.
Additionally, the designated Health and Safety lead will advise Company staff on all aspects
of health, safety and welfare and will be responsible for;
•

Reviewing and updating the policy and supporting procedures.

•

Communicating the requirements of the policy and procedures to all staff.

•

providing appropriate consultation arrangements with staff

•

Providing and/or obtaining specialist advice, as required.

•

Ensuring that provision of first aid, fire safety arrangements, emergency evacuation
and major incident procedures are in place.

•

Assisting staff to carry out and review risk assessments and advising on appropriate
control measures.

•

Ensuring health and safety information is readily available to staff and Learners as
appropriate.

•

Providing induction training for all new staff on the VSS’s health and safety
requirements and the basic principles of fire safety and back care.

•

Providing sufficient instruction, information and training to enable staff, learners and
contractors to avoid hazards and contribute to their own health and safety.

•

Monitoring the reporting and recording of accidents and incidents and leading on any
investigation as required.

•

Informing the Health and Safety Executive (HSE) and/or Skills Funding Agency of
any reportable (RIDDOR) events when appropriate.

•

Maintaining his/her competence by attending specialist seminars and meetings when
required.
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Every employee has a general duty, under The Health and Safety at Work Act 1974, to take
reasonable care for the health and safety of themselves and of other persons who may be
affected by their acts and omissions whilst at work.
Every member of staff has a responsibility to:
•

Ensure that they comply with this policy.

•

Comply with health and safety procedures and guidelines to enable them to work
safely.

•

Co-operate with managers to ensure the policy and associated procedures are
implemented on a daily basis.

•

Work safely and refrain from any activity that may endanger themselves or others.

•

Not intentionally interfere with, or misuse equipment and facilities provided for their
health and safety at work.

•

Use the companies reporting procedures to record any hazards, potential risks,
unsafe conditions, accidents or incidents that arise from their work activities.

•

Participate in any health and safety training provided.

Learners have a responsibility for their own health and safety and for the health and safety
of those around them.
Learners should also accept a personal responsibility for safety, adopting a standard of
behaviour appropriate to the situation and following safety procedures and guidelines
provided for their safety.
Monitoring
The Company Managing Director will monitor the effective implementation of this policy.
An annual audit of health and safety will be carried out and incorporate risk assessment
reviews, site inspections, training records and analysis of accident statistics.
Departmental audits/inspections will be carried out throughout the year to monitor how the
policy and relevant procedures are being implemented.
Staff and learner accident and incident statistics will be monitored by Leadership &
Management Team and reviewed by the Managing Director on a term by term basis.
Review
This policy may be amended as and when it becomes necessary due to any significant
changes in local arrangements or in statutory requirements.
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RISK ASSESSMENTS
Introduction
This procedure provides advice and guidance for VSS managers and staff on compliance
with the requirements of Regulation 3 “Risk Assessment”, of the Management of Health and
Safety at Work Regulations 1999 (MHSWR).
The procedure follows the Health and Safety Executive’s (HSE) Approved Code of Practice
and Guidance to the regulations.
The Regulations require employers to assess Health & Safety risks to its employers and
others who are affected by its work and reduce such risks to their lowest reasonably
practicable level. In undertaking such assessments, the employer shall;
•

Record significant findings.

•

Put in place appropriate control measures.

•

Review assessments as appropriate

•

Make available & communicate the findings of risk assessment.

Risk Assessments
Risk assessment is carried out to identify the Health & Safety risk to anybody caused by the
activities of the VSS; wherever these activities take place including off site locations.
Risk assessment is a process of identifying potential hazard (outcome) and the probability of
that hazard occurring (likelihood).
Risk assessment shall be conducted by competent persons; though competence will vary
depending on the nature of the risk being assessed. Some hazards are not readily
identifiable and advice; guidance and support for risk assessment is freely available from the
Health & Safety Department.
Risk assessment shall:
•
•
•
•
•
•

Identify hazards
Decide who might be harmed and how.
Evaluate the risk and decide on precautions.
Record findings and implement them.
Provide for the review and update of assessments as necessary.
Remember; a hazard is anything that may cause harm, such as chemicals,
electricity, working from ladders, an open drawer, etc.

Risk is the chance, high or low, that somebody could be harmed by these and other
hazards, together with an indication of how serious the harm could be.
Requirements to Assess Specific Risks

80

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

Other Health & Safety Regulations contain specific requirement for risk assessment; advice
and guidance on such requirements is available from the Health & Safety Department;
examples are;
•
•
•
•
•

Noise at Work Regulations 2005
The Fire precautions Act 1971 & Fire Precautions Regulations 1997
Health and Safety (Display Screen Equipment) Regulations 1992
Manual Handling Operations Regulations 1992
Control of Substances Hazardous to Health Regulations 2002(COSHH)

Off Site Activities
Staff acting as group leaders must comply with the procedure for “Off Site Activities”.
Information on the off-site activities procedure is available from the health & safety section of
the VSS policies & procedures on the intranet document centre.
Legislative Requirements
As an employer the VSS shall ensure:
•

Risk assessments are completed and recorded for all activities undertaken by the
VSS taking into account who may be affected by these activities and implementing
the necessary control measures to ensure compliance with health and safety
legislation;

•

Risk assessments include an assessment of risks to any vulnerable groups including
adults or certain individuals i.e. new or expectant mothers and young persons

•

When implementing any preventive and protective measures they are done so on the
basis of the principles specified in Schedule 1 of the MHSWR regulations

•

Risk assessments are reviewed and if necessary, modified, since they should not be
a once-and for-all activity.

•

Risk assessments are recorded and brought to the attention of all members of staff to
whom the assessments relate to.

The nature of work changes; the appreciation of hazards and risks may develop. Adverse
events may take place even if a suitable and sufficient risk assessment has been made and
appropriate preventive and protective measures taken. It most cases, it is prudent to plan to
review assessments at least annually, dependent on the nature of the risks and the degree
of change likely in the work activity;
Administration of the Risk Assessment Procedure at the VSS
All Line Managers shall undertake risk assessments as stipulated in the MHSWR regulations
and VSS policies and procedures for activities; processes; equipment; facilities & people
under their control.
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The Health & Safety Representative is available to support this process and offer advice and
guidance. When completed; risk assessments are forwarded to the Health & Safety
Additional points.
•

Risk assessments shall use the designated VSS format.

•

The responsibility for carrying out risk assessments may be delegated to suitably
trained members of staff, but managers retain the responsibility for ensuring that
assessments are completed, authorised and actions adequately prioritised and
addressed;

•

Ensure the risk assessments include consideration and appropriate actions for any
specific group of staff, e.g. disabled persons, new or expectant mothers and young
persons and also to persons who are not employed i.e. learners or visitors;

•

Ensure ‘Actions’ are completed within a reasonable timescale and information
passed to the Health and Safety Department.

•

Ensure all risk assessments are held in the designated VSS system and staff are
aware of the location and content of the risk assessment relevant to their work or
activity. Where applicable any specific actions or information must be brought to the
attention of staff who may be affected by the risks, along with any precautions
required and any emergency arrangements introduced.

•

Ensure a copy of risk assessments are included within Course Files.

•

Ensuring that risk assessments are reviewed annually for low risk areas,

Risk Assessment - Hazard Check List:
During work activities do the following hazards exist?
1.
2.
3.
4.
5.

Contact with Moving Machinery; On site
Slips, Trips and Falls, e.g. on the same level, from heights etc;
Struck by Objects, e.g. falling tools, ejection of material etc;
Striking against Objects, e.g. inadequate headroom, etc;
Hazards associated with Manual Handling (Cross reference with Manual Handling
Assessments) and Ergonomics (VDU and Workstation Assessments);
6. Contact with Substances; gases (Cross-reference with COSHH Assessments);
7. Biological Hazards, e.g. rat urine;
8. Vehicle hazards, covering both site transport and travel by road;
9. Harmful energies e.g. Electricity, compressed air; radiation, noise, vibration;
10. Fire and explosion;
11. Lone Working;
12. Violence
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Item

Yes/No

1. Is the Equality Act 2010 applicable to this policy/procedure?

Yes

2. Is the VSS policy applicable to this policy/procedure?

Yes

3.

Does this policy/procedure comply with the Act and the VSS’s
policy/procedure?

Yes

4. Are any actions required, if so detail in the box below.

No

Risk Assessment – ‘Aide Memoire’
Hazard Severity
Examples of Type of Injury
& Score
Low -1

Scratch, bruise, minor cut, minor burns. Normal work possible after first
aid.

Medium - 2

Burns, severe cuts, minor fractures (fingers and toes), strains, sprains..
Accident may cause loss time no greater than 3 days.

High -3

Permanent disability, amputations; other fractures, over 3-day injury,
multiple injuries, death.

Description of Likelihood
Example
& Score
Remote - 1

May occur in time

Reasonably probable - 2 Probably will occur in time
Probable - 3

Likely to occur immediately or shortly after

Express the level of risk associated with identified hazards by multiplying the hazard severity
by the likelihood of the hazard occurring.
Risk = Severity X Likelihood
Consult the risk matrix to express the risk level: Risk Level
Likelihood → Hazard
Severity ↓
Low
Medium
High

*

*

*

Remote

Reasonably
probable

Probable

Very Low – score 1

Low – score 2

Medium – score 3

Low – score 2

Medium – score 4

High – score 6

Medium – score 3

High – score 6

Very High score 9

*

*

*
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ENVIRONMENTAL
VSS operates an environmental policy whereby:
•

All staff / tutors and learners ensure computers; monitors and electrical equipment
are turned off at end of the day

•

Caretaking staff-inspect the building, during and at the end of day, to ensure lights
are turned off, computers closed down and any non-essential equipment is turned
off. Staff / tutors are encouraged to turn lights off when leaving rooms

•

All staff/tutors are encouraged to recycle material whenever possible

•

All staff / tutors are encouraged to minimise the amount of mileage undertake for
business through practices such as car sharing and use of public transport

•

The heating will be monitored and turned down / off as appropriate

•

Old printers have been replaced by new ones with a double-sided printing function

Supporting and encouraging the reduction and the recycling of waste
As part of the environmental policy:
•

Paper recycling bins/bags are placed around the building

•

Printer cartridges are recycled

•

Where possible e-learning and electronic methods are used to reduce the use of
paper and double side photocopying is encouraged

•

Emailing is encouraged instead of hard copy memo

•

Seek to reduce waste from our activities and take action to reuse and recycle rather
than dispose e.g. memory sticks rather than one use discs.

Supporting and encouraging sustainable water use
As part of PCC environmental policy we actively work to prevent pollution wherever possible
by seeking to minimise our emissions to air, land and water.
Staff
Please ensure that you:
•

Turn off the lights when you leave the classroom

•

Turn off any equipment including heaters, fans, TV when you leave the classroom or
tutor room
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•

Ensure computer, monitors, projectors and laptops are turned off at the end of your
session and in the tutor room.

•

Close the windows when leaving the classroom or tutor room

•

Recycle paper

•

Do not photocopy more than you need

•

Clean the whiteboard before you leave the class (if left on will need to use chemicals
to get the board clean)

•

Do not use a new envelope for internal post – recycle a used one

•

Turn of computer and monitor / laptop if away from your desk for more than 2 hours

•

Where possible, set page set-up margins to a maximum of 1.5cm.

•

Only print emails which are strictly necessary

*

*

*

*

*

*

*

*

*

*

*

SUSTAINABLE PROCUREMENT
VSS, as one of the country’s growing Further Education Learning Providers, is committed to
minimising the environmental impact of all its activities through the adoption and
implementation of good practice, and a continued ethos of improvement.

In conjunction with all partners and colleagues VSS aims to maintain engagement both
internally and externally to ensure that this policy is implemented through positive and
progressive action plans linked to the local and national needs.
This Sustainability policy will act as a guiding document for all future improvements and will
be linked to all other company policies and procedures.
It is the policy of VSS to:
•

Manage the company and all its activities across the delivery sites with drive and
emphasis on reducing the carbon footprint.

•

Continually strive to increase the company and staff insight to sustainability issues.

•

Ensure compliance with and where possible exceed the minimum legal requirements
for reducing the environmental impact.

•

Continue to work alongside partners and colleagues to promote sustainability.

•

Develop management systems and regular audits to ensure measurable progression.
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•

Ensure that not only the Sustainability Policy is disseminated to all staff but that the
reports and audit results are fully communicated and understood by all.

In order that VSS can progress to becoming a sustainable workforce we will ensure that the
Sustainability action plan is included within the overall Quality Improvement plan (QIP) with
the potential to achieve the following:
1. Develop targets for reduction in energy inclusive of all realistic conservation
measures.
2. Minimisation of waste through sensible purchasing and reduced consumption.
3. Greater staff and learner involvement throughout the decision-making process.
4. Inclusion of staff training and awareness.
5. Increased co-operation and communication with external agencies to support both
internal and external sustainability issues.
Implementation and responsibilities:
VSS Leadership & Management Team (SMT) have made a commitment to maintain and
develop policies, procedures and initiatives in order to maintain a sustainable management
system for the coming year.
Sustainability Action Plan:
The Sustainability Action plan will be fully incorporated into the QIP over both the short,
medium and long-term development of the company.
Actions within the QIP will provide the following information:
1.
2.
3.
4.
5.
6.
7.

Identification of areas of responsibility.
Provide baselines for audit and report information.
Detail headline indicators and monitoring mechanisms.
Identify previous action undertaken
Confirm ownership of criteria
Detail clear and structured actions
Monitor KPI and targets across the business.

The Leadership & Management Team (SMT)
The SMT has the specific responsibility for ensuring that the Sustainability Policy is
implemented within each their own areas of responsibility and with all employees they
manage. The SMT should ensure that adequate training, information and supervision are
provided to ensure employees, learners and any visitors are fully aware of their
environmental responsibilities.
Where necessary the SMT may nominate responsibility post by post along with
implementing a sustainability working group as required. Specific roles and responsibilities
will be detailed within the sustainability action plan within the company QIP. This policy will
be reviewed annually or as needed to ensure the company maintains its goals.

*

*

*

*

*

*
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LONE WORKING
Introduction
This Procedure reflects the Company commitment to meeting its legal duties with respect to
lone and out of hours working. The purpose of this Procedure is to outline the health and
safety issues associated with lone workers and to provide Line Managers with sufficient
information to ensure the safe working environment of lone workers.
The general duties of the Health & Safety at Work etc Act 1974 and more specific duties of
the Management of Health & Safety at Work Regulations 1999 (as amended) requires the
Company to provide a safe environment, safe equipment and safe systems of work for its
employees and those working on its premises. Guidance has been taken from the HSE
publication INDG73 rev. These requirements are applicable to all work situations, including
where staff (and others) are working alone on site or off site and including outside normal
working hours.
This Procedure is not intended to be restrictive or provide definitive guidance on lone
working. Where any doubt exists as to the action to be taken or advice or assistance
required, contact should be made with the Head of Operations.
Definition
Lone workers are those who work by themselves, without close or direct supervision. Lone
working is not to be confused with the chance occurrence of finding oneself on one's own;
for example, arriving first or leaving last, or going into an unoccupied room such as a
storeroom. The Procedure is intended to cover persons such as •
•
•
•
•
•

Enrolment & Careers Development Officers
Trainers / Tutors
Quality & Performance Managers
Careers Development Mangers
Office workers
Cleaners

There may be situations when it is not possible or practical for staff to work in pairs or
groups. Particular attention will be needed to ensure that working alone does not make staff
more vulnerable. Working alone could be:
•
•
•
•

Visits to learners
Interviewing learners in isolated areas, invigilating and teaching in isolated areas
Cleaning isolated buildings
Carrying out maintenance/technical duties in isolation

On-site Lone Working
In the majority of cases where staff work alone this will be without significant risk (e.g.
persons working alone in offices where appropriate safety precautions are in place).
However, there will be occasions when this is not so. Working alone can introduce or
accentuate hazards (e.g. lack of assistance if needed, inadequate provision of first aid,
sudden illness, violence from others, emergencies, failure of services and supplies, etc).
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Persons working in isolated areas may be at risk if they do not follow procedures to alleviate
any problem they may encounter.
Where possible lone workers, ensure that other people are working in the vicinity. Where this
is not possible, follow the procedures set out below:
•

Advise the Head of Operations where you are working and also the contact
telephone number, expected duration of your stay and in broad terms what work you
will be doing, e.g. office work, interviewing a student, teaching, maintaining electrical
equipment, etc.

•

If you have reason to be working in the head office building outside of normal working
hours or at weekends, you should inform the Head of Operations to let him know how
long you will be there. In addition, between the hours of 5 pm and 9 pm, Monday to
Fridays, the Head of Operations should be informed. Never work in an area without
local access to a telephone or computer.

•

If necessary ring (as arranged) every hour if carrying out a lone higher risk activity,
e.g. on electrical equipment. Likewise, if you are working past the normal working
hours in an evening, inform the Head of Operations that you are still in the building
and advise him when you finally leave.

•

If you feel alarmed or threatened, for any reason, contact the authorities (Police) or
Head of Operations asap.

Off-site Lone Working
It is the Line Manager’s responsibility to ensure that safe working arrangements are in place.
The Line Manager should •

Ensure that a full risk assessment has been carried out by the staff member in
question

•

Ensure that the person is capable of working alone. The Line Manager will need to
consider both routine work and foreseeable emergencies that may post additional
physical and mental burdens on the individual

•

Ensure that staff working alone understand the risks involved in their task and also
what safety precautions will need to be taken. Examples would be ensuring that they
are contactable, via portable or internal phone/radio, pre- arranged calls or physical
checks by a second person

•

Provide suitable and sufficient training for lone staff that outlines the specific risks
involved and how they can play a role in deflecting or minimising the risk

•

Establish emergency procedures in the event of an incident, including quick access
to a safe area or exit from an unsafe location, evacuating other staff and informing
the appropriate authorities

•

Provide devices that raise the alarm in the event of an emergency where appropriate.
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Summary of suggested possible control measures:
•
•
•
•
•
•
•
•

Telephone Head of Operations leave itinerary of visits
Telephone Reception
Sign in and out at reception
Carry attack alarm
Arrange security escort
Carry mobile phone
Regular timed calls in to a Supervisor
Ensure electronic diary is kept up to date and read-only access given to Line
Manager/Supervisor

It is the lone worker’s responsibility to action specific control measures if they assess that
these are required. Where it is not possible to devise arrangements for a person to work
alone in safety then the work/activity is not to be permitted and alternative arrangements
must be considered.
Information, Instruction and Training
Managers must ensure that everyone who is required to work alone is competent to do so,
having received suitable and sufficient information, instruction and training to enable them to
work safely. The extent of the instruction and training provided will vary according to the
level of risk identified.
It is the responsibility of all staff to undertake work (including lone working) in accordance
with the findings of the risk assessment, to comply with any information and training
received, and to report immediately to their Line Manager any problems or concerns. Staff
working on other employers’ sites must comply with the health and safety instructions in
place at that site.
Supervision of Lone Working
Although lone workers are not subject to constant supervision, managers are still required to
ensure appropriate control of the work. Supervision, where needed, should be provided
alongside information, instruction and training, ensuring that staff understand the risks
associated with their work, and that necessary safety precautions are being carried out.
Supervision can also include providing guidance in situations of uncertainty.
In every situation there must be an appropriate means of ensuring that, at some stage,
contact is made with a person working alone. It should also be possible for the lone worker
to initiate contact.
The extent of the supervision required depends upon the risks involved and the proficiency
and experience of the person carrying out the work. Persons new to a job, undergoing
training, or dealing with new situations may need continuous supervision until such time as
they are competent to work alone.
The extent of the supervision is a management decision, which should be established
through the risk assessment process.
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Checklist
The following represents a typical check list for Line Managers to refer to when considering
lone workers:
•

Check and clearly identify work that is being done by people working alone and,
where possible, ensure that work is organised so that working alone is unnecessary.

•

Check that all hazards have been risk assessed and adequate control measures are
in place for controlling the work safely.

•

Ensure that persons working alone have received adequate training for their personal
safety.

•

Ensure that persons working alone receive monitoring and supervision where
indicated.

•

Ensure that working practices are reviewed periodically and revised as necessary.

•

Ensure that appropriate communications are in place and tested at regular intervals.

•

Check that accidents, dangerous occurrences and near misses in respect of those
working alone are properly reported, recorded, investigated and monitored and action
taken to remedy any trends identified.

•

Ensure that appropriate Personal Protective Equipment is available.

•

Ensure that the work carried out by those working alone is not allowed to change
without prior consideration to any additional risks and the subsequent amendment to
the risk assessment.

*

*

*

*

*

*

*

*

*

*

*

LEARNER WELFARE, SAFETY AND SUPPORT
“VSS” has a duty of care to staff and learners, and endeavours to ensure that the well-being,
health and safety of staff and learners are a priority at all times”
Promoting Health and Safety
Communicating the Health, Safety and Learner Welfare Strategy
VSS is committed to taking active steps to communicate its Health, Safety and Learner
Welfare Strategy to all learners, staff and partners ensuring that all are made aware of its
values, principles and standards. It does so by:
•

Providing all staff with a copy of the Strategy and the Safeguarding Policy.

•

Providing all learners with access to the Company’s H&S Policy, Strategy and
standards via the website.
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•

Displaying the H&S Policy at all sites.

•

Providing all Partners with a copy of the Strategy

•

Providing all other partners with a copy of the Strategy on request and via the
website.

•

Including H&S as a mandatory element of staff inductions.

•

Including H&S in learner inductions and reinforced through the Learner Handbook.

•

Displaying the Strategy wherever possible including on websites.

•

Incorporating robust H&S contractual requirements in all agreed Service Level
Agreements.

•

Ensuring that the Strategy’s values, principles and standards are reflected in
everything we do.

Learner Entitlement
The Company has developed Learner Entitlements which reflect the values, principles and
standards set out in the Health, Safety and Learner Welfare Standards and actively promote
the Safe Learner concept.
Standards
Health, Safety and Learner Welfare
In order to ensure that standards in the Common Inspection Framework, the Education &
Skills Funding Agency (ESFA) and the service mission are met, the Leadership &
Management Team has identified the following quality standards for Health, Safety and
Learner Welfare across both directly delivered and subcontracted learning.
These standards are supported by The Company’s standards for safeguarding adults
(providing a safe learning environment for adult learners) and standards for safeguarding.
All learners are entitled to expect:
•

A copy of our H & S Policies and Procedures, giving information about safe working
practices, where fire exits are and what to do in an emergency.

•

Regular H & S venue inspections ensuring their learning takes place in a suitable,
safe, healthy, warm and supportive learning environment.

•

Learning tasks and activities to be performed safely, any associated risks assessed
adequately and the control measures communicated to everybody involved.

•

An initial assessment that includes identification of their health, safety and welfare
needs and any additional help or support that they may require.

91

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

•

A learning plan which includes the learner’s initial and ongoing health, safety and
welfare training needs Supervision levels which are appropriate to the risks identified
and the learner’s capability, needs and experience

•

Ongoing information and instruction to enable the learner to learn efficiently and
safely Re-assessment of learner’s understanding and awareness of key health,
safety and welfare issues on an on-going basis

•

To be involved in H&S decisions so that they develop transferable skills contributing
to their economic and social well-being, safe working practices at home and choices
about health and well-being.

•

Activity audits (as appropriate) to be given to their Tutor, prior to course
commencement; ensuring learning activities are delivered in a safe manner.

•

Tutors who carry out their own H & S audit at the start of each session and each
course to highlight and take precautionary action around H & S issues to enable
learning to take place in a safe environment.

•

Tutors/learning personnel who carry out risk assessments, as necessary, and
introduce appropriate control measures Tutors who update their H & S skills
regularly, through H & S training (including First Aid), to provide learners with a safe
learning environment.

•

Tutors who are aware of all the procedures to follow in the case of an Emergency to
allow learners to feel confident in the event of an extra-ordinary situation occurring.

•

To be able to develop confidence in their ability to learn safely and also to challenge
any situation or instruction that could be unsafe to them or to other people.

•

Safeguarding adults (providing a safe learning environment for adult learners)

All learners are entitled to expect:
•

A copy of either the Learning Service or the contracted provider’s Adult safeguarding
/ equality statement, reinforcing the importance of respecting each other’s rights to
safety, and reminding learners not to hurt or abuse or threaten to hurt or abuse
others.

•

Appropriately qualified, vetted and supervised staff.

•

Non-discriminatory behaviour and language in their learning environment, where
learners will not be discriminated against because of age, disability, gender, ethnicity,
religion or friendship.

•

Guidelines, procedures and information from their learning provider to address
harassment, hurt and bullying, and how to seek help where necessary.

•

Zero tolerance of physical, sexual, discriminatory, emotional/psychological and
financial / material abuse, neglect or acts of omission.
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•

An appropriate induction outlining safeguarding arrangements so that learners feel
safe in their learning environment and carrying out the learning activities included in
their course of learning.

•

Trained staff, skilled in supporting the various needs of our learners and challenging
inappropriate language and behaviour, allowing all learners to feel confident that
everybody is treated fairly on their chosen learning course.

•

Clear priorities for safeguarding and promoting the welfare of vulnerable groups in
accordance with guidance and locally agreed inter-agency procedures and explicitly
stated in strategic policy documents (Safeguarding Adults Board.

•

Multi-agency policy and procedures for Lincolnshire, written by the Local
Safeguarding Adults Board)

•

A clear commitment by senior management to the importance of safeguarding and
promoting learners’ welfare

•

A clear line of accountability within the Community Learning Service for work on
safeguarding and promoting the welfare of all learners

•

Recruitment and human resources procedures that take account of the need to
safeguard and promote the welfare of all learners, and that comply with

•

Section 11 of the Children’s Act, 2004, where appropriate Procedures for dealing with
allegations of abuse against members of staff and volunteers

•

A culture of listening to and engaging in dialogue with all learners particularly those
from vulnerable and under-represented groups.

•

Appropriate whistle-blowing procedures.

•

Compliance with all legislation including, but not limited to;
o
o
o
o

The Protection of Freedoms Act 2012
Safeguarding Vulnerable Groups Act 2006
The Care Standards Act 2000
The Mental Health Act 1983 relevant to the duty to safeguard and promote
the welfare of vulnerable adults in the delivery of all aspects of the Service.

•

Safeguarding children (providing a safe learning environment for children)

•

A copy of the VSS Learner Handbook reinforcing the importance of respecting
everybody’s rights to safety.

Organising and responsibilities for Health, Safety and Welfare
Comprehensive arrangements are in place to ensure that staff fully understand and observe
their duties in relation to H&S.
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The Managing Director has the overall responsibility for the management of Health and
Safety in Community Learning.
High quality and competent support for Health and Safety is provided by Head of
Operations.
The responsibility for H&S is delegated to team managers as appropriate. The H&S
responsibility includes:
•

Ensuring that VSS H&S policies and procedures are developed, reviewed,
understood, accepted and practiced.

•

Ensuring that all accidents, incidents and near misses are recorded, investigated and
appropriate action taken.

•

Ensuring that all reported incidents are investigated, and remedial action taken where
identified.

•

Ensuring that risk assessments are conducted and that controls are put into place to
reduce or eliminate the risk where reasonably practicable.

•

Ensuring that employees and partners receive the appropriate H&S training to enable
them to carry out their duties safely.

•

Ensuring that appropriate staff are suitably vetted in order to deliver the safe learner
concept.

•

Ensuring that safe working methods are developed, introduced, practised and
reviewed within the work place.

•

Ensuring that there are suitable systems in place for monitoring the management of
H&S and developing and reviewing safe working practices.

•

Ensuring the Safeguarding Code of Conduct is adhered to and embedded across all
provision.

•

Ensuring that Health, Safety and Learner Welfare is reviewed on a termly basis
through the Quality Improvement Plan.

•

Ensuring the updating of the Health, Safety and Welfare Self-Assessment on an
annual basis.

•

All Contracted Provider H&S policies are risk banded to ensure compliance with
VSS, Skills Funding Agency and Partner Learning Service standards.

Delivering the Safe Learner concept
The following arrangements are in place to ensure all learners feel safe with the learning
organisation and are confident that everybody is treated fairly on their chosen learning
programme:
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Learners are provided with information on H&S and the Safeguarding Code of
Conduct to establish ground rules and service expectations.
Learners are taught by appropriately vetted and monitored staff and volunteers.
On Family Learning programmes all staff are DBS checked at an enhanced level. On Adult
Skills Budget provision teaching staff and volunteers are appropriately vetted according to
their client group. Staff working with vulnerable groups are vetted in accordance with DBS
arrangements.
The management team carrying out teaching observations are DBS checked as appropriate.
Learners’ records can only be accessed by appropriately vetted or supervised staff.
Appropriate record management systems and risk assessments are in place to deliver the
safe learner concept.
On appropriate provision learners are asked to complete a health/medical screening form
which allows tutors to take account of their needs when planning courses.
All learning incorporates an initial assessment process that identifies a learner’s health,
safety and welfare needs and any additional help or support they may require
The initial assessment results are used to develop an individual learning plan which includes
the learner’s initial and ongoing health, safety and welfare training needs. Specific learner
needs are identified and incorporated into Tutor session planning.
All Delivery venues are inspected on a rolling basis, according to risk, by suitably qualified
H&S staff. All venues must satisfy the minimum requirements of current H&S legislation and
Procurement Standards. This includes compliance with DDA, buildings maintenance, fire
drills and emergency lighting test requirements, as well as ensuring that welfare facilities are
in good state of hygiene and repair, and that learning areas are kept clean and tidy.
H&S venue audits are carried out on all Delivery venues prior to the commencement of a
course. Good working relations are in place with the VSS Safeguarding team to ensure
appropriate support is in place should advice and guidance be required. Safeguarding
support information and contact details are provided in the Learner Handbook, Provider
Handbook and website.
Embedding the Safe Learner concept;
The following arrangements are in place to embed the Safe Learner concept:
•
•

On induction learners complete a H&S quiz
On induction all learners are provided information to support H&S Learning.

Learners are asked about health, safety and welfare needs and any additional help or
support they may require at initial assessment. The initial assessment results are used to
develop an individual learning plan which includes the learner’s initial and ongoing health,
safety and welfare training needs.
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Monitoring the Safe Learner concept;
The following arrangements are in place to monitor the H&S processes and systems and
ensure the Safe Learner concept is achieved:
Monitoring of Tutor/provider compliance is continually assessed across the whole provision
through quality monitoring activities, observations of teaching and learning (OTL) where
judgements are made against H&S and spot checks audits based on the HSG65 audit
model.
Learners provide feedback on H&S through:
•
•
•
•
•

Direct discussions with Tutors
Learner forums
Learner evaluations on a regular basis (start, mid and end of learning cycle).
The OTL process
The Company’s formal complaints process which learners are made aware of at
induction and through the Learner Handbook and website.

Supporting
•
•
•
•
•
•
•

Community Learning Service Strategies
Curriculum Strategy
Equality and Diversity Strategy
Health, Safety and Learner Welfare Strategy
Learner Engagement Strategy
Family Learning Strategy
Information, Advice and Guidance Strategy

*

*

*

*

*

*

*

*

*

*

*

FIRST AID
Policy
VSS is committed to providing a safe and healthy workplace for learners, staff and visitors.
In pursuing a safe and healthy environment, VSS is committed to preventing and controlling
hazards that could result in personal injury or ill health and minimising the effects of
accidents and incidents that may occur, by providing first aid resources and supporting a
network of First Aiders.
VSS aims to provide first aid resources based on the requirements of The Health and Safety
(First Aid) Regulations 1981. In practice this means that VSS is required to provide a
system of First Aid that includes the nomination and training of First Aiders and the provision
and maintenance of First Aid Kits.
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Definition of First Aid
People at work can suffer injuries or fall ill. It does not matter whether the injury or illness is
caused by the work they do. It is important that they receive immediate attention and that an
ambulance is called in serious cases. First aid can save lives and prevent minor injuries
becoming major ones. First aid at work covers the arrangements that need to be made to
ensure this happens, that is, the initial management of any injury or illness suffered at work.
It does not include giving tablets or medicines or to treat illness.
Contacting a First Aider
To call a first aider in an emergency, refer to your nearest first aid box where you will find the
nearest first aider and their location, or speak to your course tutor.
The First Aider(s) will make their way to the casualty and administer first aid treatment.
To summon an ambulance or other transport for transfer to Hospital, the First Aider should
ring 999
If, in the opinion of the first-aid attendant, it is determined, as a precautionary measure, that
an individual requires attention at a hospital accident and emergency department, but the
illness or injury is judged not severe enough to require an ambulance, suitable transport will
be provided where possible.
If it is deemed necessary to send an individual to hospital, a member of staff should, where
possible, accompany that individual to hospital. It is recognised that circumstances may
dictate that this may not always be possible.
On reporting to the accident emergency reception, it is not necessary for the member of staff
to remain at the hospital. The Head of Centre or suitable deputy should be informed of all
such instances.
If a First Aider is not present and an ambulance is necessary in an emergency situation, 999
emergency services should be called, and the Tutor/Trainer should inform the Head of
Centre.
Assessment of Need
The Management of Health and Safety at Work Regulations 1999 require an employer to
make an assessment of significant risk to all those affected by its undertaking. The risks of
injury and ill health identified in the risk assessment will determine the level of first aid
provision needed. In some areas of VSS, the Head of Centre may need to consider greater
provision of first aid equipment and facilities. More first aid personnel will be needed in the
buildings with higher risk activities than those with lower risk activities.
In assessing need, Heads of Centre need to consider:
•
•
•
•

Workplace hazards and risk
The size of the Centre
The Centre’s history of accidents
The nature and distribution of the workforce and learners
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•
•
•
•

The proximity of medical and emergency services
The needs of travelling, remote and lone workers
Employees and learners working on shared or multi-occupied sites
Annual leave and other absences of first aiders and appointed persons.

When appointing a department specific First Aider due consideration should be given to
method of contact by members of staff and learners of that department.
Selecting Suitable First Aid Candidates
Employees of VSS can nominate themselves for a first aid training course to enable them to
be a VSS first aider. However, a number of factors should be included in the selection of an
individual. The individual must:
•
•
•
•
•
•
•

Be readily available and reliable to respond immediately to an emergency
Have a good disposition and good communication skills
Be willing to be on the VSS First Aid Rota for at least one year
Alternatively, be willing to serve as an active departmental First Aider
Have the aptitude and ability to learn new skills
Have the ability to cope in an emergency situation calmly
Be aware of their limitations and be able to make appropriate judgements about the
need to seek medical advice or call an ambulance.

An employee wishing to become a first aider for VSS and willing to be on VSS First Aid Rota
for one year should Contact their Head of Department. The Head of Department then
notifies the First Aid Co-ordinator/Occupational Health secretary by e-mail or letter
confirming that they are authorising time off for their member of staff to attend a First Aid
Training Course and to go on VSS First Aid Rota.
First Aid Training
Training is an important requirement for the First Aider. Individuals must therefore attend
and pass a training course in accordance with the Health and Safety (First Aid) Regulations
1981. VSS currently trains all it staff to this level of training. The First Aid Certificate remains
valid for three years. At the end of this period, retraining is required to renew this certificate
and retain an appointment as a First Aider.
Arranging Training
Training is organised through Occupational Health. Suitable training dates are arranged in
consultation with each nominated First Aider and Head of Centre/Manager.
Cost of training
VSS will meet the cost of First Aid Training providing the following conditions are adhered to:
•
•
•

The First Aid Co-ordinator/Occupational Health secretary arranges the First Aid
training course
The individual meets the personal requirements as previously stated
The First Aider is available to go on the First Aid Rota for at least one year.
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Determining the Location of First Aid Boxes
Heads of Centre should ensure that first aid boxes are located in a readily accessible place,
close to running water if possible.
Departments requiring additional resources are responsible for assessing, resourcing and
ordering their own supplies. A First Aider or Appointed Person should be responsible for
maintaining this.
Advice on First Aid Suppliers can be obtained from Occupational Health by contacting the
First Aid Co-ordinator.
Precautions for First Aiders
Care are must be taken before and during the administration of first aid, to ensure the health
and safety of the First Aider.
Administering First Aid
First Aiders are not trained to administer medicines; they must never store or dispense any
medication of any kind including painkillers. When administering first aid the First Aider
should take the following precautions:
•
•
•
•
•
•

Practice good hygiene, particularly washing and drying hands before and after
providing first aid treatment.
Avoid contact with blood by using disposable gloves.
Always cover cuts and unhealed wounds, especially on hands
Follow the advice given in the Management of contamination of blood/body fluids
document.
Contact the domestic supervisor for cleaning of blood that may have spilled onto floor
and or furnishings.
If in doubt regarding management of any incident, the attending First Aider should
contact switchboard and summon another First Aider for support and guidance.

Reporting Accidents
After giving treatment to any injured person, First Aiders must complete an Incident Report
Form and forward the form to the Health and Safety Adviser (even in the case of a minor
injury). If the injured person is an employee, the First Aider must also make an entry in the
Accident Book. In the case of a major injury or fatality the First Aider must telephone VSS
Safety Adviser with the details.
Escort Duties to the Hospital
Any First Aider or member of staff escorting a casualty to hospital must leave the casualty in
the care of the hospital staff. After the casualty has been registered in the hospital the escort
must phone VSS who will make arrangements for the escort to return to VSS.

*

*

*

*

*

*
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LEARNER SERVICES
THE PREVENT DUTY- RADICALISATION, EXTREMISM AND TERRORISM POLICY
Introduction
The Prevent strategy was published in 2011 by the Government and is part of the overall
counter-terrorism strategy, Contest. The strategy aims to reduce the threat to the UK from
terrorism by preventing people becoming drawn into terrorism or becoming a terrorist.
There are three key objectives:
•

Respond to the ideological challenge of terrorism and the threat from those who
promote it

•

Prevent people from being drawn into terrorism and ensure that they are given
appropriate advice and support

•

Work with sectors and institutions where there are risks of radicalisation that we need
to address.

VSS recognises its duty to ensure that all learners are protected from radicalisation.
VSS will maintain a Prevent Risk assessment and Action Plan and this will be informed by
engagement with Regional Prevent co-ordinators to comply with the duty and address
whatever risks have been identified. Localised information will identify, prioritise, and
facilitate delivery of projects, activities or specific interventions to reduce the risk of people
being drawn into terrorism in each region.
VSS will ensure appropriate employees, including contractors, have a good understanding of
Prevent are trained to recognise vulnerability to being drawn into terrorism and are aware of
available programmes to deal with this issue.
VSS are committed to ensuring that our venues and resources do not provide a platform for
extremists and are not used to disseminate extremist views. This include IT equipment
available to learners and employees will have web filtering solutions that limit access to
terrorist and extremist material in place.
VSS will provide employees with training that gives them the knowledge and confidence to
identify people at risk of being drawn into terrorism, and to challenge extremist ideas which
can be used to legitimise terrorism and are shared by terrorist groups. Safeguarding
employees will know where and how to refer people for further help. Prevent awareness
training is be a key part of this and is completed as part of the VSS Induction process.
Channel Guidance
Channel is part of the Prevent strategy and is multi-agency approach to identify and provide
support to individuals who are at risk of being drawn into terrorism. Channel is a programme
that focuses on providing support at an early stage to people who are identified as being
vulnerable.
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Channel uses a multi-agency approach to protect vulnerable people by:
•

Identifying a person at risk

•

Assessing the nature and extent of the risk

•

Developing the most appropriate package of support for the person.

Channel can be appropriate for an individual who is vulnerable to being drawn into any form
of terrorism and is about ensuring that people of any faith, ethnicity or background receive
support before their vulnerabilities are exploited by those that may wish for them to embrace
terrorism, and before they become drawn into criminal terrorist related activity.
The Police co-ordinate this by requesting information from panel partners about a person
that has been referred. They will use this information to make an initial assessment of the
nature and extent of the vulnerability and present this to a panel. The appropriate Local
Authority will chair the Panel and develop a multi-agency support plan for the individual at
risk whilst maintaining a link with the Police. Consent should always be sought before a
Channel referral is made to promote successful and meaningful engagement however there
may be occasions whereby consent cannot be obtained and the referrer may have to
consider VSS Information Sharing Processes and consult with partners due to the level of
risk.
The process includes the following stages:
•

Identify

•

Refer

•

Screen

•

Panel

•

Support

Further information can be sought at UK Government Prevent Channel Guidance
What is Radicalisation?
Radicalisation is the process whereby a person or a group adopts radical views that are
opposed to their current social, political and/or religious situations. The person or group goes
on to support terrorism and extremist ideologies that are associated with terrorist groups.
The Vulnerabilities and possible indicators of Radicalisation
Please note this is not an exhaustive list and indicators are not always in isolation.
•
•

Influence from peers, or charismatic individuals or material, including via the internet
that can incite animosity and violence
Exposure to counter-political movements, ideologies, and unorthodox beliefs
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•
•
•
•
•
•
•
•
•
•
•

Beginning to explore ideas and issues around identity
Rejection by peer, faith or social group or family
Living in a community where there is social exclusion
Experience of poverty or ill treatment of their faith/ethnic group
Dissatisfaction with government foreign policy, international disputes, political views
etc
Exposure to gangs, social/criminal networks (including online), risky
institutions/places
Learning disabilities
Abusive family environments
People who have recently been released from prison or who are currently in
prison/youth offenders’ institutes
Post traumatic events
Low self-esteem.

What is Extremism?
The Government definition of Extremism “is the vocal or active opposition to our fundamental
values, including democracy, the rule of law, individual liberty and the mutual respect and
tolerance of different faiths and beliefs. We also regard calls for the death of employees of
our armed forces as extremist”.
What is Terrorism?
The CPS definition of Terrorism is “the use or threat of action, both in and outside of the UK,
designed to influence any international government organisation or to intimidate the public.
It must also be for the purpose of advancing a political, religious, racial or ideological cause”.
Planning, assisting and even collecting information on how to commit terrorist acts are all
crimes under British terrorism legislation.
VSS recognises the significant risk relating to radicalisation, extremism and terrorism and
the duty to report any concerns to the appropriate services. In relation to any Prevent
concerns, employees, contractors, volunteers, and visitors must contact the Designated
Safeguarding Lead to discuss and follow the same procedure as with any safeguarding
issues. A referral may be made by the Lead with the person’s consent to Channel if
concerns are raised regarding Prevent. Please refer to VSS Safeguarding Policy.
The Government have provided guidance regarding what to do in the event of a Terrorist
Attack in poster and film format. UK Government Stay Safe Film
Employees, learners, contractors, volunteers, and visitors must make themselves familiar
with this guidance.
•

RUN to a place of safety. This is a far better option than to surrender or negotiate. If
there is nowhere to go, then…

•

HIDE It is better to hide than to confront. Remember to turn your phone to silent and
turn off vibrate. Barricade yourself in if you can. Then finally and only when it is safe
to do so…

•

TELL the police by calling 999.
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Employees, contractors, learners, volunteers, and visitors should always be aware of the
importance of safe access to buildings, reporting any suspicious packages and wearing ID
badges using posters and online information. VSS Centres should have a Safeguarding
Board on display with all relevant information and guidance. The Head of Curriculum,
Safeguarding and Learner Services and Regional Designated Leads will complete centre
visits and complete audit checklists on a regulated cycle to ensure that appropriate
safeguarding measures and arrangements are in place regarding all learning environments.
In relation to our responsibilities in line with the PREVENT agenda we will:
•

Closely follow any locally agreed procedure as set out by the Home Office and Local
Authority and/or Local Safeguarding Partnership’s agreed processes and criteria for
safeguarding individuals vulnerable to extremism and radicalisation

•

Strive to eradicate the myths and assumptions that can lead to some people
becoming alienated and disempowered, especially where the narrow approaches
people may experience elsewhere may make it harder for them to challenge or
question these radical influences

•

Ensure all our teaching approaches help our learners build resilience to extremism
and give them a positive sense of identity through the development of critical thinking
skills
Ensure all our employees are equipped to recognise extremism and are skilled and
confident enough to challenge it

•
•

Keep up to date with developments and good practice and keep our Prevent Risk
Assessment and Action Plan under review.

Company Ethos and Practice
There is no place for extremist views of any kind in our Company, whether from internal
sources such as learners, staff or colleagues or external sources such as external agencies,
clients or any other individuals or groups.
As a Company we recognise that extremism and exposure to extremist materials and
influences can lead to poor outcomes for learners, and also impact on our reputation and so
should be addressed as a safeguarding concern as set out in this Policy. We also recognise
that if we fail to challenge extremist views we are failing to protect our learners and staff.
Extremists of all persuasions aim to develop destructive relationships between different
communities by promoting division, fear and mistrust of others based on ignorance or
prejudice and thereby limiting the life chances of staff and learners.
We are aware that young people and adults can be exposed to extremist influences or
prejudiced views from an early age which emanate from a variety of sources and media,
including via the internet, and at times learners may themselves reflect or display views that
may be discriminatory, prejudiced or extremist, including using derogatory language. Any
prejudice, discrimination or extremist views, including derogatory language, displayed by
learners, employers or staff will always be challenged and where appropriate dealt with in
line with our Company Code of Conduct.
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Where there is misconduct by a member of staff the company will suspend said individual(s)
from all duties that involve interaction with learners and employers and will carry out a full
investigation. If any claims are substantiated, then the member of staff will be dismissed, and
this matter will be handed over to the Police.
Teaching Approaches
We will all strive to eradicate the myths and assumptions that can lead to some people
becoming alienated and disempowered, especially where the narrow approaches children
may experience elsewhere may make it harder for them to challenge or question these
radical influences.
This approach will be embedded within the ethos of our Company so that learners and staff
know and understand what safe and acceptable behaviour is in the context of extremism
and radicalisation. This will work in conjunction with our Company's approach to the spiritual,
moral, social and cultural development of learners. Our goal is to build mutual respect and
understanding and to promote the use of dialogue not violence as a form of conflict
resolution.
We will help support staff, colleagues, clients and service who may be vulnerable to such
influences as part of our wider safeguarding responsibilities and where we believe a learner
or member of staff is being directly affected by extremist materials or influences we will
ensure that that they are offered support from the Local Authority and/or local partnership
structures working to prevent extremism.

*

*

*

*

*

*

*

*

*

*
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SAFEGUARDING
VSS Safeguarding Position Statement
At VSS, we recognise our legal and moral duty to promote the wellbeing and development of
all learners and to protect them for harm. For that reason, Safeguarding and Prevent
measures are integral to many aspects of the safe and supportive learning experience we
strive to create. VSS are committed to embedding “best in class” Safeguarding and Prevent
practice by creating and maintaining a safe and supportive environment for all. We
acknowledge that “Safeguarding is everyone’s responsibility” and that everyone must work
together to support people to make positive choices about any risks they face, and to protect
those who may lack capacity to make decisions alone. VSS are committed to providing
learners and employees with the knowledge and skills to keep themselves and others safe
and to be supported through challenging times in their lives by promoting a culture of
openness and vigilance. This policy will continue to be widely promoted and embedded
throughout VSS.
This policy will be reviewed one year after development and then every three years
thereafter, or in the following circumstances:
•
•

Any changes in government guidance and/or legislation
Any other significant changes or events.
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The policy will be accessible via the VSS SharePoint and VSS website and all new
employees must complete the policy training module and sign to declare that they have read
and understood the policy.
Purpose and Aims
The Safeguarding and Prevent Policy is for all VSS employees, learners, contractors,
volunteers, and visitors. It outlines our position on Safeguarding and Prevent and clarifies
the action to be taken to ensure that we meet our duties relating to protecting the safety and
promoting the wellbeing of vulnerable people and groups; it signposts to related policies and
additional guidance.
The aims of this policy:
To:
•
•
•
•
•
•
•

Implement the highest possible standards and arrangements for Safeguarding and
Prevent and to take all reasonable steps to promote the safety and welfare of all
Take appropriate action to see that learners, employees, contractors, volunteers, and
visitors are kept safe, both at home and when working with VSS
Promote and prioritise the safety and wellbeing of everyone associated with VSS
Support learners and employees to acquire knowledge and skills to keep themselves
and their families safe
Respond to concerns and disclosures in an appropriate and timely manner
Provide information about support agencies
Meet our legal and statutory obligations.

How will we achieve our aims:
By:
•
•
•
•
•
•
•
•
•
•
•
•
•

Professional, ethical, and moral leadership and management
Ensuring compliance with all relevant legislation, policies, and procedures
A team of trained Safeguarding Leads (Designated) and a member of the Board who
takes lead responsibility for Safeguarding at the highest level in VSS
Wide promotion of alerting procedures
Providing effective management for employees through supervision, support,
training, and quality assurance measures
Listening to learners, employees, contractors, volunteers, and visitors with respect
Ensuring VSS Safer Recruitment processes are followed
Disclosure and Barring Service (DBS) checks for employees in specific roles,
following assessment
Induction to ensure learners, employees, contractors, and visitors are aware of,
understand and follow the Safeguarding and Prevent policy and what to do if they
have a concern
Continuing professional development opportunities
Building upon a culture of vigilance where learners, employees, contractors,
volunteers, and visitors know how they are expected to behave and feel at ease and
can share concerns
Working with external agencies and partners to understand when and how to
refer, communication protocols and to share and adopt best practice
Sharing Safeguarding and Prevent concerns effectively with the appropriate agencies
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•
•
•
•
•
•
•
•
•
•

Working with any Employers so they understand their responsibilities and alerting
procedures
Providing information and resources about Safeguarding and Prevent
Risk assessing learners with unspent criminal convictions prior to acceptance
Recording and storing information securely and appropriately and in line with GDPR
Managing any allegations against employees appropriately and in a timely manner
Implementing and embedding an anti-bullying and anti-harassment environment and
robust policies to deal with any issues effectively
Ensuring that the VSS has effective complaints and whistleblowing policies
Providing a safe environment for all learners, employees, contractors, volunteers,
and visitors, by adhering to health and safety measures in accordance with the law
and regulatory guidance
Keeping up to date Safeguarding and Prevent Action Plans.
Reviewing VSS Safeguarding and Prevent arrangements to support continual
improvement.

In addition, VSS endeavours to prioritise the company’s moral duty to keep everyone
associated with the company safe, regardless of age, disability, gender reassignment, race,
religion or belief, sex, or sexual orientation, and acknowledges the additional needs of
individuals from minority ethnic groups, those with a disability and special educational needs,
and the barriers they may face. Please also refer to the Company’s Bullying and
Harassment Policy to be read in tandem with this policy.
Scope
This policy applies to everyone who works for VSS as employees or a worker, whether they
are employed, self-employed, or a contractor. The policy also applies to the recruitment of
agency workers and contractors, working on our sites and employed by a third party.
VSS work with adult learners aged 19 and over.
The policy applies to situations where a vulnerable person or group may be suffering
significant harm, or is likely to do so, as action should be taken to protect them.
VSS recognises that threats may originate from a range of different extremist groups. Any
form of extremist ideology, radicalisation or terrorist activity is also covered by this policy.
Background to Safeguarding and Prevent
There have been many serious and preventable Case Reviews (Serious Case Reviews
SCR) that have influenced the current legislation and guidance relating to Safeguarding and
Prevent.
Major safeguarding incidents

Key messages

Victoria Climbie 2003

Safeguarding and equality and diversity
policies working together

Soham murders 2004

Safer recruitment

Vanessa George 2009

Whistleblowing
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Ashleigh Hall 2010

Keeping safe online – not agreeing to
meet

Jimmy Saville 2012

People in authority or celebrities can be
abusers

Daniel Pelka 2012

Take action if you are not happy

Rotherham 1998-2014

Take action, whistleblowing, authorities
must work together

Rochdale 2008-2012

Take action, whistleblowing, authorities
must work together

Brighton College teenage British jihadi
killed in US airstrikes

Difficulty of identifying and preventing
radicalisation

These cases lead to the following reports, recommendations, and legislation.
Reports and recommendations
•
•
•
•

Lord Lamming Inquiry
Bichard Inquiry
Sunita Mason Report ‘Giving Victims a Voice’ MPS and NSPCC report into
allegations of sexual abuse made against Jimmy Saville
A Serious Case Review into the murder of Daniel Pelka Reviews of Rotherham and
Rochdale child sexual exploitation

This policy has been developed in accordance with best practice and relevant legislative
guidance. The below legislation has been reviewed to create this policy.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

The Children Act 1989 and 2004
The Equality Act 2010
Safeguarding Vulnerable Groups Act 2006
Children and Families Act 2014
Human Rights Act 1998
Sexual Offences Act 2003
Protection of Freedoms Act 2012
The Care Act 2014
Mental Capacity Act 2005
Deprivation of Liberty Safeguards 2009
General Data Protection Regulations (GDPR) 2018
The Counterterrorism and Security Act (2015), section 26 The Prevent Duty
Information sharing: Advice for practitioners providing safeguarding services to
children, young people, parents, and carers; HM Government 2015.
Keeping Children Safe in Education; HM Government 2020.
Working together to safeguarding children, a guide to inter-agency working to
safeguard and promote the welfare of children; HM Government 2018.
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Definitions
‘Safeguarding’ is the process of protecting vulnerable children, young people, and adults
(vulnerable groups) from being abused, neglected, or exploited. Safeguarding aims to
protect the health, wellbeing, and human rights of all individuals and groups.
‘Abuse’ is when a child or adult is harmed by another child or adult either as a one-off
incident or as an ongoing event and can happen in person or online.
Safeguarding is most effective within a culture of vigilance, where all take responsibility for
looking out for each other and ourselves.
Child - “A child is any person under 18 years of age.” (Children’s Act, 1989)
Vulnerable adult - “A vulnerable adult is defined as a person ‘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.” (Safeguarding Vulnerable Adults Act 2006 (from 10th
September 2012)).
The Safeguarding Vulnerable Groups Act 2006 recognises that any adult receiving any form
of healthcare is vulnerable. There is no formal definition of vulnerability within healthcare
although some people receiving healthcare may be at greater risk from harm than others,
sometimes as a complication of their presenting condition and their individual circumstances.
Safeguarding is also about being proactive and putting measures in place in advance of any
contact with learners to ensure that they are going to be kept safe.
Duty of Care - This is the duty which rests upon an individual to ensure that all reasonable
steps are taken to ensure the safety of a learner involved in any activity, or interaction for
which that individual is responsible. Any person in charge of, or working with learners in any
capacity, is considered both legally and morally to owe them a duty of care.
Designated Person - A designated person is a member of employees who has
responsibility for receiving and handling safeguarding, child and adult protection concerns
and has been trained to perform the role to an appropriate level. At VSS, the Designated
Safeguarding Lead is the Head of Curriculum, Safeguarding and Learner Services working
alongside Regional Designated Leads.
Significant Harm, Abuse, Signs, Symptoms, and Indicators
Significant Harm is the ill-treatment or the impairment of health or development including
impairment suffered from seeing or hearing the ill treatment of another.
•
•
•

Development- physical, intellectual, emotional, social, or behavioural development
Health- physical or mental health
Ill treatment- physical and sexual abuse and forms of ill treatment which are not
physical.

Please note that the lists of signs and symptoms described below are not an exhaustive list
and the type of abuse can happen in several forms and not just in isolation.
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Physical Abuse is the causing of harm by physical injury to another person. This could
include punching, kicking, scratching, suffocating, pulling hair, spitting, biting, slapping,
pushing, rough handling, or scalding.
•
•

Signs may include- Bruising, scratches, marks on the body or broken bones.
Symptoms and Indicators may include- Anxiety, fear, self-harm, unexplained
injuries, fractures, sprains, unexplained burn marks, flinching or cowering.

Sexual Abuse is the unwanted and/or forced sexual behaviour towards another person.
This would include inappropriate comments, inappropriate touching, inuendo, sexual
harassment, or rape.
•
•

Signs may include- Bruising and injury to genital areas, distress, STI’s, unexpected
pregnancy, stained or torn underwear.
Symptoms and Indicators may include- Severe distress, changes in behaviour,
lack of trust, over sexualised behaviours, substance abuse.

Psychological and Emotional is the belittling of a person whether intended or unintended.
Making a person feel uncomfortable, hurt, distressed by the actions/words of another
person.
•
•

Signs may include- Shouting, swearing, harassing, belittling, threatening and
insulting behaviours, humiliating a person, talking in a different language, or
devaluing a person.
Symptoms and Indicators may include- Aggression or passivity, disturbed sleep
patterns, talking a lot about a particular person, depression, acting withdrawn,
unusual weight loss/gain, fear, confusion, running away, or low self-esteem.

Neglect is the act of not completing whether intentionally or unintentionally care for a person
that needs support or relies on you to care for them.
•
•

Signs may include- Failing to provide food, drink, shelter, privacy and dignity,
access to health services, medication, and healthcare needs.
Symptoms and Indicators may include- Weight loss, dirty clothes, unwashed,
regular infections, poor hygiene, or untreated illness.

Financial Abuse is the abusive use of money that does not belong to you. This could
include pressurising a person to provide money, stealing money or misusing money.
•
•

Signs may include- A person not having money they thought they had, a person
handing money to other people, a person struggling to buy food and other
necessities.
Symptoms and Indicators may include- A person feeling worried or anxious,
signatures that do not match the person’s own financial records.

Discriminatory Abuse is to single out a person or a group for special favour or disfavour.
Discrimination can be shown on the following grounds: race, age, disability, religion, sexual
orientation, colour, culture, ethnic, origin.
•

Signs may include- Showing lack of respect to an individual, not allowed to access
services, education, healthcare.
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•

Symptoms and Indicators may include- Being withdrawn, fearful, isolated,
exhibiting fear, anxiety, or anger.

Institutional Abuse is when a person is subjected to routines and rules and strict
boundaries over a prolonged period that have a significant effect on their day to day life. This
would include people who have been in prison for a long time and people who have been in
the armed forces for a sustained period.
•
•

Signs may include- Doing whatever a person says, not being able to make their
own decisions, not knowing how to complete certain tasks or loss of identity.
Symptoms and Indicators may include- Low confidence, not being able to make
decisions for themselves, fearing what may happen, asking regular questions, or
wanting regular reassurance.

Additional Vulnerabilities for people with disabilities can cause additional barriers when
attempting to recognise abuse and neglect. These may include language or communication
issues or misinterpreted behaviours, hearing difficulties or assumptions that indicators of
possible abuse relate to the person’s disability.
Employees should also be aware of the potential risks to children, young people, and
vulnerable adults when people, previously known or suspected to have abused young
people or vulnerable adults, move into the household, or form new relationships.
The Impact of Abuse and Neglect
Abuse can have severe long-term effects on a person’s health, development, and wellbeing.
It can have a significant impact on their self-worth, self-esteem, self-image and on their
perception of themselves and others. The effects of abuse can also lead to challenges when
forming or sustaining positive or close relationships and can carry serious implications for a
person’s mental wellbeing.
Early Help
Early help is a service that provides support at the earliest opportunity that an issue
emerges. If early help is appropriate for a family and there is a concern for a child or young
person, the Designated Safeguarding Lead will lead on liaising with other agencies
regarding what support may be available.
Other Specific Safeguarding Issues
All employees should also have an awareness of other specific safeguarding issues that can
put young people or vulnerable groups at risk of harm. These issues may also cause
concerns for children or vulnerable people within the family home and it is important that this
is raised when you feel there are concerns where a child or vulnerable person may be at risk
of significant harm. Any issues raised must be discussed with the Designated Safeguarding
Lead immediately.
Child and adult Sexual Exploitation
Sexual Exploitation is a type of sexual abuse whereby a child or adult is exploited and given
things such as gifts, drugs or alcohol, food, money, status, and affection, in exchange for
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performing sexual activities or acts. Children, young people, and vulnerable adults can be
‘groomed’ into believing that they are in a loving relationship and may not understand that
the abuse is taking place.
Sexual Harm
Sexual Harm is a form of abuse that involves enticing or forcing a child, young person, or
adult to take part in sexual activities or acts, and they may not be aware of what is
happening. Acts of harm may include physical contact, penetration, or non-penetrative acts
such as rubbing, touching outside of clothing, kissing and masturbation. Non-contact
activities such as being made to look at or the production of sexual images, watching sexual
activities, or grooming (including online), and encouraging the person to behave and
participate in sexually inappropriate ways and behaviours.
County Lines Child Criminal Exploitation
Criminal exploitation is where children, young people and vulnerable adults are manipulated
and coerced into committing crimes. County Lines is the police term for “urban gangs” that
exploit young people and vulnerable adults into moving drugs, normally a large city, into
other suburban areas.
Domestic abuse
Domestic abuse is any type of controlling, coercive, threatening behaviour, violence or
abuse between people who are, or who have been in a relationship, regardless of gender or
sexuality. This can also be carried out by a family member or carer. Domestic abuse can
include coercive control which is pattern of intimidation, isolation, degradation and control
and can be carried out with the threat of physical or sexual violence, psychological and/or
emotional abuse, physical or sexual abuse, financial or economic abuse, harassment and
stalking. In addition, domestic abuse can also happen digitally or online. Witnessing
domestic abuse as a child or young person or vulnerable adult can have a detrimental
impact upon wellbeing and development.
Homelessness
Homeless can have a significant impact upon a person’s wellbeing and welfare. A person
may be living on the streets, moving between temporary accommodation or shelters,
including houses of friends, family, and emergency accommodation.
Peer-on-Peer Abuse
Young People and vulnerable adults can be vulnerable to abuse from their peers. It can
include physical, sexual harassment and violence, ‘sexting’, emotional, via on and offline
bullying, via relationship abuse and can even include grooming for sexual and criminal
exploitation. Abusive behaviour should not be tolerated and passed off as “office banter” and
should be dealt with appropriately using the VSS Anti-Bullying and Harassment or
Safeguarding Policy and procedures.
So-called ‘honour-based’ violence (HBV)
The Home Office define HBV as "a crime or incident which has or may have been committed
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to protect or defend the honour of the family and/or community.“ HBV can be described as a
collection of practices, which are used to control behaviour within families or other social
groups to protect ‘perceived cultural and religious beliefs and/or honour’. Such violence can
occur when perpetrators perceive that a relative has shamed the family and/or community by
breaking their perceived honour code.
Female Genital Mutilation (FGM)
FGM is a crime in the UK and is known as female circumcision or genital cutting. It is
important to note that there are no medical reasons for FGM. FGM is usually performed by
someone with no medical training using instruments such as knives, scissors, razor blades
or glass. Children are rarely administered with anaesthetic or antiseptic treatment and are
often restrained by force. This type of abuse is used to control female sexuality and can
cause severe long-lasting damage to a person’s physical and emotional health and
wellbeing.
Forced marriage
Forced marriage is a criminal offence and is when a person has a pressure to marry and this
relationship may have been chosen by the family. Behaviours may include threats, physical
violence or sexual violence, or emotional and psychological pressure. The person may be
made to feel they have brought shame on their family which can cause severe emotional
harm, or they may lack the mental capacity to be aware of what is happening. This can also
include being taken to another country to marry.
Gender-based violence (GBV)
GBV is directed at a person based on their biological sex or gender identity. It can include
physical, sexual, verbal, emotional, and psychological abuse, threats, coercion, and
economic or educational deprivation.
Gangs and violence
There are many types of gangs and not all are illegal however some gang membership can
be linked to illegal activity such as drugs, violent crime, or trafficking. It is important to be
alert to your local area and information about local gangs.
Upskirting
Upskirting is a criminal offence and is when a picture is taken under a person’s clothing
without their knowledge to view their genitals or buttocks to obtain sexual gratification.
Upskirting can also be carried out to cause humiliation or distress.
Bullying including Cyber-bullying
Bullying is a behaviour that hurts another person and can include physical and emotionally
abusive acts such as name calling, spreading rumours, threatening, hitting, or undermining
someone. It can cause significant harm both physically and emotionally if repeated over
time. Cyberbullying occurs online and can follow a person wherever they may be, it can be
done via mobile phone, texting, social media networks or gaming platforms.
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Missing Persons
If you have concerns regarding a ‘missing’ learner, employees member, contractor, or visitor
you must speak with the DSL. This may include a person not showing up for a course, work,
a meeting or not being located after carrying out duties in the public.
Mental Health and Wellbeing
Health and wellbeing can be affected in many ways and can fluctuate at times due to
stressors, challenges, and life events. It is important that this is acknowledged, and support
can be accessed if required. VSS have Mental Health First Aid Advocates available to
support learners and employees regarding mental health first aid in the workplace.
Self-Harm
Self-harm is when a person intentionally causes damage or injury to their body, usually to
cope with or express overwhelming emotional distress. Self-harm can be linked to thoughts
of suicide or an intention to end their life, to punish themselves or release unbearable
tension or to express extreme distress and could also be a cry for help
Fabricated or induced illness
Fabricated or induced illness is an exceedingly rare form of abuse where a parent or carer
can exaggerate or cause symptoms of illness within a child or vulnerable adult.
Medical conditions
Medical conditions can present as a Safeguarding issue if the person does not have access
to the appropriate medication if they are in a high-risk situation or role. Employees must
disclose any medical conditions they feel may affect their duties and to access any
appropriate support if required.
Modern Slavery and Trafficking
Modern slavery is a crime which results in an abuse of a person’s human rights. The Modern
Slavery Act (MSA) 2015 is a vital way of protecting communities and individuals. The
Modern Slavery Act (MSA) 2015 covers four activities:
•
•
•
•

Slavery- Exercising powers of ownership over a person
Servitude- The obligation to provide services is imposed using coercion
Forced or compulsory labour- Work or services are exacted from a person under the
menace of any penalty and for which the person has not offered themselves
voluntarily
Human trafficking- Arranging or facilitating the travel of another person with a view to
their exploitation.

VSS’s Modern Slavery policy should be read in accordance with this Policy.
Substance Misuse
Substance misuse is the abuse of substances such as drugs and/or alcohol. If this abuse
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leads to dependency, it can lead to cognitive, physical, and behavioural issues. Persistent or
dependent use can also affect any children or family employees. The VSS Substance and
Alcohol Misuse policy should be read in accordance with this Policy.
Faith abuse
Child or vulnerable adult abuse can also be linked to faith or belief. It can include belief in
concepts of witchcraft and spirit possession, demons or the devil acting through children or
vulnerable adults or leading them astray.
Teenage relationship abuse
Teenage relationship abuse is when there is abuse within a relationship or a previous
relationship. One partner will try to maintain power and control over the other and this can
have a significant impact on a young person’s health or emotional wellbeing. Relationship
abuse can be physical, sexual, financial, emotional, or social.
Private Fostering
Many private fostering arrangements can be ‘hidden’ and are not brought to the attention of
local authorities, even though it is an offence not to inform them. This may be a significant
cause for concern when not declared and leaves children and young people vulnerable to
abuse or ill-treatment.
Sexting
Sexting is when messages and/or images, videos or text messages of a sexual nature are
shared with another person. Children and young people may consent to sending a nude or
partially nude image of themselves, but they can also be forced or coerced into sharing
images by their peers or adults online.
Mate Crime
A ‘mate crime’ is when ‘some people pretend to be friends with someone who has learning
disabilities but then go on to exploit and/ or abuse them. This has led to people losing their
independence, financial, physical and sexual abuse, exploitation … even murder.’ The way
they are exploited may not be illegal, but it still has a negative impact on the individual. ‘Mate
crime’ is carried out by someone the adult knows, and often happens in private. In recent
years there have been several serious cases relating to people with a learning disability who
were murdered or seriously harmed by people who claimed to be their friend.
Some learners may have been abused before they came to VSS, which makes it more
important to ensure that they are protected from abuse whilst they are in our care. They may
have been afraid to report what happened to them before, or they may have reported it but
were not believed or supported appropriately. VSS is particularly aware that sometimes
these learners are more vulnerable to further abuse than those who have never been victims
in the past. The previous experiences of these learners may also contribute to emotional and
behavioural difficulties. They may exhibit extremely challenging behaviour which may take
the form of disguised ‘attention seeking and disruption’.
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Most of our learners are aware that allegations of abuse will be taken very seriously and may
have lasting consequences for individual employees of employees and for the company.
VSS also recognises that on some occasions, learners may feel frustrated or angry and lack
the skills or willingness to express themselves more appropriately, and this may sometimes
result in false allegations of abuse.
Safeguarding and Prevent Roles and Responsibilities
All employees:
•
•

Contribute to creating a safe learning for all
Are aware of and follow VSS Safeguarding policies and procedures; they recognise,
respond, and report any concerns that may be raised about the safety and welfare of
a vulnerable person.

Operational managers and tutors:
•

Ensure that the learning environment is safe and that Safeguarding and Prevent is
embedded within teaching practice to educate learners on staying safe, building
resilience, and developing critical thinking skills.

Regional Safeguarding Leads (Level 3 trained):
•

•
•

•
•
•
•
•
•

Respond to Safeguarding concerns within agreed timescales and keep accurate
case notes. Report to the VSS Designated Safeguarding Lead to escalate any
concerns that may require specialist support or referral to external support networks
Refer cases of suspected abuse or concern to the appropriate services which may
include child or adult social care (Local Authority) or Police
Carry out assessments to determine the level of risk, raise concerns with the
Designated Safeguard Lead and inform the Local Authority and other partner
organisations of any concerns
Refer people who require support to mental health, or substance misuse services
and other charity organisations
Discuss cases with team employees on a “need to know basis” to protect the
person’s right to confidentiality
Raise awareness about Safeguarding and Prevent, and liaising with local and
regional Safeguarding and Prevent Leads on an ongoing basis
Refer cases to the Channel programme if there are concerns regarding radicalisation
Liaise with any case managers, social care workers, and appropriate senior
leadership or employees regarding any matters of Safeguarding and safety
Advise on updates on legislation and Local Authority compliance.

Deputy Designated Safeguarding Lead:
•

Has a responsibility at an operational level within the organisation, ensuring specialist
safeguarding employees are supported and directed in their duties
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•
•
•

Report any specialist or operational concerns to the Designated Safeguarding Lead
(Head of Curriculum, Safeguarding and Learner Services)
Will always be available during VSS open hours or arrange suitable cover when this
is not possible
Oversees the provision of resources and training for all employees.

VSS Designated Safeguarding Lead (Head of Safeguarding, Learner Services &
Employee Wellbeing):
•
•

•
•
•
•
•
•

Acts as the main contact for outside agencies and the most senior ‘go to’ person in
the organisation, delegating these responsibilities to the DSLs as appropriate
Has a responsibility at a strategic and operational level within the organisation,
ensuring specialist Safeguarding employees are supported and directed in their
duties
Will always be available during VSS open hours or arrange suitable cover when this
is not possible
Develops resources, funding, training, and support to provide advice and guidance to
others
Refers cases regarding any allegations towards employees and employee dismissals
to the Disclosure and Barring Service (DBS) if applicable
Reports to VSS’s Managing Director
Reports any key issues, risks or themes relating to Safeguarding and Health and
Safety to the Board which will be formally recorded
Oversees the provision of resources and training for all employees.

Managing Director
•

Has organisational responsibility for ensuring VSS meets its duties under
Safeguarding and Prevent.

Non-Executive Director for Safeguarding:
•
•
•

Advises and guides the organisation on Safeguarding and Prevent issues
Provides challenge to the Leadership team to improve quality of provision
Ensures appropriate policies and procedures are in place for action to be taken in a
timely manner to safeguard and promote children and adult’s welfare.

Contractor Responsibilities
A partnership agreement will be put in place to ensure all organisations involved with VSS
are clear about their respective responsibilities. VSS expect all contractors providing
services to comply with this policy.
The contractor or individual must agree to this in writing. When visitors attend, they must
pass on any Safeguarding and Prevent concerns via the Designated Safeguarding Lead with
as much information as they can. This policy is also applicable to any company using VSS
facilities and again this must be agreed in writing.
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The 5 R’S of Safeguarding
1. Recognise - Signs and symptoms of abuse
2. Respond - An allegation against a member of employees/volunteer, a disclosure
from a child or adult, suspicions regarding the conduct of other employees or
concerns from a employee regarding a child or vulnerable adult
3. Report - To a Designated Safeguarding Lead, it is their responsibility to make further
decisions
4. Record - Exactly what has happened using the words said by the person disclosing
the concern. This information should be signed, dated, and kept in a secure place as
agreed within the Safeguarding policy.
5. Refer - This will be the role of the Designated Safeguarding Lead who will make all
further decisions. The only agencies that can investigate child or adult protection
cases are the Police and MASH (Multi-agency Safeguarding Hubs).
Environment and Physical Safety
In relation to the environment VSS will:
•
•
•

Provide a physical and emotional environment that is healthy, safe, and secure, in
which learners can thrive
Ensure that all employees of the VSS community are identifiable by the wearing of
lanyards and identity badges appropriate to their role
Raise awareness of issues relating to Health and Safety within the organisation.

VSS take all reasonable measures required to meet its general duties under the Health and
Safety at Work Act 1974, and the Management of Health and Safety at Work Regulations
(as amended) 2002, in the provision of:
•
•
•
•
•

•

A safe place to work and study, with safe access and egress
Plant and equipment that are safe and without risk of harm
Safe use, handling, storage and transport of articles and hazardous substances
(HACCP)
Safe systems of work
Suitable and sufficient information, instruction, training and supervision to enable
employees and learners to avoid hazards and contribute positively to their own health
and safety
Adequate and suitable welfare facilities.

Please ensure you read the Health and Safety Policy, Lone Working Policy and
Environmental Sustainability policy in accordance with this Policy.
VSS Employees
In relation to employee’s recruitment we will:
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•
•
•

•
•

•

Implement Safer Recruitment procedures when employing employees and maintain
accurate records of these checks on a Single Central Record
Ensure every employees member has a Basic DBS check
Implement the following verification for all recruits:
o Identity
o Right to work in the UK
o Professional qualifications
Obtain references from previous employment for a period covering the last 3 years
Ensure a risk assessment is completed for employees awaiting a DBS check with
appropriate supervision outlined within the assessment (as outlined in the VSS Safer
Recruitment Policy)
Ensure that at least one interviewing manager on an interview panel has undertaken
Safer Recruitment training and that all managers complete Safer Recruitment training
within one year of commencement.

In relation to employees training we will:
•

•

•
•

Train all employees, volunteers, and contractors so they are aware of their
responsibilities, know how to protect themselves from false allegations, recognise
potential Safeguarding issues and know how to respond appropriately
Provide appropriate training to ensure employees of employees are aware of the
issues of Safeguarding and Prevent the procedures to follow. This includes
completing the Education and Training Foundation Safeguarding and Prevent
training modules, and e-Safety awareness. All employees with line management
responsibility must complete Safer Recruitment Training
Provide appropriate training to ensure employees of employees are aware of the
issues of Health and Safety and the procedures
Ensure employees receive regular Safeguarding and Prevent updates (for example,
via email, e-bulletins, and employee’s meetings), to provide them with the relevant
skills and knowledge to safeguarding learners effectively.

In relation to recognising and responding to concerns all employees will:
•
•
•
•
•
•
•

Adopt and apply safe working practices
Promote all aspects of Safeguarding to learners so they know how to access support
and advice
Be aware of and alert to signs and symptoms of abuse and know to whom they
should report any concerns or suspicions
Be able to recognise when a learner is not achieving their developmental potential, or
when their physical or mental health is impaired
Be able to recognise when a learner is displaying risky or harmful behaviour, or is
being neglected or abused
Be able to recognise when a learner or employees reported incident may be a
Safeguarding concern
Refer concerns, even if in doubt, to a designated member of employees who will
refer to the appropriate authorities, so that they can investigate and act
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•
•
•

•
•

Be advised to maintain an attitude of ‘it could happen here’ where Safeguarding is
concerned
When concerned about the welfare of a learner, always act in the interests of the
learner
Be aware of the expert sources of advice on the signs of abuse and neglect and
radicalisation. Each area’s Local Safeguarding Partnership should be able to advise
on useful material, including training options
Be aware of and follow the procedure for reporting a Safeguarding incident and other
Safeguarding related procedures and guidance
Work with social care, the police, health services and other services to promote the
welfare of learners and protect them from harm.

In relation to employees with a specific Safeguarding responsibility we will:
•

•
•
•

•
•

•

Nominate a Designated Safeguarding Lead who will provide support to employees to
carry out their Safeguarding duties and who will liaise closely with other services
such as Adult’s Social Care
Nominate a Deputy Designated Safeguarding Lead who will support the Designated
Safeguarding Lead to carry out their duties and act up in their absence
Agree and publish clear roles and responsibilities in Job Descriptions and Policies
Ensure all designated employees complete as minimum, online Level 3 certificated
courses, and attend Level 3 Advanced training provided by the local Safeguarding
Partnerships (subject to Covid-19 restrictions being lifted)
Adopt a case management approach to the identification, assessment, and support
of learners at risk of harm
Notify the appropriate agencies so that they can investigate and take any necessary
action. It is not the responsibility of VSS employees to investigate suspected abuse;
this is a matter for Social Services, the Police and/Multi Agency Safeguarding Hub
Apply agreed procedures when sharing information about a learner.

In relation to concerns about other employees and Safeguarding procedures:
•

•
•

•

If employees have concerns about another employee this should be referred to the
Designated Safeguarding Lead or the Head of Human Resources in the first
instance. Where there are concerns about the Designated Safeguarding Lead these
should be referred to the Managing Director. Where the concern is about the
Manging Director, this should be referred to the Non-Executive Directors
All allegations against an employee may then be reported to Local Authority
Designated Lead Officer within 24 hours of the allegation being made
Employees should feel able to raise concerns about poor or unsafe practice and
potential failures in VSS’s Safeguarding regime. There are appropriate
whistleblowing procedures, which are suitably reflected in employees training and
employees behaviour policies, concerns can be raised with VSS leadership team
Where an employee feels unable to raise the issue with VSS or feels that their
genuine concerns are not being addressed, other whistleblowing channels are open
with the Local Authority Designated Lead Officer.
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Monitoring and reviewing Safeguarding and Prevent Training
The Designated Safeguarding Lead and Designated employees as indicated in this Policy
will have completed basic child protection training, refreshed every two years.
All employees will receive Safeguarding training as part of induction to VSS, refreshed every
2 years. All employees who work with children, young people and vulnerable adults should
undertake appropriate training to equip them to carry out their responsibilities for child
protection effectively, and this is kept up to date by refresher training at 2 yearly intervals.
Voluntary or temporary employees should also be made aware of the arrangement for child
protection and their responsibilities through their employing agency. Senior post holders,
The Managing Director and Board Employees will complete Managing Allegations Training
which will be kept up to date by refresher training at 3 yearly intervals. All managers who
take part in recruitment and selection activity will attend Safer Recruitment Training which
will be kept up to date by refresher training at 3 yearly intervals.
Learners
In relation to teaching Safeguarding we will:
•

•
•
•

Ensure that all learners are taught about Safeguarding, the fundamental British
values of democracy, the rule of law, individual liberty, and mutual respect for and
tolerance of those with different faiths and beliefs
Ensure all learners undertake online safety
Ensure all learners receive a face to face or online Safeguarding induction in their
first two weeks at VSS
Make our training rooms a safe space where learners can discuss ideas and
controversial issues freely and openly.

In relation to learners we will:
•
•
•
•
•
•
•
•
•
•

Work with learners to equip them with the knowledge needed to safeguard
themselves and each other, including risks posed by peer on peer abuse
Make learners aware of Safeguarding support within VSS on a continual and
proactive basis through one-to-ones, events, and promotional material
Consult with learners regarding issues relating to Health and Safety
Implement procedures for identifying and assessing the risk posed by any incoming
learners who may pose a threat to others
Use various methods of learner engagement to regularly monitor learners’ perception
of their safety
Consult learners to identify the issues that they face
Protect learners from radicalisation and forms of extremism leading to terrorism by:
Being vigilant for the signs of radicalisation and have the confidence to report their
concerns
Encouraging free and open debate, but challenging extreme views and promoting the
belief equality of opportunity and the celebration of diversity
Forbidding the use of premises by extreme groups and preventing the distribution of
extreme literature.
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VSS Board of Directors
In relation to Directors’ responsibilities we will:
•

Ensure that the Board employees comply with their duties under legislation. They
have regard to this guidance to ensure that the policies, procedures, and training in
VSS are always effective and comply with the law.

Third Parties
In relation to visitors we will:
•
•

Ensure all visitors sign in and out at main receptions
Ensure they always wear a visitor lanyard.

In relation to liaison and partnership with external parties we will:
•
•
•

Work together with the Local Safeguarding Teams/Partnerships and other relevant
agencies
Refer to appropriate agencies e.g. the Police, Social Services or Local Safeguarding
Partnership, Local Authority Designated Officer as necessary
Inform the Education and Skills Funding Agency, or Devolved Authority, via the
Managing Director, if VSS becomes subject of a Safeguarding enquiry.

VSS Safeguarding and Prevent Reporting Procedure
It is important that a person who discloses abuse or a safeguarding concern must not have
to retell their story. Therefore, you must complete a Safeguarding Concern Form (see
Appendix B). In exceptional circumstances, when it is not possible to contact the Regional,
Designated Safeguarding Lead or Deputy, you must contact another member of the
Executive or Senior Management Team. This procedure is operation during core working
hours (8.30am-5.00pm). For out of hours, (evenings and weekends), Emergency Services
may need to be contacted as Designated Leads may not be working.
VSS Safeguarding and Prevent Reporting Procedure
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VSS Safeguarding Lead Contacts:
Regional Safeguarding Leads:
Name: Alan Rouse - West Midlands Region
Phone: 07516 500492
Email: arouse@vocationalsolutions.co.uk
Name: Tracey Yoxall – Merseyside Region
Phone: 07435 548400
Email: tyoxall@vocationalsolutions.co.uk
Name: Jubair Miah – Greater London Region
Phone: 07591 384327
Email: jmiah@vocationalsolutions.co.uk
Designated Safeguarding Lead (Head of Safeguarding, Learner Services & Employee
Wellbeing):
Name: Rachael Bishop - National
Phone: 07511 066772
Email: rbishop@vocationalsolutions.co.uk
Deputy Designated Safeguarding Lead
Name: Simon Cotton - National
Phone: 07516 500630
Email: scotton@vocationalsolutions.co.uk
Designated Senior Board Member responsible for Safeguarding
Name: Phil Juniper - National
Phone: 07788 733025
Email: pjuniper@vocationalsolutions.co.uk
Contact if you have concerns about the Designated Safeguarding Lead, Deputy or
Managing Director
Name: Kevin Smith - National
Phone:07595 550447
Email: ksmith0745@gmail.com
Dedicated Safeguarding email address: safeguarding@vocationalsolutions.co.uk
If in doubt, you can access information online regarding child and adult protection via the
Local Safeguarding Board within any local area.
•
•

Local Safeguarding Children Board
Local Safeguarding Adults Board

Dealing with concerns and disclosures
When talking to a person who has disclosed abuse you must:
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•
•
•
•
•
•
•

Be accessible and receptive
Listen carefully
Take it seriously
Reassure them they were right to tell
Say what will happen next
Consult immediately with the DSL
Make a careful record of what was said.

When talking to a person who has disclosed abuse you must NOT:
•
•
•
•
•
•
•
•

React strongly
Jump to conclusions especially about the suspected abuser
Speculate or accuse anyone
Tell them you will keep it a secret
Ask leading questions
Make promises you cannot keep
Stop them from speaking freely
Tell them to stop talking so you can go and get someone else.

Completing a Safeguarding Concern Form
At the earliest opportunity you must make a written record of the disclosure using the
Confidential Safeguarding Concern Form (see Appendix B) – you must record facts
accurately and be clear when you are expressing an opinion or a judgement and the
foundation for this. Please be aware that Safeguarding Concern Form may help to ensure
accuracy in recalling events later. Written accounts should always be legible, concise, dated
and signed. The form must be given to the Safeguarding Lead as soon as possible and
within 24 hours. Urgent concerns must be passed on immediately.
When a person in immediate danger or in need of emergency medical attention
Employees should be prepared with an action plan in the event of an emergency and be
aware of VSS First Aid procedures however if you are with a person who is in immediate
danger, remain with them and call the police or ambulance. If the person is elsewhere,
contact the police or ambulance and explain the situation with as much detail as possible. If
you have had to call an ambulance, while you are waiting for it to arrive, get help from the
First Aider if a person needs emergency medical attention. Contact the Safeguarding Lead
or a Line Manager to inform them of the situation.
Contact with the family/carers
If there has been a serious incident, a decision may be required about if a person’s
family/carers should be informed and confidentiality. Employees must always consider the
welfare and wishes of the person in the decision making as the highest priority and must
consult with the Safeguarding Lead wherever possible before making any decisions alone.
Issues to consider:
•

The person’s wishes and feelings
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•
•
•
•

The family/carer’s right to know (unless this would place the person or someone else
in danger, or would interfere with a criminal investigation)
The impact of telling or not telling the family/carer
The current assessment of the risk to the person and the source of that risk
Any risk management plans that currently exist.

The Referral Process
If a learner, employee, contractor, volunteer, or visitor wishes to make a referral to Children’s
or Adult’s Social Care or to the Police, they should consult the Designated Safeguarding
Lead. It is fundamental that referrals are not delayed – if the Safeguarding Leads are not
available, the deputy or Senior Manager should be notified, and the referral made.
Confidentiality Statement and Information Sharing
Everyone involved with VSS has the right to expect that Safeguarding concerns will be dealt
with in a sympathetic and sensitive manner. Any sensitive information should only be
available on a ‘need to know basis’. All VSS parties should always be informed that
confidentiality may be breached if a person is believed to be at risk of harm and must
understand that VSS employees cannot ‘keep secrets’ if they are concerned for someone’s
welfare or wellbeing and must breach confidentiality if the risk of harm outweighs a person’s
right to privacy.
It is important to take the person’s views into consideration and to record this however it is
best practice to advise the person at the start of the conversation that you may have to
breach any confidentiality in order to protect them. Employees must adhere to the 7 Golden
Rules of Information Sharing.
The 7 Golden Rules of Information Sharing
1. Data Protection (GDPR) and Human Rights law is not a barrier to justified information
sharing
2. Be open and honest about what you will do with the information unless it is unsafe to
do so
3. Seek advice from appropriate professionals or governance leads
4. Share with consent but do not let ‘no consent’ prevent information sharing
5. Always consider child’s or vulnerable adult’s safety and wellbeing (consider if telling
family/carers will put the person at further risk)
6. Necessary, proportionate, relevant, accurate, timely and secure
7. Keep a record of your decisions and the reasons for it.
Record Keeping and Retention
Records will be kept regarding all Safeguarding issues as they may be referred to for
evidence in future investigations. Case recording aids VSS in fostering positive working
relationships with partner organisations and ensures there is a record of involvement with
the person. A Safeguarding Register will be maintained containing full records of the incident
or allegation and an outcome.
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This will only be accessible to the Designated Safeguarding Lead, Deputy, Regional
Designated Leads and the Senior Manager who has overall responsibility for Safeguarding
and Prevent and will be password protected and stored securely with the appropriate
permissions applied by IT Services.
The Company will keep written records of any concerns in a chronological format even if the
concern has not resulted in action or a referral. This will be for monitoring purposes.
Again, VSS makes it clear that Safeguarding and Prevent information will only be accessed
by the appropriate employees on a “need to know basis” so that concerns can be referred
back to, monitored and that trends can be captured to inform improvement and any training/
support needs.
Storing and Access
Safeguarding information will never be kept on file and if in paper format would be stored
separately and securely, in a lockable, non-portable, storage cabinet with strict, controlled,
and limited access before being scanned into the protected file.
Retention and Disposal
The General Data Protection Regulation 2018 requires that personal information should be:
•
•
•
•

Not be kept longer than required
Accurate and up to date
Adequate, fit for purpose and not excessive
Reviewed dependent upon purposes for holding the data.

The General Data Protection Regulations 2018 also states that:
“Where no legal requirement to retain information beyond the closure of the record exists,
the authority will need to establish its own retention periods. Normally personal information
should not be held for longer than 6 years after the subject’s last contact with the authority”.
There may however be some exceptions such as legal action, employee’s allegations of
abuse or crime, being archived for historical purposes, sample research and being held to
provide, for the subject, aspects of their personal history. If records are kept for more than
the 6 years, files must be marked and the reasons for the clearly identified. Data will be
periodically reviewed, erased, or anonymised when it is no longer needed and as stated,
some Safeguarding data may be used to inform VSS of trends, risk factors and lessons
learnt to implement improved practices.
VSS’s Data Protection Officer is responsible for informing and advising VSS and its
employees on its data protection obligations, and for monitoring compliance with those
obligations in line with VSS policies. If you have any questions or comments about the
content of this policy or if you need further information, you should contact the Data
Protection Officer.
VSS Data Protection Officer Contact:
Phil Juniper – MD | M: 01942 932 061 | E: pjuniper@vocationalsolutions.co.uk
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Behaviour and Code of Conduct
The VSS Code of Conduct applies to all learners, employees, contractors, volunteers, and
visitors, including Senior Managers and the Board of Directors. The Code of Conduct must
be read in conjunction with this Policy.
Learners, employees, contractors, volunteers, and visitors are expected to adhere to the
VSS code of conduct regarding:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Attendance and Time-keeping
Alcohol and Substance Use
Bullying and Harassment
Confidentiality
Company Vehicles and Driving
Suitability to work with children and vulnerable adults
Disqualification by association
Police Enquiries of Current Employees
Allegations against employees
Disclosure of Interest
Standards of Dress
Equality, Diversity and Inclusion
Bribery
Health and Safety
Damage to Property
Statements to the Press or other media
Theft
The Use of Information Technology.

Any minor misdemeanours by employees or general misbehaviour will be dealt with
immediately and reported to the Designated Safeguarding Lead. Serious or persistent
breaches may result in disciplinary action and could lead to dismissal from VSS. Dismissals
can be appealed by the individual. The VSS Disciplinary Policy is to be read in tandem with
this section.
Managing concerns about or allegations made against employees or contractors
An allegation can relate to an employee, volunteer, or contractor. They may have harmed
someone or behaved in a way that would harm others, possibly committed an offence, or
behaved in a way that indicates a risk of harm to others.
There are certain actions VSS will take when an allegation against an employee has been
raised.
•
•
•

It may require Police involvement of a possible criminal offence
Enquiries may be made via Social Care for an assessment
Disciplinary action may need to be taken.
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When appropriate, the referral of an employee may be made to the Disclosure and Barring
Service (DBS) for consideration of the case. This section should always be read in
accordance with the Company’s Whistleblowing Policy, Disciplinary Policy, Fraud Prevention
and Anti-Corruption Policy, and Grievance Policy and Procedure. The purpose of the record
is to maintain accurate information to be given in response to any future request for a
reference if the person has moved on. It will provide clarification in cases where a future
Disclosure Barring Service (DBS) disclosure reveals information from the Police about an
allegation that did not result in a criminal conviction.
The record should be retained at least until the person has retired for at least 10 years from
the date of the allegation if that is longer. It is important that a clear and comprehensive
summary of any Safeguarding concerns or allegations made are kept, along with details of
how the allegation was investigated and resolved, with a note of actions taken and decisions
reached. These should be kept on an employee’s personnel file and a copy provided to the
person concerned.
If a member of staff is moved from the regulated activity, dismissed, or resigns before the
disciplinary process is completed, he or she should be informed about VSS’s statutory duty
to inform DBS.
VSS will ensure there is a fair, consistent and robust response to any allegations and will
facilitate an appropriate level of investigation, whether they are said to have taken place
recently, at any time the person in question has been employed, or prior to the person’s
involvement with VSS. In addition, VSS strives to ensure that individuals can continue in
their role if they have been at the centre of allegations that are unsubstantiated, false, or
deemed to be malicious.
Definitions:
•
•
•
•

Substantiated - sufficient evidence to prove the allegation
Malicious - sufficient evidence to disprove the allegation and a deliberate act to
deceive
False - sufficient evidence to disprove the allegation
Unsubstantiated - insufficient evidence to either prove or disprove the allegation.

Regulated Activity - Regulated activity refers to certain roles carried out by applicants in
relation to children and vulnerable adults. It covers various types of activities which, by their
nature, would entitle an individual to an enhanced DBS check with applicable barred lists.
Please refer to the VSS Safer Recruitment Policy.
Local Authority Designated Officer (LADO)
To manage allegations against childcare professionals, every Local Authority appoints a
Local Authority Designated Officer (LADO). The LADO should be alerted to all cases in
which it is alleged that a person who works with children has:
•
•
•

Behaved in a way that has harmed, or may have harmed, a child
Possibly committed a criminal offence against children, or related to a child, or
Behaved towards a child or children in a way that indicates s/he may pose a risk to
children. (Working Together 2018)
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•

Behaved or may have behaved in a way that indicates they may not be suitable to
work with children.

In this context, the term "professional" includes employees, volunteers, casual/agency
employees, and self-employed workers who will have contact with children as a part of their
role. The LADO ensures that all allegations or concerns about professionals or adults
working or volunteering with children are recorded appropriately, monitored, and progressed
in a timely and confidential way. The LADO is involved from the initial phase of the allegation
through to the conclusion of the case. The LADO provides advice and guidance to
employers and voluntary organisations, liaising with the police and other agencies and
monitoring the progress of cases to ensure that they are dealt with as quickly as possible,
consistent with a thorough and fair process.
Suspension of employees
Suspension should not be automatic but may be considered at any stage of the
investigation. It is a neutral act, not a disciplinary sanction and shall be on full pay.
Consideration should be given to alternatives, for example, paid leave of absence, change of
or withdrawal from specified duties. Guidelines on suspension can be found in VSS’s
Disciplinary Procedures.
Where a decision is made to suspend from duty, written confirmation of the suspension, with
reasons, will be provided and sent in accordance with VSS Disciplinary Procedure.
Where a member of employees is suspended, the Lead Designated Person should address
the following issues:
The Managing Director should receive a report that a member of employees has been
suspended pending investigation; the detail given to Managing Director should be minimal.
Resignation and compromise agreements
The fact that a person tenders their resignation or ceases to provide their services, will not
prevent an allegation being followed up in accordance with this Policy. It is important that
every effort is made to reach a conclusion in all cases of allegations bearing on the safety or
welfare of children, young people or vulnerable adults including any in which the person
concerned refuses to co-operate with the process.
Wherever possible the person should be given full opportunity to answer the allegation and
make representations. However, if the person does not cooperate, the process should
continue. It may be difficult, however, to reach a judgement on whether the decision can be
regarded as substantiated based on all the information available. It may also not be possible
to apply any disciplinary sanctions if a person’s period of notice expires before the process is
complete, but it is important to reach and record a conclusion wherever possible. A
compromise agreement will not take place in these circumstances.
Confidentiality
Every effort should be made to maintain confidentiality within VSS and guard against
unwanted publicity while allegations are being investigated. In accordance with the
Association of Chief Police Officers (ACPO) guidance, the Police will not normally provide
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any information to the press that might identify an individual who is under investigation,
unless and until the person is charged with a criminal offence.
Monitoring effectiveness
Following an allegation made against a member of employees, the nominated Executive
Team Member, Head of HR, and Designated Person should complete a review at the
conclusion of the investigation and any disciplinary procedures. They should consider
whether there are any matters arising from it that could lead to the improvement of VSS’s
procedures and/or policies and/or which should be drawn to the attention of the Local
Authority Designated Officer (LADO) within 1 day. Consideration should also be given to the
training needs of employees.
The parents/carers of the child, young person or vulnerable adult making the allegation
should be informed of the suspension. They will be asked to treat the information as
confidential. Consideration should be given to informing the child making the allegation of
the suspension.
The Lead Designated Person and Head of Human Resources shall consider carefully and
review the decisions as to who is informed of the suspension and investigation.
The suspended member of employees should be given appropriate support during the
period of suspension. They should also be provided with information on progress and
developments in the case at regular intervals. The suspension should remain under review
in accordance with VSS Disciplinary Procedures.
Disciplinary investigation
The disciplinary investigation should be conducted in accordance with Company Disciplinary
Procedures (the Designated Person will not normally conduct the investigation/hearing).
The investigating manager will notify the member of employees:
•
•
•
•

Of the nature and source of the allegations
That a disciplinary investigation is being carried out
That a disciplinary investigation interview will take place with them
That they are entitled to be accompanied or represented by a Trade Union
representative or colleague.

The manager investigating the allegations will:
•
•
•

Gather all the relevant facts promptly
Take statements from all parties and witnesses involved
Collect documentation relating to the allegation.

The manager will then determine whether there is substance to the allegation and make a
recommendation to the Managing Director. These findings and recommendations will be
communicated to the member of employees who has been investigated. If it is decided that
a disciplinary hearing will take place, this will follow the process outlined in the Disciplinary
Procedures, including the right of appeal. Every effort will be made to manage cases to
avoid any unnecessary delay. The time taken to investigate and resolve individual cases
depends on a variety of factors including the nature, seriousness, and complexity of the
allegation.
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Action where an allegation is upheld
“A referral must be made to DBS if VSS withdraws permission for an individual to engage in
regulated or controlled activity, or would have done so had that individual not resigned,
retired, been made redundant or been transferred to a position which is not regulated or
controlled activity;”
Because: “They think that the individual has engaged in relevant conduct, satisfied the harm
test or received a caution or conviction for a relevant offence.” If BOTH conditions have been
met the information must be referred to DBS. Referral to the DBS can only be made by the
Managing Director and after consultation with the LADO.
Action in respect of false allegations
False allegations may be indicative of problems of abuse elsewhere. A record should be
kept, and consideration given to a referral to the LADO in order that other agencies may act
upon the information.
In consultation with the designated member of employees, the Managing Director shall:
•

Inform the member of employees against whom the allegation is made orally and in
writing that no further disciplinary or child/ adult protection action will be taken.
Consideration should be given to offering counselling and other supportive actions
that may be required

•

Inform the parents/carers of the alleged victim that the allegation has been made and
of the outcome if a child or young person/ vulnerable adult

•

Where the allegation was made by a child/ vulnerable adult other than the alleged
victim, consideration to be given to informing the parents/carers of that child/
vulnerable adult

•

Prepare a report outlining the allegation, giving reasons for the conclusion that it had
no foundation, and confirming that the above action had been taken.

If an allegation is shown to have been deliberately invented or malicious, the Managing
Director or Designated Person should consider whether any disciplinary action is appropriate
against the person who made the accusation.
Support
If a child or adult has suffered significant harm, a package of support should be considered.
VSS excepts a duty of care to people and recognises that effective support should also be
put in place for any employees member that is facing an allegation and provide a named
contact for if it is decided that the member of employees is suspended. Suspension must be
carefully considered. Allegations will be dealt with efficiently and in a fair and consistent way.
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VSS has a Governance structure in place that states who should be informed of a
employee’s allegation as per this Safeguarding Policy and Procedure/ Whistleblowing Policy.
All Safeguarding allegations regarding employees must be raised using the Safeguarding
Concern Form as per this Safeguarding policy and procedure. If the allegation is made
against an Executive Employees member, it may then include a discussion with the Local
Authorities or Board Member.
The Designated Safeguarding Lead should be able to support with the next steps and to
provide any information regarding Whistleblowing policy and procedures.
Where a disciplinary investigation upholds the allegation, there is likely to be a statutory
requirement to make a referral to the Disclosure Barring Service (DBS).

*

*

*

*

*

*

*

*

*

*

*

DISABILITY AND DISCRIMINATION
POLICY
Vocational Skills Solutions Ltd affirms that disabled individuals are entitled to the same equal
rights, responsibilities and opportunities as non-disabled individuals and will fulfil its
requirements under the Disability Discrimination Acts.
The Company is committed to making any reasonable adjustments that will promote equal
access and opportunities for learners, staff and members of the public with disabilities/or
learning disabilities using Company facilities.
The Company’s ambition is to create an accessible, flexible and supportive environment for
our staff and learners with disabilities to (as outlined by the Minister for Disabled People,
Maria Miller stated) “fulfil their potential and have the opportunity to play a full role in their
community.”
The Disability Discrimination Act of 2005 provides protection against unlawful discrimination
because a person is disabled, or for a reason which relates to a disabled person’s disability.
In the Act a person has a disability if:
•

They have a physical or mental impairment.

•

The impairment has a substantial and long-term adverse effect on their ability to perform
normal day to day activities.

For the purposes of the Act, these words have the following meanings:
•

“Substantial” means more than minor or trivial.
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•

“long term” means that the effect of the impairment has lasted or is likely to last at least
twelve months (there are special rules covering recurring or fluctuating conditions)

•

“normal day to day activities” include everyday things like eating, washing, walking and
going shopping.

People who have had a disability in the past that meets this definition are also protected by
the Act.
The Duties
The Disability Discrimination Act 2005 places new duties on all public authorities:
The General Duties

The Specific Duties

-

Eliminate discrimination which is
unlawful under the Disability
Discrimination Act 2005

-

Eliminate harassment of disabled
people that is related to their disability

-

Promote positive attitudes towards
disabled people

-

Encourage participation of disabled
people in public life

-

Take steps to take account of disability,
even where that involves treating
disabled people more favourably

-

Draw up and publish a Disability
Equality Scheme which disabled
people must have been involved in
developing

-

Include in the Scheme a statement
of how disabled people have been
involved in its development,
monitoring and action planning

-

Publish progress reports

-

Report annually

The Company will:
Develop an organisational approach which promotes equality of opportunity between
disabled persons and other persons;
•

Eliminate discrimination which is unlawful under the Disability Discrimination Act
2005;

•

Eliminate harassment of disabled persons which is related to their disabilities;

•

Promote positive attitudes towards disabled persons and encourage participation by
disabled persons;

•

Take steps to take account of disabled persons’ disabilities, and making
considerations into whether this would involve treating disabled people more
favourably than other persons;
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•

Endorse and promote the “Social Model” of disability as being essential to the
successful implementation of the duties imposed by the legislation.

•

The “Social Model” identifies that – “The disadvantage and social exclusion
experienced by many disabled people is not the inevitable result of their impairments
or medical conditions but rather stems from attitudinal and environmental barriers.”

•

We will aim to ensure that environmental, attitudinal and organisational factors within
our control are free from unfair discrimination and that disabled people are able to
participate fully as staff and learners of the Company.

•

Ensure that all learners and employees have appropriate opportunities to disclose
their disabilities/learning difficulties throughout their time at the Company;

•

Ensure that learners have access to flexible and inclusive learning opportunities and
that information on support is available;

•

Provide learners with individual learning programmes;

•

Ensure that disabled staff and learners have access to specialist equipment and
technology where appropriate to allow equality of opportunity;

•

Provide information in a variety of formats to ensure equal access;

•

Maintain links with external agencies to ensure the provision of appropriate and
effective support for staff and learners with disabilities and/or learning difficulties;

•

Ensure that where appropriate, its services and facilities are open to the public and
that members of the public have equal treatment when accessing them.

Consultation
The Company will adopt a joint approach through actively involving disabled people in the
development of its disability policy and procedures.
This will include involvement in:
•
•
•

Identifying barriers faced by disabled people within the Company
Helping to set priorities for action plans
Assisting with planning activity

Involvement will include key partner and referral agencies, disabled service users, existing
and prospective staff and learners, relevant funding bodies and appropriate outside bodies.
The method and process of involvement will vary and opinions will be sought as to the most
effective means of involvement.

*

*

*

*

*

*
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EQUALITY, DIVERSITY & INCLUSION
"EDI is more than a strategic concern, defined by statutory duties and performance
standards, it is also a dynamic, human concern.
The success and welfare of people define the success of VSS. It is therefore the business of
VSS to invest in the diversity of people"
Context
This policy sets out the requirements and responsibilities of VSS for ensuring and advancing
equity and fairness to all members of the VSS community in accordance with The Equality
Act 2010 and the Public Sector Equality Duty. The policy also establishes clear VSS
guidance; principles; structures and monitoring arrangements with regard to Equality
Diversity and Inclusion (EDI). The content and guidance should be applied to all of the VSS
community including:
o
o
o
o
o
o
o

employees
learners
visitors
contractors
employers
parents
other third parties

VSS is proud of its diversity and values the way in which this diversity enriches the life of
VSS and the experience of all its community.
VSS’s EDI Commitment Statement
‘At VSS you have a right to be treated with respect and dignity during your time with us as a
learner, member of staff, visitor or service user. To achieve this VSS will ensure that you are
not treated unfairly for reasons which cannot be legitimately justified. VSS is proud of and
values the contributions made by the rich diversity of all who work and learn here.
It is our aim to provide an inclusive working and learning environment where everyone in the
VSS community is fully respected and supported.’
Public Sector Equality Duty
The Public Sector Equality Duty is made up of a General Equality Duty which is supported
by Specific Duties:
The General Equality Duty requires public authorities, in the exercise of their functions, to
have due regard to the need to:
•

Eliminate discrimination, harassment and victimisation and any other conduct that is
prohibited by or under the Equality Act 2010.

•

Advance equality of opportunity between people who share a relevant protected
characteristic and people who do not share it.
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•

Foster good relations between people who share a relevant protected characteristic
and those who do not share it.

Public authorities, including VSS, listed in Schedule 1 and 2 of The Equality Act 2010
(Specific Duties) Regulations 2011 are required to show functional transparency by:
•

Preparing and publishing one or more equality objectives which can be achieved to
do any of the things mentioned in the aims of the General Equality Duty, by 6 April
2012, and at least every four years thereafter.

•

Ensuring that those equality objectives are specific and measurable.

•

Publishing those equality objectives in such a manner that they are accessible to the
public.

Legislative Framework
This Policy is informed by and complies with provisions detailed in the Equality Act 2010 and
the Public Sector Equality Duty 2011. The following Parts and chapters of the Equality Act
apply to VSS as an employer and education provider.
The Equality Act 2010 simplifies, strengthens and harmonises over 116 separate pieces of
legislation into one single Act to provide a legal framework to protect the rights of individuals
and advance equality of opportunity for all. It replaces:
o
o
o
o
o
o
o
o
o

the Equal Pay Act 1970
the Sex Discrimination Act 1975
the Race Relations Act 1976
the Disability Discrimination Act 1995
the Employment Equality (Religion or Belief) Regulations 2003
the Employment Equality (Sexual Orientation) Regulations 2003
the Employment Equality (Age) Regulations 2006
the Equality Act 2006, Part 2
the Equality Act (Sexual Orientation) Regulations 2007

Executive Summary
The commitment to EDI is endorsed and led by the Managing Director, who is the lead for
Equality, Diversity and Inclusion. All VSS staff and learners have responsibilities in relation
to EDI and are encouraged to advance awareness of equality and actively challenge all
instances of inequality, thus helping remove barriers to access, achievement and
progression.
VSS is committed to fair access to opportunities and equality of outcomes, and will not
tolerate unfair discrimination, harassment or victimisation relating to any of the 9 protected
characteristics in the Equality Act 2010:
(*please note, there is NO hierarchy, the following are listed in alphabetical order for ease of
reference only)
•

Age

135

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

•
•
•
•
•
•
•
•

Disability
Gender
Gender Reassignment
Marriage & Civil Partnership
Pregnancy & Maternity
Race
Religion or Belief
Sexual Orientation

VSS respects the dignity and diversity of all our learners and employees, regardless of
personal characteristics and differences. It is our aim to give everyone fair and appropriate
access to the greatest opportunity, and we will employ positive action, and/or make
reasonable adjustments, to develop and fulfil individual’s potential.
We value the contribution each person can make to VSS
We believe that treating people fairly, with dignity and respect, is right and makes
good business sense
This means that VSS will:
•

Not tolerate any form of discrimination, harassment or victimisation on any grounds;

•

Provide appropriate, sensitive and accessible services to everyone;

•

Work with stakeholders to eradicate prejudice, discrimination, harassment and
negative stereotyping;

•

Support campaigns for local and national initiatives which treat people equally and
protect groups from discrimination;

•

Ensure that everybody who studies or works at VSS is respected and valued;

•

Make reasonable adjustments for disabled learners and staff to ensure fair access to
services and opportunities;

•

Promote and support the use of a range of flexible working patterns to enable those
working for VSS to balance home and work responsibilities;

•

Support people in a phased return to work after extended periods of absence;

•

Treat people fairly and develop staff and learners so that they are able to reach their
full potential.

The Equality Act 2010 protects people at work as employees, or people using a service from
discrimination, harassment and victimisation. VSS’s commitment to advancing equality of
opportunities as an employer and education provider goes beyond legislative compliance to
promoting positive relationships with all stakeholders, partners and the local community.
VSS is also committed to the fair and non-discriminatory treatment of people with:
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•
•
•
•

Different socio – economic backgrounds;
Trade union activities;
Caring responsibilities
Unrelated criminal convictions.

VSS’s aim is to create an environment where people give of their best, allowing them to
develop and achieve their full potential. We aim to achieve this commitment by treating the
whole VSS community equitably, and by removing barriers to advancing a cohesive community
and a culture of fairness.
This policy details our position with regard to all aspects of equality which are embedded in the
organisation’s culture and academic and business functions, and it is supported by a suite of
more detailed Business and Academic policies and procedures.
How will VSS ensure that equality, diversity and inclusion is at the heart of all
activity?
•

By requiring senior staff to lead by example in treating all staff and learners with
dignity and respect and by being fair and reasonable in their attitudes and
behaviours.

•

By expecting all staff and learners to behave in a way that others will see is
respectful and fair to them.

•

By continuing to review systems by which any behaviour that is intimidating,
discriminatory or otherwise contrary to the EDI policy, can be dealt with rapidly and
effectively, in an environment which positively supports those who challenge such
behaviours.

Definitions
EDI means more than disregarding differences. It means ensuring that different people
receive services, consultation and employment opportunities in a fair non-discriminatory
way. This means recognising, embracing and valuing diversity across VSS and the
community with which VSS works. EDI describes an approach that embraces difference,
treats each individual fairly, with dignity and respect, free from discrimination, harassment,
victimisation and bullying.
•

Equality is not about treating people equally, or the same. Equality protects people
from being discriminated against. Equality gives people fair access to the same
opportunities, resulting in equality of outcome - i.e. that all learners have the same
right of access to services and resources to meet their specific needs. Consequently,
to ensure equality, some individuals and / or groups may need to be treated
differently in order to meet their different needs.

•

Diversity describes the range of visible and non-visible differences that exist
between people. Managing diversity harnesses and celebrates these differences to
create a productive environment in which everybody feels valued, where talents are
fully utilised and in which organisational objectives and targets are met.
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•

Inclusion the overarching context encompassing equality, diversity and human rights
that focuses positively on individuals and/or groups who may feel, or are, excluded
services for whatever reason.

•

Direct discrimination – occurs when a person treats another less favourably than
they treat or would treat others in comparable circumstances because of a protected
characteristic.

•

Discrimination by Association is direct discrimination against someone because
they are associated with another person with a protected characteristic. (This
includes carers of disabled people and elderly relatives, who can claim they were
treated unfairly because of duties that they had to carry out at home relating to their
care work. It also covers discrimination against someone because, for example, their
partner is from another country). This does not apply to marriage and civil
partnerships and pregnancy and maternity leave.

•

Discrimination by perception is direct discrimination against someone because
others think they have a protected characteristic (even if they don't).

•

Indirect discrimination - putting in place a policy or practice that has a differential
(positive or negative) impact on someone with a protected characteristic than
someone without that characteristic, when this cannot be objectively and legitimately
justified.

•

Discrimination arising from disability - treating a disabled person unfavourably
because of something connected with their disability when this cannot be objectively
justified. For example, prohibiting an employee from taking time off or breaks for
medical treatment.

•

Failing to make reasonable adjustments – Employers and service providers have
a duty to make reasonable adjustments for disabled employees and service users to
enable fair access. This duty is anticipatory and must be reviewed on a regular basis
to ensure adjustments made are appropriate. Failing to do so is direct disability
discrimination.

NB. There are exceptional circumstances that legitimise some forms of discriminatory
practices. The Equality Act 2010 gives a definition that describes legitimate justification.
•

A proportionate means of achieving a legitimate aim.

To be legitimate the aim of the provision, decision or practice must be legal and nondiscriminatory and represent a real objective consideration. In the context of VSS,
examples of legitimate aims might include:
Although reasonable business needs and economic efficiency may be legitimate aims,
an education provider simply aiming to reduce costs cannot expect to satisfy the test. For
example, the education provider cannot simply argue that to discriminate is cheaper than
not to discriminate.
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Even if the aim is legitimate the means of achieving it must be proportionate.
Proportionate means ‘appropriate and necessary’, but ‘necessary’ does not mean that
the provision or practice is the only possible way of achieving the legitimate aim.
o

Ensuring that education, benefits, facilities and services are targeted at those
who most need them

o

Preventing fraud or other forms of abuse or inappropriate use of services
provided

o

Maintaining academic and / or business standards

o

Ensuring the Health & Safety, welfare and dignity of stakeholders

•

Harassment - unwanted conduct which has the purpose or effect of violating
someone’s dignity, or which is hostile, degrading, humiliating or offensive to someone
with a protected characteristic, The Act also offers protection to people who do not
have a “protected characteristic” but find behaviour offensive, even if not directed at
them.

•

Victimisation - treating someone unfavourably because they have taken (or might
be taking) action under the Equality Act or supporting someone who is doing so.

The Scope
This EDI Policy applies to all members of the VSS community including learners, staff,
visitors, contractors and suppliers. This policy covers all aspects of VSS business and
relates to both staff and learner activity including:
o
o
o
o
o
o
o

Employment and promotion procedures for staff;
Recruitment, selection and enrolment of learners;
Curriculum content and development;
Course delivery and assessment;
Learning and teaching materials and methods;
External contracts;
All employment practices.

VSS will follow best practice in all of the equality areas and work towards:
o
o
o
o
o

Eliminating unlawful discrimination;
Eliminating bullying, harassment and victimisation;
Promoting equality of opportunity;
Promoting good relations between different groups in the community;
Recognising and taking account of people’s differences.

This Policy sets out how VSS will work towards the promotion of EDI in all of its service
delivery. It sets out how VSS will ensure that discrimination is challenged and eliminated
through legislative compliance and positive action. This Policy also sets out the
responsibilities of Managing Director, staff members and others, and actions that the
organisation will take to ensure full compliance with this policy.
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Responsibilities & Structures
Everyone in VSS community has a responsibility to give full and active support for the EDI
policy by ensuring:
•

the policy is known, understood and implemented;

•

their behaviour at all times takes into account the uniqueness of others;

•

everyone is treated with respect and dignity;

•

behaviour not in accordance with the EDI policy is challenged and acted upon.

Within this general responsibility, there are some specific responsibilities:
•

The Managing Director; Leadership & Management Team and all other VSS
managers are responsible for the effective implementation and championing of EDI
policies, actions and strategies.

•

The EDI Committee (SMT members) is responsible for the co-ordination across VSS
of policy development; implementation; monitoring and review of progress in
reference to the EDI Action Plan.

•

The EDI Manager is responsible for provision of reports and relevant documents;
maintaining VSS’s awareness of statutory equality duties; links with regional and
national equality bodies; achievement of EDI actions and delivery of agreed training.

The Company designates the Managing Director as having overall responsibility for EDI.
The designated person will ensure regular reports are made to the Business.
The EDI Committee is chaired by the Managing Director for Organisational Development.
The membership of the Committee must include senior management, any

staff with time allocated to EDI work, representatives of each trade union recognised by VSS
and where possible representatives of community groups.
The remit of the Committee will be to promote policies and practices that ensure a VSS
environment in which equality flourishes. To this end, it will develop policies related to the
programme, learner intake, the built environment, learner services etc, which seek to ensure
the removal of prejudice and discrimination and advance inclusion. It is the responsibility of
all members of VSS community to uphold VSS’s policy on EDI.
Employment policies and procedures will continue to be dealt with through existing
consultation and negotiation arrangements, as appropriate.
The Committee will set equality targets for all aspects of VSS life; develop actions; analyse
statistics produced by monitoring and propose positive action where necessary with a view
to objective setting.
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Key Principles and Commitments
VSS strongly believes that the diversity of the local communities is one of its greatest
strengths and most valuable asset. VSS is fully committed to EDI and believes that all
individuals have an equal right to develop and achieve their full potential. VSS’s strategic
aims reflect this, taking full account of funding agencies’ priorities for the UK economy and
the skilled workforce needed to deliver future prosperity at local and regional level.
VSS firmly believes that all internal operations, work with local communities, partners and
other agencies, will assist in pulling together a means to promote a culture and a community
that celebrates and welcomes diversity.
In accordance with the Equality Act 2010, VSS supports the development of a society in
which:
•

People’s ability to achieve their potential is not limited by prejudice or discrimination;

•

There is respect for and protection of each individual’s human rights;

•

There is respect for the dignity and value of each unique individual;

•

Each individual has the opportunity to participate in society;

•

There is mutual respect between groups based on understanding and valuing of
diversity and on shared respect for equality and human rights.

VSS believes that all forms of prejudice and discrimination are unacceptable. The ‘Respect
is Central’ message will be a consistent and clear theme through all extra-curricular
enrichment activities, resource development and strategic drivers.
VSS recognises its obligations and responsibilities as an employer and as a major provider
of education. It will seek to reflect its commitment to EDI in its dealings with members of the
public, other agencies and suppliers of services and supplies.
VSS will seek to challenge inequality, prejudice and discrimination whether direct, indirect,
associative or by perception.
VSS embraces diversity in all its aspects and aims to employ a diverse workforce.
VSS will treat all members of its community with respect and dignity; and will seek to provide
a culture and environment free from discrimination, harassment and victimisation. It will not
tolerate any form of prejudice or discriminatory behaviour against members of its community,
from either inside or from out.
In seeking to achieve a balanced workforce at all levels, VSS will ensure that no employee,
job applicant or candidate for promotion will be disadvantaged, or treated less favourably
because of conditions or requirements that are not related to the job. Reasonable
adjustments will be made to arrangements and premises to ensure access for disabled
members of VSS community, or potential members.
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In order to ensure that all members, or potential members of VSS community, are treated
fairly, with dignity and respect at all stages of employment and enrolment and that their
treatment is based solely on open, fair and objective criteria, VSS will ensure that equality
issues are considered in all its policies and procedures through the effective implementation
of Equality Analyses.
VSS supports the social model of disability and will work to minimise the barriers that put
disabled people at a disadvantage when accessing VSS services or when seeking
employment, training or promotion opportunities at VSS. These barriers include those not
just in the physical environment but the attitudes and behaviour of staff, policies, systems
and processes that govern how VSS carries out its functions. VSS continues to be a ‘Two
Ticks’ employer and is positive about employing and enrolling disabled people.
In ensuring that this policy is fully effective, and that all members of VSS community are
committed to it, VSS undertakes to work locally in partnership with the recognised trade
unions; community groups; staff, learners and third parties (such as employers) in its design,
development and implementation.
Monitoring and Evaluation
VSS will continue to conduct comprehensive and effective monitoring of all aspects of
staffing and the learner populations. VSS is committed to the collection of statistics, analysis
of data and presentation of data, as well as monitoring on an on-going basis. VSS will
continue to monitor and act upon areas of concern and/or disparity with regard to EDI in
respect of: learner success; withdrawal; achievement; representation and all aspects of
learner feedback.
VSS will use the two main forms of monitoring, i.e. of the composition of the existing
workforce and the recruitment process, looking at the workforce with reference to age,
ethnicity, disability and gender, sexuality and relief/belief in particular. VSS will carry out the
same monitoring with reference to the learner population.
VSS will also categorise employees according to grade; contract type, i.e. whether full-time
or part-time, permanent or temporary; age; length of time in post; place of work, salary etc.
Records should also be kept of training, promotions and discretionary
pay awards.
After the employment relationship has ended, VSS may retain data about the composition of
the workforce, including appraisal and promotion records on an anonymous basis for the
purpose of carrying out equal opportunities monitoring and may also look at reasons for
resignation and resignation rates.
Monitoring will be undertaken in accordance with best practice recommendations,
particularly from bodies such as the Equality and Human Rights Commission, Trade Unions
etc and with regard to data protection principles.
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Positive Action
”Lawful actions that seek to overcome or minimise disadvantages (e.g. in employment
opportunities) that people who share a protected characteristic have experienced, or to meet
their different needs”
Positive Action is NOT the same as Positive Discrimination.
"Treating someone with a protected characteristic more favourably to counteract the effects
of past discrimination.”
Positive Discriminaiton is unlawful as it actively excludes someone. Positive action actively
seeks inclusion for all. The only exception is the duty to make reasonable adjustments for
disabled people whereby treating a disabled person more favourably may be required by
law.
Section 158 of the Equality Act allows, but does not require, education providers to address
disadvantage caused by social, economic or educational reasons. VSS may take action to
tackle the particular disadvantage, different needs or disproportionately low participation of a
particular learner group, provided certain conditions are met.
Section 159 of the Act introduced a new, specific exemption, for positive action in relation to
recruitment and promotion. Section 159 permits (but does not require) an employer to
consider disadvantaged or under-represented candidates and employees when deciding
whom to recruit or promote, where the candidates are “as qualified as” each other.
VSS undertakes to follow positive action measures allowed by the Equality Act 2010 to
rectify disadvantages in employment and education revealed by monitoring.
Positive action allows VSS to:
•
•

provide facilities or services (in the form of training, education, or welfare etc) to meet
the special needs of people from particular under-represented groups;
target job training and/or educational opportunities at particular groups that are
under-represented in a particular area of work/study and encourage applications from
such groups.

Positive action strategies are intended to be temporary measures only. They are under
regular review, and they cannot be used once the special needs have been met, or if under
representation no longer exists. VSS will ensure that when using positive action as a
strategy, it falls within the law.
Review and Action Planning
VSS’s EDI Committee will monitor and evaluate achievement in respect of equality, diversity
and inclusion by taking the following actions:
•

gathering and interpreting statistical data in relation to staff and learners to identify
any issues arising and working with individuals and/or VSS teams to make proposals
for specific actions to address inequalities identified;
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•
•
•
•
•

obtaining feedback from staff, learners and community partners through surveys,
meetings, focus groups, quality audits, analysis of complaints and correspondence;
preparing and delivering an agreed action plan and annual report;
ensuring marketing, recruitment and selection procedures and training conform to
EDI commitments and requirements;
ensuring marketing and enrolment practices and processes conform to EDI
commitments and requirements;
ensuring curriculum and course design takes account of EDI in terms of access,
content, delivery and assessment.

This policy will be reviewed on an annual basis and in accordance with legislative
developments and the need for good practice, using the local consultation/negotiating
arrangements within VSS.
Actions to implement and develop policy
Actions to implement and develop this policy are incorporated into VSS’s EDI Action Plan,
which is supported by VSS Development Plan and Self-Assessment Action Plan.
This sets out how VSS will:
•
•
•
•
•

put learners at the heart of all activity;
demonstrate our commitment to advancing EDI;
involve staff and learners in celebrating EDI and in identifying areas for improvement;
evidence how we are fulfilling our statutory duties;
Equality Analyse key decisions, policy, practice and processes.

The EDI Action Plan will build upon the work of the previous EDI Action Plan and will widen
responsibilities to incorporate actions to address the duties specified in the Equality Act
2010.
Key actions identified in the EDI Action Plan will include:
•
•
•
•
•

Annual VSS EDI health check
Rollout and evaluate the impact of EDI training opportunities;
Improving the visibility to EDI in learning and teaching materials;
Equality Analyses of all VSS policies, practices and processes;
Collation and analysis of staff and learner data to provide information and inform
strategic actions.

Consultation and Involvement
VSS is committed to obtaining and listening to the experiences of different groups within
VSS community, both to celebrate the rich diversity of the community, and to remove any
inadvertent discrimination.
Equality, Diversity and Inclusion Training
VSS is committed to the development and delivery of a blend of training opportunities using
a blended learning approach to academic and business support staff, learners and external
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partners. Training will be responsive to development needs identified through data
monitoring, Self-Assessment Reporting, Performance Monitoring and Quality Assurance
procedures.
Training will be arranged and promoted for VSS wide CPD days and a full training menu will
be promoted via internal staff communications where specified workshops can be booked at
convenient times.
Resources will be developed and promoted to academic staff and tutorial staff to support the
delivery of EDI training for learners through induction and as part of the ongoing tutorial
framework.
Procurement and Partnerships
VSS acknowledges its duty to advance and promote EDI extends into those situations where
any of its functions or services are contracted, or sub-contracted, to other companies,
organisations, groups or individuals, as well as direct works.
VSS will continue to equality analyse its procurement, tendering and contract management
processes as an early measure to ensure that meeting the equality duty is built into the
procurement process. This will ensure that services are provided in ways which promote
EDI, eliminate discrimination and harassment, and promote positive inclusive attitudes.
VSS will monitor any outsourced service providers to ensure they are fully aware of this
policy and comply with the organisational requirements when acting on the VSS’s behalf.
In addition to the above, VSS recognises that if there is partnership working with other
organisations, its responsibility to promote EDI continues to apply.
VSS will continue to ensure that all partners support it in meeting the ‘General’ and, where
relevant, the ‘Specific’ elements of the equality duty, as appropriate to the precise form of
partnership.
VSS will also ensure that partners receive a copy of this EDI policy and that EDI is
considered at an early stage in entering into partnership agreements.
VSS will also review its current list of partners to ensure inclusion of organisations
representing the interests of all diversity groups.
Breaches of Policy and Complaints
Proven acts of discrimination, harassment, abuse or victimisation may be treated as a
serious disciplinary offence. Staff and learners who feel they are being discriminated against
should seek resolution through the complaints procedure, outlined below if unable to resolve
through informal means. Disciplinary action could include dismissal in the case of staff and
expulsion in the case of learners.
Staff or learners who feel that they have experienced discrimination from third party
members will receive support from VSS and VSS will take appropriate action where
discrimination has been found.
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Prospective staff who are dissatisfied with any aspect of the recruitment and selection
procedure should write giving details to the Human Resources Manager. Prospective
learners who consider that they have been unfairly treated with respect to their application
should email giving details to the Head of Operations (Julie Duckett). All complaints will be
investigated and the complainant informed of any action taken.
No member of VSS community shall be victimised as a result of giving information about any
act by a person who contravenes this Policy. Persons making allegations, which are proved
to be false, will be dealt with in accordance with VSS grievance, harassment and disciplinary
procedures, as will any person who bullies or harasses another person who they believe has
made an accusation against them, whether it be proved or not. All members of VSS
community will be able to report matters detailed in the Public Interest Disclosure Act 1998
without fear, in accordance with the Company’s policy.

*

*

*

*

*

*

*

*

*

*

*

ONLINE SAFETY
This section must be read in conjunction with the VSS IT Access, Computer Usage and
Acceptable Use, Social Media policies. Employees should only use the Internet for purposes
related to their duties and responsibilities as an employee of the Company. Social Media
should never be used in a way that breaches any VSS policies. If an internet post would
breach any of the policies in another forum, it will also breach them in an online forum and
are also to ensure that their profiles and any content posted are consistent with the
professional image they present to others.
VSS recognise that people can put themselves or become at risk of abuse when online and
although VSS acknowledge that adults may be better able to recognise these risks, it is
important not to share any financial or personal information online unless it is a secure site
with purpose and to be aware that there are people that will try to take advantage of others
using different platforms such as scams and sites with the aim of grooming and exploitation.
VSS are also committed to having a web-filter in place on any VSS computers or equipment
to ensure that learners, employees, volunteers, contractors, or visitors are not able to access
any safeguarding or extremist material and to share resources with learners and to embed
online Safety as part of the VSS Curriculum.
Non-compliance with these policies could have a significant effect on a person’s wellbeing,
safety and the efficient operation of the business and may result in financial loss,
reputational damage, and an inability to provide necessary services to learners.

*

*

*

*

*

*
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DISCLOSURE OF ABUSE AND REPORTING CONCERNS
In the event that a child, young person or vulnerable person tells a member of staff about
possible abuse, the following steps should be taken:
•

Listen carefully and stay calm.

•

Do not interview the person, but question normally and without pressure in order to
be sure that you understand what they are telling you.

•

Do not put words into the person’s mouth.

•

Reassure the person that by telling you, they have done the right thing.

•

Inform the person that you must pass the information on, but that only those that
need to know about it will be told, for example, the Designated Person and any
potential witnesses.

•

Note the main points carefully.

•

Make a detailed note of the date, time, place, what the person said, did and your
questions etc.

Staff should not investigate concerns or allegations themselves, but instead should report
them immediately to the Designated Person.

Some young people with learning difficulties may need different treatment to others, e.g. in
the way their physical/mental condition might mask possible abuse. Particular attention may
have to be given to those with speech impediments, as these can make communication
difficult. In addition, this applies to people whose first language is not English and it is
important to consider any cultural differences.
Reporting and Dealing with Allegations of Professional Abuse against Members of
Staff
The Company recognises that due to the nature of frequent contact with children, young
people and vulnerable adults, a staff member or person working on behalf of the Company
may have an allegation of abuse or misconduct made against them.
The Company recognises that an allegation may be made for a variety of reasons and the
facts of the allegation may or may not be true. It may be alleged that a person has:
•

behaved in a way that has or may have abused or harmed a child or vulnerable adult;

•

committed a criminal offence against or related to a child, young person or vulnerable
adult; or,

•

behaved towards a child, young person or vulnerable adult in a way that indicates he
or she is unsuitable to work with children, young people or vulnerable adults.
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It is essential that complaints are dealt with fairly, quickly and consistently, in a way that
provides effective protection for the child, young person or vulnerable adult and at the same
time supporting the person who is the subject of the allegation.
Whilst the welfare of the child, young person or vulnerable adult is the paramount concern, it
is recognised that hasty or ill-informed decisions in connection with a member of staff can
irreparably damage an individual’s reputation, confidence and career. Therefore, those
dealing with such allegations within the Company will do so with sensitivity.
Receiving an Allegation from a Child, Young Person or Vulnerable Adult
A member of staff who receives an allegation about another member of staff from a child,
young person or vulnerable adult should follow the guidelines in Section D.
The allegation should be reported immediately to the lead Designated Person, unless this is
the person against whom the allegation is made, where it should be reported to the Head of
Human Resources. The designated person will:
•

Obtain details of the allegation from the person who received it.

•

Record information about times, dates, locations and names of potential witnesses.

Initial Assessment
The Designated Person can make an initial assessment based on information received,
consulting with the Head of Human Resources and Local Authority Designated Officer
(LADO) as appropriate. They will not investigate the allegation, but make a decision to
whether the allegation warrants further investigation.
Where an allegation either is considered to be a potential criminal act or indicates that the
child, young person or vulnerable adult has suffered, is suffering or is likely to suffer
significant harm, the matter should be reported immediately to the LADO.
Other potential outcomes are:
•

The allegation represents inappropriate behaviour or poor practice by the member of
staff and is neither potentially a crime nor a cause of significant harm to the individual
but should be addressed in accordance with the Company’s Disciplinary Procedures.

•

The allegation can be shown to be substantiated/not substantiated because the facts
alleged could not possibly be true.

Enquiries and Investigation - Child Protection Section
Child protection enquiries by Social Services or the Police are not to be confused with
internal disciplinary enquires by the Company. The Company may be able to use the
outcome of external agency enquiries as part of its own procedures. The child protection
agencies, including the Police, have no power to direct the Company in a particular way;
however, the Company should assist with their enquiries.
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The Company may hold in abeyance its own internal enquiries while the formal Police or
Social Services investigations proceed; where to do otherwise may prejudice the
investigation. Any internal procedures shall conform to Company disciplinary procedures.
If there is an investigation by an external agency, the lead Designated Person will normally
be involved in the discussions and will ensure that the Company gives assistance with the
agencies enquires. (S)he will also ensure that confidentiality is maintained in connection with
the enquiries, in the interests of the member of staff about whom the allegation is made. The
member of staff will also be advised to consult with a representative, for example, a trade
union representative.
Subject to objections from the Police or other investigating agency, the Designated Person
shall:
•

Agree with the Managing Director and the Head of Human Resources the need for a
disciplinary investigation

•

Inform the child/children or parent/carer making the allegation that the investigation is
taking place and what the likely process will involve.

•

Inform the member of staff against whom the allegation was made that the
investigation is taking place and what the likely process will involve.

•

Inform the Managing Director and/or the Designated Manager of the allegation and
the investigation.

•

The Designated Person will keep a written record of the action taken in connection
with the allegation.

Suspension of staff
Suspension should not be automatic but may be considered at any stage of the
investigation. It is a neutral act, not a disciplinary sanction and shall be on full pay.
Consideration should be given to alternatives, for example, paid leave of absence, change of
or withdrawal from specified duties.
Guidelines on suspension can be found in the Company’s Disciplinary Procedures
Where a decision is made to suspend from duty, written confirmation of the suspension, with
reasons, will be provided and sent in accordance with the Company Disciplinary Procedure.
Where a member of staff is suspended, the lead Designated Person should address the
following issues:
•

The Managing Director should receive a report that a member of staff has been
suspended pending investigation; the detail given to The Managing Director should
be minimal.
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•

The parents/carers of the child, young person or vulnerable adult making the
allegation should be informed of the suspension. They will be asked to treat the
information as confidential. Consideration should be given to informing the child
making the allegation of the suspension.

The Lead Designated Person and Head of Human Resources shall consider carefully and
review the decisions as to who is informed of the suspension and investigation.
The suspended member of staff should be given appropriate support during the period of
suspension. He or she should also be provided with information on progress and
developments in the case at regular intervals.
The suspension should remain under review in accordance with the Company Disciplinary
Procedures.
Disciplinary investigation
The disciplinary investigation should be conducted in accordance with Company Disciplinary
Procedures (the Designated Person will not normally conduct the investigation/hearing).
The investigating manager will notify the member of staff:
•

of the nature and source of the allegations;

•

that a disciplinary investigation is being carried out;

•

that a disciplinary investigation interview will take place with them;

•

that they are entitled to be accompanied or represented by a Trade Union
representative or colleague.

The manager investigating the allegations will:
•

gather all the relevant facts promptly;

•

take statements from all parties and witnesses involved;

•

collect documentation relating to the allegation.

The manager will then determine whether there is substance to the allegation and make a
recommendation to the Managing Director. These findings and recommendations will be
communicated to the member of staff who has been investigated.
If it is decided that a disciplinary hearing will take place, this will follow the process outlined
in the Disciplinary Procedures, including the right of appeal.
Every effort will be made to manage cases in order to avoid any unnecessary delay. The
time taken to investigate and resolve individual cases depends on a variety of factors
including the nature, seriousness and complexity of the allegation.
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Action where an allegation is upheld
Where a disciplinary investigation upholds the allegation, there is likely to be a statutory
requirement to make a referral to the Disclosure Barring Service (DBS).
‘A referral must be made to DBS if the Company withdraws permission for an
individual to engage in regulated or controlled activity, or would have done so had
that individual not resigned, retired, been made redundant or been transferred to a
position which is not regulated or controlled activity;’
Because:
‘They think that the individual has engaged in relevant conduct, satisfied the harm
test or received a caution or conviction for a relevant offence’
If BOTH conditions have been met the information must be referred to the DBS. Referrals to
the DBS can only be made by the Managing Director and after consultation with the LADO.
Action in respect of false allegations
False allegations may be indicative of problems of abuse elsewhere. A record should be
kept and consideration given to a referral to the LADO in order that other agencies may act
upon the information.
In consultation with the designated member of staff, the Managing Director shall:
•

Inform the member of staff against whom the allegation is made orally and in writing
that no further disciplinary or child protection action will be taken. Consideration
should be given to offering counselling and other supportive actions that may be
required.

•

Inform the parents/carers of the alleged victim that the allegation has been made and
of the outcome.

•

Where the allegation was made by a child other than the alleged victim,
consideration to be given to informing the parents/carers of that child.

•

Prepare a report outlining the allegation, giving reasons for the conclusion that it had
no foundation, and confirming that the above action had been taken.

In the event that an allegation is shown to have been deliberately invented or malicious, the
Managing Director or Designated Person should consider whether any disciplinary action is
appropriate against the person who made the accusation.
Record keeping and reporting
It is important that a clear and comprehensive summary of any allegations made is kept,
along with details of how the allegation was investigated and resolved, with a note of actions
taken and decisions reached. These should be kept on a person’s personnel file and a copy
provided to the person concerned.
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The purpose of the record is to enable accurate information to be given in response to any
future request for a reference, if the person has moved on. It will provide clarification in
cases where a future Disclosure Barring Service (DBS) disclosure reveals information from
the Police about an allegation that did not result in a criminal conviction. The record should
be retained at least until the person has retired or for a period of 10 years from the date of
the allegation, if that is longer.
If a member of staff is moved from the regulated activity, dismissed or resigns before the
disciplinary process is completed, he or she should be informed about the Company’s
statutory duty to inform DBS.
Resignation and compromise agreements
The fact that a person tenders their resignation or ceases to provide their services, will not
prevent an allegation being followed up in accordance with this Policy. It is important that
every effort is made to reach a conclusion in all cases of allegations bearing on the safety or
welfare of children, young people or vulnerable adults including any in which the person
concerned refuses to co-operate with the process.
Wherever possible the person should be given full opportunity to answer the allegation and
make representations. However, if the person does not HoOperate, the process should
continue. It may be difficult, however, to reach a judgement on whether the decision can be
regarded as substantiated based on all the information available. It may also not be possible
to apply any disciplinary sanctions if a person’s period of notice expires before the process is
complete, but it is important to reach and record a conclusion wherever possible.
A compromise agreement will not take place in these circumstances
Confidentiality
Every effort should be made to maintain confidentiality within the Company and guard
against unwanted publicity while allegations are being investigated. In accordance with the
Association of Chief Police Officers (ACPO) guidance, the Police will not normally provide
any information to the press that might identify an individual who is under investigation,
unless and until the person is charged with a criminal offence.
Monitoring effectiveness Following an allegation made against a member of staff, the
nominated Executive Team Member, Head of HR and Designated Person should complete a
review at the conclusion of the investigation and any disciplinary procedures. They should
consider whether there are any matters arising from it that could lead to the improvement of
the Company’s procedures and/or policies and/or which should be drawn to the attention of
the LADO. Consideration should also be given to the training needs of staff.

*

*

*

*

*

*

152

*

*

*

*

*

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

HARASSMENT & BULLYING
Scope
This policy is applicable to the Managing Director, staff, learners, customers and visitors to
Vocational Skills Solutions (VSS), including all Company buildings and community venues.
Policy
VSS is committed to ensuring that everyone is equally valued and treats one another with
respect. VSS aims to provide a supportive environment in which no individual or group of
individuals feels threatened or intimidated.
We will inform all staff, learners, customers and visitors that all types of harassment and
bullying are unacceptable. People who feel they have experienced harassment and bullying
will be encouraged to take appropriate action to prevent further occurrences and we will
support them in this action.
All complaints about harassment and bullying are taken seriously and will be dealt with
quickly and with respect for all the people involved. We recognise that some individuals may
need training in order to address behaviour that arises from ignorance and we will provide
relevant training when necessary.
Definitions of Harassment and Bullying
Harassment and Bullying are unacceptable forms of behaviour associated with
discrimination. It can take many forms. It may be directed at an individual or a group and
can be persistent or a single serious incident.
Harassment and bullying can be unpredictable, irrational and may not be obvious to others.
Such behaviour can cause an individual to feel isolated and can have possible implications
for their physical or mental health. People being bullied or harassed may sometimes
appear to overreact to something that seems relatively trivial to others but may be the latest
in a series of incidents.
What is harassment?
Harassment is a discriminatory act and is also a criminal offence. It may be related to age,
sex, race, disability, religion, nationality or any personal characteristic of the individual(s).
The point is that the actions or comments are viewed as demeaning and unacceptable to the
recipient.
Harassment could be:
•

Physical
Unwanted contact (e.g. unnecessary touching), standing too close, assault or
gestures, intimidation or aggressive behaviour
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•

Verbal
Unwelcome remarks, suggestions and propositions, malicious gossip,
innuendo, which is based on a person’s sex or race or which refers to a
person’s age, disability, sexuality, religion or personal appearance

•

Non-verbal
Offensive literature or pictures, graffiti and computer imagery, isolation or nonco-operation, letters, e-mails, internet materials or other offensive language

This Policy recognises that certain individuals may exhibit some of the above behaviour
patterns as part of their disability. In such circumstances, the Company will endeavour to
support and raise awareness with all
concerned that such behaviour may be
inappropriate in the Company environment.
What is bullying?
Bullying is any conduct which places an individual in fear of their position or safety, or a
feeling of intimidation, and causes distress or alarm. It should be appreciated that different
people have different levels of sensitivity and it is up to the recipient to judge whether they
have experienced behaviour that is unacceptable to them. It can happen in public or private.
An assertive teaching style in itself would not constitute bullying. But where assertiveness
gives way to aggression, it is likely to become destructive rather than constructive. What is
important is that the conduct makes the recipients(s) feel upset, humiliated, vulnerable, or
undermines their self-confidence. It may also cause them to suffer stress.
Some examples of bullying are:
•

Consistently undermining someone and their ability to do their work

•

Shouting and the use of sarcasm at an individual to get things done

•

Derogatory or belittling remarks in front of others regarding appearance, work or
personal attributes

•

Unwarranted exclusions or victimisation

•

Persistent threatening, offensive, abusive, intimidating or insulting attack on an
individual on the basis of their ethnicity, culture, religious beliefs, colour and use of
language

•

Failing to take into account cultural differences

Bullying is not confined to open derisory remarks or aggression but can also be subtle and
devious, resulting in an individual being singled out, demeaned or devalued.
An individual or a group of individuals can carry out bullying.
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Legitimate, constructive or fair criticism of a learner’s or member of staff’s performance or
behaviour at Company would not be seen as bullying. An occasional raised voice or
argument is also not considered as bullying.
Procedures for Dealing with Complaints Related to Harassment and Bullying
There are various ways in which an individual can deal with harassment or bullying, from
simply asking for it to stop through to making an official complaint. If a person feels they are
a victim of harassment or bullying, they should keep a record of all the relevant incidents,
including times, dates and, if appropriate, the names of any witnesses to the incidents and
any other information.
All complaints of harassment and bullying will be addressed speedily and, if possible, within
the Informal Procedure (see below). This is likely to produce solutions that are effective
and minimise embarrassment and risk to confidentiality. However, there may be occasions
when the Informal Procedure is not adequate due to the nature of the complaint and the
Formal Procedure (see below) is more appropriate.
Informal Procedure
If at all possible, the recipient of the harassment/bullying should tell the person that their
behaviour is causing them offence and that they want the unacceptable behaviour to stop.
Frequently, the individual can be unaware that their actions are inappropriate and that there
could have been some misunderstanding or misinterpretation by either party. Here the
behaviour is unintentional and a swift and clear indication that the behaviour is unacceptable
may well be enough.
If a learner feels uncomfortable at confronting the person directly, or talking to them has had
no effect, they may want to talk the situation through with someone else, such as a friend,
tutor or another member of staff.
Every effort will be made to achieve an informal resolution. There may be occasions when
the Informal Procedure may fail to bring about a satisfactory conclusion. In other instances,
the harassment/bullying may be considered too serious, either by the complainant or the
individual giving advice, to be resolved informally. On such occasions, the complainant will
be advised that a Senior Manager will be appointed in order to attempt to resolve the matter.
There may, however, be situations when the Senior Manager will advise the complainant to
raise a formal complaint without further exploring informal resolutions.
Formal Procedure
In order to initiate the Formal Procedure, the complainant must make a formal complaint.
The complainant’s friend or advocate may make the complaint on behalf of the complainant,
provided it is endorsed and/or signed by the complainant. This should be addressed to the
Customer Care Services Team. The complaint should include the name of the alleged
harasser/bully, the nature of the alleged harassment/bullying, dates and times of when the
incidents occurred, names of any witnesses to the incidents and any action which has
already been taken to attempt to stop the harassment/bullying.
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The complainant will receive a written acknowledgement of their formal complaint within 5
working days of its receipt.
An investigation will be arranged, as soon as it is reasonably practicable, which will be
appropriate to the nature of the complaint. The investigation will be conducted by a member
of the Customer Care Services Team. Care will be taken to ensure that the identified
member of the team has not been involved in the incident. The complainant may be
accompanied by a friend, advocate or Trade Union representative at any meeting throughout
the Formal Procedure. A third, neutral, party will also be present at all meetings as an
independent witness. Although the investigation may require the complainant to recount
details of specific incidents, they will not be asked to do so unnecessarily or repeatedly.
The alleged harasser/bully will be made aware of the allegation as soon as the formal
complaint has been received.
The identified member of the Customer Care Services team will provide the alleged
harasser/bully with written details of the complaint and the right to and time to respond to the
allegation(s). It is desirable for the member of the Customer Care Services team to meet
with alleged harasser/bully within 10 working days of receipt of the allegation(s). Due to the
sensitivity of such allegations, witnesses may wish to have their identity concealed and this
will be respected. However, details of the allegations must be disclosed.
Appeals Procedure
If the complaint is not settled through the Formal Procedure, then the Appeals Procedure is
activated. The complaint is passed to the Operations Managing, who then assesses the
evidence and aims to resolve the situation.
If the complaint still cannot be resolved to the satisfaction of all parties involved, then it is
passed to the Company Managing Director.
Monitoring and Review
This Policy will be monitored termly via the complaints section of the Monitoring Report. The
Policy will be reviewed annually
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ANTI BRIBERY
Introduction
Bribery is a criminal offence. The Company prohibits any form of bribery. We require
compliance, from everyone connected with our business, with the highest ethical standards
and anti-bribery laws applicable. Integrity and transparency are of utmost importance to us
and we have a zero-tolerance attitude towards corrupt activities of any kind, whether
committed by employees or by third parties acting for or on behalf of the Company.
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Policy
It is prohibited, directly or indirectly, for any employee or person working on our behalf to
offer, give, request or accept any bribe i.e. gift, loan, payment, reward or advantage, either in
cash or any other form of inducement, to or from any person or company in order to gain
commercial, contractual or regulatory advantage for the Company, or in order to gain any
personal advantage for an individual or anyone connected with the individual in a way that is
unethical.
Suspicion
If we suspect that you have committed an act of bribery or attempted bribery, an
investigation will be carried out and, in line with our disciplinary procedure where
appropriate, action may be taken against you which may result in your dismissal, or the
cessation of our business arrangement with you.
Reporting
If you, as an employee or person working on our behalf, suspect that an act of bribery or
attempted bribery has taken place, even if you are not personally involved, you are expected
to report this to your Manager. You may be asked to give a written account of events.
Staff are reminded of the Company’s Whistleblowing Policy which is available on the
company server under Policies & Procedures.
Gifts and Hospitality
We realise that the giving and receiving of gifts and hospitality as a reflection of friendship or
appreciation where nothing is expected in return may occur, or even be commonplace, in our
industry. This does not constitute bribery where it is proportionate and recorded properly.
No gift should be given, nor hospitality offered by an employee or anyone working on our
behalf to any party in connection with our business without receiving prior written approval
from your Line Manager.
Similarly, no gift or offer of hospitality should be accepted by an employee or anyone
working on our behalf without receiving prior written approval from your Line Manager.
Record Keeping
A record will be made by your Line Manager of every instance in which gifts or hospitality are
given or received.
As the law is constantly changing, this policy is subject to review and the Company reserves
the right to amend this policy without prior notice.
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COMPLIMENTS, SUGGESTIONS & COMPLAINTS
The company welcomes compliments and suggestions and recognise their importance in
celebrating and recognising the success of our service and opportunities for improvement.
We will engage with a wide range of stakeholders in addition to Service Users to support
service development and improvement. We will share feedback with our staff.
The company's formal complaints procedures do not cover complaints that relate to matters
of academic judgement. Complaints on such grounds are therefore not likely to be accepted
and will be ordinarily dismissed or otherwise deemed ineligible for consideration.
Complainants of this nature should refer to the Appeals Policy & Procedure.
About the complaints process
If you are dissatisfied with the company's educational or support services (other than in
respect of which the Academic Appeals Procedure applies) you should follow the procedure
as detailed below.
VSS aims to handle complaints in a way which is sympathetic, fair, and efficient, which
encourages informal conciliation, facilitates early resolution, maintains individual privacy and
confidentiality and permits useful feedback. The complaints process has three stages, and it
is anticipated that most problems will be resolved in the first two stages. The three stages
are:
1. Discussion and advice
2. Informal process
3. Formal process
You may withdraw a complaint or stop the process at any time in stage 1 or 2 and, in stage
3, with the consent of the Reviewer. Personal privacy will be respected.
If you are contemplating making a complaint relating to the Company’s educational or
support services, you may wish to contact the Head of Operations (HoO) Julie Duckett He
cannot advise you on the merit or otherwise of your complaint or act on your behalf but will
guide you through the process and provide procedural advice at each stage. Please note
that communication with the HOO may be shared within VSS to enable your complaint to be
handled more effectively.
Stage 1: Discussion and advice
It is very important to voice concerns or to register the nature of a complaint as soon as
possible, and to seek informal resolution and conciliation if possible, as this facilitates early
resolution. Raising an issue can often resolve a problem quickly and informally; a complaint
(which may, for instance, be founded on a misunderstanding or disagreement) can
sometimes simply require a calm, balanced and non-prejudicial discussion between parties,
without the need for any further action.
At the earliest stages, a complaint may be resolved quickly and efficiently by simple
consultation or discussion with the right person - such as those listed below:
•

Tutor / Trainer
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•
•
•
•

Quality & Performance Manager
Head of Operations
Head of HR
Managing Director

Where possible you should raise your concern with the person to whom the complaint refers.
The person you contact might be able to solve the problem directly, to intervene, or at least
offer suitable advice about how to proceed or where to go for assistance or advice. They
may be able to advise about what would constitute an appropriate remedy, and opportunity
to consider whether there is indeed a complaint to be addressed. You will then be in a
position to decide whether to proceed further, and how.
If, however, you feel that a complaint has not been dealt with satisfactorily at the initial, local
level or if the problem is of a more serious nature, then you should follow the formal
procedures set out below.
Stage 2: Informal process
Before making a complaint under stage 2 of the process, you should have exhausted
informal routes, as outlined under stage 1. If informal routes seem not to have been
exhausted, then the complaint may be referred to informal resolution under stage 1.
To submit a formal complaint, you should contact the Head of Operations in writing to the
Head Office address or by completing the Complaints Form on the company website or by
clicking here, which asks you to explain the nature of, and grounds for, the complaint. The
Head of Operations will acknowledge the complaint when received. A complaint should
normally be made within three months of the occurrence of the matter complained about. If
there is a delay you should explain the reason.
If the complaint concerns the Head of Operations, you should continue directly to Stage 3 of
the complaints' process.
If the Head of Operations, on inquiry, judges that the complaint appears to be unjustified,
misconceived or vexatious, the Head of Operations may write to you to invite withdrawal of
the complaint. The complaint will proceed only if you respond, in writing, within 10 working
days and request the complaint to proceed.
In the event the complaint has not been resolved by informal discussion or does not appear
capable of informal resolution, the Head of Operations will proceed to consider the complaint
formally in consultation with those concerned in the provision of the service, e.g. the Course
Tutor/Trainer, Internal Verifier, Head of Operations, or other Service Manager. You will be
informed at this stage that formal procedures have been initiated.
Where a complaint puts in issue a matter of academic freedom and/or the professional
judgement and/or reputation of the person about whom you are complaining s/he will have a
right to put their case to the Head of Operations.
The Head of Operations will provide you with a provisional response in writing as soon as
reasonably practicable, and normally within 20 working days of the initiation of the formal
procedure. You will be invited to comment on the provisional response in writing within 15
working days or longer, where appropriate.
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The Head of Operations will review the provisional response in light of any observations
made by you, and then provide you with a final written response normally within 15 working
days after the date by which you were invited to comment on the provisional response.
If the Head of Operations upholds the complaint, s/he will procure so far as possible such
remedy as they consider fair and equitable in all the circumstances, which may include:
•
•
•
•
•

A full explanation
An apology (which is not an admission of liability)
The matter put right if possible
If appropriate, some kind of financial recompense (for example if you have paid for
something which you did not receive)
If appropriate, disciplinary action may be taken

If you are not satisfied with the outcome, whether the complaint is upheld or not, you may
consider whether to pursue the complaint through stage 3.
Stage 3. Formal process
If you decide to pursue your complaint, you should contact the Managing Director in writing
to the Head Office address or by completing the Complaints Form on the company website
(quoting stage 3) within 20 working days of learning the outcome of the investigations under
stage 2.
On receiving a complaint form, the Managing Director will request the Head of Operations to
provide, normally within 15 working days, a full written report covering all the circumstances
leading to the complaint, the investigation and the outcome, a copy of which will be sent to
you. The Managing Director will invite you to make representations in writing on the written
report within a further 15 working days, or longer where appropriate, and will then appoint a
Company Reviewer, with no prior involvement in the case.
The Reviewer will be appointed by the Managing Director and will be a senior member of a
VSS. The appointment of a Reviewer is a formal procedure that will normally be completed
within 30 working days.
The Reviewer will consider all documents relating to the case, including the report of the
Head of Operations, your representations and the results of any further enquiries they may
make, at their discretion. All documents considered by the Reviewer will be made available
to you. If the Reviewer agrees that the matter has been considered fully and appropriately
and that there are no grounds for a hearing, you will be informed that your complaint has
been dismissed and the reasons for the decision. If, however, it appears that you may have
grounds for making a complaint, the Reviewer will arrange a hearing to which you will be
invited and you may, if you wish, be accompanied by the VSS Appeals and Complaints
Procedures Advisor or another appropriate person.
Others involved in the case may also be invited to appear before the Reviewer and will be
provided with the same documents as you and the Reviewer.
The Head of Operations will assist the Reviewer and will be present throughout the whole
proceedings of any hearing and will prepare the draft report.
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The Reviewer will issue a report containing findings about the complaint and may make
recommendations as to remedies, if any, to be adopted or other action recommended to be
taken. If the complaint is dismissed, the Reviewer will provide reasons for their decision.
The Reviewer may terminate the proceedings, determine that a complaint is rejected as
vexatious or frivolous, or refer the complaint for informal resolution.
The Managing Director will communicate the decision of the Reviewer to you, normally
within 15 working days of the meeting or hearing.
When the recommendations of the Reviewer are completed, VSS will send a completion of
procedures letter to you.
The decision of the Company Reviewer is final within the Company.
All decisions reached by a Company Reviewer will be reported to the Company’s Managing
Director
If you remain dissatisfied following completion of the Company's formal internal review and
complaints procedures and after receiving a 'completion of procedure letter', you may appeal
the decision in writing within 15 days to the Managing Director at the address below:
Company Contact Details:
You should address your complaint, in writing, to the company Head Office address which
can be found on page 3 of this handbook.
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APPEALS
Aims and Objectives
•

To enable the learner to enquire, question or appeal against an assessment decision.

•

To attempt to reach agreement between the learner and the Trainer at the earliest
opportunity

•

To standardise and record any appeal to ensure openness and fairness.

•

To facilitate a learner’s ultimate right of appeal to the awarding body, where
appropriate.

•

To protect the interests of all learners and the integrity of the qualification. In order to
do this, the centre will:

•

Inform the learner at induction, of the Appeals Policy and procedure. (see Learners’
Guide To Appealing An Assessment Decision)
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•

Record, track and validate any appeal.

•

Forward the appeal to the awarding body when a learner considers that a decision
continues to disadvantage her/him after the internal appeals process has been
exhausted.

•

Keep appeals records for inspection by the awarding body for a minimum of 18
months.

•

Have a staged appeals procedure.

•

Will take appropriate action to protect the interests of other learners and the integrity
of the qualification, when the outcome of an appeal questions the validity of other
results.

•

Monitor appeals to inform quality improvement

Learners’ Guide to Appealing an Assessment Decision
Introduction
If you feel that any of your work has been assessed inaccurately or unfairly by one of your
tutors, you may use the Company Appeals Procedure to have this work reassessed. You
should start this process as soon as possible and certainly within 10 days.
This is the process which will be used:
Stage 1
You should first of all appeal to the tutor or Trainer who made the original decision and who
provided you with feedback. The Trainer will discuss with you the reasons for making their
assessment decision.
Stage 2
If you are still not satisfied with this decision, your tutor or Trainer will refer the matter to their
nominated internal verifier or to the Programme HoOrdinator for your programme of study.
This person will re‐assess your work against the standards set by the Awarding Body and
will communicate their decision to you and to your tutor or Trainer.
Stage 3
If you are still not satisfied after Stages 1 and 2 of the procedure have been completed, the
Programme Co‐ordinator or lead internal verifier will organise an Appeals Panel for
consideration of your appeal.
The Appeals Panel shall meet within the next 10 working days.
An appeals panel will consist of the Managing Director, Head of Operations, Head of HR and
the Quality Assurance Manager for the appropriate curriculum area.
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The decision of the Appeals Panel will be final as far as the Company is concerned.
Stage 4
If you are still not satisfied with this decision, you have the right to contact the Awarding
Body for your qualification and request that they investigate the matter further.
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WITHDRAWAL
VSS is committed to providing support for all learners to achieve their qualifications in a
timely manner. We expect all learners to complete their qualifications within the time span
given.
Once a learner has achieved their qualification and the certificate has been received, the
learner will be withdrawn from the programme as completed.
If a learner fails to meet learning targets set by VSS, on 3 occasions without good reason,
we will notify them in writing of our intention to withdraw them from the programme.
If a response is not received within 10 working days, we will withdraw them from the
programme by notifying them in writing. We will accredit any units that have been achieved
and request certificates for these units which will be sent to them. This learner will be a
partial or non-completer depending on the achievement of any full units.
VSS will:
•

Keep accurate attendance records and use these to identify learners at risk of
leaving early (withdrawal)

•

Support learners and employers in the event that an Agreed Break in Learning is
required

•

Determine, within 28 days of a learner leaving training, their intention to continue the
qualification

•

Encourage and support learners in finding alternative employment or an alternative
course if required

•

Confirm withdrawal in writing to the learner (to the last known address) should the
learner leave early without completing

Responsibilities of the Learner
•

Attend work and training as agreed as long as fit to do so

•

Advise the employer of sickness or absence and their VSS Trainer/Trainer when
appropriate
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•

Agree annual leave with their employer and advise their VSS Trainer/Trainer

•

Contact VSS immediately if employment ceases or changes

*
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MODERN SLAVERY POLICY
Policy Statement
Modern slavery is a crime and a violation of fundamental human rights. It takes various
forms, such as slavery, servitude, forced and compulsory labour and human trafficking, all of
which have in common the deprivation of a person's liberty by another in order to exploit
them for personal or commercial gain.
We have a zero-tolerance approach to modern slavery and we are committed to acting
ethically and with integrity in all our business dealings and relationships and to implement
and enforce effective systems and controls to ensure modern slavery is not taking place
anywhere in our own business or our supply chain. We are also committed to ensuring there
is transparency in our own business and in our approach to tackling modern slavery
throughout our supply chain.
We expect the same high standards from all of our contractors, suppliers and other business
partners. As part of our contracting processes, we include specific prohibitions against the
use of forced, compulsory or trafficked labour, or anyone held in slavery or servitude and we
expect that our suppliers will hold their own suppliers to the same high standards.
This policy applies to all persons working for us or on our behalf in any capacity, including
employees at all levels, directors, officers, agency workers, seconded workers, volunteers,
agents, contractors, external consultants, third-party representatives and business partners.
This policy does not form part of any employee’s contract of employment and we may
amend it at any time.
Responsibility for the Policy
The Managing Director has overall responsibility for ensuring this policy complies with our
legal and ethical obligations, and that all those under our control comply with it.
The Head of Operations has primary and day-to-day responsibility for implementing this
policy, monitoring its use and effectiveness, dealing with any queries about it, and auditing
internal control systems and procedures to ensure they are effective in countering modern
slavery.
Management at all levels are responsible for ensuring those reporting to them understand
and comply with this policy and are given any required training.

164

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

Compliance with the Policy
You must ensure that you read, understand and comply with this policy.
The prevention, detection and reporting of modern slavery in any part of our business or
supply chain is the responsibility of all those working for us or under our control.
You are required to avoid any activity that might lead to, or suggest, a breach of this policy.
You must notify your manager OR the Head of Operations as soon as possible if you believe
or suspect that a conflict with this policy has occurred, or may occur in the future.
You are encouraged to raise concerns about any issue of suspicion of modern slavery in any
parts of our business or the supply chains of any supplier tier at the earliest possible stage.
If you believe or suspect a breach of this policy has occurred or that it may occur you must
notify your manager or report it in accordance with our Whistleblowing Policy as soon as
possible.
If you are unsure about whether a particular act, the treatment of workers more generally, or
their working conditions within any tier of our supply chain constitutes any of the various
forms of modern slavery, raise it with your manager or the Head of Operations.
We aim to encourage openness and will support anyone who raises genuine concerns in
good faith under this policy, even if they turn out to be mistaken.
We are committed to ensuring no one suffers any detrimental treatment as a result of
reporting in good faith their suspicion that modern slavery of whatever form is or may be
taking place in any part of our own business or in any part of our supply chain. If you believe
that you have suffered any such treatment, you should inform your manager immediately.
Communication and awareness of the Policy
Training on this policy, and on the risk our business faces from modern slavery in its supply
chain will be given where needed. Our zero-tolerance approach to modern slavery must be
communicated to all suppliers, contractors and business partners at the outset of our
business relationship with them and reinforced as appropriate thereafter.
Breaches of this Policy
Any employee who breaches this policy will face disciplinary action, which could result in
dismissal for misconduct or gross misconduct. We may terminate our relationship with other
individuals and organisations working on our behalf if they breach this policy.
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LEARNER TRAVEL AND EXPENSES POLICY
Policy
Unemployed Learners undergoing pre-employment training with VSS can claim
reimbursement of costs incurred to travel to and from their programme of learning at a VSS
training centre.
Authorised Travel Expenses:
•
•

•
•
•
•

All claims for public transport that are supported with a receipt. Originals or copies
must be provided to VSS in order for payments to be made.
All claims for personal car allowance (mileage) that are supported with an expense
record – VSS will pay £0.25 per mile up to a maximum of 20 miles per day (£5 per
day). However, if there is a cheaper transport option, that option will be the maximum
that will be paid. E.g. if you have driven 20 miles (20 x £0.25 = £5) but a public
transport ticket would have cost £3.40 the maximum VSS will pay is £3.40
All claims for travel by bicycle – VSS will pay £0.20 per mile up to a maximum of 20
miles per day (£4 per day)
In no circumstances will parking charges be reimbursed.
VSS will not reimburse the cost of taxi fares.
Learners will be expected to use the most cost-effective type of travel. For example,
discounts are available for weekly or monthly travel by bus or train.

Expense claims will be calculated from home postcodes (as recorded on enrolment forms).
Therefore, travel costs will only be reimbursed for authorised claims from home postcode
areas to the relevant VSS training centres (up to a maximum of 20 miles per day when
claiming personal car allowance or travel by bicycle as above).
In all instances, learners must sign the expenses record to confirm receipt of money.
Learners found to be claiming travel expenses fraudulently will be withdrawn from
their programme of learning and reported to the relevant agencies.

*

*

*

*

*

*

*

*

*

*

*

RARPA POLICY
VSS recognises the importance in assessing the quality and level of achievement of its
funded provision. It is important to know that learners are progressing both personally and
within the wider community context as a result of the learning they have invested in and also
that our tutors are able to best support them. RARPA is a process which enables us to
monitor achievement and progress within non accredited learning.
RARPA stands for Recognising and Recording Progress and Achievement and is a staged
approach to ensure that the learner is at the centre of learning and the learner’s goals are
recognised and count towards the success of their learning.
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This staged process has been designed to:
•
•
•
•
•
•
•
•

Focus on and promote the needs and interests of learners;
Take account of learners’ diverse and sometimes multiple purposes in learning;
Allow for negotiation of the content and outcomes of learning programmes
Encourage learners to reflect on and recognise their own progress and achievement,
thus increasing their confidence;
Promote and support informed learner self-assessment, peer assessment and
dialogue about learning and achievement between learners and tutors/trainers;
Enable both the achievement of planned learning objectives and learning outcomes
not specified at the outset to be recognised and valued;
Promote good practice in teaching, learning and assessment
Enhance providers’ quality assurance and improvement practices.

The staged process consists of five elements. These are:
1. Aims: (appropriate to an individual learner or groups of learners) As the learner
applies for a course, aims are identified for the learner’s course. These are based on
the needs of the learners as assessed by the tutor, learners, and the core aims of the
course.
2. Initial Assessment: To establish the learner’s starting point, an Initial Assessment is
completed identifying their starting point, any support needs and clarifying course
content.
3. Challenging Learning Objectives/Outcomes: Identification of appropriate
objectives for the learner is an outcome of the assessment process. Depending on
the length of the course appropriate medium-term objectives may be devised that link
well to the long-term goals and recorded within the learners’ Individual Learning Plan
(ILP). These are reviewed and updated as appropriate throughout the learner’s
course.
4. Formative Assessment: Recognition and recording of progress and achievement
during the programme takes place for all learners, through a range of methods.
Tutors’, learners, support, and support staff record progress against short and
medium-term objectives. Learners are supported to record achievements using the
provided paperwork but usually within their ILP.
5. Summative Assessment: End of programme review of overall progress and
achievement. This may include recognition of learning outcomes not specified during
the programme and discussion about ‘next steps’ for the learner.
Responsibilities
All Tutors and support staff support learners in the recognition and recording of progress and
achievements. Regional Operations Managers/Quality & Performance Managers are
responsible for monitoring elements of the RARPA framework. They give individual feedback
to tutors about the quality of the implementation and completion of the RARPA elements and
report on the overall success of the area through the self-assessment process. Targets for
improvement at an individual and organisational level are identified through self-assessment.

*

*

*
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BUSINESS SERVICES
ICT BUSINESS CONTINUITY PLAN
Objectives
This ICT Business Continuity Plan details procedures to ensure the continued operation of
VSS in the event of an interruption to normal ICT department services, including providing
the ability to successfully recover Information, Business Systems and ICT Equipment in the
event of a disaster.
Objectives of the plan are
•

To ensure preventive measures are in place which reduce the risk of loss of
Information, Business Systems and ICT Equipment.

•

To ensure that action is taken to mitigate the consequences of any incident affecting
Information, Business Systems and ICT Equipment

•

To give detail of any temporary arrangements to be made in the event of a Major
Incident/disaster affecting Information, Business Systems and ICT Equipment.

•

Using this Business Continuity Plan will minimise confusion, errors, and expense to
VSS and will help affect a quick and complete recovery of services. It will also
provide ongoing protection for VSS assets (equipment and information).

Risk management and policy
VSS Risk Management Group has established a Risk Management Policy and a Risk
Register, which gives detail of the risk assessments, which have been undertaken in relation
to potential disasters. In addition to this, there is a Disaster Recovery Plan, which outlines
emergency procedures to be taken in the event of a specified disaster.
The Information Security Policy states the company’s position on mitigating security risks to
our Systems and the information held therein. The Strategic QA Manual reflects our
commitment to electronic recordkeeping where appropriate in preference to the keeping of
paper records.
Overview
The rest of this Plan consists of the following sections:
•

A description of the ICT Response Team that will manage disaster recovery activities
for any Major Incident (see section 6 for definitions).

•

A description of the ICT Alternate Site, the contingency site and facilities to be used
for managing and Coordinating activities in the event of a Major Incident.
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•

A System / Resources Criticality Plan specifying the company’s critical systems and
network infrastructure, including outage impact, allowable outage times and recovery
priorities.

•

A description of the Preventive Measures in place to mitigate the effects of an
incident upon VSS Information, Business Systems and ICT Equipment. This includes
the use of recovery facilities, obtaining replacement equipment, obtaining copies of
key documentation and how to recover information in the case of a Major Incident.

•

The instructions and procedures is to be followed in the event of a Major Incident.
This includes activation of emergency procedures, recovery of paper records,
establishing operations at the Alternate Site and subsequent restoration of normal
operations.

The Recovery Procedures for General Incidents
Instructions for dealing with non-major interruptions of service and for handling each type of
interruption;
Typical interruptions include power outage, and telecommunications failure. The Testing
and Maintenance Procedures needed to ensure that the Plan remains viable as the business
environment evolves.
ICT Response Team Purpose
The purpose of the ICT Response Team is to establish and direct-action plans to be followed
in the event of a Major Incident.
Organisation and planning
The ICT Response Team will be formed accordingly to respond to the Major Incident. The
Incident Co-ordinator will be the Managing Director (MD). The position of Incident Coordinator can be delegated appropriately according to the nature of the incident, but it must
be clearly established exactly which member of staff is the Incident Co-ordinator at the start
of the process of dealing with any incident.
This must also be detailed as part of the record of the incident. Section 4 of this document
will specify if any particular member of staff is required to act as Incident Co-ordinator in the
event of minor incidents like specific system outages.
ICT Alternate Site
In the event of a major disaster, an Alternate Site will be used from which all
communications, recovery operations and activities will be directed.
The location of the alternate site will depend on how much of a disruption the incident is
likely to cause. The main aim would be to accommodate staff in temporary accommodation
in the local area. IT systems will work initially on 4G routers until such time that data services
could be initialized by the relevant service provider.
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In the highly unlikely event that no furnished office space can be located then the office
would in the interim be run from one of the company’s satellite sites. Staff would have
regular communication and be tasked accordingly.
System / Resources Criticality Plan
This section describes systems and their supporting infrastructure, including which business
functions rely on which systems. There is detail of approximate response times and where
appropriate members of ICT staff who will be required to act in the event of an incident are
named. Detail is given on which are critical systems and which are non- critical.
The company systems and their criticality rating are as follows;
Critical - E Portfolio (cloud based hosted by One File), Server Folders (remote back up is
now active)
Non-critical - Any Office or Mobile (laptop/tablet IT system).
Staff should check with the MD on a daily basis so that any reported incidents or issues are
addressed promptly. If a problem arises which cannot be solved by the responsible ICT
contact (Head of Operations) for the system concerned, the problem should be referred to
the MD as soon as possible.
If the incident cannot be dealt with in-house then the third line support or vendor will be
contacted using appropriate reporting methods. Only the Managing Director and Head of
Operations are authorized to contact third party vendors directly regarding technical support
or to report incidents.
Preventive Measures
Alternate Site
The data service should in all cases be available so as to be able to operate E Portfolio and
therefore maintain operational standing. Server will be backed up on a local external hard
drive and also backed up via remote cloud base server.
Replacement equipment
If ICT systems are damaged or destroyed, necessary hardware and software will need to be
procured quickly and delivered to the end user through our O2 service support contact.
Backups - VSS takes periodic backups of its primary systems and databases. The location
of these backups will be through additional hard drive and secure cloud-based systems.
Copies of Key Documents - To ensure that key documents are available in the event of an
incident the College (funding body) retains a copy of the main funding forms ALR and selfDeclaration forms. Documents that are already available on the websites of vendors or
partner organisations will not be held in paper copy.
Paper Records - To ensure that paper records can be identified and recovered in the event
of a Major Incident the following actions are to take place;
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Head of Operations will be responsible in liaising with Awarding Bodies to procure
replacement registration and certification records of learners;
Managing Director will be responsible in liaising with College Partners to replicate damaged
hard copies of ILR and Self-declaration records.
Trainers to produce copies of all reviews for live learners on programme.
The learner records are confidential and therefore any loss (through Fire etc) or partial
destruction (through flooding etc) must be treated as significant. Total loss will need to be
reported to the learner (if the loss involves their personal details), whereas partial loss will,
where possible be recovered for audit purposes, after which will be destroyed through our
confidential shredding service.
Recovery Procedures for General Incidents
Procedure for Electrical Power Outages - The server room is protected by an
Uninterrupted Power Supply (UPS) which will support operations during most brief routine
power outages.
Procedure for Network Failures - The responsible ICT contact will determine the scope
and severity of the failure or outage. On hand temporary replacement parts or re-routing of
data services will be provided until the appropriate replacement parts become available. In
the event that the cable has been compromised every effort will be made to restore service
as quickly as possible.
Procedure for Hardware Failures - In the event of a system failure, the ICT contact (MD)
will determine whether the failure is hardware or software related. Hardware failures
generally require either repair or replacement. Hardware should be able to be repaired
sufficiently quickly to restore operation within several hours.
Procedure for Software Failures - Operating System software is typically under
maintenance from the vendor. If a failure is software related, the ICT contact will work with
the vendor's technical support staff to correct the problem in a timely manner. Vendor
Contact details are held by the MD.
Procedure for System Failures - Most of our systems are purchased from third-party
vendors and these companies are often responsible for the maintenance of the systems.
Some have been developed or highly customised and are now maintained by the in-house
personnel.
In- house change control procedures provide for adequate testing before making changes
and for backing out the changes if problems are detected. However, a more serious type of
application failure is one where, through error of a program, a user, or other means, data is
compromised to the degree that business consequences are serious.
In this case, the ICT contact must determine how the erroneous data will be corrected, with
possible assistance from the application software vendor. Backups of data on tape may or
may not be useful depending on the amount of time between the initial error and its
discovery. In serious cases, special-purpose programming may be required to repair the
data.
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In the worst case, the original source transactions will be re-input in order to rebuild the data
files, after correcting the programs and removing the erroneous data.
Allowable outage times for each system or ICT resource and a list of ICT contacts
responsible for each system or resource are documented in the full version of the ICT
Business Continuity Plan.
Testing and Maintenance of this Plan
Testing
The following areas should be addressed in a test:
•
•
•
•
•

System recovery on an alternate platform from backup media
Co-ordination among recovery teams
Internal and external connectivity
System performance using alternate equipment
Restoration of normal operations

Notification procedures
The Information Security Team may use one of two basic formats for exercises:
Classroom exercises
Participants in classroom exercises walk through the procedures without any actual recovery
operations occurring.
Functional exercises
Functional exercises require the event to be simulated, there may be actual interagency and
vendor participation. A functional exercise might include actual relocation to the Alternate
Site and/or system cutover. Test results and lessons learned should be documented and
reviewed by the senior management and other personnel as appropriate. Information
collected during the test and post-test reviews that improve plan effectiveness will be
incorporated into this Plan.
Training for personnel with Business Continuity Plan responsibilities should be provided and
updated whenever there is a change to the Plan. New members of staff who will have plan
responsibilities should receive training shortly after they are hired. Responsible staff should
be trained to the extent that that they are able to execute the appropriate procedures without
aid of the actual document. Recovery personnel should be trained on the following plan
elements:
•
•
•
•
•
•

Purpose of the Plan
Cross-team co-ordination and communication
Reporting procedures
Security requirements
Team specific processes
Individual responsibilities
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VSS will ensure that the ICT Response Team and other employees receive appropriate
training and will work with departmental managers to ensure that new employees are
properly trained.
Maintenance
The Managing Director is responsible for evaluation and updates of this Business Continuity
Plan to assure that appropriate contingency plans have been prepared for relevant
emergency situations. This will be part of the annual review of Information Management
Policy.
Changes to information about ICT systems will be added to the System Registration Form to
ensure new information is documented and disaster recovery measures are revised if
required. Critical applications especially should be reviewed periodically and their System
Registration Form updated with new information to identify new recovery requirements or
priorities.
Contact lists will be revised when required. Plan reviews will focus on the following elements:
•
•
•
•
•
•

Operational requirements
Security requirements
Technical procedures
Hardware, software and other equipment
Names and contact information of team members or vendors
Alternate site facility requirements

This Plan contains potentially sensitive operational and personal information and its
distribution is restricted to relevant members of the ICT Department.
Changes made to this Plan will be submitted to the MD who will communicate changes to
the representatives of associated plans or programs.
The Managing Director should also evaluate supporting information to ensure that the
information is current and continues to meet system requirements adequately. This
information includes the following:
•
•
•
•
•
•
•
•

Software Licenses
Memoranda of Understanding or vendor Service Level Agreements
Hardware and software requirements
System interconnection agreements
Security requirements
Recovery strategy
Training and awareness material
Testing scope

*

*
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*
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BUSINESS CONTINUITY PLAN
Introduction
This Business Continuity Plan details procedures to ensure the continued operation of VSS
in the event of an interruption to normal department services, in the event of a disaster or
National Emergency additional to that of the ICT issues identified above, or in the event of
disruption to delivery capabilities due to loss of resources.
Objectives of the plan are
i.
ii.
iii.
iv.

To ensure preventive measures are in place which reduce the risk of loss of
paper-based Information.
To ensure that remedial action is taken to resolve the consequences of any
loss of delivery personal and/or delivery resources affecting delivery.
To give detail of any temporary arrangements to be made in the event of a
Major Incident/Disaster/National Emergency affecting the business.
Using this Business Continuity Plan will minimise confusion, errors, and
expense to VSS and will help affect a quick and complete recovery of
services. It will also provide ongoing protection for VSS assets (equipment,
delivery resources and paper-based information).

Risk management and policy
VSS Risk Management Group has established a Risk Management Policy and a Risk
Register, which gives detail of the risk assessments, which have been undertaken in relation
to potential "disasters". In addition to this, there is a Disaster Recovery Plan, which outlines
emergency procedures to be taken in the event of a specified "disaster".
The Information Security Policy states the company’s position on mitigating security risks to
our Systems and the information held therein. The Strategic QA Manual reflects our
commitment to electronic recordkeeping where appropriate in preference to the keeping of
paper records.
Overview
The rest of this Plan consists of the following sections:
A System / Resources Criticality Plan specifying the company’s critical systems and network
infrastructure, including outage impact, allowable outage times and recovery priorities.
A description of the Preventive Measures in place to mitigate the effects of an incident upon
VSS Information. This includes the use of recovery facilities, obtaining replacement
equipment, obtaining copies of key documentation and how to recover information in the
case of a Major Incident.
The instructions and procedures are to be followed in the event of a Major Incident. This
includes activation of emergency procedures, recovery of paper records, establishing
operations at the Alternate Site and subsequent restoration of normal operations.
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The Recovery Procedures for General Incidents
Instructions for dealing with non-major interruptions of service and for handling each type of
interruption;
Typical interruptions include power outage, and telecommunications failure. The Testing and
Maintenance Procedures needed to ensure that the Plan remains viable as the business
environment evolves.
Organisation and planning
Delivery Continuity: As a static contingency, we keep up to 15% spare capacity to
safeguard against any event of reduced resources, such as a turn-over of staff, sickness, or
other resource issues. This contingency allows delivery to quickly continue without impacting
on the progression of learners.
Backups: VSS takes daily backups of its primary systems and databases through the
company's IT support structure. The location of these backups will be through additional offsite servers and secure cloud-based systems.
Copies of Key Documents: All original copies of key documents are stored securely in the
company archive and are retained for a minimum of 6 years.
Paper Records: VSS operate a mainly paper free policy throughout the company, whereby
all paperwork is scanned in to the company' server. However, to ensure that any paper
records currently being processed can be identified and recovered in the event of a Major
Incident the following actions are to take place;
•

Head of Operations will be responsible in liaising with Awarding Bodies to procure
replacement registration and certification records of learners.

•

Managing Director will be responsible in liaising with the Funding Bodies to report
any lost or damaged hard copies of ILR and other relevant records.

•

Delivery Staff to produce copies of all reviews for live learners on programme.

The learner records are confidential and therefore any loss (through Fire etc) or partial
destruction (through flooding etc) must be treated as significant. Total loss will need to be
reported to external referral sources (if the loss involves their learner details), whereas
partial loss will, where possible be recovered for audit purposes, after which will be
destroyed through our confidential shredding service.
Global/National Pandemics
We will use our Pandemic Specific Risk Profile to establish the risk to our organisation and
the level of our vulnerability to a Pandemic in terms of its impact on our People, Processes,
Resources and Partnerships. The findings of this self-assessment will guide us in the
development of a pandemic specific contingency plan for the business.
We have made significant investments in our technology infrastructure and business
continuity planning, to ensure we can operate all our systems and processes remotely with
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no interruptions to normal service levels should we need to close our centres again due to
Global/National Pandemics. We have rigorously tested our business continuity strategies to
ensure we can provide ‘business as usual’ services, and this is now fully in place. Should we
need to close our delivery centres:
•

Individual desk phones will be diverted to mobile phones, allowing continuous phone
access to our teams and ensuring all departments continue to work seamlessly.
Email and mobile phone communication will continue as normal

•

All of our staff are equipped with laptops, chargers, headsets, mobile phones and
access to the 4G network to ensure they can continue to work effectively, wherever
they are.

•

Our IT systems are designed to suit a remote workforce. We use online technology to
ensure our staff can access documents from anywhere and share them with each
other and our clients and suppliers.

•

Our culture has become one of digital collaboration, and our staff regularly use video
conferencing and instant messaging technology to work effectively together across
multiple locations.

•

We have policies in place which cover the appropriate way to work securely when out
of the office to ensure confidentiality and the protection of data.

•

All internet connections on VSS laptops and phones are protected using secure filter
technology.

•

All systems and tools for managing general enquiries, course bookings etc, are
remotely accessed by our teams via mobile phones and laptops.

•

Microsoft Teams is used internally and externally to work with our colleagues and
partners for productive collaboration and content sharing.

•

The delivery of Forklift Truck Practical and SIA Door Supervisor Training will be
paused during any lockdown. However, all theory related to these qualifications will
be delivered remotely.

•

Face-to-face delivery will be switched to virtual environments, using Teams and/or
Zoom platforms for group teaching, WhatsApp messaging, telephone contact and
emails, so learners can attend their courses remotely. All courses other than the
practical FLT & SIA courses mentioned above will be delivered remotely.

The sudden absence of key staff is covered in our Company Risk Register & Mitigation
document which considers the risk, probability, impact, priority and details the mitigation(s) in
place and the resulting post-mitigation rating. This is reviewed & signed annually, or after
any significant impact/disaster should it occur. The sudden absence of key staff could be by
sickness or any other reason and is mitigated by having enough staff employed in all areas
to cover the loss; staff are multi-trained to cover roles; and succession planning is in place.
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Functional exercises:
Training for personnel with Business Continuity Plan responsibilities should be provided and
updated whenever there is a change to the Plan. New members of staff who will have plan
responsibilities should receive training shortly after they are hired. Responsible staff should
be trained to the extent that that they are able to execute the appropriate procedures without
aid of the actual document.
Recovery personnel should be trained on the following plan elements:
•
•
•
•
•

Purpose of the Plan.
Cross-team Co-ordination and communication.
Reporting procedures.
Security requirements.
Team specific processes and Individual responsibilities.

Maintenance
The Managing Director is responsible for evaluation and updates of this Business Continuity
Plan to assure that appropriate contingency plans have been prepared for relevant
emergency situations. This will be part of the annual review of Information Management
Policy.

*

*

*

*
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CONFIDENTIAL
Introduction:
DfES Sex and Relationship Education Guidance (July 2000) states 'Training Providers
should have a clear and explicit confidentiality policy, which is advertised to learners, staff,
parents and visitors'. We at Vocational Skills Solutions believe we should also follow this
advice and provide the same level of professional service.
The Data Protection, Freedom of Information and Human Rights Acts all need to be taken
into consideration (see below).
Human Rights Act 1998: Gives everyone the right to “respect for his private and family life,
his home and his correspondence”, unless this is overridden by the ‘public interest’, e.g. for
reasons of Child Protection, for the protection of public safety, public order, health or morals
or for the rights and freedoms of others.
General Data Protection Regulations 2018: Applies to personal data of living, identifiable
individuals, not anonymised data; manual and electronic records. Training Providers need to
be clear, when collecting personal data, what purposes it will be used for and Training
Providers should have policies to clarify this to staff, learners and parents.
Freedom of Information Act 2000: Amends the Data Protection Act. Gives everyone the right
to request any records a public body, including Training Providers, holds about them.
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A Training Provider may withhold information it has if it is considered the information may
damage the recipient, if disclosed. Training Provider’s data or record keeping policy should
also cover the requirements of this Act.
Rationale and statement on the importance of confidentiality
At VSS we believe that:
•

The safety, well-being and protection of our learners are the paramount
consideration in all decisions staff at this Company make about confidentiality. The
appropriate sharing of information between VSS staff is an essential element in
ensuring our learners’ well-being and safety.

•

It is an essential part of the ethos of our organisation that trust is established to
enable learners, staff, and parents/carers to seek help both within and outside the
Company and minimise the number of situations when personal information is
shared to ensure learners, staff are supported and safe.

•

Learners, parents and staff need to know the boundaries of confidentiality in order
to feel safe and comfortable in discussing personal issues and concerns, including
sex and relationships.

•

VSS attitude to confidentiality is open and easily understood and everyone should
be able to trust the boundaries of confidentiality operating within the Company.
Issues concerning personal information including sex and relationships and other
personal matters can arise at any time.

•
•

Everyone in the Company’s community needs to know that no one can offer
absolute confidentiality.

•

Everyone in the Company’s community needs to know the limits of confidentiality
that can be offered by individuals within the organisations community so they can
make informed decisions about the most appropriate person to talk to about any
health, sex and relationship or other personal issue they want to discuss.

Involvement of the staff, learners, parents and the wider community in developing this
confidentiality policy
A wide consultation has taken place with the whole Company community, including our
partner agencies and their feedback taken on board. The final policy was agreed by the
Managing Director, and has been widely disseminated to staff, learners, parents and partner
agencies.
It forms part of the induction of all new staff, including voluntary staff and is reviewed every
year (controlled document). This document will also be available to all parties via both
induction and through the website as part of our IAG process.
Definition of Confidentiality
The dictionary definition of confidential is "something which is spoken or given in confidence;
private, entrusted with another's secret affairs"
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When speaking confidentially to someone the confider has the belief that the confidant will
not discuss the content of the conversation with another. The confider is asking for the
content of the conversation to be kept secret. Anyone offering absolute confidentiality to
someone else would be offering to keep the content of his or her conversation completely
secret and discuss it with no one.
In practice there are few situations where absolute confidentiality is offered in VSS. We have
tried to strike a balance between ensuring the safety, well-being and protection of our
learners and staff, ensuring there is an ethos of trust where learners and staff can ask for
help when they need it and ensuring that when it is essential to share personal information
child protection and vulnerable adults issues and good practice is followed.
This means that in most cases what is on offer is limited confidentiality. Disclosure of the
content of a conversation could be discussed with professional colleagues but the confider
would not be identified except in certain circumstances.
The general rule is that staff should make clear that there are limits to confidentiality, at the
beginning of the conversation. These limits relate to ensuring children’s safety and wellbeing. The pupil will be informed when a confidence has to be broken for this reason and will
be encouraged to do this for themselves whenever this is possible.
Different levels of confidentiality are appropriate for different circumstances
In the classroom in the course of a lesson given by a member of teaching staff
Careful thought needs to be given to the content of the lesson, setting the climate and
establishing ground rules to ensure confidential disclosures are not made. It should be made
clear to learners that this is not the time or place to disclose confidential, personal
information. (Set ground rules and working agreements).
One to one disclosure to members of VSS (including voluntary staff)
It is essential all members of staff know the limits of the confidentiality they can offer to both
learners and parents (see note below) and any required actions and sources of further
support or help available both for the pupil or parent/carer and for the staff member within
the Company and from other agencies, where appropriate.
All staff at this Company encourage learners to discuss difficult issues with their parents,
responsible adult or carers, and vice versa. However, the needs of the learner are
paramount and Company staff will not automatically share information about the pupil with
his/her parents unless it is considered to be in the vulnerable adult/young learners’ best
interests.
Note: That is, that when concerns for a child or young person come to the attention of staff,
for example through observation of behaviour or injuries or disclosure, however insignificant
this might appear to be, the member of staff should discuss this with the Designated
Safeguarding Officer of the Company (The Managing Director), as soon as is practically
possible. More serious concerns must be reported immediately to ensure that any
intervention necessary to protect the learner is accessed as early as possible.
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The legal position for Company staff:
Company staff (including non-teaching and voluntary staff) should not promise
confidentiality. Learners do not have the right to expect that incidents will not be reported to
his/her parents/carers and may not, in the absence of an explicit promise, assume that
information conveyed outside that context is private. No member of this Company staff can
or should give such a promise.
The safety, well-being and protection of the child / vulnerable adult are the paramount
consideration in all decisions staff at this Company make about confidentiality.
Company staff are NOT obliged to break confidentiality except where child protection is or
may be an issue. However, at VSS we believe it is important staff are able to share their
concerns about learners with colleagues in a professional and supportive way, on a need to
know basis, to ensure staff receive the guidance and support they need, and the learners'
safety and well-being is maintained. Company staff should discuss such concerns with their
line manager or Head of Operations.
Trainers:
Professional judgement is required by a trainer in considering whether he or she should
indicate to a child that the child could make a disclosure in confidence and whether such a
confidence could then be maintained having heard the information.
In exercising their professional judgement the teacher, counsellor or health professional
must consider the best interests of the child including the need to both ensure trust, to
provide safeguards for our children and possible child protection issues.
All trainers at this Company receive basic training in child protection as part of their induction
and are expected to follow the child protection policy and other associated procedures.
Statement of ground rules to be used in lessons
We adopt ground rules to ensure a safe environment for teaching. This reduces anxiety to
learners and staff and minimises unconsidered, unintended personal disclosures.
At the beginning of each lesson learners are reminded of the ground rules by the trainer.
The trainer establishes the ground rules together with the learners at the beginning of each
session
Support for staff
Staff may have support needs themselves in dealing with some of the personal issues of our
learners. At VSS we prefer staff to ask for help rather than possibly making a poor decision
because they do not have all the facts or the necessary training or taking worries about
learners’ home with them. There are many agencies to which we can refer learners needing
additional support and we have procedures to ensure this happens. We all work together as
part of a team to support our learners and asking for help is a way we ensure our
organisation is a happy and safe learning environment.
Onward referral:
The Managing Director will meet regularly and is responsible for referring learners to outside
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agencies from the Company. Please do not make referrals yourself unless you believe a
child protection referral to the police is necessary and/or the Designated Child Protection
Coordinators do not agree.
Dissemination and implementation:
This policy has been distributed to all teaching and non-teaching staff, including volunteers,
at the Company training day, where all staff received training on the content and practical
applications of the policy.

*
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*
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CONFLICT MANAGEMENT
Purpose
Conflict is a normal response to differing opinions about needs, values and interests. While
not all conflict is harmful, VSS recognizes that ineffectively managed conflict can adversely
affect staff performance and quality, particularly when groups disagree about
accountabilities, policies, practices, and procedures.
The Managing Director of VSS have established and approved a conflict management
process in order to:
•

Promote productive, collaborative, and effective teamwork among and between all tiers
of the organization

•

Protect quality and services, or the reputation of the organization

Definitions
Conflict - Differences in beliefs, need, interests, or values among leadership groups and/or
other groups or individuals within VSS.
Dysfunction conflict- Escalating conflict that undermines productivity, demoralizes teams
and/or individuals, and/or jeopardizes quality and services.
Conflict management - The process of identifying and handling conflict in a manner that
protects quality and organizational well-being. Conflict management involves open,
productive, and respectful communication that acknowledges the rights and responsibilities
of all parties.
Neutral Convener - An individual with foundational conflict management training and
competencies who can serve as a neutral facilitator when a conflict has not yet escalated to
the point of seriously jeopardizing quality and services.
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Conflict Management Specialist - An individual with advanced conflict management
training who is competent to facilitate discussions among parties in conflict when quality and
services, or the reputation of the organization are at stake.
Policy
1. VSS shall implement the conflict management process as necessary to promote
organizational well-being and protect quality of services.
2. As appropriate to their role, all staff should receive conflict management education during
orientation and periodically thereafter. Individuals designated as neutral conveners or
conflict management specialists shall have documented training and competencies in order
to fulfil their roles.
Conflict Management Process
1. Informal Conflict Management
Most conflict situations can be informally resolved in a manner consistent with the
organization’s values and code of conduct.
•

Individuals involved in a conflict will acknowledge the conflict and respectfully listen
to and consider the positions of others.
o

Opportunity will be provided for all parties to openly discuss the situation at
hand, ask questions of one another, and evaluate pertinent information.

o

Parties shall actively listen, treat others with respect, and refrain from
behaviours and/or language that could potentially escalate the conflict to an
unacceptable level.

•

The individuals involved in the conflict may request the assistance of a competent
neutral convener or conflict management specialist by contacting the Human
Resources department.

•

If the conflict cannot be satisfactorily resolved through these informal means and/or
has escalated to the point of threatening quality or the effective operations of the
organization, the formal conflict management process will be implemented.

2. Formal Conflict Management
Formal conflict resolution is necessary when conflict becomes dysfunctional and threatens
quality and/or organizational well-being.
•

If not already aware, the MD shall be notified about the conflict and the need for
implementation of the formal conflict resolution process.

•

The senior leader(s) will meet with the involved parties as soon as possible and
identify the nature and extent of the conflict. The senior leader(s) will also gather
additional information and determine whether internal or external resources are
required to manage the conflict. The Human Resources Department maintains a list
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of competent internal conflict management specialists. External resources should be
considered when the conflict involves key organizational leaders, a particularly
sensitive issue, and/or there are no unbiased internal resources.
•

•

•

External conflict management resources include but are not limited to:
o

Managing Director

o

Head of Operations

o

Head of Human Resources

The most appropriate internal or external resource will be secured. The designated
facilitator/mediator will:
o

Expeditiously meet with the involved parties to define the issues associated
with the conflict and identify potential areas of common ground

o

Gather pertinent information about the conflict

o

Work with parties to manage, and when possible, resolve the conflict

o

Assure appropriate flow of information to leadership regarding the conflict
management process and, in particular, issues that could adversely affect
quality of services.

Throughout and after the conflict management process, the senior leader(s) will
implement all necessary actions to protect patient safety and quality of services.

General Guidelines for Facilitating Conflict Management
1. Identify all parties that have a stake in the conflict.
2. Develop a brief description of the conflict and associated issues.
3. Obtain information about the conflict to include applicable documents, policies, and other
pertinent materials.
4. Work with appropriate parties to establish a time and place to conduct the initial meeting.
5. Establish ground rules and expectations. Examples include:
a. Treating all parties in a respectful manner
b. Active listening with a willingness to consider different perspectives
c. Candor and openness
d. Confidentiality
e. Maintaining focus on the key issues
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f.

Recognizing that the resolution must comply with legal, regulatory, and
accreditation requirements

g. Keeping clinical quality and patient safety above personal interests
6. Maintain a neutral perspective and guide conversation during the meeting.
a. Review ground rules and assure these are observed during the meeting
b. Obtain confirmation that the description of the conflict and associated
issues is accurate
c. Establish clear goals/outcomes of the meeting
d. Assure that all parties are heard
e. Work with the stakeholder to identify common ground
f.

Identify and address barriers that have or are impeding resolution

g. Work with the group to resolve the conflict
h. Develop a plan with clear accountability for assignments, actions, and/or
next steps
7. When the formal conflict management process has been activated, provide the
designated organizational leader with a summary of the meeting outcome and any
ongoing unresolved issues. Determine if additional meetings or action is needed.

*

*

*

*

*

*

*

*

*

*

*

COMPANY MEETINGS
Scope:
To provide formal communications for planning, review and a whole organisational approach
continuous improvement.
Responsibility
•

It is the responsibility of the quality department to provide all staff with the meetings
schedules for the academic year.

•

It is the responsibility of the relevant manager to ensure their staff have knowledge of
planned meetings and that they are in attendance.
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•

It is the responsibility of all staff to inform their line manager of scheduled meetings
they are unable to attend given reason for the absence.

•

It is the responsibility of the identified chair-person to lead the meeting and to steer
progress and target setting.

•

It is the responsibility of the identified administrations assistant to record the minutes
of the meeting and to type the minutes after the meeting using the agenda document.

•

It is the responsibility of the identified administrations assistant to forward the minutes
of each meeting to the Managing Director for checking.

•

It is the responsibility of all staff to ensure targets set upon them during meetings are
completed to the best of their ability and working schedule.

•

It is the responsibility of the quality department to store all minutes of meetings into
the identified quality files.

Applicable to:
All levels of the organisation, Managing Director and Senior Managers, Middle Managers,
Internal Verifiers, Trainers, Tutors, Trainee Trainers, Administrators.
Weekly meetings:
All quality assurance staff are required to attend weekly meetings. and the following areas
of the organisation are discussed and recorded:
•
•
•
•
•
•
•
•
•
•
•

Weekly tasks ahead (KPI's)
Trainer Issues
Delivery Issues
Functional Skills Issues
Internal Verification Targets
Audit action report and implantation plan (if applicable)
Information, Advice and guidance Issues
Quality Improvement and Assurance
Equality and Diversity Issues
Health and Safety Issues
Any other business

All administration staff are required to attend weekly meetings and the following areas of
the organisation are discussed and recorded:
•
•
•
•
•

Weekly tasks ahead (KPI's)
Quality assurance of paperwork
Quality Improvement and Assurance
Health and Safety
Any other business
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During these meetings actions that were previously targeted are discussed for notification of
completion. New targets are set for completion through the meeting to the relevant
department and/or person.
All Leadership & Management Team (SMT) members are required to attend fortnightly
meetings and the following areas of the organisation are discussed and recorded:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Tactical Improvement Plan (TIP)
Sector audit Schedule and monthly audit results
Audit action report and implantation plan (if applicable)
Quality Improvement Plan
Self-Assessment Report
Operational Issues to Report
Strategic Updates
Funding & Targets and Operational Targets
Additional Staffing & Recruitment
Adult Education Budget Tracker
Starts, Achievements & Withdrawals
Administration Issues to Report
Human Resources Report
Finance Report
Business Development & Sales Report
Risk Assessment Issues
Health & Safety Issues
Equality & Diversity Issues
Safeguarding Issues
Any other business

During the meeting actions that were previously targeted are discussed for notification of
completion. New targets are set for completion through the meeting to the relevant
department and/or person.
Monthly Standardisation Meetings
All Sector Managers, Lead Verifiers/ Trainers, Trainers, Tutors, Trainee Trainers are
required to attend the meeting and the following areas of the organisation are discussed and
recorded:
•
•
•
•
•
•
•
•
•
•
•

Standardisation of Teaching and Learning
Standardisation of Qualification Delivery (Sector Specific)
Standardisation of Information, Advice and guidance
Sharing Best Practice
Group Trainer Problems / Barriers
Group Delivery Problems / Barriers
Group Functional Skills Problems / Barriers
Quality Improvement and Assurance
Equality and Diversity. Equal opportunities
Health and Safety
Any other business
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During the meeting actions that were previously targeted are discussed for notification of
completion. New targets are set for completion through the meeting to the relevant
department and/or person.
Records Produced
•

Paper version of agenda to be stored and labelled in the relevant file. Electronic copy
to be stored on company server in relevant file.

•

Paper version of minutes to be stored and labelled in the relevant file. Electronic copy
to be stored on company server in relevant file.

Related Documents
•
•
•

Quality Improvement Plan
Self-Assessment Report
Tactical Improvement Plan

*

*

*

*

*

*

*

*

*

*

*

TRAINING AND DEVELOPMENT
Mission Statement
VSS is committed to encouraging, supporting and delivering training and development for all
staff throughout the company to aid each department and the organisation as a whole to meet
its objectives thereby assisting the company to remain competitive and highly effective in the
private education market.
Policy Statement
Only development that is deemed to be entirely work-related and which will be to the benefit
of the department or organisation will be supported by company’s staff development funds.
Explanation of staff development
Staff training and development is a means to ensure an organisation’s workforce is
adequately equipped with the knowledge, skills and competencies to perform well in their
current work-role and for the future to assist the organisation, in this case VSS, in achieving
its objectives. This may be achieved in a number of ways e.g. attending events, coaching,
mentoring, and shadowing, one-to-one work. It is important that access to development is
fair, equitable and must be to the benefit of the department and the organisation.
Aims
The Staff Development function aims to provide comprehensive advice, guidance and
development opportunities for all VSS staff in order to support the organisation in the
attainment of its objectives.
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Objectives
The objectives of the Staff Development function is carried out on an annual basis (January)
as follows:
1. To undertake a company-wide needs analysis, via managers, of all departments
2. Once needs have been identified, to prioritise these and provide opportunities to fulfil
them either in-house or externally.
3. To develop an in-house programme of activity for both pedagogic and non-pedagogic
development activities, based on the results of the needs analysis, needs arising from
Review and other organisational data received.
4. To establish a Staff Development Advisory Group consisting of a range of individuals
from both an academic and non-academic background. This group will monitor all
activity and will advise on certain aspects of Company-wide staff development issues
e.g. Learning and Teaching, Professorial mentoring etc.
5. To support staff affected by restructuring
6. To communicate training and development opportunities company-wide in paper and
electronic formats (including e-portfolio training)
7. To offer a comprehensive management development programme for managers at all
levels, including certain mandatory elements
8. To review the Company’s current induction process
Responsibilities for staff development
The Managing Director is centrally responsible for providing advice, guidance and
opportunities for staff, based on information received. It is also responsible for evaluating all
centrally funded events to ensure they are cost-effective and to the benefit of the
organisation. The Managing Director will fully administer all events.
Managers are responsible for identifying development needs and encouraging their staff to
participate in development activity at probation, review or during other activities. Managers
must agree any activity and sign request forms allowing this to proceed and agreeing the time
away from work.
On completion of the event, it is expected that managers will facilitate the dissemination of the
new learning in the workplace, as appropriate, either through the individual or in the context of
a team learning event.
Individuals are responsible for identifying and suggesting learning opportunities to their
managers based on their current job descriptions and career aspirations. A ‘Request for
Development’ form must be completed by the individual and passed back to their manager for
completion. It is the individual’s responsibility to ensure that the form is passed back to staff
development. Individuals will be expected to behave appropriately at any learning event and
to fill-in an evaluation form on completion that may be subsequently forwarded to their line
manager for information.
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The Managing Director will monitor and advise on all staff development activity aiming to
ensure equity and fairness throughout.
Entitlement
The Company recognises that all staff whether full-time, part-time or freelance are entitled to
access development opportunities.
All staff at the Company, whether full-time, part-time, or freelance are entitled to access the
Company’s central induction programme.
Access to development is at the line manager’s discretion and the discretion of the Managing
Director who will aim to ensure equality of opportunity throughout the whole department.
Where the development requires funding over £500, agreement must be sought only from the
Managing Director.
Development activity will be monitored by the Managing Director and the Managing Director
aiming to ensure fairness and equity of treatment under the policy.
Requesting Staff Development
All requests for staff development, including IT training, must be received in writing with a
justification statement and with a supporting management signature.
Requests by email or verbal requests cannot be accepted as formal requests.
Any requests received without an authorising signatory will be returned to the applicant.
Development events can be requested for individuals, teams and departments where it is
deemed appropriate.
Staff Absence Requiring Cover
Where course attendance of an individual will require staff cover, Managers of departments
are encouraged to speak to Human Resources about issues relating to the cover of the staff
member whilst away from work. The Managing Director will not be able to provide any
additional resources for staff cover.
Charging for Staff Development Activity
All staff development provision funded by the Staff Development initiative will be available at
no cost to the individual staff member or his/ her department, where this is deemed by the line
manager to be for the benefit of the department and the Company.
The Managing Director additionally holds a central budget of funds for external activity.
Where departments have no budget for staff development, staff will be able to access central
funds at no cost where there is a perceived benefit to the department and the organisation.
Contractor staff, subject to agreement, may access central provision for a fee, where spare
places exist on in-house courses. However, this must be in agreement with their relevant
Human Resources staff. See separate statement on contractor staff working at the Company,
available in Policies & Procedures.
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Cancellation of events
Failure to attend an event or where a staff member has to withdraw or cancel their place
(either internal or external) leading to a cost for the Company, will be investigated by the
Managing Director and a charge will be incurred by their department, unless there are
exceptional circumstances.
Appeals
Where an application for development is not successful, an individual may appeal to the
Managing Director.
Funding for External Courses
All requests for short external courses must be made in writing with full supporting
documentation. Full costs must be included and if the request is successful, only these costs
will be paid. Any additional costs will have to be met by the individual or the department.
Staff are required to select Local venues wherever possible.
The HR co-ordinator will arrange all course bookings, but all travel & accommodation
requests, must be arranged by the individual. Staff are requested to travel by the cheapest
methods wherever possible. Only travel over and above that usually paid to travel to work will
be funded.
Funding for Accredited Courses
All requests for Supported Study for accredited courses must be submitted in writing with full
supporting documentation.
Staff are advised that only external accredited courses that are deemed to be work- related,
and which will enhance the individual’s performance to the benefit of the Department and the
Company, will be considered for funding.
Managers are required to monitor progression of their staff undertaking accredited courses.
Where staff are struggling in their course, managers should approach the Managing Director
to discuss the need for further assistance.
Staff are encouraged to explore at least three different providers of the course they wish to
pursue, before requesting funding. These possibilities should be discussed with the line
manager or the Managing Director, who will be able to advise on the most appropriate course
of study.
Staff are discouraged from pursuing a course involving full or part day-release. However,
where no other provider can be sourced, release will be dependent on the Managing
Director’s agreement.
Funding offered to individual staff for supported study will be 100%.
The Managing Director will arrange all course bookings, but all travel & accommodation
requests, must be arranged by the individual with the HR co-ordinator. Staff are requested to
travel by the cheapest methods wherever possible. Only travel over and above that usually
paid to travel to work will be funded.
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All approved requests for accredited courses will be confirmed in writing and subject to the
following conditions:
All applicants, other than in exceptional circumstances, will have completed their probationary
period before applying for financial assistance for an accredited course.
The funding received will be in the form of a loan which will have to be repaid to the Company
in the event of the individual leaving within a two-year period following the completion of the
course. Repayments will be calculated on a pro-rata basis.
•

100% repayment will be expected if an individual leaves employment within 6 months
of completing the course

•

75% within one year of completion

•

50% within 18 months of completion

•

25% within the two-year period
The terms of the loan cease after this two-year period.

The Company may not be able to fund any repeat parts of a course following failure to
complete. In this instance, a written statement will be required from the individual or manager
for consideration by the Managing Director.
The Company will fund travel and, where appropriate, accommodation for a course.
However, all costs must have been included in the initial request for funding. Once funding
has been agreed at a set cost, additional funding will not be possible.
The Company will not pay for membership of professional bodies or pay for any books or
additional resources required for a course.
Funding for a course will only be agreed on an annual basis. Funding for a second or
subsequent year of a course will depend on the funds available for staff development within
the Company at that time and an acceptable level of progress in the first year.
Study & Examination Leave
Staff who are sitting examinations following completion of a work-related course that has been
funded by the Company are entitled to take one day’s paid leave for each day they sit an
examination. In addition, staff may take one day’s paid study leave for each examination.
All study and examination leave will be granted in addition to annual leave entitlement, but
must be agreed by the Managing Director and a record of this leave sent to Human
Resources.
Staff who apply for study or examination leave for a course which is not Company funded will
not be eligible for study leave and must use their annual leave.

191

Version 16 – July 2020

VOCATIONAL SKILLS SOLUTIONS LTD
POLICIES & PROCEDURES HANDBOOK

Payment of Membership Fees
The Managing Director will not pay any membership fees for staff wishing to join professional
associations.
Conference Attendance
Where a department has a budget for conferences or staff development, the
Managing Director will be unable to offer funding.
Academic conferences in the staff member’s relevant field of expertise will not be funded by
staff development funds. Only conferences directly related to duties and responsibilities
expected to be performed by an individual can be funded.
Where a department has no conference budget, requests may be made to the Managing
Director, subject to availability of funds.
A maximum of two places per conference may be funded by staff development.
Recommendations
In order to plan a co-ordinated approach to departmental training and development activities,
departments should use the training plans available centrally from staff development. Advice
and guidance on how to use these planners will be available.
It is suggested that one person in each department, probably a manager, acts as a training
and development representative. This person should meet with the Managing Director to
discuss developments against plans and receive advice and guidance on how best to
proceed

*

*

*

*

*
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*
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CONTINUOUS PROFESSIONAL DEVELOPMENT (CPD) POLICY
Purpose
VSS values its employees and their expertise and understands the impact they have in
contributing to its continued success. The quality of education is the Company’s main focus,
which we continuously seek to enhance and improve. The purpose of this policy is to outline
the principles by which continuous professional development (CPD) is encouraged and
supported at VSS to deliver outstanding learning.
The CPD policy supports the further education quality frameworks to ensure our key area of
activity is the development and support of delivery staff to sustain outstanding teaching and
learning. Our priority is to align all staff development, research and delivery activity to
enhancing the learner experience via curriculum development and delivery.
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The Company focuses on three key levels for staff development:
1. Strategic - to enable staff to meet the expectations of the Company strategy
2. Operational - to enable staff to meet the requirements of the centre/service area
3. Professional - to enable staff to develop their effectiveness and increase job
satisfaction in order to achieve potential
The impact of engaging in these varying levels of activity is to enhance the learner
experience by aligning all CPD activity to the curriculum and interventions in response to
market needs.
The identified training needs originate from various sources which includes appraisals,
observation action plans and suggestions via staff engagement for CPD to the
Organisational Curriculum Development team.
Scope
This policy applies to all staff employed by the Company
For the purposes of this policy, CPD is any activity which enables a member of staff to be
more effective in carrying out his or her professional duties which can include but is not
exclusive to; in house events; infill onto commercial courses; part time extended (vocational
courses); attendance at external events and e-learning webinars.
The Company will aim to support individuals through a variety of means within the prevailing
budgetary provision and identified business needs.
Objectives
General principles for CPD
Staff must proactively engage with and take responsibility for their own professional
development as well as undertaking mandatory and relevant training required for a particular
role. Staff are expected to avail themselves of the development opportunities provided to
enable them to keep their skills updated and respond flexibly to change.
In return for this, the Company will make a number of commitments to its staff via in centre
activity/financial support to attend essential external events to:
•

Ensure staff are trained to levels appropriate to their job roles in order to meet our
statutory obligations. Therefore, participation in certain staff development activities
will be mandatory for all staff to undertake at various intervals depending on their role

•

Ensure staff work collaboratively across each region by sharing best practise,
utilising staff’s strengths and supporting the establishment of internal networks to
provide staff support in improving practise

•

Ensure all staff are supported and encouraged to acquire and develop the relevant
knowledge, skills and competencies to enhance their performance in their current
role. Where they are involved in succession planning, skills will be developed for their
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next role within the Company via the varying leadership development programmes to
respond effectively to internal and external demands
•

Provide managers with the skills, knowledge and competencies they need to work in
partnership with their staff to support their CPD and promote lifelong learning

•

Create an appropriate balance between the desire for individual staff members to
maximise their potential and for the Company to obtain a return on its investment

•

Ensure development is viewed and utilised as a toolkit to help support and motivate
staff in performance capability situations, develop through and improve strategies to
identify excellence in teaching and learning

•

Ensure that each Region’s Self-Assessment Review (SAR) and the Company Annual
SAR analyses strengths and areas for improvement in relation to meeting the needs
of current learners and the pattern of future learners and contribute to the CPD of the
Company. This work will be undertaken in partnership with the Heads of Department
and Managing Director

•

Gain post-course feedback from the line manager at a termly interval to check on
identified outcomes achieved by attendance at the event and action plan stated prior
to attendance has been concluded with in house dissemination of knowledge.

Standards
The Company recognises certain minimum standards associated within specific roles which
must be met by all individuals through appropriate CPD activities. The leadership Team will
monitor compliance with these initiatives.
Each member of staff has a job description which sets out what is expected of them in their
post. This will be used in defining CPD for all post holders. The job description and the
appraisal process also forms a major part in the identification of on-going development which
aims to measure performance against agreed objectives and identify any staff development
which may contribute to the completion of the objectives.
When a CPD need is identified, consideration should be given to the most appropriate
method for completing this need, taking resources into consideration. The Company may
provide financial assistance to those undertaking formal qualifications via the part time
extended application process. However, providing financial assistance will be dependent on
staff being up to date with all required mandatory training.
Monitoring and evaluating CPD
Evaluation is important as it should be used to ensure that the learning has worked or has a
measurable impact. On completing CPD all staff are required to provide an evaluation of the
activity and update their CPD log and report back to both the line manager and the Heads of
Department any actions to address to share the knowledge gained to other colleagues within
the Company. Managers are also asked to report on the effectiveness of training through the
supervision and appraisal system, reporting relevant information to the HR department. This
information will be collated by the Heads of Departments and an analysis presented to the
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Board on an annual basis.
Equality Impact Assessment
VSS is committed to the promotion of equality, diversity and providing a supportive
environment for all members of our community. Our commitment means that this
policy has been reviewed to ensure that it does not discriminate (either intentionally or
unintentionally) any of the protected characteristics of age, disability, gender (including
gender identity), race, religion or sexual orientation and meets our obligations under the
Equality Act 2010. Therefore, this policy has no adverse impact on any of the above
protected groups.

*

*

*

*

*

*

*

*

*

*

*

RECRUITMENT
Recruitment Policy Statement
VSS recognises that its service delivery directly relates to the staff and employees employed
within the organisation. To this end, the recruitment of staff and employees, and their
training and development, is fundamental to the service and support provided to learners.
VSS aims to undertake a fair and equal process for all applicants during their recruitment
and selection to the company. The company aims to recruit the most suitable individual for
each position within the company, taking into consideration the skills required for the role,
specific qualifications that may be necessary along with the cultural fit with the companies
own mission and values.
Recruitment Strategy
To ensure that the Recruitment Policy is delivered and achieved, a range of Strategies are
maintained. These strategies will be reviewed annually by our Leadership & Management
Team and revised appropriately.
We will ensure that clear, documented Job Descriptions are maintained for all roles within
the company.
We will identify qualifications that are required for specific roles and either recruit individuals
holding these current and valid qualifications or commit to providing training for the individual
to attain them.
Each position will be reviewed prior to commencement of recruitment activity to determine
the roles long term requirement within the company, ensure that appropriate budget is
approved and available and whether internal or external recruitment is to be carried out.
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We will use a range of methods to recruit our staff, including training and developing existing
staff as appropriate, external advertising, referrals and recommendations.
We will communicate with all applicants for positions in a professional manner, ensuing that
they gain feedback as to their own progress at all stages of the recruitment process.
We will undertake interviews with all applicants prior to appointment and depending upon the
position we will undertake an appropriate number of interviews with relevant line
management. Interviews held will be carried out in an informal but professional manner, to
put each candidate at ease, with standard areas being covered with each applicant.

We will ensure that we fully document all offers made to successful applicants and provide
full details of our terms and conditions and the position offered.
Upon appointment we will induct all new employees thoroughly and create an individual
training and development plan to support their introduction to our company.

*

*

*

*

*

*

*

*

*

*

*

EMPLOYMENT
Introduction
The aim of this policy is to provide a framework that ensures VSS complies with legislative in
relation to employment checks. This policy outlines the employment checks that the
company must undertake during the appointment of prospective employees and during the
on-going employment relationship.
The policy aims to ensure that all individuals working in the company are trustworthy and
reliable and attempts to avoid problems that may arise during employment by ensuring a
thorough pre-employment process is in place.
In addition, the policy also sets out various elements of good practice relating to the checks
required to be carried out by the Company before and following the appointing of staff.
The Company is responsible for ensuring that managers/recruiters comply with legal
obligations, including any prohibition on offering an appointment and with any requirements
stipulated by regulatory bodies.
This Policy has been developed in line with the Government Employment Checks.
Purpose
The Employment Check Standards apply to permanent employees, those on fixed term
contracts, temporary employees, volunteers, learners, trainees, contractors and staff
employed through an agency.
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The Company makes it clear to prospective employees that appointment to any position is
conditional to the necessary checks being satisfactory and that any information disclosed on
the application form will be checked.
There are six pre-employment checks that the Company must carry out and that the
successful applicants are required to satisfy. These are recorded on the Electronic Staff
Record System (ESR) for reference and monitoring purposes.
The set of six documents below make up the company Pre-Employment Check Standards:
1.
2.
3.
4.
5.
6.

Verification of Identity Check
Right to Work Check
Registration and Qualification Check
Employment History and Reference Check
Criminal Record Check
Occupational Health Check

Any offer of employment may be withdrawn if an individual knowingly withholds information
or provides false or misleading information, and that employment may be terminated should
any subsequent information come to light once the individual has been appointed.
The Company reserves the right to seek information in relation to an applicant. Any
information relating to an applicant’s criminal record, health or professional status, shall only
be sought for successful applicants, prior to making an unconditional offer.
Conditional offer letters shall set out the pre-appointment check requirements.
The Company shall make the decision on whether or not to confirm a conditional offer of
employment based on a full and fair assessment of applicants‟ circumstances and the risks
associated with the position to which they have applied. Please refer to policy and
procedures for more information.
A criminal conviction shall not automatically bar an applicant from appointment. However,
the Company will need to reach a decision based on the following:
•

The type of conviction received

•

The time between the receipt of the conviction and making application to the
Company

•

The position applied for

The Company must ensure that pre-employment checks are carried out for professional
posts by the recruiting manager with the relevant regulatory bodies,
Definitions:
Permanent staff
An individual employed with the intention of there being an ongoing employment
relationship, for an indefinite period which may be full-time or part-time.
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Employment check
An employment check provides the manager and HR department with the information they
need to make an informed decision as to whether a person can safely work for the
Company.
Fixed Term staff
Fixed-term contracts are contracts which terminate on the expiry of a specific term or on the
completion of a particular act. Fixed term employees include those:
•

working on short-term contracts, such as “seasonal” employees taken on to cover
busy periods;

•

employed to cover for maternity, paternity, parental or sick leave;

•

hired to do a particular job on “task” contracts which end when that job is done.

Fixed term contracts must have an end date and must be regularly reviewed with the
individual.
Temporary staff
An employment situation where an employee is expected to remain in a position for a certain
period of time. Temporary employees may have the opportunity to achieve permanent
employment status after the time period has lapsed; Temporary workers may also be
referred to as seasonal employees or temps. The employment term may be based on the
completion of a project, the availability of funding, or other circumstances.
Temporary staff may be hired directly by the Community Company or they are obtained from
a temporary staffing agency.
Duties Within the Organisation
The Managing Director has overarching responsibility for ensuring the content of this policy
is applied consistently and fairly across the Company.
The Managing Director has overall responsibility for ensuring that the Company delivers high
quality services that are efficient and effective.
Human Resources Department
The HR department is responsible for undertaking the required DBS checks and obtaining
references and any other documents required prior to an employee commencing with the
Company. HR will also maintain the central professional registration database; ensuring it is
kept up to date on a monthly basis to reflect leavers, new employees and those who are
newly qualified.
Recruitment team
The recruitment team are responsible for administering, coordinating and supporting
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managers in the process of recruiting staff. The recruitment team record and monitor
employment checks within the organisation and ensure compliance with the company preemployment check standards.
Line Manager
Line Managers are responsible for ensuring they maintain their own Professional
Registration where it is a mandatory requirement of their role and to monitor the status of
employment checks of their team members on an on-going basis. If they have concerns in
relation to Professional Registration status or employment checks of a team member, they
must contact HR as a matter of urgency
Individuals
Employees are responsible for ensuring they maintain their Professional Registration where
it is a mandatory requirement of their role and if they have concerns in relation to their
Professional Registration status, they must contact their line manager or HR as a matter of
urgency.
In the event that employees apply for internal promotional opportunities within the Company,
they are responsible for partaking fully and willingly with the required checking processes
undertaken by HR and the recruiting manager.
Employees are also responsible for flagging to their line manager, Head of Service or HR as
a matter of urgency if they are aware that their status has changed i.e. in relation to DBS
disclosure and any offences.
Good Corporate Citizen
Employment is a key determinant of health and social wellbeing and being a good corporate
citizen includes the responsibility as an employer to protect our patients, employees and the
community as a whole.
Having an effective employment check policy, along with robust and transparent procedures
in place contributes to this being achieved
Pre-employment Checks and Procedures
All staff within the Company have an obligation to abide by this policy and bring to the
Company's attention anything that could affect their employment, particularly in relation to
the criminal records check.
Occupational Health Assessment
From 1 October 2010, under the terms of the Equality Act 2010 Section 60, employers must
not ask applicant’s questions relating to health or disability on an application form or by issue
of a separate questionnaire, unless in exceptional circumstances as set out in the Equalities
Act 2010.
Before an unconditional offer of employment is made to the successful candidate the
Company will invite the prospective employee to make a declaration of yes or no against two
statements, which will be included as part of the conditional offer of appointment.
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The two statements are as follows:
1. Do you have any mental, physical or learning disabilities / health problems /
allergies which may affect your work for which you may need adjustments to
your job or workplace?
2. Is there anything relating to your health that you wish to discuss with
Occupational Health?
If the employee has responded yes to either of the above statements, or the manager has
identified through the risk assessment process that the role requires Occupational Health
advice then a full health questionnaire will need to be completed.
The Occupational Health assessment will determine fairly, objectively and in accordance
with equal opportunity legislation and good occupational health practice whether the
prospective employee is fit to carry out the full duties of the post, the assessment will take
into account the Equality Act 2010 and reasonable adjustments will be recommended to
enable people to work in the Company regardless of physical impairment or disability.
No applicants should be refused employment on health grounds unless:
•
•
•

Expert occupational medical advice has been sought
The applicant has had the opportunity to discuss issues raised with an occupational
health professional
The employing manager has given full consideration of all the facts.

Once an employee has been appointed into post, any concerns regarding the health of the
employee should be considered by the line manager and designated HR representative in
accordance with Managing Attendance policy
Verification of Identity Checks
Prospective employees must provide acceptable documents containing their photograph,
such as a passport or UK driving licence, and acceptable documents providing their current
address, within the last six month and must contain the candidates name and address e.g.
utility bill, bank statement. They will be required to provide either:
•
•

Two forms of photographic personal identification and one document confirming their
address, or
One form of photographic personal identification and two documents confirming their
address.

All documents must be originals and are to be brought with the candidate to the ID check
meeting with a member of the HR team once a conditional offer has been made. A copy will
then be kept on file, which will be signed and dated by the member of HR team to confirm
the original copy has been produced and verified.
Document authenticity is an integral part of the verification of identity checks; therefore, all
documents will be thoroughly checked at the interview by the manager and a copy sent to
the Recruitment Team. Once these checks are complete and the Company is satisfied that
the identity of the prospective employee is verified, a right to work check must be carried out.
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Should the checks return information that contradicts the details provided by the candidate
and raises concerns the matter will be raised with the Recruiting Manager in liaison with HR,
who will aim to address the Company's concerns directly with the prospective employee and
may take advice from the local police/Home Office before proceeding.
The commencement of employment will be deferred pending these discussions.
Right to Work Checks
Following the changes to the Immigration, Asylum and Nationality Act (2006) in February
2008 it is now criminal offence for employers to knowingly employ illegal migrant workers
and a there is a continuing responsibility for employers of migrant workers to check their
ongoing entitlement to work in the UK.
In most cases as part of their recruitment prospective employees will have identified if they
require a work permit or visa so that these can be sought as a requirement for commencing
employment. Advice and support can be sought from the Recruitment Team on work
permits.
The Home Office points-based system was rolled out during 2008/2009. The system
changed the way individuals from outside the EU and EEA could work, train or study in the
UK has now replaced the majority of the previous immigration system with a five-tier system
from Tier one to Tier five applications.
Further details can be found here
These checks are concerned only with an individual's right to work in the UK and will
therefore be done in conjunction with verification of identity checks so that the Company can
satisfy itself that the candidate is the rightful owner of the documents that they present.
There are three steps that employers must go through to confirm a prospective employee
has the right to work in the UK:
•
•
•

Request right to work documents
Validate the documents
Copy and store

The Company will validate documentation from all prospective employees prior to the
individual starting work to ensure they are eligible to reside and work in the UK and also to
meet the requirements of anti-discrimination legislation. All documents must be valid, current
and original. Documents downloaded from the internet will not be accepted.
It is the responsibility of the HR Manager along with advice from the Managing Director to
carry out all of the following checks on all documentation:
•
•
•
•

Check photographs, where available, to satisfy themselves that they are consistent
with the appearance of the individual
Check that the date of birth is consistent with the individual's identity documents
Check that expiry dates of any limited leave to enter or remain in the UK are still valid
Check any government stamps or endorsements to ensure the individual is entitled to
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do the work being offered dates will be cross-referenced with identity documents and
work permits or confirmed by contacting appropriate embassies and consulates.
All documents provided will be photocopied by a member of the Recruitment Team and
retained as evidence of the verification process.
In the case of a passport or other travel document, the following parts will be photocopied or
scanned:
For passports and travel documents, a copy will be taken of the document's front cover and
any page containing the holder's personal details. In particular, a copy of any page that
provides details of nationality, his or her photograph, date of birth, signature, date of expiry
or biometric details
Any page containing UK Government endorsements, noting the date of expiry and any
relevant UK immigration endorsement which allows the prospective or current employee to
do the type of work you are offering.
Other documents will be copied in their entirety.
No other documents or combinations of documents are acceptable. In certain circumstances
documentation may be required to be re-inspected on a yearly basis. The HR Manager will
monitor this and provide on-going advice to the Managing Director.
Documents must be originals and not photocopies. The documents must show that the
holder is entitled to do the type of work being offered.
Copies of the documents will be kept securely for the duration of the individual's employment
and for a further six years after their employment has ceased in their personal file. A record
of the copied documents will be recorded on the individual’s Electronic Staff Record.
All Employees
If, after carrying out these checks, it is established that the candidate is not permitted to work
in the UK, then they will not be able to commence employment and will not be allowed to
start work. The Recruitment Team will liaise with the Recruiting Manager for them to
communicate with the prospective employee.
If there is no evidence that such permission is going to be promptly forthcoming the
Company will withdraw the offer of employment. If a person is likely to obtain the relevant
permission within an acceptable time period, e.g. within two weeks, then it is at the
Recruiting Managers discretion to withdraw the offer of employment or wait until the
permission is received. The Recruitment Team Manager will discuss this with the Recruiting
Qualification Check
The purpose of the qualification check is to ensure that a prospective employee has the right
qualifications to do the job. Appointment to any position in the Company is subject to a
satisfactory qualification check.
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It is the responsibility of the interview panel to ensure that the individuals short listed have
the relevant qualifications identified in their person specification. Qualifications checks verify
the information about educational or professional qualifications.
The prospective employee will be asked to bring their original certificates to the interview.
The certificates should then be copied and checked against requirements of the person
specification and retained for the personnel file. If the qualification is gained overseas it is
the recruiting manager’s responsibility to ensure that the qualification is equivalent to the
stated UK qualification.
Where the checks return information that contradicts the details provided by the candidate
and therefore raises concerns the matter should be raised with the HR department who will
offer and advice and support, it is then their responsibility to liaise directly with the
prospective employee.
Employment History and Reference Checks
Previous employment history must be checked before an unconditional offer of employment
is made to a prospective employee. References and application forms must be cross
checked as part of this process by the recruiting Manager and the Recruitment Team.
The purpose of references is to obtain information, in confidence, from a third
party providing a factual check on a candidate’s employment history, qualifications,
experience and usually an assessment of the candidate’s suitability for the post in question.
Prospective employers may seek information on matters including length of employment,
salary, job title, brief details of responsibilities, abilities, overall performance, time-keeping
and reason for leaving.
Details of referees are requested when a candidate completes an application form; the
candidate should provide referees to cover the previous three years of employment and
normally two of the referees should be from previous line managers. An exception to this
would be a recent school leaver or graduate who could provide a tutor as a referee.
References are checked by the recruiting manager prior to the unconditional offer being
issued; any concerns regarding the content of references are discussed between the
recruiting manager and the Recruitment Team to ensure consistency and fairness of
approach.
Where there is a lack of sufficient evidence on which to base an offer of employment, any
conditional offer that has been made will need to be withdrawn. However, if references
cannot be obtained for legitimate reasons the Recruitment Team will discuss with the
recruiting manager whether or not an unconditional offer is appropriate.
Employees of the Company should only act as a referee on behalf of the Company if they
hold or have previously held a formal supervisory or managerial relationship with the subject
of any reference and can therefore make an evidence-based assessment of job related
competence and personal qualities.
All references must be:
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•
•
•
•
•
•

Written by a person with management responsibility
Honest
Accurate
Fair
Made with reasonable care
Include an assessment of job-related competency

Subjective comments about personal qualities should be made with great caution. Please
also note that following the Equalities legislation 2010 references should no longer request
details of sickness absence, if a reference refers to sickness this section should not be
completed, and this information should not be asked of the candidates.
Criminal Record Checks
Where the prospective employee will be working in a regulated activity that meets the
frequency test it is a mandatory requirement for the Company to carry out an Enhanced DBS
check. For those positions that are not covered by a regulated activity but involve the
individual having access to patients in the course of their normal duties in a wider healthcare
setting and they meet the frequency test then the Company is required to undertake a
Standard DBS check.
In exceptional circumstances where there may be a risk to the health safety and wellbeing of
patients, service users or staff a prospective employee may be allowed to work prior to a
satisfactory DBS check being received, in these circumstances the recruiting manager
should conduct a risk assessment and appropriate safeguards should be put in place. The
recruiting manager will then request a supervisory letter from the Recruitment Team within
which they will make a declaration that the prospective employee will be supervised at all
times until the recruiting manager is notified that satisfactory DBS clearance has been
received.
Please refer to the Disclosure Barring Service (DBS) Policy and Procedures for further
information, which can be found in this handbook.
Professional Registration Checks
In order to check and verify registration the prospective employee should bring evidence of
their registration to their interview; the recruiting manager is then required to record on the
outcome of interview documentation whether they have had sight of the current and valid
registration.
As part of the pre-employment check process the HR Team will also check with the
registered body that the registration is current and valid.
The prospective employee will be unable to start in the role requiring professional
registration without confirmation being received. The expiry date of the registration will be
updated on our system for monitoring purposes. For some professions the system will
automatically interface with the registered body and update when the registration has been
renewed.
Where staff are required to hold and/or maintain membership of a professional body as a
requirement of their role but not as a legal requirement, this must be established as part of
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the initial recruitment process via the person specification, continuing professional
development and appraisal process.
The HR department will provide managers with a monthly report of registration expiry dates
(i.e. those up for renewal) up to a month in advance to prompt them to check staff
registrations. In addition, the HR department receive notifications from the Electronic Staff
Record System for particular staff groups who require professional registration as a
mandatory requirement.
Work Permits and Visas
The Company will need to demonstrate that it was unable to recruit to a resident worker via
the Resident Labour Market Test before recruiting an individual from overseas and to
provide details of the recruitment method used, timescales and give credible reasons why
they did not appoint suitably qualified resident worker. Vacancies will be advertised by the
Company for a minimum period of four weeks before the Company will consider a migrant
worker.
Any prospective employee who requires a work permit or visa must have the validity and
status of such documents verified. The Recruitment Team will alert the recruiting manager if
a candidate requires a work permit, it is then responsibility of the recruiting manager to
ensure that they have had sight of the original work permit or visa and a copy is taken for the
personnel file. The Recruitment team will be able to provide advice and support on these
requirements.
Driving Document Checks
Where driving is a requirement for a role, the manager must check the validity of the
employee’s driving licence and take a photocopy and send to HR for the employee’s file.
In addition, if an employee seeks to claim mileage expenses and use their own car, the
manager must ensure both the validity of the employee’s driving licence and that the
employee’s insurance policy covers them for business use. A copy of the employee’s car
insurance certificate must also be sent to HR for the employee’s file. More information can
be found in the Staff Travel & Expenses Policy contained within this document.
These documents will be checked as standard as part of the annual appraisal process.
However, they will be checked on an on-going basis by the line manager who will record and
monitor renewal dates.
Temporary staff Bank staff
Recruitment of all Bank staff is dealt with by HR Manager. In these cases, the HR
department will ensure that all of the necessary employment checks are carried out prior to
an applicant being placed onto the bank working register.
Following up on those who fail to satisfy employment checks
Pre-Employment
Applicants will not be able to commence in post until the stipulated checks have been
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confirmed as acceptable by HR Manager. Where it is deemed that any evidence is not
forthcoming from an applicant following several requests, any offer of employment may be
withdrawn.
Post-Employment Checks (for Existing Staff)
Occupational Health and Risk Assessment
In circumstances where employees are changing roles within the Company due to
organisational change, redeployment or promotion and there is a significant change to their
duties they will be required to complete the health enquiry form as stated earlier and the
same process will follow.
Ongoing DBS Checks
In circumstances where an employee is changing roles within the Company due to
organisation change, redeployment, promotion or ill health and the new role changes the
level of check that is required under the Safeguarding Vulnerable Groups Act then a new
check will be required.
If during the course of their employment, an employee is arrested, charged, cautioned or
convicted of any criminal offence they must notify their manager of the circumstances as
soon as possible.
This includes any pending court appearance, bind-over's absolute and conditional
discharges. Failure to do so may result in formal action being taken under the Standards of
Conduct and Disciplinary policy.
The Company can conduct an audit of DBS checks for staff at any time it is deemed
appropriate. It is a requirement of the contract that all employees comply with the Company’s
policy on DBS checks being undertaken.
Equality Impact Assessment
The Company is committed to ensuring that none of its policies, procedures, services,
projects or functions discriminates unlawfully. In order to ensure this commitment all policies,
procedures, services, projects or functions will undergo an Equality Impact Assessment.
Reviews of Equality Impact Assessments will be conducted in line with the review of the
policy.
In order to avoid discrimination, the Company will treat all candidates in accordance with this
policy at each stage of the recruitment process.
All checks will be carried out in compliance with the Data Protection Act (1998). Information
will only be obtained where it is essential to the recruitment decision and kept in accordance
with the Act.
The Company will record the outcome of all pre-employment checks.

*

*

*

*

*

*
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DISLOSURE BARRING SERVICE (DBS)
Policy Statement
VSS will not employ any person, which has access to any learner prior to undertaking a DBS
Enhanced check. This will be processed at the point of induction into the company. This
applies to all personnel (full time and peripatetic).
An enhanced level certificate contains the same PNC information as the standard level
certificate but also includes a check of information held locally by police forces. The Criminal
Records Bureau (CRB) and the Independent Safeguarding Authority (ISA) have merged to
become the Disclosure and Barring Service (DBS). CRB checks are now called DBS checks.
It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of
conviction or other information revealed.
VSS is committed to the fair treatment of its staff, potential staff or users of its services,
regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age,
physical/mental disability or offending background.
We have a written policy on the recruitment of ex-offenders, which is made available to all
Disclosure applicants at the outset of the recruitment process (see below).
We actively promote equality of opportunity for all with the right mix of talent, skills, and
potential and welcome applications from a wide range of candidates, including those with
criminal records. We select all candidates for interview based on their skills, qualifications,
and experience.
A Disclosure is only requested after a thorough risk assessment has indicated that one is
both proportionate and relevant to the position concerned. For those positions where a
Disclosure is required, all application forms, job adverts and recruitment briefs will contain a
statement that a Disclosure will be requested in the event of the individual being offered the
position.
Where a Disclosure is to form part of the recruitment process, we encourage all applicants
called for interview to provide details of their criminal record at an early stage in the
application process.
We request that this information is sent under separate, confidential, cover to a designated
person within VSS and we guarantee that this information is only be seen by those who
need to see it as part of the recruitment process.
Unless the nature of the position allows VSS to ask questions about your entire criminal
record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders
Act 1974.
We ensure that all those in VSS who are involved in the recruitment process have been
suitably trained to identify and assess the relevance and circumstances of offences. We also
ensure that they have received appropriate guidance and training in the relevant legislation
relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
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At interview, or in a separate discussion, we ensure that an open and measured discussion
takes place on the subject of any offences or other matter that might be relevant to the
position. Failure to reveal information that is directly relevant to the position sought could
lead to withdrawal of an offer of employment
The person going through a DBS check (the applicant) must give their employer original
documents (not copies) to prove their identity.
The documents needed will depend on the route the application takes. The applicant must
try to provide documents from Route 1 first. More information on routes can be found here
Route 1
The applicant must be able to show:
•
•

1 document from Group 1, below
2 further documents from either Group 1, or Group 2a or 2b, below

At least 1 of the documents must show the applicant’s current address.
Route 2
If the applicant doesn’t have any of the documents in Group 1, then they must be able to
show:
•
•

1 document from Group 2a
2 further documents from either Group 2a or 2b

At least one of the documents must show the applicant’s current address. The organisation
conducting their ID check must then also use an appropriate external ID validation service to
check the application.
Route 3
Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2.
For Route 3, the applicant must be able to show:
•
•
•

A birth certificate issued after the time of birth (UK and Channel Islands)
1 document from Group 2a
3 further documents from Group 2a or 2b

At least one of the documents must show the applicant’s current address. If the applicant
can’t provide these documents, they may need to be fingerprinted.
Policy statement on the recruitment of ex- offenders
The Code of Practice published under section 122 of the Police Act 1997 advises that it is a
requirement that all registered bodies must treat DBS applicants who have a criminal record
fairly and not discriminate because of a conviction or other information revealed. See further
information below for recent changes to the disclosure of criminal
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As an organisation assessing applicants’ suitability for positions which are included in the
Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks
processed through the Disclosure and Barring Service (DBS), VSS complies fully with the
Code of Practice and undertakes to treat all applicants for positions fairly. VSS undertakes
not to discriminate unfairly against any subject of a criminal record check on the basis of a
conviction or other information revealed.
VSS makes every subject of a criminal record check submitted to DBS aware of the
existence of the Code of Practice and makes a copy available on request (old and minor
cautions and convictions to no longer be subject to disclosure).
In addition, VSS will no longer be able to take an individual’s old and minor cautions and
convictions into account when making decisions.
All cautions and convictions for specified serious violent and sexual offences, and other
specified offences of relevance for posts concerned with safeguarding children and
vulnerable adults, will remain subject to disclosure. In addition, all convictions resulting in a
custodial sentence, whether or not suspended, will remain subject to disclosure, as will all
convictions where an individual has more than one conviction recorded.
VSS undertakes to discuss any matter revealed on a DBS certificate with the individual
seeking the position before withdrawing a conditional offer of employment.

*

*

*

*

*

*

*

*

*

*

*

CORPORATE SOCIAL RESPONSIBILITY
Corporate social responsibility is about how the organisation aligns its activities with the
expectations of people who may be affected in relation to its economic, social and
environmental impacts and in accordance with its charitable status. These people and
organisations include the company and employees, visitors, suppliers, and society as a
whole.
To this end VSS has set itself the following objectives:
Operations
•

To meet, and where possible, exceed all relevant legal requirements.

•

To behave with honesty and integrity in all its activities and relationships with others

•

To act ethically and fairly at all times in its dealings

•

To maintain internal controls adequate to ensure standards are met

•

To investigate and respond to complaints as soon as possible
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Academic
•

To foster academic excellence in the arts as well as in science and technology

•

To be leaders in seeking to broaden access for UK undergraduate learners, post
learners and international learners

•

To provide an environment that fosters good relations between VSS members of all
backgrounds, race, religion, gender, age, culture and disabilities

•

To maintain a caring and supportive academic environment for all learners and staff

Environmental and Sustainability
•

To endeavour to improve environmental performance wherever practicable

•

To make the most efficient and effective use of all resources, encouraging all
employees to develop a sustainable approach to their work

•

To uphold the VSS environmental policy and its objectives to reduce the carbon
footprint, reduce waste and encourage sustainability

•

To invest in the VSS physical infrastructure to lessen its impact on the environment

•

To encourage learners and employees to adopt environmentally sustainable
behaviours in their daily lives in VSS

•

To implement the company access plan for its building

Employees
•

To encourage mutual respect and dignity and treat employees fairly and without
discrimination

•

To promote the health and well-being of all employees

•

To encourage team working and the sharing of knowledge throughout the College
community

•

To provide a safe working environment and rewarding career for all employees

•

To offer employees clear and fair terms of employment and provide resources to
enable their continual development

In the community
•

To make VSS facilities available to its learners whenever possible and to support
thereby local community, academic and charitable initiatives
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•

To communicate with our neighbours and welcome them to the organisation
whenever appropriate

•

To enable employees and learners to undertake voluntary activities, whenever
possible

•

To encourage employees and learners to support at least one charitable organisation
every year through voluntary fundraising activities

Monitoring and Review
•

VSS takes seriously all feedback that it receives and where possible, maintains open
dialogue to ensure that it fulfils the requirements outlined within this policy

•

VSS will review responses to what it does on an ongoing basis in order to improve it

*

*

*

*

*

*

*

*

*

*

*

WHISTLE-BLOWING
Purpose
VSS is committed to the highest possible standards of openness, probity and accountability
in public life. In line with that commitment, we encourage employees or learners with any
type of concerns about the Company’s activities to come forward and voice those
concerns on a confidential basis and without fear of reprisal.
This Procedure is part of the normal day to day management rules and does not form part
of any member of staff’s contract of employment/service and it may be amended from time
to time at the Company’s sole discretion.
Scope
This Procedure provides employees or workers with:
•

guidance on how to raise concerns about any aspect of the Company’s activities
and receive feedback on any action taken;

•

the means to take the matter further if dissatisfied with the Company’s response

•

reassurance of protection from possible reprisal or victimisation for whistleblowing in
good faith.

There are other, existing, procedures for employees or workers to raise concerns arising
from their employment, for example the Grievance Procedure.
A serious concern may be about something that an employee or worker sincerely believes in
good faith:
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•

is unlawful

•

involves sexual, physical or other abuse

•

is against the Company’s rules and procedures

•

amounts to improper conduct

•

involves damage to the environment

•

is a health and safety risk to learners, employees or workers, or the public

•

involves fraud, corruption or other financial irregularity including but not limited to
funding body or examination body requirements; or

•

involves unauthorised use of public funds;

Safeguards
Harassment or victimisation: VSS recognises that the decision to raise a serious concern
may be a difficult decision to make and will not tolerate harassment or victimisation of those
reporting such concerns in good faith.
This does not mean, if an employee or worker is already subject to a formal Company
process, for example, disciplinary or redundancy, that such processes would be halted as a
result of whistle-blowing.
Confidentiality: The Company will do its best to protect the identity of those raising a
serious concern who do not want their name to be disclosed. However, it should be
recognised that the investigation process may reveal the source of the information and a
statement may be required from the person raising the concern.
Anonymous allegations: This Procedure invites employees or learners to put their name to
any serious concern raised as this permits a dialogue to be entered into that enables the
investigator to seek or explore further information. Concerns expressed anonymously are
less powerful but will be investigated thoroughly, as far as it is practicable to do so and at
the discretion of the Company.
Factors to be taken into account in investigating anonymous allegations include the
seriousness and credibility of the concern raised and the availability of evidence to
investigate.
Untrue allegations: If an allegation is made in good faith but is not confirmed by
investigation, no action will be taken against the person raising the concern. However, when
it appears that there are clear grounds for suggesting that the person raising the concern
acted frivolously, maliciously or vexatiously, the Company may undertake a disciplinary or
other investigation. Depending on the outcome formal disciplinary action or other action may
then be taken.
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How to Raise a Concern
If the serious concern involves a student or member of academic staff, a safeguarding
or academic issue then it should be raised with the Head of Operations immediately. If the
serious concern involves fraud, corruption or financial irregularity, a health and safety
matter or an issue involving a member of the Business Support staff it should be raised with
the Head of Operations immediately. Concerns involving the Senior Management should
be raised with the Managing Director.
Concerns are better raised in writing. The person raising the concern is invited to set out
the background, history of the concern and give factual information where possible, for
example names, dates and places, and the reason for the concern arising. However, if the
person raising the concern does not feel able to put it in writing, concerns may be raised in
person.
Urgent and serious concerns should always be raised immediately. In addition, the earlier
the concern is expressed then generally the easier it is to take action.
A person raising a serious concern is not expected to prove the truth or investigate the
matter themselves but is expected to demonstrate the grounds for their belief. It is very
important that evidence is preserved but not altered or tampered with.
A person with a serious concern may wish to discuss the matter in confidence with a trusted
colleague or trade union or professional association representative in advance of raising the
matter.
How the Company will Respond
The Company will respond to any concerns raised. It will test the evidence for the matters
raised but it should be noted this is not the same as rejecting the concerns. Initial enquiries
will be made to decide whether an investigation is appropriate and, if so, the form it will take.
The matters raised may be investigated internally or referred to an external body as
appropriate, for example the Police, the external Auditor or other independent, safeguarding
or regulatory body. Some concerns may be resolved by agreed action without the need for
investigation.
The overriding principle which the Company will have in mind is the public interest.
Within 10 working days of a concern being received, the Company will contact the person
raising the concern to:
•

acknowledge that the concern has been received

•

indicate how it proposes to deal with the matter

•

give an estimate of how long it will take to provide a final response

•

inform the person raising the concern whether any initial enquiries have been made;
and
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•

inform the person raising the concern as to whether further investigations will take
place, and if not, why not.

The amount of contact between the person considering the concern and the person who
raised it will depend on the nature of the matter raised, the potential difficulties involved, and
the clarity of the information received. If necessary, further information will be sought from
the person raising the concern. Meetings may be arranged off-site and the person raising
the concern may be accompanied by a representative from a trade union or professional
association or a friend.
Where possible, the Company will provide information to the person raising the concern on
the outcome of any investigation.
How the Matter can be Taken Further, if Necessary
This Procedure is intended to provide employees and workers with a clear route to
raise serious concerns within the Company and for the concerns to be dealt with and
settled appropriately. However, if the person raising the concern considers that this has not
happened then they may contact an appropriate external body such as:
•

the Police

•

the Company’s external Auditor

•

a relevant examination or other assessment body

•

a relevant funding agency; or

•

the local authority or safeguarding body.

Complaints made to individuals, the media or other bodies may actually hamper a speedy,
full and professional investigation of the serious concern raised.
Record Keeping
The Managing Director has overall responsibility for the maintenance and operation of this
Procedure and will ensure the maintenance of a confidential record of concerns raised and
the outcomes and will report as necessary to the Board of Managing Director.

*

*

*

*

*

*
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ATTENDANCE AND PUNCTUALITY
Policy
Timely and regular attendance is an expectation of performance for all VSS employees. To
ensure adequate staffing, positive employee morale, and to meet expected productivity
standards throughout the organisation, employees will be held accountable for adhering to
their workplace schedule. In the event an employee is unable to meet this expectation,
he/she must obtain approval from their line manager in advance of any requested schedule
changes.
This approval includes requests to use appropriate accruals, as well as late arrivals to or
early departures from work. Departments have discretion to evaluate extraordinary
circumstances of an absence and determine whether or not to count the incident as an
occurrence. HR Consultants are available to advise line managers regarding the evaluation
of extenuating circumstances.
Procedure
An employee is deemed absent when:
•

He/she is unavailable for work as assigned/scheduled and such time off was not
scheduled/approved in advance as required by company notification procedure.

•

Arrives to work past his/her scheduled start time and has to be replaced for the full
shift by his/her line manager.

•

Leaves work prior to the end of assigned/scheduled work time without prior line
manager approval.

•

Takes an extended meal or break period without approval

Company Notification Procedure
Employees are expected to follow company notification procedures if they will be late for
work, will not be at work, or are requesting planned time away from work. Employees must
request in advance to their line manager in accordance with company procedure if they wish
to arrive early or leave early from an assigned shift.
At the time of notification/call, the employee must notify their line manager when an absence
is due to a documented/approved leave of absence in order to ensure appropriate tracking
of leave utilisation and absenteeism.
An employee who fails to call in and report to work as scheduled for three consecutively
scheduled workdays will be viewed as having abandoned their position and employment will
be terminated. The line manager should consult with Human Resources if this situation
occurs.
Incidents of not following the company notification procedures, including No-Call/No-Show,
will be addressed in accordance with the Progressive Discipline policy.
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Progressive Discipline Process
Line managers should monitor their employees' attendance on a regular basis and address
unsatisfactory attendance in a timely and consistent manner. If line managers notice a
pattern of unscheduled usage of accrued time off banks, they should discuss this concern
with the employee.
When an employee has been previously counselled under Performance Accountability, the
totality of the circumstances will be assessed when determining further action. For situations
involving suspension or termination of employment, the line manager should consult with
Human Resources prior to implementing disciplinary action.
Timely and regular attendance is a performance expectation of all VSS employees.
Consequently, those employees who have exhibited unsatisfactory attendance which
resulted in disciplinary action (written or final) during the course of the year may have the
behaviour documented in their annual evaluation.
The following grid is designed to provide guidelines when addressing the total number of
absences and/or no call/no shows in a rolling 12-month period, provided that the reason for
an occurrence is not protected as above.

Days Absent
(consecutive or nonconsecutive)
No Call / No Show

Days / Occurrence
6 Days
9 Days
12 Days
15 Days
1 Occurrences
2 Occurrences
3 Occurrences

Discipline Step and Action
Step 1: Verbal Warning
Step 2: Written Warning
Step 3: Final Written Warning
Step 4: Termination
Step 2: Written Warning
Step 3: Final Written Warning
Step 4: Termination

NOTE: The total number of days an employee is unavailable for work as scheduled and the
total number of occurrences are both considered when applying discipline. For example, at
Step 1 the maximum number of days the employee is allowed to be unavailable for work
before receiving a Verbal Warning is 6, however if the employee has had any occurrences
for no call/no show, the disciplinary step will move up to the level above that step. E.g. 2
occurrences for no call/no show followed by the 6th day absent will result in Termination.
Probationary Period
An employee, within his/her probationary period, who has two absences should receive a
Written Warning; if the employee has greater than two absences or one no call/no show
within the probationary period, employment will be terminated; should the probation period
be extended, this rule still applies.
Holidays
If an employee calls out of work the day before, the day of, or the day after a holiday, the
manager will review the circumstances of the absence. Based on this review, the manager
has the discretion to determine whether to count the incident as a regular absence or an
occurrence and therefore go directly to issuing a Written Warning. If an employee is already
on discipline, they will be progressed to the next level.
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Company Policies
This policy is intended as a guideline to assist in the consistent application of company
policies and procedures for employees. The policy does not create a contract implied or
expressed, with any VSS employees, who are employees at will. VSS reserves the right to
modify this policy in whole or in part, at any time, at the discretion of the Managing Director.

*

*

*

*

*

*

*

*

*

*

*

SOCIAL VALUES
Scope
We are committed to creating a sustainable inclusive society actively managing our
operations in ways which optimise our value to the communities in which we work. Social
Value is therefore intrinsic to everything we do, for this reason we manage Social Value
through a suite of interdependent policies and procedures which collectively deliver our
objectives. This policy applies to all VSS employees, associates and third parties who
undertake activity for and on our behalf. It applies to the goods and services we procure,
our direct operations and the services we provide to our employers, learners and
stakeholders.
Purpose
We are a Values based organisation whose purpose is to deliver growth with passion;
creating a future where everyone has the chance of a better quality of life, through the
delivery of new skills, investment and opportunity. Our staff promote, influence, train,
explore and advise to deliver maximum benefit for the communities in which we work. This
method statement provides an effective framework for realising our commitment to
maintaining and where possible enhancing the Social Value we create in the communities
we work within, both as an employer and as a provider of adult education services.
This policy provides an effective framework for realising our commitment to maintaining and
where possible enhancing the Social Value we create in the communities we work within,
both as an employer and as a provider of educational services.
Responsibilities
All employees, associates, and third parties are responsible for ensuring that this Policy is
adhered to in accordance with our shared Values: Make a positive difference; Stronger
together; Empower people; Do the right thing and Build on success. As referenced some
activities within the scope of this Policy are covered by additional dedicated policies and
procedures to ensure that our Social Value objectives are delivered.
Policy
We are a private training provider driving forward economic development within localities by
boosting investment, skills, employment and enterprise to benefit the lives of residents and
the wider community.
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We deliver activities across several sectors, including; Service Sector, Hospitality Sector,
Health Sector, Transportation Sector, Security Sector, Business Sector, Retail Sector,
Warehousing Sector, Manufacturing Sector, Child Care Sector and Hair & Beauty Sector.
With employees spread across the whole of England, we recognise that our activities have
wide ranging and interconnected impacts on the Social Value we generate in the
communities we serve.
In recognising this we are committed to contributing to a more sustainable society and to
continually improve the positive impacts we make. As an anchor institution we recognise the
contribution we can make to increasing social value through our own direct impact as a large
employer. Our impact can be categorised in terms of four key areas:
Our supply chain and the goods and services we buy
We use our purchasing power to support, influence and secure social value from local
suppliers, and we ask our suppliers how they can support our six key Social Value
objectives, namely: promote employments and economic sustainability; promote equity and
fairness and raise the living standards of local residents; promote participation and citizen
engagement; build capacity and sustainability of the voluntary and community sectors and
promote environmental sustainability. This forms part of our evaluation process.
1.

Our environmental impact

We have identified the key aspects where we have a negative impact on the environment,
namely: heating and HoOling, travel to clients, IT and paper; and we have a policy and
systems in place to manage and reduce these impacts.
2.

Our organisational development

We use our policies and procedures to ensure roles are designed such that the broadest
possible range of residents can apply and are advertised in ways to ensure they are aware
of the opportunities available. We use a web-based recruitment portal to capture a broad
spectrum of information from those who apply for roles including where they live and how far
they progress in the process. This information feeds into our fortnightly Leadership &
Management Team (SMT) Meetings where Equality, Diversion and Inclusion is overseen
along with the review, development and delivery of all related policies, systems and
procedures.
On joining the company staff can access a structured learning and development programme
to increase their knowledge and skills and benefit from our comprehensive Reward and
Recognition programme.
These areas are covered by a range of separate interlinked polices including Environment,
Sustainability, Procurement and a suite of HR polices and standards including Matrix and
Disability Confident.
3.

Our support for our local communities

In addition, we can make a positive difference through the services we provide by:
•
•

ensuring we continue to develop services which meet the needs of those customers
who are often less able to participate in mainstream education
ensuring we continually review how we can make improvements to the Social Value
we create in the communities we support.
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This includes supporting:
• people to enter or return to the labour market after periods of exclusion
• people to realise their potential in higher paid roles by increasing their skills
• businesses to grow and connect with their communities while reducing environmental
impact
• businesses to grow and develop creating good jobs in good companies
• businesses to buy locally wherever possible
• employers to develop and retain their staff in fulfilling roles by upskilling programmes
• employers to recruit staff from local or hard to reach communities
For us to realise these commitments, we have a Tactical Implementation Plan an which is
implemented by the SMT. This feeds into our planning processes, Quality Improvement
Plan and ultimately the Business Plan. The SMT acts as a central point bringing together
relevant work streams from HR, marketing and communications, employee consultation,
organisational development and the leadership team.
To realise our Social Value objectives, we recognise the need for, and are committed to,
communicating these objectives to our suppliers, potential and existing employees,
customers and wider stakeholders. This is achieved via our procurement and recruitment
processes and our existing communication channels including the Business Plan, intranet,
employee recruitment committee, newsletters, team standardisation meetings, staff induction
processes and stakeholder engagement.

*

*

*

*

*

*

*

*

*

*

*

STAFF TRAVEL AND EXPENSES POLICY AND PROCEDURES
Purpose
This document sets out VSS’ policy and procedures on staff travel and expenses. The policy
has been designed to ensure that staff are promptly reimbursed for all reasonable
authorised business expenses.
Responsibility
The responsibility for this policy and adherence to the procedures rests with the Head of
Finance.
Scope
These policies and procedures apply to and cover all individuals working for VSS at all
levels, and to individuals such as contractors, consultants, volunteers and agency
employees who are not employees but who work at or for VSS (collectively ‘staff’).
Failure to comply with any part of this policy will result in the non-payment of applicable
expenses. Furthermore, breaches of these policies and procedures by employees may be
dealt with under VSS’ disciplinary procedure and, in serious cases, may be treated as gross
misconduct. Breaches of these policies and procedures by agency employees and
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contractors will be dealt with under the relevant supplier contract and, in serious cases, may
result in the termination of the contract.
Summary
VSS will reimburse necessary and reasonable expenses incurred by employees and (where
agreed in advance) contractors, in the performance of their duties on behalf of VSS. The
liability for all expenses remains with the individual staff member until such time as the staff
member’s expense claim is approved. Whilst being fairly reimbursed for expenses, staff are
expected to seek to minimise costs wherever possible in the interests of VSS.
Wherever possible, suppliers should be asked to invoice VSS following the issue of a
purchase order, and staff should only incur expenses requiring reimbursement when this is
not possible.
When arranging travel all staff should seek to:
•
•

Achieve value for money; and
Where practical and economical, choose a mode of transport which minimises the
impact on the environment (see Minimising the impact on the environment below).

Expense Claims
Employees
Claims for payment by employees should be made by completing an expenses claim form
(copies of which are available on the company server) and submitting an approved copy to
Finance using the following email address expenses@vocationalsolutions.co.uk
Claims received (with all supporting documentation and authorisations) by the 5th of each
month, will be paid on the 15th working day of that month.
As a minimum all claims MUST:
•

Be supported by a receipt for the full amount of the transaction (see Receipts below).

•

State clearly what the expenditure relates to and why it was incurred e.g. Taxi fares /
mileage / other mode of transport – state where you were going and why - to what
event, meeting, learner visit etc. Entertainment – state who was entertained and why,
how many staff, how many guests. Other Expense – state what and why the
purchase was made.

•

Be submitted monthly. VSS reserves the right to decline to pay any expense claim
where the expenses incurred are more than three months old.

•

Be properly authorised (See Authorisation below).

•

Be entered on the relevant expenses claim form.

Contractors
Claims for payment by contractors under the terms of their contract should be made by
invoice.
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Each invoice should be supported by receipt(s)/invoice(s) for the full amount of the
transaction and state clearly what the expenditure relates to and why it was incurred.
Authorisation
Claim forms must be authorised by an individual’s line manager ‘relevant Authoriser’
(Regional Operations Manager, member of the Leadership & Management Team or
Managing Director) prior to being submitted to Finance.
Unauthorised claims submitted to Finance will be returned to the sender, which may
result in payment being delayed.
Expense claims will only be processed from the expenses email address above.
Receipts
All claims MUST be supported by a valid receipt or invoice, which in the case of expenses
incurred in the UK means a VAT receipt/invoice. This is a receipt or invoice which details the
goods or services purchased and gives the supplier’s VAT number. As credit card
authorisation slips or credit card statements rarely detail this information, neither constitutes
a valid receipt.
Receipts should be numbered to correspond with the entry on the expense form and
attached to the form in numerical order.
Types of Expense
Travel
Where staff are required to travel on VSS’ business the following arrangements apply. On
those rare occasions when a different mode or class of travel may be more appropriate than
that indicated below, approval should be obtained in advance from the relevant Authoriser as
above.
Minimising the impact on the environment
When arranging travel all staff should, where-ever practical, choose a mode of travel which
minimises the impact on the environment. This will normally mean using:
•
•

Public transport in preference to taxis; and
Using trains in preference to planes when travelling within the UK.

Ordinary Commuting
HM Revenue & Customs rules do not permit VSS to reimburse travel between an
employee’s home address and ‘normal place of work’ (as displayed in the contract of
employment) i.e. ‘ordinary commuting’. In addition, staff may only claim for the cost of
journeys that are substantially different from ordinary commuting and where the cost is over
and above the cost of the normal journey to and from work. For example, VSS will not
reimburse the cost of traveling from home to a location within the same travel zone as a
normal place of work.
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By Rail
The normal method of rail travel is standard class within the UK. First class is not permitted
under normal circumstances. Any business reason for travelling First class needs to be
agreed by the relevant authoriser.
By Air
All staff should have air travel pre-agreed by the relevant Authoriser.
By Personal Car
Where staff use their own cars with the agreement of VSS and for approved business
purposes, a mileage allowance will be paid in line with HM Revenue & Customs guidelines.
Staff who use their vehicle for business MUST ensure that it is insured for that purpose and
evidence of Business Insurance MUST be provided to VSS prior to any expense claims
being paid. Each claim for Car Mileage MUST show the start, finish and purpose of each
journey and the number of miles covered.
The distance of travel will be verified as the shortest accessible distance between the point
of departure and the point of arrival.
VSS will pay .25 pence per mile (ppm) for every authorised mile travelled. The mileage rate
approved by HMRC is .45ppm for the first 10,000 miles, and then .25ppm for every mile
thereafter.
You may be able to claim tax relief on the approved mileage rate e.g. the additional .20ppm
for the first 10,000 miles. This covers the cost of owning and running your vehicle. For
further information, and to see if you are entitled to claim tax relief: https://www.gov.uk/taxrelief-for-employees/vehicles-you-use-for-work
Further information on mileage allowances can be found at:
https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuelallowances/travel-mileage-and-fuel-rates-and-allowances
By Hire Car
The hire of self-drive cars for the conduct of business requires prior approval from the
relevant Authoriser and where approved the lowest available practical engine capacity
should be hired.
Parking and Congestion Charge
Parking fees will be reimbursed where the cost is incurred whilst travelling on VSS business.
Parking charges at your normal place of work or at a home station for rail travel to your
normal place of work cannot be claimed on expenses. A receipt for any parking charges
must be provided. VSS will not pay parking fines or traffic violations in any
circumstances. Charges for the congestion zone will not be paid without the prior
agreement of a relevant Authoriser.
Taxis
Staff are expected to use public transport except in the following circumstances where a taxi
is permitted:
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•
•
•
•

•
•

After 9pm at night when travelling alone;
If there is a requirement to carry equipment or other large loads;
If there is a group of four or more travelling together and it is more cost-effective to
use a taxi;
In exceptional circumstances if it is the quickest means of reaching the destination or
urgent business needs to be done en-route, with the relevant Authoriser’s approval,
which may have to be sought retrospectively;
Due to illness or disability with relevant Authoriser’s approval; or
If needed to carry out familiarisation trips or client visits etc and approved by the
relevant Authoriser.

Transport for London
For journeys within London it is cheaper to use an Oyster or contactless debit/credit card to
pay for the travel, and all staff are recommended to use this form of payment where
possible. However, VSS will not normally reimburse staff when they top-up a card, unless
the amount equals the cost of the journey and is supported by an Oyster statement. Instead,
staff should register their Oyster or contactless debit/credit card with Transport for London
and attach a journey summary (which can be printed on-line at the TfL website once the card
is registered) to their expenses claim, highlighting those journeys undertaken on VSS
business and the reason (e.g. the event, meeting etc) on the summary.
Accommodation and Meals
Accommodation
Hotel accommodation may only be arranged where it is necessary to the performance of
one’s duties. Approval to stay in a hotel must be obtained by a relevant Authoriser. The cost
of each stay should also be approved by the relevant Authoriser. VSS will only reimburse the
cost of room and meals. Claims for ‘mini bar’, newspapers, videos etc will not be met.
If booked centrally by the finance department, hotels will be pre-paid. If a hotel is not prebooked and the staff member does not hold a VSS corporate debit card, they will need to
use a personal card and reclaim the cost, or alternatively request an advanced payment in
advance of travelling if required.
Meals
As a guideline VSS would not normally expect to pay more than:
•
•

£20.00 for an evening meal.
£10.00 for breakfast.

Reasonable expenses in respect of drinks may only be claimed if taken as part of a meal
deal or form part of entertainment expenses (see Business Entertainment below).
Other Expenses
VSS will not pay for personal items such as medicines or repairs to clothing.
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Where it has been necessary to stay away from home on business for five or more
consecutive days, hotel laundry costs will be paid up to the maximum value of £40.00 for
each 5-day period.
Tips
Tips and gratuities will not be reimbursed.
Business Entertainment
Business Entertainment means the provision of free or subsidised hospitality (i.e. food &
drink) and/or entertainment to anyone other than VSS staff and includes costs which are
incidental to that entertainment (e.g. any costs that relates to VSS staff hosting a business
meal). All claims for entertainment must state the name of the person(s) entertained, the
organisation(s) they represent, the VSS’ staff present and a clear rationale for the purpose of
the expenditure.
Please note that all claims under £250 must be approved in writing in advance by the
relevant Authoriser, and by the Managing Director if above £250. Please attach evidence of
this approval to the expense claim.
Since expenditure on business entertainment is not an allowable deduction for the purposes
of Corporation Tax it is ESSENTIAL that only the cost of providing hospitality and
entertainment to non-VSS staff are coded to this expense.
Staff Entertainment
All expenditure on Staff Entertainment, other than that which is incidental to business
entertainment, must be approved in writing in advance by the Head of Operations up to £250
and by the Managing Director for amounts over £250.
Telephones
Home Telephones
In the instance that a VSS issued mobile phone is in-operational, the cost, including VAT, of
business calls made from a home telephone may be reclaimed. A copy of the phone bill
must be attached to support any claim.
Mobile telephones
In the instance that a VSS issued mobile phone is in-operational, staff may claim for the cost
of necessary and reasonable business calls made on personal mobile phones. A copy of the
phone bill must be attached to support any claim.
Staff with company phones should inform the finance team of any personal calls made with
the phone that incur additional charges. Staff should avoid the use of premium text
messages or any other premium service. Allowance includes calls to UK landlines and
mobiles, and does not include premium numbers such as 0800, 0833, 0845 etc. The
allowance also does not include sending picture text messages. Staff should install
WhatsApp and send picture messages through this platform only. Emojis are classed as
pictures and should not be added to text messages. Improper use of mobile phones may
be dealt with under the company disciplinary procedures where it has been identified.
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Cash Advance
On occasions it may be necessary for a cash advance to be provided to cover business
expenses, but these should be kept to a minimum and issued only when it is essential for the
purpose of the event. All requests for such advances should be authorised by the relevant
Authoriser and submitted to the Head of Finance. Staff will not be allowed to take out a
second advance if the first has not been reconciled and/or repaid.

If you are unclear about any expense you have to incur, or the procedure by which the
expense can be redeemed or authorised, please contact the relevant Authoriser or
Head of Finance BEFORE this expense is incurred.

Company Debit Cards & Credit Cards
Leadership & Management Team & Regional Operations Managers Only
The following are the terms and conditions for use of company debit cards:
a) The liability for all transactions remains with the staff member until such time as the
person’s expense claim is approved.
b) VSS reserves the right to deduct from an individual’s salary the cost of any
transactions undertaken with a company credit card that are not supported by a valid
expense claim.
c) The cards are to be used ONLY for company business.
d) Orders placed over the internet must be over a secure network.
e) Cash withdrawals should be kept to a minimum and fully accounted for.
f) Staff should never disclose the card numbers to anyone other than counterparties as
needed to make payments and other VSS employees only as necessary for practical
arrangements and as approved by the card holder.
g) Lost or stolen cards must be reported to the Head of Finance immediately.
h) Cards must be surrendered upon notification of resignation.
i) Staff must follow the terms and conditions set by the card issuers, copies of which
are held by the Finance Department and are issued with each new card.
j) Cardholders MUST retain evidence of each transaction, including individual learner
expense claims as below
Learner Expense Claims
Regional Operations Managers (ROMs) should familiarise themselves with average travel
costs for their respective areas and any unusual claims should be questioned by the ROM.
VSS operate a cash expense system whereby each ROM will be allocated a cash card to
withdraw funds on a weekly basis (or as required).
Each expense claim is to be listed on the expense record form signed by the individual
learner and the receipt (or a copy) MUST be provided to VSS in support of the claim. Refer
to Learner Travel & Expenses Policy for Authorised Claims
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ROMs will be required to complete a weekly cash reconciliation form. The figures on the
form should match the petty cash at various points. These forms are to be submitted
electronically to Finance (expenses@vocationalsolutions.co.uk) on a weekly basis.
ROMs are responsible for the debit card and any cash in transit/storage and are required to
exercise appropriate local controls to ensure the safety of all people and property as
necessary.

*

*

*

*

*

*

*

*

*

*

*

SUPPLY CHAIN POLICY
Subcontracting Supply-Chain Fees and Charges Policy
VSS does not currently use subcontractors for delivery. However, this policy covers the
option to implement charges or supply chain fees should it become necessary.
VSS has a supply-chain fee and will charge sub-contractors depending on the type of
contract. These are agreed with the sub-contractor in the negotiation stage of the contract
and are subject to due-diligence and a risk assessment. They are also dependent on agreed
success rates and volume measures.
Subcontracting Supply Chain Policy
Scope
This Subcontracting Supply Chain Policy is a mandatory requirement that must be in place
prior to participating in any subcontracting activity. The content of this policy has been
developed in line with the ESFA and Devolved Funding Rules.
This policy relates to activity funded through the Education Skills Funding Agency (ESFA)
either directly or through Devolved Contracting, whereby VSS enters into a subcontracting
agreement with a supplier for recruitment and/or delivery.
This policy provides transparency for all subcontractors, funding bodies and other associated
parties or individuals regarding the procurement, due diligence process, support and
charging rationale related to sub-contracted provision under VSS direct contracts with the
ESFA and/or Devolved Authorities.
Should VSS subcontract in the future the following policy will be followed:
Rationale for Subcontracting
VSS will:
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•

Recognise the benefits that effective subcontracting can bring to extending the
accessibility of provision for learners and thereby contribute to the economic
prosperity of our neighbouring local communities.

•

Use subcontractors to widen participation amongst learner groups that it would
otherwise be “hard to reach” and other individuals that face barriers to participation in
learning and work.

•

Use subcontractors as appropriate to fill gaps in, and to extend the breadth of its
provision: for example, through widening the range of qualifications offered to
employers and learners and broadening the range of sector subject areas or
business sectors that can be covered.

Quality Improvement
VSS will:
•

Actively works with subcontractors to improve the quality of the teaching and learning
they deliver and thereby improve the overall quality of teaching and learning for all
learners.

•

Undertake observations on all aspects of teaching and learning including information,
advice and guidance, progress reviews and assessment.

•

Provide timely and meaningful feedback to both subcontractor and delivery staff and
observations are incorporated into the provision’s moderation and standardisation
process, in order that improvement actions impact both internal and subcontractor
quality.

•

Carry out learner voice surveys to gather feedback from learners.

•

Support subcontractors to implement effective policies and procedures relating to
teaching and learning including assessment and verification policies and
procedures.

•

Ensure that subcontractors have appropriate policies and procedures in place to fulfil
safeguarding obligations and duties under PREVENT

•

Support subcontractors to develop an effective Self-Assessment Report (SAR) and
Quality Improvement Plan (QIP).

Management Fee
VSS will retain a Management Fee of 15% of total funding
The Management Fee will be calculated based on the level of resource required: to manage
effectively the individual subcontractor relationship; to ensure funding returns and
requirements are met and to ensure that the high quality of delivery to learners is maintained
and that any risk to the provision and Funding Bodies is mitigated.
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Support Provided to Subcontractors
VSS will:
•

Assign a Programme Manager to manage the relationship with the subcontractor and
take overall responsibility for subcontracting to ensure that the quality of
subcontractor’s delivery meets its expectations and to support the continuous
improvement of the subcontractor’s provision.

•

The Head of Operations will ensure the timely and accurate recording of learner
information on the provisions ILR.

•

Make a commitment to undertake a regular and substantial programme of quality
assurance checks on the education and training provided by sub-contractors,
including visits at short or no notice and face-to-face interviews with staff and
learners. These checks include whether the learners exist and are eligible and
involve direct observation of initial guidance, assessment, and delivery of learning
programmes.

•

Make a commitment to ensure that all the subcontractor’s delivery meets the relevant
Funding Bodies Funding Rules.

Payment Terms
•
•

Payment will be based on agreed profiles from August to July. Will be a reconciliation
month, with payments on actual delivery evidenced through the provisions ILR after
that point.
Communication

•

The Fees and Charges will be routinely communicated to and discussed with current
subcontractors as part of the contract review process.

•

The Fees and Charges will be communicated to potential subcontractors as part of
the procurement process.
Policy Review

•
•

The fees and charges will be reviewed annually, however may be reviewed more
frequently in response to changes in government policy or funding.

Due Diligence & Tendering
VSS will complete due diligence approval of a contractor each year, extendable on a year by
year basis and subject to:
•

Acceptable delivery of previous year’s contract

•

Confirmation of updated information

•

Supply of annual accounts
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•

Stage 1 – Annual Credit Check

•

Contractors who wish to become a subcontractor must complete or provide the
documentation listed below:

•

Due diligence application form

•

Two current references

•

Copy of latest Annual accounts

•

Success rates for all types of programmes delivered.

Stage 2 – Full site visit
If the subcontractor is successful in their due diligence, the following stage will be
attendance at a pre-contract meeting. Approval of a contractor does not guarantee an offer
of funding. Contracts are offered subject to:
•

Submission of specific documents, upon request

•

Attendance at contract meetings upon request

*

*

*

*

*

*

*

*

*

*

*

BUSINESS CODE OF ETHICS
Code of Conduct
The standards outlined in this document are representative of the standards of performance
and behaviour that are expected of VSS working community and are not intended as a
complete listing of all the company’s rules, regulations and standards.
Only through the observance of such standards can VSS effectively and efficiently serve its
external and internal clients.
The relationship between VSS and its employees is based upon mutual respect, trust and
confidence. This code of conduct sets out some of the standards upon which this
relationship is to be based.
Scope
This Code of Conduct applies to all employees of the company and anyone working within it
on a voluntary or placement basis.
It is the responsibility of all members of the company working community to familiarise
themselves with, and adhere to, all of the company rules, policies and procedures.
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Failure to comply with the standards of performance and behaviour outlined in this document
may result in disciplinary action in accordance with the company's disciplinary procedure.
Such disciplinary action may include dismissal depending on the circumstances.
All employees will be made aware of the Code of Conduct and will sign to confirm their
understanding and acceptance of the standards set out within it.
Attendance & Timekeeping
Employee attendance at work is expected to be punctual. Instances of lateness should be
explained by the employee concerned to his/her Line Manager, who will monitor the situation
and take action as appropriate in accordance with the company’s capability or disciplinary
procedure.
It is the responsibility of management to approve any variations (including any short-term
variations) to an individual’s normal hours of work. Individuals should not vary their normal
hours of work without prior management approval.
The company’s absence management procedure outlines the standards that are expected of
all employees and the procedures that should be followed during any period of absence. It
also provides details of how the company will address and manage all issues related to
employee absence.
Alcohol & Substance Abuse
Employees must not attend work under the influence of any substance, including alcohol,
illegal drugs and/or solvents. Employees who have been prescribed medication by a
healthcare professional must inform their Line Manager immediately if that medication has,
or could, have an adverse effect on the employee’s ability to carry out his/her duties.
The company’s drug abuse policy and procedures outline the standards expected of all the
company’s working community in relation to drug and alcohol use and abuse, and provides
guidance on managing issues related to such use and abuse and the action that will be
taken by the company in instances of non- compliance.
Bullying and Harassment
The company recognises that all members of its working community and its clients have the
right to be treated with consideration, respect and dignity, and is committed to creating and
maintaining a working environment free from discrimination, harassment, bullying,
intimidation and victimisation.
To clarify, bullying and/or harassment is verbal, non-verbal or physical conduct which is
unsolicited or unwelcome and which another individual considers violates their dignity or
creates an intimidating, hostile, degrading, humiliating or offensive environment.
Instances of bullying and or harassment at work, or outside work if it has a bearing on the
working relationship, is unacceptable and will not be tolerated. All instances of bullying
and/or harassment will be managed through the anti-harassment, bullying and dignity at
work procedure and the company’s disciplinary procedure as appropriate.
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Examples of bullying / harassing behaviour could include:
•

spreading malicious rumours, or insulting someone, exclusion, unfair treatment,
deliberately undermining a competent worker by constant criticism.

Under the Equality Act 2010, harassment is unwanted conduct which is related to one of the
following:
•

age, disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex and sexual orientation and is therefore
unlawful.

Confidentiality
All members of the company’s working community have a personal responsibility to protect
and maintain the confidentiality of both company and client information. The disclosure of
confidential information relating to the company and/or its internal or external clients is
prohibited, except as authorised or required by the law or in accordance with an employee’s
duties under his/her contract of employment (including statements made between or to
Trade Union Representatives) or when making a protected disclosure under the Public
Interest Disclosure Act.
If employees are unsure as to whether they should disclose information which they consider
to be, or might be, confidential, they should seek guidance from their Line Manager.
Full details of the covenants by which employees are bound in respect of confidentiality are
outlined in their contracts of employment.
A breach of confidentiality may result in disciplinary action being taken against the
employee/s responsible in accordance with the company’s disciplinary procedure.
Any confidential data taken off-site must be securely stored.
Staff should familiarise themselves with the company’s data protection policy and data
protection act factsheet.
Company Vehicles and Driving in Pursuit of Company Activity
The company is committed to ensuring that employees are kept as safe as possible whilst
undertaking any task on behalf of the company, including driving during the course of work
or in pursuit of company business or activities.
Where company vehicles are provided to employees in specific posts at the company, this
will be detailed in the employee’s contract of employment.
There may also be occasions on which employees are required to either drive a company
vehicle or their own vehicle in pursuit of company business or activities. Individuals should
refer to the Health and Safety Manual for more detailed information.
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Suitability to Work with Children and Vulnerable Adults
The company works in line with ‘keeping children safe in education April 2014’
DISCLOSURE AND BARRING SERVICE (DBS) CHECK. VSS is committed to adhering to
the DBS’s Code of Practice.
Roles at the company are assessed in order to decide if a DBS disclosure or check is
required and if it is, what level of disclosure is required.
There will be instances when existing members of staff will also require a new DBS check,
for example to comply with procedures governing learner residentials.
DBS checks are undertaken to ensure that the company upholds its duty of care to protect
vulnerable groups who access the company. Failure to co-operate with a reasonable request
on the part of the company to obtain a DBS check may result in disciplinary action being
taken in accordance with the company’s disciplinary procedure.
Disqualification by Association
In line with keeping children safe in education, April 2014 guidance prospective and current
employees of the company’s nursery need to provide the relevant information about a
person who lives or works in the same household as them. Please refer to appendix 1 which
contains the relevant extract from the April 2014 guidance for clarity. For prospective staff
this must be declared on the confidential monitoring form. For existing staff this must be
declared to the Managing Director.
Police Enquiries of Current Employees
All employees have an obligation to inform the company if he or she are the subject of
criminal investigations, charge, caution, warning or conviction. Failure to do so may result in
disciplinary action. However, an employee will not face disciplinary action solely because he
or she are the subject of criminal investigations, charge, caution, warning or conviction.
The question that the company needs to address in such cases is whether the conduct
warrants disciplinary action because of its effect on the employee’s ability or suitability to
undertake his/her job role and/or on the reputation of the company.
In such circumstances, the facts of the matter should be investigated and if disciplinary
action is considered appropriate, the procedure outlined in this document should be
followed.
The company will not usually wait for the outcome of any prosecution before deciding what
action, if any, to take.
Allegations Against Staff (Safeguarding)
Any allegations of abuse (to learners) against staff must be referred to the Director: Human
Resources. (In her absence, Deputy Principal: teaching and Learning. In her absence, Head
of human resources.) The matter will then be referred to the local authority designated officer
in line with Keeping children safe in education April 2014.
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Where staff have any safeguarding concerns about another member of staff these concerns
must be reported immediately to the Managing Director: Human Resources who will refer
this to the local authority designated officer as above.
If the accused person resigns or ceases to provide their services, this should not prevent an
allegation being followed up in accordance with ‘keeping children safe in education April
2014’ guidance.
Personal Relationships
Staff - Learners
Under the Sexual Offences Act 2003, it is an offence for anyone in a position of trust to
engage in sexual activity (including touching of a sexual nature) with a person under the age
of 18 who is in their care. The position of trust definition applies to all teachers and other
staff in an educational setting. Such a breach of trust is an arrestable offence, even if the
activity and/or relationship is consensual. Anyone successfully convicted under this
legislation will be subject to notification requirements and registration under the Sex
Offenders Act 1997.
Employees in such a position of trust must not enter into personal relationships with any
learner under the age of 18; and must not encourage behaviour on the part of the learner
which goes beyond that which could ordinarily be expected from a staff/learner relationship.
Relationships with learners who are vulnerable adults are prohibited. This type of
relationship could be viewed as an abuse of employee’s position of trust and breach of
standards of professional conduct expected in company.
These rules will be strictly enforced. Any member of staff who enters such relationships will
be subject to the company’s disciplinary procedure, this may constitute gross misconduct,
which could lead to summary dismissal and referral to the Independent Safeguarding
Authority. Furthermore, in suspected cases of an abuse of a position of trust, the company
may report those concerned to the Police.
In respect of allegations against staff, the company will follow the framework set out in
keeping children safe in education April 2014.
It is vital that staff work within appropriate professional boundaries at all times with children
and young people with whom they are in a position of trust.
There are some situations that are never appropriate while working with learners, such as
drinking alcohol, please use the safe working practices at VSS document for further clarity.
Personal relationships between employees and learners over 18 years of age must be
disclosed to the company via the employee’s Line Manager.
This requirement equally applies to relationships that existed prior to the employment or
enrolment and to relationships that develop at company. VSS will put in place appropriate
arrangements to ensure that the learner’s learning and assessment is free from bias. VSS
will also advise the member of staff and learner that their relationship should be conducted
entirely off site.
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Although the Line Manager will treat the disclosure sensitively and in confidence, it is likely
that other members of staff will need to be informed. This will be on a strictly need-to-know
basis. Failure to disclose a personal relationship with a learner will be dealt with under the
company’s disciplinary procedure.
Staff must not make contact with learners through their personal social media accounts or
mobile phone number. All staff must act in accordance with the safer working practices
document.
Between Staff
If you perceive that a personal relationship you have with a colleague may give rise to a
professional conflict/compromise, you should bring this to the attention of your Line Manager
or their Manager.
This applies equally to relationships that existed prior to employment and to relationships
that develop whilst at company. Such disclosures must be treated with respect, dignity and
in confidence, however it may be necessary for the Line Manager to discuss with their Line
Manager or Human Resources, but this will be on a strictly need-to-know basis and will be
discussed with the employee in the first instance. The line manager will be responsible for
making appropriate alternative arrangements where necessary to avoid any conflicts of
interest.
In some cases, it may be necessary to consider moving an employee if it is perceived that
there is a conflict of interest in order to protect both parties. Full discussions will take place
with the individual
.
Staff – Client/service provider
If you perceive that a personal relationship you have with a client or service provider may
give rise to a professional conflict/compromise, you should bring this to the attention of your
line manager or their manager. Such disclosures must be treated with respect, dignity and in
confidence.
If you are unsure about what action to take or how you should respond to any situation you
must immediately contact your line manager or the designated safeguarding lead.
Disclosure of Interest
In order to uphold fairness and consistency, and to comply with company regulations
(including but not limited to its financial regulations), members of the company’s working
community must disclose any interests and/or relationship(s) - whether direct or indirect that they have with any person, company, company or other organisation involved with the
company and/or its business and/or activities which may give rise to conflict / compromise.
Standards of Dress
Employees are expected to dress in a way which is appropriate to their role. Some roles
necessitate employees to wear items of protective clothing in the interests of health and
safety. Such items should be worn at all times as required.
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Equality and Diversity
The VSS is committed to ensuring equality of opportunity for its employees and learners
alike.
All employees have an individual responsibility to uphold and apply in practice the
company’s Equality and Diversity scheme and to conduct themselves in a manner consistent
with that scheme and with relevant legislation. Discrimination and prejudice will not be
tolerated by the company and such conduct may result in disciplinary action being taken in
accordance with the company’s disciplinary procedure.
Bribery Act 2010
The company values its reputation for ethical behaviour and for financial probity and
reliability. It recognises that over and above the commission of any crime, any involvement in
bribery will reflect adversely on its image and reputation. Its aim, therefore, is to limit the
company’s exposure to bribery by:
•

Setting out a clear anti-bribery policy (found within this handbook)

•

Encouraging staff to be vigilant and to report any suspicions of bribery, providing
them with suitable channels of communication and ensuring sensitive information is
treated appropriately;

•

Rigorously investigating instances of alleged bribery and assisting Police and other
appropriate authorities in any resultant prosecution;

•

Taking firm and clear action against any individual (s) involved in bribery.

The company prohibits the offering, the giving, the solicitation or the acceptance of any
bribe, whether cash or other inducement to or from any person or company, wherever they
are situated and whether they are a public official or body or private person or company by
any individual employee, agent or other person or body acting on the company’s behalf in
order to gain any commercial, contractual or regulatory advantage for the company in a way
which is unethical or in order to gain any personal advantage, pecuniary or otherwise, for the
individual or anyone connected with the individual.
Individuals should discuss with their Line Manager if at any time they are in doubt as to
whether a potential act constitutes bribery. If necessary, guidance can be sought from the
Managing Director.
Related policies and procedures are anti-fraud policy and fraud response plan, financial
regulations, whistleblowing policy and risk management policy and procedure.
Financial Regulations
The company has established financial regulations which govern all activity associated with
the procurement and invoicing of goods and services on behalf of the company. All
employees have an individual responsibility to uphold and apply in practice these regulations
and any breach of them will be addressed in accordance with the company’s disciplinary
procedure.
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Gifts and Hospitality
Employees must not accept any gifts, fees or inducements for any service connected with
their employment (including, for the avoidance of doubt, any such gifts received from
learners), with the exception of minor gifts, inexpensive marketing materials and cards.
Individuals should inform their Line Manager if they are offered any substantial gifts (over the
value of £25) or if they require further clarification.
Health and Safety
The company is committed to promoting and implementing all relevant health and safety
legislation and recognises that the highest priority must be given to safe methods of work at
all times.
Employees must familiarise themselves with the company’s Health and Safety Policy and
Health and Safety Manual and must ensure that all health and safety standards are met in
accordance with that policy. Employees must not, under any circumstances, behave in a
way which could endanger their own health and safety or the health and safety of others.
Any breach of the company’s health and safety rules or regulations or its Health and Safety
Policy will be viewed extremely seriously by the company and may constitute gross
misconduct in accordance with the company’s disciplinary procedure.
Damage to Property
Anyone suspected of, or caught, causing deliberate damage to company property, hired
plant or third-party property within the confines of company and/or client premises will be
subject to disciplinary action in accordance with the company’s disciplinary procedure.
Statements to the Press or Other Media
Statements to the press or other media on any aspects of the company’s business and/or
activities must not be made without prior reference to the Managing Director. Although this
does not apply to Trade Union Representatives acting in a Trade Union capacity. The
company and trade unions would inform each other on press statements affecting each
other’s business.
The reasons for this will no doubt be appreciated by employees, as often the Leadership &
Management Team is more aware than staff of the company’s opinion on controversial
matters and can therefore ensure that an appropriate statement is made.
Any statement made in contravention of this rule may lead to disciplinary action being taken
against the employee/s concerned in accordance with the company’s disciplinary procedure.
Theft
Anyone who is suspected of or caught stealing the property or assets of the company, its
employees or clients will be subject to disciplinary action in accordance with the company’s
disciplinary procedure. The Police may be notified.
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Use of Information Technology
All employees have an individual responsibility to uphold and apply in practice the
company’s e-mail and internet policy. Breaches of the e-mail and internet policy will be
addressed in accordance with the company’s disciplinary procedure. All employees must
familiarise themselves with the company’s email etiquette guidance; email and internet
policy; ICT and information security policy; mobile computing policy and social media policy;
Guidance Notes
No code of conduct can hope to spell out the appropriate behaviour for every situation, nor
should it seek to do so. The company relies on each member of staff to make a judgement of
what is right and good practice in any particular situation.
If you are unsure determining what action is appropriate in any given situation it is
recommended that you seek clarification from your Line Manager.
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MAINTENANCE AND REVISION OF THIS HANDBOOK
The Managing Director will annually review the contents of this handbook. All updated or
new policies and procedures will be shown on page 2 of this handbook and communicated
to all staff.
Disclaimer
All policies and procedures contained herein have been adopted by VSS and supersede all
previous policies. We will periodically review policies and procedures in part or as a whole,
to ensure that they continue to reflect current requirements in the field of Further Education
and are consistent with trends and legislative requirements.
Additional Information
The Managing Director should be contacted with any questions concerning this handbook or
the policies in it. Suggestions for changes to the handbook or policies contained in this
handbook should also be submitted to the Managing Director.

END OF DOCUMENT
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