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I. Purpose and scope 

I.1 The purpose of this policy statement is:  

• To protect children and young people who attend the programme from harm.  
• To provide staff, students, parents/guardian with the overarching principles that 

guide our approach to child protection.  
• Ensure roles and responsibilities are made clear in respect of safeguarding matters 

and an appropriate level of information, training and support is provided when 
necessary 

• Offers assurance to students, staffs, parents and visitors that safeguarding concern 
will be dealt with effectively and in timely manner 

• Manage effectively the risks associated with activities and events during the 
programme 



 

 

I.2 Scope 

Anyone working on behalf of Downing College International Programme, including 
senior managers and fellows, paid staff, volunteers, sessional workers, agency staff and 
International Programme’ students are subject to and in scope of the policy. This policy 
covers all events and activities organised by and when representing the  Downing 
College International Programme. 

II. Definition  
• Child/Young Person: For the purpose of this policy, a child is defined as anyone 

under the age of 18 
• Safeguarding: Protecting children from maltreatment; preventing impairment of 

children’s health or development; ensuring children grow up in circumstances 
consistent with the provision of safe and effective care; and taking action to enable 
all children to have the best outcomes. 

• Abuse: A form of maltreatment of a child. Somebody may abuse or neglect a child 
by inflicting harm or by failing to act to prevent harm. 

III. Policy Statement 

Downing College International Programme believe in creating a safe and positive environment 
for students to learn. We aim to adopt the highest possible standard and take all reasonable 
steps in ensuring the safety and welfare of children and young person during the programme. 
We have zero tolerance for any form of abuse. Reports or concerns regarding possible abuse or 
inappropriate conduct will be treated seriously, handled promptly, and in line with this policy 
and applicable statutory guidance. 

IV. Legal Framework 

This policy has been outlined based on legislation, policy and guidance that seeks to protect 
children and young people in England. The main legislation in England is the Children Act 
1989; the Children Act 2004 and the Children and Social Work Act 2017.  

Other key pieces of legislation include:  
 

• Keeping Children Safe in Education 
• Working together to Safeguard Children 2018 
• The Education Act 2002 
• The UN conventions on the Rights of the Child 1992 
• Equality Act 2010 

The Downing College International Programme Safeguarding Policy should be read in 
conjunction with the following College and Programme documents:  

• Safer Recruitment Policy 
• Students Code of Conduct 
• Student Dignity Policy 

https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/Shared%20Documents/Safeguarding/Policy/Safer%20Recruitment%20Policy.docx?d=w0a81f66d9b8d42d488de4dce78f1528a&csf=1&web=1&e=IAjPCF
https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/_layouts/15/Doc2.aspx?action=edit&sourcedoc=%7B5d3cdc08-bb39-4cdc-b9c4-a85965ee6682%7D&wdOrigin=TEAMS-MAGLEV.teamsSdk_ns.rwc&wdExp=TEAMS-TREATMENT&wdhostclicktime=1743077810635&web=1
https://www.dow.cam.ac.uk/sites/default/files/student_dignity_policy_july_2023.pdf


 

 

• Pastoral Staff Code of Conduct 
• Academic Staff Code of Conduct 
• Guideline for Filming and Photography in Downing College 
• Online Safety Guidance 
• DCIP Admission & Enrolment Policy 
• Data Protection Policy 

 

V. Roles and Responsibility 

V.1 International Programme Safeguarding Lead 

Act as the main point of contact for all safeguarding and child protection issues 
within the International Programme.  

• Receive and coordinate the response to any concerns or allegations. 
• Liaise with relevant external agencies such as the NHS, the Police, and the 

Local Safeguarding Children Partnership. 
• Maintain secure records of any safeguarding concerns or allegations and the 

actions taken. 

V.2 Tutors, Pastoral Staffs and Other Staff employed and or working with Downing 
College International Programme 

• Promote a culture where children feel safe and are listened to. 
• Immediately report any suspicions or incidents of abuse to the Designated 

Safeguarding Lead (DSL).  
• Always maintain professional boundaries with children.  
• Following the Downing College Staff Code of Conduct 

V.3 Third party & contractors 

• Adhere to this policy  
• Report any concerns to the DSL, following the reporting procedures outlined in 

this document. 

V.4 Parents, Guardians and Group Leader 

• Read and understand the safeguarding policy and are responsible for their child 
before and after the programme. 

VI. Reporting and Responding to Incidents 

When an incident occurs, it is crucial to report it to the Designated Safeguarding Lead 
and log it in the College Accident Reporting System and the International Programme’ 
incident report. Staff should be alerted immediately to ensure a prompt response. 
Depending on the nature of the incident, it may be necessary to inform the Multi-
Agency Safeguarding Hub (MASH) and the College-wide safeguarding team. 

https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/Shared%20Documents/Safeguarding/Code%20Of%20Conduct/Pastoral%20Staff%20Code%20of%20Conduct.docx?d=w650fc322f8484136a6f7c0701609e273&csf=1&web=1&e=N0fvqH
https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/_layouts/15/Doc2.aspx?action=edit&sourcedoc=%7B0697115d-b4ce-4166-bb5d-9b59b4a25181%7D&wdOrigin=TEAMS-MAGLEV.teamsSdk_ns.rwc&wdExp=TEAMS-TREATMENT&wdhostclicktime=1743077899304&web=1
https://www.dow.cam.ac.uk/sites/default/files/Filming%20and%20Photography%20in%20Downing%20College.pdf
https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/Shared%20Documents/Safeguarding/Policy/Online%20Safety%20Policy.docx?d=wcba8b4f5b69f44d6900b4d735d1ec53d&csf=1&web=1&e=RMxRuC
https://downingcollege.sharepoint.com/:w:/r/sites/DowningInternational/_layouts/15/Doc2.aspx?action=edit&sourcedoc=%7B18742c7e-429f-42de-8963-45badce7659b%7D&wdOrigin=TEAMS-MAGLEV.teamsSdk_ns.rwc&wdExp=TEAMS-TREATMENT&wdhostclicktime=1743077718820&web=1
https://www.dow.cam.ac.uk/sites/default/files/Data%20Protection%20Policy%20v.1.pdf
https://3rcs5umxib3.typeform.com/to/atUOOOtj
https://3rcs5umxib3.typeform.com/to/atUOOOtj


 

 

VI.1 Type of Concern and how to 

VI.1. a. Bullying or Violence 

• Action: Report to the Safeguarding Lead and log in the incident 
report. 

• Follow-up: The Safeguarding Lead assesses the incident and decides 
on the course of action, which may include notifying 
parents/guardians and calling emergency services if needed. 

 
VI.1.b. Accident (e.g., fall, injury) 

• Immediate Response: Report to the Porters’ Lodge, provide first aid 
and complete an Accident Report Form. 

• Notification: Accident Report Form passed to the HOD, inform the 
Safeguarding Lead and notify parents/guardians. 

• Follow-up: Provide support and monitoring, and call emergency 
services if necessary. 

VI.1.c. Cause for Concern (e.g., emotional distress, illness) 

• Assessment: The Safeguarding Lead assesses the situation and 
decides on the necessary actions. 

• Support: Provide support and guidance and log a concern report. 
• Referral: Refer to an external agency if needed. 

 

 

VI.2 Follow Up & Documentation 

For all incidents, it is essential to provide follow-up support and log a comprehensive 
report, including the actions taken and the rationale behind them. This ensures 
transparency and accountability in handling each case. This will be saved in 
International Programme’ Database.   
 

  



 

 

VI.3 Incident Reporting Diagram 

  



 

 

VII. Responding to Allegations Against Staff 

VII. 1 Allegation 
 If an Allegation is made against a member of staff or third-party provider:  

• The Downing College International Programme Designated Safeguarding 
Lead (DSLL must be informed immediately.  

• If the allegation involved Designated Safeguarding Lead (DSL, please see the 
Whistleblowing Policy. 

• The Designated Safeguarding Lead (DSL will follow the local safeguarding 
partnership procedures, including immediate contact with relevant external 
agencies if required 

• The individual against whom the allegation has been made may be 
suspended pending an investigation, to protect both children and the staff 
member/third party.  

VII.2 Investigation  

All allegations will be taken seriously, handled sensitively, and investigated 
promptly and thoroughly. Investigations will be handled using the Downing 
College International Programme processes.  

VIII. Confidentiality and Record-keeping 

•  All information regarding safeguarding concerns and reports must be kept 
confidential and secure, in accordance with data protection laws and 
guidelines.  

•  Only those who need the information to safeguard or protect the welfare of 
the child will have access to confidential records. 

•  Accurate and detailed records will be maintained by Downing College 
International Programme’s DSL of all safeguarding concerns, discussions, 
decisions and action taken. These records will be held securely, with 
restricted access. 

• All records relating to staff and third parties identified as being members of 
the Downing College Communities will be subject to the Downing College 
Policy on storage and data retention.  

• Record and datas related to the students attending the Programme will be 
subject to Downing College International Programme Data Policy. 

  

IX. Monitoring and Review  

IX.1 Monitoring  

The implementation of this policy will be regularly monitored through staff 
supervision, ongoing training, and internal safeguarding audits. 



 

 

IX.2 Review 

This policy will be reviewed annually, or earlier if there are changes in legislation or 
significant incidents that highlight a need for modification. 

 

X. Policy Approval  

This Safeguarding Policy was established on 16 May 2025 by the Governing Body. 

 

 

 

Important Contact Details  
 

• International Programme Designated Safeguarding Lead :  
Sasha Utami 
su302@dow.cam.ac.uk 
 

• Local Authority Safeguarding Contact :  
Cambridgeshire Safeguarding Contact 
01733 234724 

 

 

 

 

 

 

 

 

 

Appendices:  

I. Activity Instruction 
II. Student’s Registration Templates 
III. Medication Consent Form 

  

mailto:su302@dow.cam.ac.uk
mailto:su302@dow.cam.ac.uk
https://www.cambridgeshire.gov.uk/residents/children-and-families/children-s-social-care/safeguarding-children-and-child-protection
https://www.cambridgeshire.gov.uk/residents/children-and-families/children-s-social-care/safeguarding-children-and-child-protection


 

 

ACTIVITY INSTRUCTIONS 

(ACTIVITY NAME) 

Point of Contact  
On-Site DCIP Staff 
Responsible 

 

Students to TA ratio  
Equipment Needed •   

•   
•   
•   
•  

Location  
Risk Assessment (Link) 
Before  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

During  
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 

After  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Important Notes  
 
 

STUDENTS REGISTRATION 

Accommodation 
Name     

TAs 
Initial 

  

Date 29/03/2025 
       

  

*Students must be registered with time stamp and seen in person by staff on duty 

Room 
No. 

First Name Last Name 
Preferred 

Name 
M/F 

AM 
(08:50-
09:15 

PM 
(15:30) 

Evening 
(20:00) 

Curfew 
(22:30) 

         

         

         



 

 

         

         

         

         

         

         

         

         

         

         

         

Consent Form for the Administration of Prescribed Medicine 

 
 
Student’s Name: _________________________ 
Programme Dates: ___________________________  
Condition for which medicine has been prescribed: _______________________________  

 

• Name of prescribed medicine 1. _______________________________ 
Dosage: _____________________________  
Administration instructions: 
_______________________________________________________________________ 
 

• Name of prescribed medicine 2. _______________________________ 
Dosage: ____________________________  
Administration instructions: 
_______________________________________________________________________  
 
Signed: ___________________________________ (Parent/Guardian)  
Date: _____________________________________ 
___________________________________________________________________________
___  
 
 



 

 

ALL MEDICINES MUST BE PRESCRIBED BY A DOCTOR AND KEPT IN THEIR 
ORIGINAL PACKAGING.  

 

Over The Counter Medication (Only in exceptional circumstances) 

 

 
 
Student’s Name: _________________________  
 

Programme Date: ___________________________ 

 

Condition for which medicine is required: ______________________________________  
Name of over-the-counter medicine:  
1. ___________________________________Dosage: __________________________  
2. ___________________________________Dosage: __________________________ 
Administration instructions: 
_______________________________________________________________________  
 
Signed: ___________________________________ (Parent/Guardian)  
Date: _____________________________________  
 
Disclaimer  
I _____________(parent/carer), can confirm that the above Over the Counter 
medication has been previously administered without adverse effect in the past. Staff 
can only administer this medication for up to a maximum of 48hours from the above 
date. If symptoms persist, I will seek further advice from a medical professional.  
 
Signed: ___________________________________ (Parent/Guardian)  
Date: ____________________________________ 

Bringing medicine to the UK 

If you’re a UK resident who has been prescribed medicine while you were abroad, you need to 
contact the Drug and Firearms Licensing Unit (DFLU). 

If you’re not a UK resident, you will need to carry a letter of proof that the medicine was 
prescribed for you. 

 



 

 

The letter must include: 

• your name 
• the dates you are travelling to or from the UK 
• a list of your medicine, including how much you have, doses and the strength 
• the signature of the person who prescribed your drugs 
You can only bring up to 3 months' supply of your medicine with you. 

Your doctor or pharmacist can tell you if your medicine contains a controlled drug. You can 
also check the drugs listed on the packaging of your medicine and search for them on the 
controlled drugs list. The list does not give names of medicines, only drugs that are used in 
medicines. 

If it contains a drug listed as schedule 1 

You must contact the DFLU before you travel to the UK. 

You cannot bring schedule 1 drugs into the UK without a licence. Licences for schedule 1 
drugs are limited to research or other special purposes. You cannot use a Schengen Certificate 
to bring schedule 1 drugs into the UK. 

 

 

https://www.gov.uk/government/publications/controlled-drugs-list--2
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