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[bookmark: _Toc243052491]1. Purpose, Scope and Governance
This manual explains how Tip Top Tutoring delivers safe, consistent and professional tutoring services. It applies to the owner, employees, self-employed tutors, volunteers and subcontractors working online, in learners’ homes, at business premises or in third-party venues.
[bookmark: _Toc243052492]1.1 Roles and responsibilities
· Policy owner: Josephine Holt-Martin, Tutor
· Designated safeguarding lead: School DSL
· Deputy safeguarding lead: School DSL
· Data protection lead: Josephine Holt-Martin
· Complaints contact: Josephine Holt-Martin
[bookmark: _Toc243052493]1.2 Approval and review
Policies are approved by Owner/Director and reviewed at least annually, and sooner after a serious incident, complaint, legal or regulatory change, or material change to services. Staff and tutors must confirm that they have read and understood relevant updates.
[bookmark: _Toc243052494]2. Safeguarding and Child Protection
[bookmark: _Toc243052495]2.1 Policy statement
Tip Top Tutoring is committed to protecting children and adults at risk from harm. Concerns are taken seriously, recorded factually and referred promptly to the appropriate person or authority.
[bookmark: _Toc243052496]2.2 Safer working practices
· Complete appropriate identity, reference and background checks before engagement.
· Avoid being alone with a learner in an unsuitable or unobservable setting.
· Use approved communication channels; do not use personal social media accounts to contact learners.
· Do not transport learners, give gifts, take photographs or record sessions without prior written authorisation.
· Maintain professional boundaries and report any concern, allegation or disclosure immediately.
[bookmark: _Toc243052497]2.3 Responding to a concern or disclosure
1. Listen calmly; do not investigate or promise confidentiality.
2. Make an accurate, dated record using the learner’s own words where possible.
3. Contact the designated safeguarding lead without delay.
4. If someone is in immediate danger, contact emergency services.
5. Preserve records securely and share information only on a need-to-know basis.
[bookmark: _Toc243052498]2.4 Allegations against a tutor
The tutor may be removed from learner contact while the matter is assessed. The policy owner will follow applicable referral, reporting and employment or contractual procedures. Contact details for local safeguarding services: 
	Hampshire Children's Services
	0300 555 1384


.
[bookmark: _Toc243052499]3. Safer Recruitment and Tutor Vetting
· Use a written role description and application process.
· Verify identity, qualifications, experience and right to work where applicable.
· Obtain and check two references, including the most recent relevant employer or client where appropriate.
· Complete the level of criminal-record and barred-list checking appropriate to the role and location.
· Assess gaps, inconsistencies, conflicts of interest and suitability to work with learners.
· Require signed acceptance of the code of conduct, safeguarding policy, confidentiality duties and data requirements.
Records of checks, decisions, renewal dates and restrictions are stored securely. Tutors must disclose relevant changes promptly.
[bookmark: _Toc243052500]4. Code of Conduct and Professional Standards
· Act honestly, respectfully, inclusively and in the learner’s best interests.
· Plan suitable sessions, keep reliable records and provide accurate progress feedback.
· Use appropriate language, clothing and behaviour.
· Do not discriminate, harass, intimidate, exploit or form inappropriate relationships.
· Do not attend sessions while impaired by alcohol, illegal drugs or misused medication.
· Declare conflicts of interest and do not make misleading claims about results, qualifications or experience.
· Protect confidential information and business materials.
Breaches may lead to retraining, restricted duties, suspension or termination of engagement, and referral to relevant authorities where required.
[bookmark: _Toc243052501]5. Equality, Diversity, Inclusion and Accessibility
Tip Top Tutoring provides fair access to services and does not tolerate unlawful discrimination, bullying or harassment. Reasonable adjustments will be considered with the learner or parent/carer, taking account of individual needs, safety and available resources.
[bookmark: _Toc243052502]5.1 Procedure
1. Invite learners to share relevant access, communication or learning needs.
2. Agree and document appropriate adjustments.
3. Review effectiveness and update arrangements when needs change.
4. Escalate concerns or complaints to relevant Head Teacher.
[bookmark: _Toc243052503]6. Data Protection, Privacy and Records
Personal information is collected and used only for defined business, educational, safeguarding and legal purposes. Tip Top Tutoring maintains a privacy notice describing the information collected, lawful basis, sharing, retention and individual rights.
· Collect only information that is needed.
· Store records in approved, access-controlled systems.
· Use strong passwords and multi-factor authentication where available.
· Do not send learner information through unapproved personal accounts or devices.
· Check recipients before sending information and report suspected data loss immediately to Data Protection Lead.
· Retain records according to the retention schedule, then securely delete or destroy them.
Retention schedule: Enquiries 1 year; learner records 1 year; invoices 1 year; safeguarding records 1 year; recruitment checks 6 months.
[bookmark: _Toc243052504]7. Online Tutoring and Digital Safety
· Use approved platforms and business accounts.
· Confirm the learner’s identity and emergency contact details before the first session.
· Where appropriate, a parent/carer should know when sessions occur and remain contactable.
· Keep backgrounds, screen-sharing and chat content professional and free from personal information.
· Do not record sessions unless there is a defined purpose and prior written consent.
· End and report a session if there is inappropriate conduct, an unknown participant or a safety concern.
If technology fails, the tutor will follow the cancellation/rescheduling terms and record whether the session was delivered.
[bookmark: _Toc243052505]8. Health, Safety, Lone Working and Emergencies
Risks are assessed for each delivery setting. Tutors must use safe equipment, maintain clear exits, follow venue rules and report accidents, hazards and near misses.
[bookmark: _Toc243052506]8.1 Home visits and lone working
· Record the address, session time and expected finish time in the approved system.
· Use a check-in/check-out process with relevant school.
· Do not enter or remain where conditions appear unsafe.
· Keep a charged phone available and know how to summon assistance.
[bookmark: _Toc243052507]8.2 Emergency procedure
1. Make the area safe without placing yourself at risk.
2. Contact emergency services where necessary.
3. Notify the parent/carer and relevant school.
4. Complete an incident record within 24 hours.
[bookmark: _Toc243052508]9. Bookings, Fees, Cancellations and Refunds
· Fees: Rate as per quote.
· Payment: Due 30 days from invoice the session by bank transfer.
· Client cancellation: 24 hours.
· Tutor cancellation: The session will be rearranged or refunded.
· Ending services: Either party may end the arrangement by giving 2 weeks notice, subject to safeguarding or serious-breach provisions.
Terms, fees and any package expiry dates must be provided before services begin. Changes are confirmed in writing.
[bookmark: _Toc243052509]10. Complaints and Concerns
1. Raise the concern with Josephine Martin by email or phone.
2. Acknowledgement will be sent within 3 working days.
3. An impartial review will examine relevant records and may seek further information.
4. A written outcome and any remedy will normally be provided within 10 working days.
5. If unresolved, the complainant may request a review by relevant school within 10 working days.
Safeguarding concerns, allegations of harm and urgent safety risks are handled under the safeguarding procedure rather than delayed by the complaints process. Complaint records are kept confidentially and used to improve services.
[bookmark: _Toc243052510]11. Teaching Quality, Progress and Academic Integrity
· Agree learning goals and review them when necessary.
· Plan age- and level-appropriate sessions using accurate, lawful materials.
· Keep concise attendance, lesson and progress records.
· Give constructive feedback without guaranteeing grades or outcomes.
· Do not complete assessed work for learners, facilitate plagiarism or misuse confidential examination materials.
· Escalate persistent non-attendance, welfare concerns or barriers to progress according to agreed communication arrangements.
[bookmark: _Toc243052511]12. Incident Reporting, Business Continuity and Insurance
Incidents, near misses, complaints, data breaches and safeguarding concerns are recorded using the relevant form and reviewed for follow-up action. Tip Top Tutoring maintains appropriate insurance and checks cover for all delivery locations and activities.
[bookmark: _Toc243052512]12.1 Business continuity
· Maintain secure backups of essential records.
· Keep current contact information for learners, parents/carers and tutors.
· Identify alternative delivery arrangements for loss of premises, systems, utilities or key personnel.
· Communicate cancellations and recovery plans promptly.
· Review the continuity plan after each activation or test.
[bookmark: _Toc243052513]13. Forms and Records Checklist
· Learner registration and emergency contact form
· Parent/carer consent and service agreement
· Safeguarding concern form
· Accident, incident and near-miss form
· Complaint form and complaint log
· Tutor application, vetting and reference checklist
· Lesson, attendance and progress record
· Data breach report
· Risk assessment and lone-working check-in record
· Policy training and acknowledgement log
[bookmark: _Toc243052514]13.1 Staff/tutor acknowledgement
I confirm that I have read, understood and agree to follow the policies and procedures relevant to my role.
Name: Mrs Josephine Holt-Martin 
Signature: J Holt-Martin
Date: 1st September 2026

