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Purpose & Scope 

FAST FORWARD is a DJ & Music Studies provision that caters to up to 50 students 
aged 11-16 years, with a focus on KS4 and above, aiming to extend to Post-16 
opportunities. The students we work with exhibit a variety of complex educational, 
social, emotional, and mental health difficulties, which have impeded personal 
development and educational success. Some learners have stated diagnoses, and 
others have attended a variety of Alternative Provisions or schools before joining 
FAST FORWARD. They can arrive at FAST FORWARD very disengaged with 
education and home life. 

This policy applies to all contract, permanent, full-time, or part-time employees of 
FAST FORWARD.  

Policy Brief & Purpose 

Our Staff Training Policy refers to FAST FORWARD’s learning and development 
programs and activities. In the modern competitive environment, employees need to 
replenish their knowledge and acquire new skills to do their jobs better. This will 
benefit both the employees and the provision. We want them to feel confident about 
improving efficiency and productivity, as well as finding new ways towards personal 
development and success. 

Policy Elements 

Employees and the Director should collaborate to build a continuous professional 
development (CPD) culture. It is an employee’s responsibility to seek new learning 
opportunities, while it is a manager’s/director’s responsibility to coach their teams 
and identify development needs. The Director is responsible for facilitating any staff 
development activities and processes. 

 

 

 

 



 

Training & Development Definitions 

Training refers to various professional learning activities, such as: 

●​ Formal training sessions (individual or corporate) 
●​ Employee Coaching and Mentoring 
●​ Participating in conferences 
●​ On-the-job training 
●​ Job shadowing 
●​ Job rotation​

 

 

Staff Training / Online Programs for Safeguarding 

FAST FORWARD is committed to providing a comprehensive approach to staff 
development and training, especially focusing on safeguarding and student 
wellbeing. In addition to regular training on the technical and vocational aspects of 
their roles, staff will receive the following safeguarding-focused training: 

●​ Prevent & Channel Training 
●​ Equality & Diversity  
●​ Physical Intervention Training 
●​ Safer Recruitment (Managers / DSL Only) 
●​ Child Exploitation 
●​ FGM Training  
●​ GDPR 
●​ Safeguarding Level 2  
●​ Leadership training (Managers / DSL Only) 
●​ CPOMs How To Log Safeguarding Incidents (Internal Training)​

 

These courses will be mandatory for all staff and will be updated regularly to ensure 
compliance with safeguarding and other regulatory standards. 

 

 

 

 



 

Additional Measures for Safeguarding Focus in Induction 

1. Induction and Safeguarding Training for All Staff​
 All new staff members, regardless of their position, will undergo a comprehensive 
safeguarding induction that includes: 

●​ Safeguarding policy review 
●​ Identifying and reporting safeguarding concerns 
●​ Understanding LADO referral processes 
●​ Safer recruitment practices 
●​ Prevent and Radicalisation Awareness 
●​ Managing disclosures and risks related to students' emotional and 

mental health 
●​ Understanding the signs of abuse, neglect, and exploitation 
●​ Student transportation policies​

 

2. Continuous Safeguarding Development​
Each staff member must attend refresher safeguarding training annually, ensuring 
that all staff remain up-to-date on current laws, guidelines, and internal policies (e.g., 
Keeping Children Safe in Education (KCSIE)). Additionally, there will be ongoing 
specialist safeguarding training for staff, focusing on areas such as mental health 
support, risk assessments, and managing students with complex needs. 

3. Ongoing Monitoring and Reflection​
Staff will be encouraged to regularly reflect on their practice during supervision 
sessions that include safeguarding discussions. This will ensure that staff are 
well-equipped to address emerging safeguarding concerns in the provision. 

4. Staff Awareness of Reporting Protocols​
Every staff member will be trained on clear reporting protocols, which will ensure that 
all safeguarding concerns are addressed immediately and in accordance with legal 
requirements. All reports of concerns must be logged in CPOMS, and staff will be 
guided on when to escalate concerns to the Designated Safeguarding Lead (DSL) or 
other relevant authorities, including LADO referrals. 

5. Mental Health and Wellbeing Training​
Given the complex mental health needs of some of our students, staff will undergo 
training focused on understanding, identifying, and supporting students' mental 
health needs, and how to respond appropriately to disclosures related to self-harm, 
suicidal thoughts, or other sensitive issues. 



 
6. CPOMS and Safeguarding Reporting​
To ensure full compliance and transparency, staff will be trained on CPOMS, the 
electronic system used for safeguarding case management. This will ensure that all 
safeguarding issues are logged, tracked, and monitored effectively. 

 

Safeguarding Training Standards and Frequency 

To meet the requirements of “Keeping Children Safe in Education” (KCSIE) and 
ensure alignment with Ofsted and local authority standards, FAST FORWARD 
commits to the following: 

1.​ Contextual Safeguarding Training​
All staff will receive contextual safeguarding training, ensuring they 
understand the unique risks posed to our learners, including localised threats, 
community influences, and digital risks that may impact young people both in 
and outside the provision.​
 

2.​ Training Records and Tracking​
All safeguarding and professional development training is recorded and 
maintained in the Staff Training Matrix, which is reviewed monthly and signed 
off by the Director. Evidence of training certificates is stored securely, all staff 
are aware of requirements as detailed above.​
 

3.​ Frequency of Training Modules​
 

○​ All new staff must complete induction safeguarding training (including 
KCSIE, Prevent / Channel, and CPOMS training) within 10 working 
days of their start date. All other core certifications must be completed 
within 3 months of starting with Fast Forward Music.​
 

○​ All staff, regardless of role, must complete annual safeguarding 
refreshers.​
 

○​ Where training is role-specific (e.g., DSL, tutor, mentoring lead), 
certifications, diplomas or master’s that cover required training will be 
valued in accordance to training, while staff are still encouraged to 
complete our training in accordance with guidance and timeframe. 

 



 
○​ If a certificate or module is not applicable (N/A) to a staff member’s 

duties (e.g., non-student-facing staff), it will be clearly marked on the 
matrix with a rationale for exemption. 

 

General Guidelines 

●​ All eligible employees are covered by this policy without discrimination against 
rank or protected characteristics.​
 

●​ The Director will evaluate the success of training efforts, maintaining records 
for future improvement opportunities.​
 

●​ Continuous Learning: Employees should show willingness to improve by 
asking the Director for direction and advice. Lead Tutors should do the same 
with their own superiors, encouraging and mentoring their subordinates.​
 

●​ Employees and managers are responsible for finding the best ways to engage 
in CPD. They are encouraged to use job rotation, job shadowing, and other 
types of on-the-job training (without disrupting daily operations).​
 

●​ Employees are encouraged to use their rights for self-paced learning by 
requesting educational material and access to other resources within the 
allocated budget.​
 

Training Costs and Reimbursement 

Generally, the company will cover any training fees, including registration and 
examination fees (one-time). They may also cover transportation if required, and 
personal expenses. This is left to the Director’s discretion. 

If FAST FORWARD decides to cover these costs, the Director will determine the 
appropriate arrangements (e.g., tickets, expenses etc). Any other covered expenses 
that employees incur may be reimbursed, provided the employee submits all relevant 
receipts and invoices for verification. 

 

 



 
Written by Adele Meek (QA Consultant)​
Approved by Director Steve Lee​
Updated by Director Scott Ballam​
7th September 2023 / Updated 30th July 2025​
Review Date: 31st August 2025 

Policy reviewed in line with Government Changes and FAST FORWARD 
updates via QA reviews, internal inspections, and advisories. 
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