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Safeguarding Children and Vulnerable Adults: 
Policy and Procedures 

Purpose of Policy 
To set out the duty to protect and promote the welfare of children, young people and 
vulnerable adults who receive 3CHA’s services, this includes the children of adults who 
receive our services. It is also to provide staff and volunteers delivering or working on behalf 
of 3CHA who may come across cases of suspected abuse through direct contact with 
children and vulnerable adults, with the overarching principles that guide our approach to 
safeguarding and child protection.  

Introduction 
3CHA believes that no child or vulnerable adult should ever experience abuse of any kind. 
We have a responsibility to promote the welfare of all children and vulnerable adults and to 
keep them safe. We are committed to practice in a way that protects them and aims to 
identify and prevent maltreatment or impairment of health or development and ensure 
circumstances consistent with safe and effective care. 

What does safeguarding mean? 
Safeguarding is defined by the Care Quality Commission as 

protecting a person’s health, wellbeing, and human rights, and enabling them to live 
free from harm, abuse and neglect 

 
Everyone may sometimes be at risk, due to events in their lives, or the situation or 
environment they find themselves in. Some groups, however, are likely to be more 
vulnerable than others to risk. Whilst not exhaustive, the NHS lists those vulnerable groups 
as: 

• vulnerable adults and children (where being vulnerable is defined as in need 
of special care, support, or protection because of age, disability, risk of abuse 
or neglect) 

• those with learning disabilities and cognitive impairment, including those with 
dementia 

• those with disabilities that rely on others to access their record 
• those living away from home 
• asylum seekers 
• children in contact with the youth justice system 
• victims of domestic abuse 
• those who may be singled out due to their religion, ethnicity, gender identity 

or sexual orientation 
• those who may be exposed to violent extremism 
• those with serious mental health conditions 

What does this policy cover? 
The policy equips staff and volunteers with the information needed regarding actions to take 
if they suspect or are told about abuse - and what will happen next. 

It must be remembered that is not the job of staff to establish whether or not abuse is 
taking place, but that they are responsible for reporting any concerns they have over the 
welfare of children, young people and vulnerable adults. This duty extends to the 
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identification of abuse and poor practice by members of staff, volunteers, family members, 
carers and members of the public and community. 

All staff and volunteers should receive adequate training to be able to recognise, respond to, 
record and report relevant information and pass it on to the Designated Safeguarding Officer 
or in their absence, someone in a managerial position or the local authority safeguarding 
team.. 

Most local authorities have a Safeguarding team, whose details can easily be found by 
searching for ‘Safeguarding team + the relevant local authority where the suspected harm is 
taking place. 

Policy Statement 
3CHA accepts the moral and legal responsibility to implement procedures to provide a duty 
of care for children, young people and vulnerable adults; safeguard their wellbeing; and 
protect them from abuse when they are engaged in services provided by the organisation. 
We aim to do this by: 

● Valuing them, listening to, respecting and promoting their rights and wishes. 
● Appointing a Designated Safeguarding Officer (DSO) for children and vulnerable 

adults who has suitable experience, training and expertise, and will be 
responsible for liaising with the statutory Safeguarding team. 

● Providing effective management for staff and volunteers through supervision, 
support, training and quality assurance measures. 

● Recruiting staff and volunteers safely, ensuring all necessary checks are made. 
● Recording and storing information professionally and securely and sharing 

information about safeguarding and good practice with children, their families, 
staff and volunteers via leaflets, posters, one-to-one discussions. 

● Using safeguarding procedures to share concerns and relevant information with 
agencies who need to know, and involving children, vulnerable adults, 
parents/carers and families appropriately. 

● Creating and maintaining an anti-bullying environment and ensuring that we 
have a policy and procedure to help us deal effectively with any bullying that 
does arise. 

● Ensuring that there are effective complaints and whistle-blowing measures in 
place  

● Ensuring that accommodation provides a safe physical environment for our 
children, vulnerable adults, staff and volunteers, by applying health and safety 
measures in accordance with the law and regulatory guidance. 

● Reviewing and evaluating this Policy and Procedures document on a regular basis 
 

Definitions and Principles: 
● The term ‘child’ or young person is used to refer to anyone under the age of 18 

years old 
● The term ‘parent’ is used as a generic term to represent parent, carers and 

guardians 
● The term ‘staff, elected members and volunteers’ is used to refer to employers, 

employees, volunteers and anyone working on behalf of or delivering a service 
for or representing the organisation. 

● The main types of abuse are:  
o Physical,  
o Emotional/Psychological, 
o Sexual, 
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o Domestic Abuse 
o Financial/ material, 
o Modern Slavery 
o Neglect by self or others 
o Discriminatory, Institutional /Organisational.  

● The welfare of the children, young people and vulnerable adults is the 
primary concern. All children, young people and vulnerable adults 
regardless of age, disability, gender, racial heritage, religious belief, sexual 
orientation or identity, have a right to equal protection from all types of 
harm or abuse. 

● Some children and vulnerable adults are additionally vulnerable because of the 
impact of previous experiences, their level of dependency, communication needs 
or other issues. 

● Working in partnership with children, vulnerable adults, parents/carers and other 
agencies is essential in promoting welfare.  It is everyone’s responsibility to 
report any concerns about abuse. All incidents of alleged poor practice, 
misconduct and abuse will be taken seriously and responded to swiftly and 
appropriately. 

● All personal data will be processed in accordance with the requirement of the 
GDPR 2018. 

● We refer concerns to the local authority Safeguarding team and/or the police (if a 
person is in immediate danger) and co-operate fully in any subsequent 
investigation, following advice given and documenting all conversations. We use 
the Inter-agency referral form when making a referral. 

● We take care not to influence the details or outcome by remaining mindful of the 
language used or questions asked 
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Support for members of staff, elected members or volunteers raising 
concerns 
        Any concerns must be discussed with the Designated Safeguarding Officer, unless it is 

suspected that they may be involved in the abuse, or they do not take your concern 

seriously.  In which case concerns should be discussed with someone in a managerial 

position within the organisation to take things further. They will ensure that: 
● The procedures are followed appropriately in consultation with the Safeguarding 

team and local safeguarding services 

● The appropriate agencies, staff members, parents/carers are informed 

● Information is recorded and stored appropriately 

● Staff involved are supported as required 

 

         We recognise as an organisation that when safeguarding concerns relate to a colleague’s 

conduct, this can involve additional stress to those who have reported an incident. We fully 

support and protect all staff, elected members and volunteers who, in good faith (without 

malicious intent) report their concern about a colleague’s practice or the possibility that a 

child or vulnerable adult may be being abused. This support will be offered in line with the 

organisation’s Whistle-blowing policy. 

 

Confidentiality 
Every effort should be made to ensure that confidentiality is maintained for all concerned in 

the safeguarding of children, young people and vulnerable adults. Information should be 

handled and disseminated on a need-to-know basis only. The Designated Safeguarding 

Officer will provide guidance on who needs to know the information about the case. 

 

         There may be occasions where a child, young people or vulnerable adult expresses a wish for 

the concern not to be pursued. Decisions about whether to respect the persons’ wishes must 

have regard to the level of risk to the individual and/or others and their capacity to 

understand the decision in question.  
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Procedure for responding to concerns or disclosure relating 
to the safety or welfare of a child, young person or 
vulnerable adult:  
 
         In the case of alleged or suspected abuse, it is not the staff responsibility to decide whether 

or not they have been abused. Staff should not investigate suspicions or concerns, 
but should ensure that they accurately record details of the incident, observation and 
conversation as soon as possible.   

 

Responding to Suspicions 
You may suspect abuse because: 

● You have general concerns about someone’s well-being 
● You see or hear about something which could be abuse  
● Someone tells you that something has happened or is happening to them, which 

could be abuse (disclosure) 
You must: 

● Call the police and/or an ambulance if the person is in immediate danger 
● Listen carefully to what you are being told and reassure the person that you are 

taking what they said seriously 
● Tell your Designated Safeguarding Officer 

You must not: 
● Touch or clear away any evidence 
● Agree to keep it a secret – you cannot do this. Explain to them that you will have to 

pass the information on. If possible, name the person you will pass it on to. 
● Interrupt the person or ask ‘leading’ questions 
● Contact the alleged abuser 
● Talk to other members of staff or service users about the information shared with 

you 
 
Do not undertake further investigations 

When there are ongoing concerns regarding a parent or carer in relation to the alleged 
abuse they should not be contacted about the allegation incident(s). The appropriate Social 
Care Services and/or the Police will do this at the relevant time. 

 
Recording information: Listen – write it down – report it 

The volunteer or member of staff must make a dated record of the details of the concern 
and discusses what to do with the Designated Safeguarding Officer. You must never assume 
that somebody else will recognise and report what you have seen or heard. Where possible 
a concerns form should be completed, however if this is not possible the written record 
should form an objective record of the observation or disclosure that includes: 

• The child or vulnerable adult’s name, age and address 
• Date and time of the disclosure or observation 
• Exact words spoken, as far as possible 
• The name of the person to whom the concern/disclosure was made, and the 

names of any other person present at the time 
• An objective, factual and accurate record of the observation or disclosure 

(stating clearly where there is any assumption, surmising or opinion included) 
• All records are signed, dated and stored securely. 
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Responding to a Disclosure 
       At risk children, young people and vulnerable adults are more likely to disclose details of 

abuse to someone they trust and with whom they feel safe. By listening and taking seriously 
what they say you are already helping the situation. The following points are to help you 
respond appropriately: 
 

What to do if a child, young people or vulnerable adult discloses information 
to you: 

● React calmly, try not to look shocked 
● Take what the person says seriously 
● Do clarify your understanding of what the person has said but avoid asking detailed 

or leading questions 
● Reassure the person that they were right to tell and do not make a promise of 

confidentiality 
● Be open and honest, explain to the that you will have to share your concerns with 

the Designated Safeguarding Officer 
● Immediately (or at the next available and appropriate opportunity) record all details 

in writing, using the child, young person or adult’s own words 
 

Actions to avoid: 
● Dismiss the concern 
● Panic 
● Showing shock or distaste 
● Probe for more information than is comfortably offered – do not over-pressure for a 

response 
● Speculate or make assumptions 
● Make negative comments about the alleged abuser 
● Make promises or agree to keep secrets 
● Suggest any action(s) or consequences that may be taken in response to a disclosure 
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Legal framework 
This policy has been drawn up on the basis of law and guidance that seeks to protect children 
and vulnerable adults, namely: 

● Children Act 1989 
● United Convention of the Rights of the Child 1991 
● Data Protection Act 1998 
● Human Rights Act 1998 
● Sexual Offences Act 2003 
● Children Act 1989/2004 
● Safeguarding Vulnerable Groups Act 2006 
● Protection of Freedoms Act 2012 
● Children and Families Act 2014 
● Special educational needs and disability (SEND) code of practice : 0-25 years – 

Statutory guidance for organisations which work with and support children and 
young people who have special educational needs or disabilities: HM Government 
2014 

● Information sharing: Advice for practitioners providing safeguarding services to 
children, young people, parents and carers; HM Government 2015 

● Working together to safeguarding children: a guide to the inter-agency working 
to safeguard and promote the welfare of children; HM Government 2015  

● Freedom of Information Act 2000 
● Crime and Disorder Act  
● Safeguarding Vulnerable Groups 2006 
● Mental Capacity Act 2005 
● National Health Service Act 1977/2006 
● Criminal Justice Act 2003Local Government Act 2000 
● Children (Leaving Care) Act 2000 
● Care Standards Act 2000 
● Education Act 2002 
● Immigration and Asylum Act 1999 
● Crime and Disorder Act 1998 
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Staff behaviour 

Staff will be working with people in their own homes, often as lone workers and it is 
important that staff consider their own behaviour. 

 
Staff are reminded that the following behaviour is not acceptable: 

● Abuse, neglect, harm or exploitation 
● Abuse of trust when you have personal information about them or their property, 

home or workplace 
● Form inappropriate relationships 
● Discriminate against them or condone any discrimination by other service users, 

carers, staff, elected members or volunteers 
● Put ourselves or others at unnecessary risk 
● Allowing inappropriate language of all parties to go unchallenged 
● Children and vulnerable adults should never be transported by staff or volunteers 

unless with prior agreement from families/carers.  
● Avoid being alone with them if they are upset or need first aid. Take them to one 

side but do not enclose yourself in a room 
● Making sexually suggestive comments 
● Engaging in rough physical or sexually provocative play 
● Allow or engage in inappropriate touching 
● Inviting or allowing them to stay in your home, even for a short time 
● Performing personal care for someone which they can do themselves or that you are 

not trained to do 
● Forming inappropriate relationships with children (legally this includes up to 18 years 

of age) or vulnerable adults in your care 
● Allowing allegations made by a child or vulnerable adult to go unchallenged, 

unrecorded or un-acted upon 
● Giving or obtaining personal contact details to children or vulnerable adults, unless 

there is good reason to do so 
● Behave in a way which would call into question your suitability to work or volunteer 

for 3CHA. This could be in or outside the organisation 
 
End 

 

 


