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Safeguarding Policy 

Purpose - 

Our charitable activities include working with vulnerable people and children. The 

purpose of this policy is to protect them and provide stakeholders and the public with 

the overarching principles that guide our organisations approach in doing so.  

  

We have set out how we recruit for roles that involve working with vulnerable groups and 

how we manage potential issues that may arise during employment, where it is believed 

that vulnerable groups/individuals could be, or have been, placed at risk.  

 

Those acting on behalf of the organisation carry responsibilities in relation to 

safeguarding and the application of procedure that should be followed when reporting 

an allegation of abuse. This policy applies to anyone working on our behalf, including 

our trustees and other volunteers.  

 

Principles  -  

 

We believe that:  

 

• Nobody who is involved in our work should ever experience abuse, harm, neglect or 

exploitation. 

• We all have a responsibility to promote the welfare of all of our beneficiaries, staff 

and volunteers, to keep them safe and to work in a way that protects them. 

• We all have a collective responsibility for creating a culture in which our people not 

only feel safe, but also able to speak up, if they have any concerns. 

The policy specifically covers all who work in an activity with children and/or adults, and 

this policy defines a child as anyone under the age of 18 years. 

 

A copy of this policy will be displayed on our website. Each member of staff, volunteer or 

person working on behalf of SOUL is duty bound to abide by it.   

Personnel responsible for implementation of this policy -  

The Trustees have overall responsibility for the implementation of this policy. A lead 

trustee will be appointed to provide oversight of safeguarding and to lead on any 

incident investigation and reporting. The Trustee with the Designated Safeguarding 

responsibility will manage the role of the Designated Safeguarding Lead.  
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It is the responsibility of everyone working for or on behalf of the organisation to report 

any allegations of abuse. The Designated Safeguarding Lead will be the first point of 

contact within the organisation for any member of staff/volunteer who may have 

concerns or queries, unless the concern is about their Line Manager, which would 

require them contacting the lead Trustee.  

 

The Lead Trustee will have responsibility for - 

• Creating a culture of respect, in which everyone feels safe and able to speak up. 

• An annual review of safety, with recommendations to the Board. 

• Receiving regular reports, to ensure this and related policies are being applied 

consistently. 

• Providing oversight of any lapses in safeguarding and ensuring that any issues are 

properly investigated and dealt with quickly, fairly and sensitively, and any reporting 

to the Police/statutory authorities is carried out.  

• Leading the organisation in a way that makes everyone feel safe and able to speak 

up. 

• Ensuring safeguarding risk assessments are carried out and appropriate action taken 

to minimise these risks, as part of our risk management processes.  

• Ensuring that all relevant checks are carried out when recruiting staff and volunteers.  

• Review of activities to take into account potential safeguarding risks, to ensure these 

are adequately mitigated.   

• Ensuring that all appointments that require DBS clearance and safeguarding training 

are identified, including the level of DBS and any training required. 

• Ensuring that a central register is maintained and subject to regular monitoring, to 

ensure that DBS clearances and training are kept up-to-date.  

• Ensuring that safeguarding requirements (e.g. DBS) and responsibilities are reflected 

in job descriptions, appraisal objectives and personal development plans, as 

appropriate. 

• Listening and engaging, beneficiaries, staff, volunteers and others and involving 

them as appropriate. 

• Responding to any concerns sensitively and acting quickly to address these.  

• Ensuring that personal data is stored and managed in a safe way that is compliant 

with GDPR regulations, including valid consent to use any imagery or video.   

• Making staff, volunteers and others aware of: 

 

o Our safeguarding procedures and their specific safeguarding responsibilities 

on induction, with regular updates/reminders, as necessary. 

o The signs of potential abuse and how to report these.  

Recruitment -  

No activity carried out by SOUL is regarded as a regulated activity (work that involves 

unsupervised contact with children or vulnerable adults) in accordance with the 

provisions of the Safeguarding Vulnerable Groups Act 2006. No tutors are left alone with 

a child or vulnerable adult. 
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Successful Tutors/candidates will need to provide a satisfactory DBS with a relevant 

barred list check from the Disclosure and Barring Service, before employment starts.  

Any offer of employment will be conditional upon satisfactory background checks, 

including satisfactory criminal record and barred list checks. We reserve the right not to 

employ a candidate where these conditions are not satisfied. 

DBS record checks will be securely maintained. All personnel working on our behalf must 

immediately inform the Designated Safeguarding Lead, of any incidents or matters that 

may affect their ability to continue to work with children and vulnerable groups. 

These checks will be renewed on a regular basis, not being more than 3 years from the 

previous check. 

If you are added to a barred list during employment, we cannot legally allow you to 

continue to engage in a regulated activity. 

Where you are not permitted to perform a regulated activity, we may investigate if there 

are any other non-regulated activities in which you can be employed. We reserve the 

right to dismiss you where continued employment cannot be supported. 

Training -  

Training will be provided as required for all stakeholders to enable them to perform the 

safeguarding aspects of their role effectively. Safeguarding training will occur every two 

years from the initial safeguarding training. 

Responsibility of all staff, volunteers and those working on behalf of SOUL -  

Staff, volunteers, and those working on behalf of SOUL are required to:  

▪ Ensure they provide a safe environment for the children and young people and 

adults with whom they may work.  

▪ Understand the signs of possible abuse of children and young people and adults 

and report it to the appropriate authority/officer.  

▪ Make themselves aware of this policy and the “Designated Safeguarding Officer” 
in any activity/event/organisation they are working at. 

Dealing with disclosure of abuse and procedure for reporting concerns for a child  -  

If a child tells you about possible abuse, it is not your responsibility to investigate further or 

make any enquiries. You will:  

▪ Listen carefully and stay calm  

▪ Not interview the child, and only ask questions in order to be sure that you  

understand what the child is telling you  

▪ Not put words into the child’s mouth  
▪ Reassure the child that by telling you what has happened, they have done the 

right thing  

▪ Never promise confidentiality but inform the child that the information must be 

passed on, but that only those that need to know about it will be told. Inform them 

who the matter will be reported to  

▪ Note the main points carefully  

▪ Make a detailed note of the date, time, place, what the child said, did and 

questions asked preferably within one hour of the discussion with the child. You 

may feel it appropriate to draw a basic body outline and indicate on that any 
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injuries that you can see. These notes will be passed on to the Designated 

Safeguarding Officer where you are based, to assist should the matter need to be 

referred further  

▪ Do not investigate concerns or allegations yourself. Report them immediately to 

the Designated Safeguarding Officer, where upon they will be responsible for any 

further investigation. 

▪ Assess if the child or young person is at immediate risk and contact the appropriate 

statutory service to ensure safety. 

▪ If a crime is in progress, or an individual in immediate danger, call the police, as 

you would in any other circumstances.   

Dealing with disclosure of abuse and procedure for reporting concerns for an adult  - 

Follow the above guidance and do not investigate or make enquiries. With an adult who 

has mental capacity, it is important to understand that they have the right to make 

decisions. Unless they are at immediate risk of harm, you will need to gain consent before 

reporting to external agencies. For adults who do not have mental capacity, please follow 

the above guidelines. 

Reporting concerns and allegations of abuse -  

▪ If you are a beneficiary, or member of the public, make your concerns known to 

a member of our team, who will alert a senior member of the charity.   

 

▪ Every person working on behalf of SOUL must ensure that they do everything to 

ensure that no one is subject to abuse. They must report any concerns that they 

may have, whether disclosed, discovered or suspected. The report must be made 

to the Designated Safeguarding Officer. 

▪ All staff engaged on behalf of the Charity, must be vigilant at all times to risks of 

abuse towards children and/or adults. This may include behaviour from relatives, 

other service users, health and social care practitioners, volunteers, and members 

of staff. 

▪ Abuse is a violation of an individual’s civil or human rights by another person. This 
can be a single act, or multiple acts and it may occur in a variety of ways. Abuse 

of an individual may be verbal, physical, or psychological. It may occur from a 

deliberate act or a failure to act. 

▪   Abuse may also occur when an individual is persuaded to do something that he 

or she has not consented to, or is unable to consent to, or where the individual is 

exploited by another person. 

▪   When reporting an allegation of abuse, it is important to provide as much detail 

as possible, including the name of the person who has been subjected to abuse, 

the nature of the abuse, the dates and times of any specific incidents and details 

of any evidence or other witnesses that may be available. 

Reporting and dealing with allegations of abuse against members of staff -  

• The procedures apply to all staff, whether trustees, administrative, management or 

support, as well as to volunteers.  
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• Staff/volunteers may have allegations of abuse made against them. SOUL 

recognises that an allegation of abuse made against a member of staff/volunteer 

may be made and that the facts of the allegation may or may not be true. Where 

an allegation is made against a member of staff/volunteer, the Safeguarding 

Trustee and Designated Safeguarding Lead must be informed. They will ensure that 

the relevant authorities are made aware and will ensure that every assistance is 

given to the investigating authorities.  

• SOUL recognises that the welfare of the child or adult at risk is the paramount 

concern. It is also recognised that hasty or ill-informed decisions in connection with 

a member of staff/volunteer can irreparably damage an individual’s reputation, 
confidence, and career. However, it may be that the staff member/volunteer 

needs to be withdrawn from their role for a period of time. This does not indicate 

an admission of guilt but is to safeguard all involved including the member of 

staff/volunteer whilst the relevant authorities investigate. Therefore, those 

responsible for Safeguarding within the organisation will manage the situation with 

sensitivity and will act in a careful, measured way.  

• Our Designated Safeguarding Lead and Safeguarding Trustee will deal with each 

matter thoroughly, sensitively, and as confidentially as possible until the matter is 

resolved or passed on to Social Services or the Police for further investigation. 

The trustees are mindful of their reporting obligations to the Charity Commission in 

respect of Serious Incident Reporting and, if applicable, other regulators.  They are 

aware of the Government guidance on handling safeguarding allegations.  

Investigation - 

We will investigate all complaints of alleged or suspected abuse fully. We may be 

required to refer information to the Disclosure and Barring Service and may also consider 

it necessary to inform the Police of allegations under investigation.  

Suspension - 

We reserve the right to suspend an employee on full pay (where applicable) pending 

investigation into an allegation of abuse and pending any resulting disciplinary 

proceedings. 

Disciplinary Action -  

If we have reason to believe that an allegation of abuse has foundation, we will arrange 

a disciplinary meeting with the individual. This could result in a decision to take 

disciplinary action against the employee, up to and including dismissal. 

Duty to refer information - 

The Charity will discuss any safeguarding concerns with the local safeguarding team 

and would encourage any staff member with concerns to do the same. 

The following professional bodies can assist and act as required and are best placed to 

determine any risk or abuse.  

 

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity#what-to-report
https://safeguarding.culture.gov.uk/
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The relevant bodies are: 

• Multi Agency Safeguarding Hub (MASH) 

• The Local Safeguarding Children’s Board 

• The Local Safeguarding Adults Board 

We are legally required to refer certain information about an individual to the Disclosure 

and Barring Service. This duty applies where: 

• you are dismissed because you have harmed or may harm a child or adult. 

• we have suspended you and have reason to believe that you have engaged 

in relevant conduct or have harmed or may harm a child or adult or have 

received a caution or a conviction for a relevant criminal offence. 

• you resign in circumstances where there is a suspicion that you harmed, or 

may harm, a child or vulnerable adult. This may, for example, arise where an 

employee resigns before disciplinary action is taken by the organisation.  

Definitions of Abuse - 

1. Children 

The following is a guide regarding definitions of child abuse, but this is not an exclusive list:  

i. Physical Abuse 

Physical abuse causes harm to a child’s person. It may involve hitting, shaking, throwing, 
poisoning, burning, scalding, drowning, or suffocating. It may be done deliberately or 

recklessly or be the result of a deliberate failure to prevent injury occurring.  

ii. Neglect 

Neglect is the persistent or severe failure to meet a child or young person’s basic physical 
and/or psychological needs. It will result in serious impairment of the child’s health or 

development.  

iii.Sexual Abuse 

Sexual abuse involves a child or young person being forced or coerced into participating 

in or watching sexual activity. It is not necessary for the child to be aware that the activity 

is sexual, and the apparent consent of the child is irrelevant.  

iv. Emotional Abuse 

Emotional abuse occurs where there is persistent emotional ill treatment or rejection. It 

causes severe and adverse effects on the child’s or young person’s behaviour and 
emotional development, resulting in low self-worth. Some level of emotional abuse is 

present in all forms of abuse.  
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2. Adults 

Protecting Adults from harm is underpinned by the fundamental principles of the Care Act 2014. 

This Act sets out a clear framework for how people with care and support needs or who 

are at risk of abuse or neglect should be protected. 

 

Key Principles 

• Empowerment 

• Prevention 

• Proportionality 

• Protection 

• Partnership 

• Accountability 

 

The Wellbeing Principle 

• The Care Act 2014 introduced a duty to promote wellbeing when carrying out any 

care and support functions in respect of a person. 

 

• Wellbeing relates to: 

a) Personal Dignity 

b) Physical and mental health and emotional wellbeing 

c) Protection from abuse and neglect 

d) Control by the individual over their day-to-day life 

e) Participation in work, education, training, or recreation 

f) Social and economic wellbeing 

g) Domestic, family, and personal relationships 

h) Suitability of living accommodation 

i) The individual’s contribution to society 

Signs of Abuse -  

Physical Abuse: 

• bruises, black eyes, welts, lacerations, and rope marks. 

• broken bones. 

• open wounds, cuts, punctures, untreated injuries in various stages of healing. 

• broken eyeglasses/frames, or any physical signs of being punished or restrained. 

• laboratory findings of either an overdose or under dose medications. 

• individual's report being hit, slapped, kicked, or mistreated. 

• vulnerable adult's sudden change in behaviour. 

• the caregiver's refusal to allow visitors to see a vulnerable adult alone. 

Sexual Abuse: 

• bruises around the breasts or genital area. 

• unexplained venereal disease or genital infections. 

• unexplained vaginal or anal bleeding. 

• torn, stained, or bloody underclothing. 

• an individual's report of being sexually assaulted or raped. 
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Mental Mistreatment/Emotional Abuse: 

• being emotionally upset or agitated. 

• being extremely withdrawn and non-communicative or non-responsive. 

• nervousness around certain people. 

• an individual's report of being verbally or mentally mistreated. 

Neglect: 

• dehydration, malnutrition, untreated bed sores and poor personal hygiene. 

• unattended or untreated health problems. 

• hazardous or unsafe living condition (e.g., improper wiring, no heat or running 

water). 

• unsanitary and unclean living conditions (e.g., dirt, fleas, lice on person, soiled 

bedding, faecal/urine smell, inadequate clothing). 

• an individual's report of being mistreated. 

Self-Neglect: 

• dehydration, malnutrition, untreated or improperly attended medical conditions, 

and poor personal hygiene. 

• hazardous or unsafe living conditions. 

• unsanitary or unclean living quarters (e.g., animal/insect infestation, no 

functioning toilet, faecal or urine smell). 

• inappropriate and/or inadequate clothing, lack of the necessary medical aids.  

• grossly inadequate housing or homelessness. 

• inadequate medical care, not taking prescribed medications properly. 

Exploitation: 

• sudden changes in bank account or banking practice, including an unexplained 

withdrawal of large sums of money. 

• adding additional names on bank signature cards. 

• unauthorized withdrawal of funds using an ATM card. 

• abrupt changes in a will or other financial documents. 

• unexplained disappearance of funds or valuable possessions. 

• bills unpaid despite the money being available to pay them. 

• forging a signature on financial transactions or for the titles of possessions. 

• sudden appearance of previously uninvolved relatives claiming rights to a 

vulnerable adult’s possessions. 
• unexplained sudden transfer of assets to a family member or someone outside 

the family. 

• providing services that are not necessary. 

• individual's report of exploitation. 

Reporting process including names and functions of those to whom safeguarding 

concerns are to be reported -  

The Safeguarding Trustee for SOUL is Michelle Newman – 07810 051390 

 

The Designated Safeguarding Lead for SOUL is Emma Smith 07598 402658  
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All safeguarding concerns should be reported to Emma Smith the Designated 

Safeguarding Lead unless the safeguarding concern involves the DSL, in which case it 

should be reported to Michelle Newman the Safeguarding Trustee. 

Where someone is at immediate risk the appropriate statutory authority should be 

contacted, as detailed in the policy. 

 

Statutory Guidance - 

 

Gov.UK – The role of other agencies in safeguarding 

CC: Infographic; 10 actions trustees need to take.  

CC: Safeguarding duties of charity trustees 

CC: Safeguarding - policies and procedures 

CC: How to protect vulnerable groups 

CC: Managing online risk.  

 

Useful Links 

 

NCVO: Online safeguarding resource  

https://www.gov.uk/government/publications/strategy-for-dealing-with-safeguarding-issues-in-charities/safeguarding-the-role-of-other-agencies
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/756636/10_safeguarding_actions_for_charity_trustees_infographic.pdf
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#policies-and-procedures-you-need-to-have
https://www.gov.uk/guidance/charities-how-to-protect-vulnerable-groups-including-children
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#operating-online
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Children and Adult Safeguarding Form 

 

 

 

 

Date of Concern: 

 

 

Time of Concern: 

 

 

Location of Concern: 

 

 

 

Name of Person/s at Risk: 

 

 

Date of Birth: 

 

 

Address: 

 

 

 

Reasons for Completion 

What you are worried about: 

 

 

 

Actions Completed: 

 

 

 

Professionals/Others Contacted: 

 

 

 

Outstanding Actions: 
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Provide a factual account of what happened or what was said. Include the actual 

words spoken by the child or adult where possible. Detail any other people involved 

e.g. as witnesses. 

 

 

 

 

 

 

 

 

 

 

 

 

Name of Person Completing the Form: 

  

Date: 

 

Signed by: 

 

 

 

Ensure document is password protected. 

Email Safeguarding Alert to: emma@soul-charity.org & trustees@soul-charity.org 

Contact the DSO (Emma Smith) and DSL (Michelle Newman) to inform them of the Alert. 
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