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Safeguarding Statement 

North Worcestershire Basement Projects Ltd believes that it is everyoneôs right to live free from harm and abuse in 
accordance with the principles of respect, dignity, autonomy, privacy and equity.  Safeguarding is everybodyôs 
responsibility and North Worcestershire Basement Projects Ltd is fully committed to preventing abuse and harm and 
promoting well-being of individuals. North Worcestershire Basement Projects Ltd will work together, and co-operate, in a 
multi-agency approach to prevent and protect children, young people and adults with care and support needs from abuse; 
and recognises the lead role of the local authority in the protection of adults with care and support needs and children and 
young people. 
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Introduction 

North Worcestershire Basement Projects Ltd recognises that contact and engagement with adults with care and support 
needs, young people and children as a result of our work is a certainty. These groups will both attend and be recipients of 
our services and may have contact with employees and volunteers of the organisation in a wide range of ways. North 
Worcestershire Basement Projects Ltd wishes to ensure that it maintains the highest possible standards to meet its 
responsibility to protect and safeguard those for whom it has responsibility. North Worcestershire Basement Projects Ltd 
will update this policy every two years and following changes to the law and recommended good practice from leaders in 
the field.  

This policy details the procedures to follow when there is concern about the welfare of a child, a young person or adult 
with care and support needs and/or when an allegation is made about a worker of the organisation. It also provides 
information to ensure that all employees, volunteers (including directors/trustees) and sessional workers do not put 
people at risk. It is designed to protect both those in a position of trust and those for whom they have responsibility. 

This policy is non-contractual but indicates the way in which North Worcestershire Basement Projects Ltd intends to deal 
with such matters and applies to all employees, workers or volunteers whose duties bring them into contact with children, 
young people and/or adults with care and support needs.  

We will safeguard by: 

¶ ensuring that all of our employees and volunteers are carefully selected, trained and supervised and have read 
this policy. North Worcestershire Basement Projects Ltd recognises that everyone can play an important role in 
the prevention of harm to adults and children at risk and provides appropriate training and policies to develop and 
support the knowledge and understanding of its employees and volunteers. 

¶ responding to allegations appropriately with full investigation and, if appropriate, implement the Disciplinary 
Procedure or, in the case of volunteers, the Problem-Solving Procedure.  

¶ assessing all risks carefully and taking all necessary steps to minimise and manage them.  All intervention will be 
based on the concept of empowerment and participation of the óat riskô individual; and practice will reflect the 
values of privacy, dignity, choice, independence, rights and fulfilment.  Where intervention is necessary to reduce 
risk and is acceptable to the individual, action should be pursued which, whilst reducing the risk, causes the least 
disruption to the individualôs life. 

¶ letting parents and children and young people know how to voice concerns or complaints about anything that they 
may not be happy with.  

¶ giving clients, employees and volunteers information about what we do and what can be expected from us. 

¶ responding sensitively to the needs and rights of the individual including their racial and cultural background; 
gender; religious beliefs; sexual orientation; age; physical and sensory ability; emotional distress; and learning 
ability.  Adults at risk should be encouraged to make their own decisions about their lives and should be made 
aware of any choices and options available to them, to help them make decisions. 

¶ having a whistle blowing policy, in line with the 1998 Public Interests Disclosure Act, which aims to reassure 
individuals that it is safe for them to raise concerns in the public interest, including concerns about safeguarding.  
Where risk has been identified, and an individual is able to make an informed decision regarding their personal 
circumstances and does not wish to accept the intervention of the statutory authorities, then their wishes must be 
respected.  However, there may be occasions where public issues may override this.  If an individual is unable to 
make an informed choice, and in situations where there is a risk to their personal and physical safety, or that of 
others, or where statutory responsibility exists, the right to self-determination may need to be reconsidered.  All 
intervention should be at the minimum level required to provide the necessary support and should be aimed at 
allowing the individual to achieve their highest level of independence. 

¶ developing and implementing an appropriate monitoring and review system.  

The procedures outlined aim to ensure that: 

¶ the needs; interests; and human rights of adults, young people and children at risk, are always respected and 
upheld by safeguarding the welfare of all children, young people and adults with care and support needs; by 
taking all reasonable steps to protect them from neglect, physical, sexual or emotional harm; 

¶ a proportionate, timely, professional and ethical response is made to any adult, young person or child at risk who 
may be experiencing abuse 

¶ co-operation with other agencies in the area is undertaken.   North Worcestershire Basement Projects Ltd will 
work together, and co-operate, with other agencies to prevent and protect adults with care and support needs; 
young people; and children; from abuse and recognise the lead role of the local authority in the protection of 
adults and children. 

¶ employees and volunteers conduct themselves in a way that reflects the principles of our organisation 

¶ all decisions and actions are taken in line with: 
o the Mental Health Capacity Act (MCA) 2005, updated in 2015 



 
Page 4 of 36 

 

o the Care Act 2014 
o Human Rights Act 1998 
o Public Interests Disclosure Act 1998 

This policy should be read, and the procedures followed, in accordance with 

1. The West Midlands Multi-Agency Adults Protection Policy & Procedures for the protection of adults with care and 
support needs 
https://www.safeguardingworcestershire.org.uk/wp-
content/uploads/2019/05/West_Midlands_Adult_Safeguarding_Policy_and_Procedures.pdf 

2. Worcestershire Safeguarding Adultsô / Childrenôs Board guidance: 
http://www.worcestershire.gov.uk/info/20141/joint_working_groups/1106/safeguarding_adults_policies_and_procedures  
http://www.worcestershire.gov.uk/info/20054/safeguarding_children  

North Worcestershire Basement Projects Ltd expects all of its employees / volunteers and any contracted agents, 
whether purchasers or providers, to conform to this policy, principles and procedures for adults; adults with care and 
support needs; young people; and children.  

Failure to comply with this policy will result in disciplinary action (for employees or sessional workers), and termination of 
the volunteer agreement with volunteers.  

This policy should be read in conjunction with our Equality and Diversity Policy; Data Protection Policy; Complaints 
Procedure; Confidentiality Policy; Whistleblowing Policy; and in the case of volunteers, the Problem-Solving Procedure in 
the Volunteer Policy. 
 
The responsibility for introducing, implementing, and maintaining this Safeguarding policy and those associated with it 
rests with the Management Committee of North Worcestershire Basement Projects Ltd who will appoint a designated 
Trustee with responsibility for the monitoring of Safeguarding. Responsibility for the protection of adults with care and 
support needs, young people and children is delegated to the Chief Executive Officer on behalf of the Management 
Committee.  The Chief Executive Officer attends the Worcestershire Safeguarding Network Meetings which are held four 
times a year. 

Principles 

This policy is based on the following principles: 

¶ an acknowledgement that children, young people and adults with care and support needs can be victims of 
physical, sexual and emotional abuse, neglect and bullying 

¶ abuse can have serious and long-term effects on all aspects of health, development and well-being.   Sustained 
abuse is likely to have a deep effect on self image, self esteem and future life 

¶ the safety and welfare of children, young people and adults with care and support needs is paramount and is the 
responsibility of all workers in the organisation to help prevent abuse and to act on any concerns 

¶ a child, young person or adult with care and support needs has the right to live in safety and be protected from 
abuse 

¶ individuals must be listened to and any allegation or suspicion that they have been the victims of abuse or ill 
treatment will be taken seriously and responded to swiftly and appropriately. 

¶ those in a position of trust should have a clear understanding of the responsibilities this carries and should not 
abuse their position or put themselves in a position where allegations of abuse, whether justified or unfounded, 
could be made.   North Worcestershire Basement Projects Ltd recognises the potential of both men and women 
to abuse the position of trust 

¶ all employees and volunteers of North Worcestershire Basement Projects Ltd have a duty to raise concerns 
swiftly, without prejudice to their own position, about behaviour by employees, managers, volunteers, or others 
which may be harmful to those in their care and will receive appropriate support when doing so. 

We consider it our duty and will take all reasonable steps to:  

¶ create and maintain an environment where children, young people, adults with care and support needs and the 
adults working with them are safe and valued, and in which they can develop in all aspects of their life, e.g. 
physically, emotionally or spiritually. Within the constraints of the building, our premises will meet health and 
safety requirements with furnishings and equipment suitable for the activities to be undertaken. Please see our 
Health & Safety policy 

¶ make available information to all on how to obtain advice, support and help if anyone has a concern or suspects a 
child, young person or adult with care and support needs is being harmed. This information will include guidelines 
on responding to and reporting such concerns.  

https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2019/05/West_Midlands_Adult_Safeguarding_Policy_and_Procedures.pdf
https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2019/05/West_Midlands_Adult_Safeguarding_Policy_and_Procedures.pdf
http://www.worcestershire.gov.uk/info/20141/joint_working_groups/1106/safeguarding_adults_policies_and_procedures
http://www.worcestershire.gov.uk/info/20054/safeguarding_children
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¶ make available information about how to report concerns about a member of employees, volunteer or another 
client. 

¶ plan activities and events taking into consideration the safety and well-being of children, young people and adults 
with care and support needs and organise them in a way which minimises the possibility of them being harmed. 
Please see our Health & Safety policy 

¶ select and appoint leaders and supervisors of activities involving children, young people and adults with care and 
support needs only after a merit-based recruitment and selection practice, appropriate checks (including a DBS 
check) and other enquiries and considerations about their suitability for the work. Please see our Equality and 
Diversity policy.  

¶ train, develop and provide updates for leaders and supervisors working with children, young people and adults 
with care and support needs and supervise and support them in the work they do. Please see our Training and 
Development Policy and our Lone Working Policy and Procedure (within the Health and Safety Policy) 

 

All adult safeguarding work should reflect the following key Principles and their assertions about the feelings, beliefs, 
values etc. of the adult, generally expressed as a sentence beginning with the word "I" (ñIòstatements). 
[Note: The Principles are not in order of priority; they are all of equal importance.] 
  

Principles ñIò Statements 

Empowerment ï People being supported are 
encouraged to make their own decisions and 
informed consent. 

I am consulted about the outcomes I want from 
the safeguarding process and these directly 
inform what happens. 

Prevention ï It is better to take action before 
harm occurs. 

I am provided with easily understood 
information about what abuse is, how to 
recognise the signs and what I can do to seek 
help. 

Proportionality ï The least intrusive response 
appropriate to the risk presented. 

I am confident that the responses to risk will 
take into account my preferred outcomes or 
best interests. 

Protection ï Support and representation for 
those in greatest need. I am provided with help 
and support to report abuse. 

I am supported to take part in the safeguarding 
process to the extent to which I want and to 
which I am able. 

Partnership ï Local solutions through services 
working with their communities. Communities 
have a part to play in preventing, detecting and 
reporting neglect and abuse. 

I am confident that information will be 
appropriately shared in a way that takes into 
account its personal and sensitive nature. I am 
confident that agencies will work together to 
find the most effective responses for my own 
situation. 

Accountability ï Accountability and 
transparency in delivering safeguarding. 

I am clear about the roles and responsibilities 
of all those involved in the solution to the 
problem. 

 

Definitions 
1. An ñemployeeò is a paid member of staff of North Worcestershire Basement Projects Ltd 

2. A ñvolunteerò is anyone who volunteers for the North Worcestershire Basement Projects Ltd, including 
Directors/Trustees. 

3. A ñworkerò is used to mean an employee or a volunteer. 

4. A "child" is anyone under the age of 18. This is regardless of their personal circumstances; whether they are 
living at home or living independently; are a child of a service user; are in further education; are a member of the 
armed forces; or live in hospital, prison or a Young Offendersô Institution.  

5. We use the term ñyoung personò to refer to those children under 18 but in their teens and engaged with our 
services. 

6. Under the duties of the Care Act 2014, an "adult with care and support needs" is a person aged 18 years or 
over who: 

¶ has needs for care and support (whether or not the local authority is meeting any of those needs); 
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¶ is experiencing, or is at risk of, abuse or neglect, and as a result of those care and support needs is unable 
to protect themselves from either the risk of, or the experience of abuse or neglect. 

Care and support is a mixture of practical, financial and emotional support for adults who need extra help to 
manage their lives and be independent ï including older people, people with a disability or long-term illness, 
people with mental health problems, and carers.  Care and support include assessment of peopleôs needs, 
provision of services and the allocation of funds to enable a person to purchase their own care and support.  It 
could include home care, personal assistants, day services, or the provision of aids and adaptations. 

7. The Care Act 2014 introduces a duty to promote ñwell-beingò when carrying out any care and support functions 
in respect of a person. 

8. Defining ñabuse or neglectò is complex and rests on many factors.  The term ñabuseò can be subject to wide 
interpretation.  It may be physical, verbal or psychological; it may be an act of neglect or occur where a person is 
persuaded to enter into a financial or sexual transaction to which they have not, or cannot consent. 

Location of Abuse  

Abuse can take place anywhere. 
For example:  

¶ the personôs own home, whether living alone, with relatives or others;  

¶ day or residential centres;  

¶ supported housing;  

¶ work settings;  

¶ educational establishments;  

¶ care homes;  

¶ clinics hospitals;  

¶ prisons;  

¶ other places in the community.  

Who might abuse? 

 Abuse can occur in any relationship and may result in significant harm to, or exploitation of, the child or adult with care 
and support needs. A wide range of people may harm adults and/or children. 
Regarding adults, a lot of attention can be paid to targeted fraud or internet scams perpetrated by complete strangers.  
However, it is far more likely that the person responsible for abuse is known and is in a position of trust and power. 

See Appendix 1a for patterns of abuse; and Appendix 1b for possible indicators of all types of abuse or neglect. 

Radicalisation  

This is usually a process not an event.  We have a responsibility to be aware of the PREVENT agenda.  Adults with care 
and support needs, Young people and children could be subjected to a process of radicalisation without realising it.  
During that process it is possible to intervene to prevent those at risk from being drawn into terrorist-related activity.  
Organisations which provide support to vulnerable people are in a position of great influence as their workers are credible 
and able to reach and talk to people at risk. 
Possible indicators of this are: 

¶ Expressed support for violence and terrorism; 

¶ Attempts to access or contribute to violent extremist websites and being overly secretive about their 
online viewing ï this being one of the core ways in which ISIS is known to communicate;  

¶ Downloading or promoting extremist content; 

¶ Possession of material regarding weapons and/or explosives; 

¶ Possession of violent extremist literature and literature regarding military training, skills and techniques;  

¶ Displaying feelings of isolation or expressions of an óus and themô mentality ï a sign of the sense of 
social isolation; 

¶ Becoming more argumentative or domineering in their viewpoints, being quick to condemn those 
who disagree and ignoring views that contradict their own;  

¶ Questioning their faith or identity; 

¶ Social isolation ï losing interest in activities they used to enjoy, distancing themselves  from friends 
and social groups; 

¶ Altered appearance ï change in style of dress and/or personal appearance;  

¶ Abnormal routines, travel patterns or aspirations. 
Attention should also be paid to: 

¶ Claims of involvement in organisations, 

¶ Espousing violent extremist ideology, 
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¶ Claims of attendance at training camps, 

¶ Claims of involvement in combat or violent activity on behalf of violent extremist groups. 
 

Sexting 

Sexting is defined as generating and sharing sexually provocative material (including photos, videos and sexually explicit 
text) between young people and/or adults via a mobile phone, handheld device, computer, ótabletô or website with people 
they may not even know. 
There are many different types of sexting and it is likely that no two cases will be the same, so it will be necessary to 
carefully consider each case on its own merit.  
 

Mental Capacity 
The presumption in the Mental Capacity Act 2005 is that adults have the mental capacity to make informed choices about 
their own safety and how they live their lives. Issues of mental capacity and the ability to give informed consent are 
central to decisions and actions in adult safeguarding. All interventions need to take into account the ability of adults to 
make informed choices about the way they want to live and the risks they want to take. This includes their ability:  

¶ to understand the implications of their situation and to take action themselves to prevent abuse.  

¶ to participate to the fullest extent possible in decision-making about interventions.  
 
The MCA 2005 provides a statutory framework to empower and protect people who may lack capacity to make decisions 
for themselves and establishes a framework for making decisions on their behalf. This applies whether the decisions are 
life-changing events or everyday matters. All decisions taken in the adult safeguarding process must comply with the Act. 
The Mental Capacity Act (MCA) states that if a person lacks mental capacity to make a particular decision then whoever 
is making that decision or taking any action on that personôs behalf must do this in the personôs best interests.  
The person who has to make the decision is known as the ódecision-makerô, and depending on the decision to be made 
this may be a carer responsible for the day to day care (including both care staff, relatives or friends), or a professional 
such as a doctor, nurse or social worker where decisions about treatment, care arrangements or accommodation have to 
be made. 
 

Legislation 
There is a considerable body of legislation designed to ensure that children, young people and adults with care and 
support needs are protected and it is important to understand that everyone is responsible for their safety. The main acts 
include:  

¶ Protection of Children Act 1999/Criminal Justice and Court Services Act 2000  

¶ The Children (Protection from Offenders) (Miscellaneous Amendments) Regulations 1997  

¶ The Police Act 1997  

¶ The United Nations Convention on the Rights of the Child 1990 

¶ Rehabilitation of Offenders Act 1974  

¶ Health and Safety at Work Act 1974  

¶ Care Standards Act 2000  

¶ Safeguarding Vulnerable Groups Act 2006.  

¶ Conduct of Employment Agencies and Employment Business Regulations 2003  

¶ The Human Rights Act 1998 

¶ The Sexual Offences Act 2003 

¶ The Children Act 1989 England and Wales 

¶ Working together to Safeguard Children, Department of Health 1999 

¶ Caring for the Young and Vulnerable, Home Office, 1999 

¶ Public Interests Disclosure Act 1998 

¶ Care Act 2014 

¶ Mental Capacity Act 2005 (Updated 2014) 

For more information on this matter, refer to 

¶ Worcestershire County Council Policy and Procedures: www.worcestershire.gov.uk/adultabuse 

¶ the Department of Health óNo Secretsô Guidance 2000 www.gov.uk/government/publications/no-secrets-
guidance-on-protecting-vulnerable-adults-in-care  

¶ the Public Disclosure Act 1998 www.legislation.gov.uk/ukpga/1998/23/contents  

 

http://www.worcestershire.gov.uk/adultabuse
http://www.gov.uk/government/publications/no-secrets-guidance-on-protecting-vulnerable-adults-in-care
http://www.gov.uk/government/publications/no-secrets-guidance-on-protecting-vulnerable-adults-in-care
http://www.legislation.gov.uk/ukpga/1998/23/contents
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Recognition of Abuse 

Abuse can and does occur both within the family of a child, young person or adult with care and support needs; and in 
institutional or community settings. North Worcestershire Basement Projects Ltd acknowledges that some individuals 
seek to use community and voluntary organisations to access children, young people and adults with care and support 
needs and that it is necessary to have an open mind when the possibility arises that a worker at the organisation, a parent 
or another is suspected of abuse or inappropriate activity.  Appendix 1 describes signs that may indicate that a child, 
young person or adult with care and support needs is being or has been abused: 
 
Children and Young People who are experiencing Domestic Abuse - In a home where domestic abuse is taking 
place the children and young people are being abused too. Children and young people may be aware of the abuse of a 
parent through hearing or seeing incidents of physical violence or verbal abuse. They may also continue to witness and/or 
hear abuse during post-separation contact visits.  The risks of children and young people being directly physically or 
sexually abused are markedly increased in homes where domestic violence occurs.  The impact on children and young 
people may be revealed through aggressive or anti-social behaviour or anxiety or depression.  
 
Workers need to be particularly aware of the ótoxic trioô - the co-occurrence of mental health problems, substance misuse 
and domestic abuse within a family. 
 

The recognition of abuse is not always easy and North Worcestershire Basement Projects Ltd acknowledges that its 
workers may not be experienced in this area and will not easily know whether or not abuse is taking place. However the 
first priority of workers at North Worcestershire Basement Projects Ltd should always be to ensure the safety and 
protection of children, young people and adults with care and support needs, and it is the responsibility of all workers to 
act on any suspicion or evidence of abuse or neglect. 
 

Confidentiality 

In implementing this policy, employees and volunteers must be aware that in order to protect children, young people and 
adults with care and support needs, in some circumstances it will be necessary to share what might normally be regarded 
as confidential information. The following principles should be adhered to: 

¶ information will be shared on a need to know basis 

¶ information will be shared when it is in the best interests of the child, young person or adults with care and 
support needs 

¶ confidentiality must not be confused with secrecy 

¶ informed consent should be obtained, but if this is not possible and a child, young person or adult with care and 
support needs is at risk, it may be necessary to take action. 

Refer to Appendix 6 
 

Minimising Risk 
All employees and volunteers at North Worcestershire Basement Projects Ltd are encouraged to demonstrate exemplary 
behaviour when working with children, young people or adults with care and support needs in order to protect these 
groups from abuse and themselves from false allegations.  Appendix 2 sets out good practice and common-sense 
examples of how to create a positive culture and climate. Please see also our Professional Boundaries Code of Conduct 
Policy and our Lone Worker policy and procedure available in the Google documents area for employees and volunteers. 

Central log 

A confidential Central Log of safeguarding information relating to clients is kept on Google Docs and is updated on a 
weekly basis by the Chief Executive Officer following the Staff Team Meeting, or as necessary. All workers are required to 
refer to and read this and to notify the Chief Executive Officer / employees / volunteers of any changes or additions as 
appropriate. Full training on the central log will be given on induction.  Any paper copies must be locked away. 

 
Safety  
The safety of the people we work with is paramount and we are therefore committed to providing a safe environment 
within which to work. Those working with children, young people or adults with care and support needs should ensure all 
appropriate risk assessments and security checks have been carried out prior to any assignment. This could include first 
aid cover and accident reporting.  
 

If transporting children, young people or adults with care and support needs, the transport should be checked to ensure it 
is roadworthy and adequate for the purpose. Any equipment used must be safe and only used for the purpose for which it 
is intended. Users should be adequately trained. Appropriate insurance should be up to date and adequate to cover such 
assignments and should cover the vulnerable groups.  
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Working with Partnership Agencies 
Employees should ensure Partner Agencies have policies in place to cover Safeguarding and that such policies 
adequately cover their personal safety.  North Worcestershire Basement Projects Ltd recognises that they are part of a 
West Midlands multi-agency approach to safeguarding. 

Gifts and Inducements 

On no account should anyone from North Worcestershire Basement Projects Ltd give a child, young person or adult with 
care and support needs a gift or buy refreshments etc which could be in any way considered as a bribe or inducement to 
enter into a relationship with a North Worcestershire Basement Projects Ltd worker or give rise to any false allegations of 
improper conduct against the individual.  

Data Protection 
All personal information regarding children, young people and adults with care and support needs is highly confidential 
and should only be shared with appropriate people on a need to know basis. Any information relating to children, young 
people or adult with care and support needs protection issues will be stored in a locked cabinet or on our secure 
database, supervised by the Finance and Administration Manager and there will be limited access to this by the Chief 
Executive Officer, the Safeguarding Director and the worker(s) assigned to a case. Anyone who is likely to have access to 
confidential material regarding children, young people or adults with care and support needs, or any of the bodies on 
behalf of whom North Worcestershire Basement Projects Ltd is working, will be required to sign a Data Protection 
Agreement. The requirement for confidentiality is emphasised.  
 

Information relating to any disclosures will be passed to the Worcestershire Adults / Child Safeguarding Board, Police 
Authority or other relevant agency only. The Chief Executive Officer will retain concerns relating to protection, which have 
not been referred to an external body, in a secure location for a period of two years.  

Criminal Records 
Those who are involved in situations where they have regular or frequent access to children, young people or adults with 
care and support needs are exempt from the Rehabilitation of Offenders legislation. This means that prospective 
employees, self-employed contractors and volunteers must declare all criminal convictions, however long ago, and these 
will be taken into account when deciding on their suitability for working with these groups. No-one will be permitted to 
undertake a role which involves regular or frequent contact with children, young people or adults with care and support 
needs without a satisfactory Disclosure and Barring Service (DBS) check.  

A criminal record may not necessarily prevent a person from working for North Worcestershire Basement Projects Ltd in 
another capacity: However, if that person is then asked to undertake tasks which will bring him/her into unsupervised 
contact with vulnerable groups, such as work experience placements, any record must be declared to the Chief Executive 
Officer who will take appropriate advice where necessary and will decide whether this task should be allocated to another 
worker.  
 

Whistleblowing 
In accordance with the Public Interest Disclosure Act 1998, North Worcestershire Basement Projects Ltd will support and 
protect those employees and volunteers who, in good faith and without malicious intent, report suspicions of abuse or 
concerns about colleagues and their actions. Employees of North Worcestershire Basement Projects Ltd are expected to 
follow the procedures laid out in this policy.  Refer to Data Protection Policy and Whistleblowing Policy. 
Allegations that are found to have no grounds or substance and have been raised with malicious intent will be dealt with 
via the Disciplinary Procedure. In the case of volunteers, this will be dealt with by the Problem Solving Procedure.   

What to do if abuse is reported or suspected 

Refer to  

¶ Appendix 3a Adult Safeguarding Concerns ï Responding and Reporting 

¶ Appendix 3b Is a child in danger 

¶ Appendix 4 Incident Report Form; 

¶ Appendix 5 Safeguarding Adult Review Form (SAR1).  

¶ Appendix 6 Information sharing; 

Procedure 1 ï where a worker is concerned about abuse  

Workers at North Worcestershire Basement Projects Ltd are encouraged to discuss any concerns with the Chief 
Executive Officer. If those concerns relate to the Chief Executive Officer, employees and volunteers are expected to 
discuss the matter with the designated Safeguarding Director or their deputy. If an individual feels that the Chief 
Executive Officer or the Safeguarding Director or their deputy have not responded appropriately, or if the concerns 
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relate to the Chief Executive Officer or the Safeguarding Director or their deputy, then they should contact the local 
Access Centre Emergency Duty Team; in Worcestershire the number is 01905 768054 (Out of hours 01905 
768020). 
Every effort should be made to maintain confidentiality (see above section). Suspicions must not be discussed with 
anyone else in the organisation other than those nominated above.  If the Chief Executive Officer or the 
Safeguarding Director or their deputy is absent, then individuals should not delay and should contact the local 
Access Centre Emergency Duty Team; in Worcestershire the number is 01905 768054 (Out of hours 01905 
768020). If known, the referrer should clearly state where the alleged recipient of abuse is normally resident. 
The Chief Executive Officer, or in his/her absence the Safeguarding Director or their deputy, has the responsibility to 
act on behalf of North Worcestershire Basement Projects Ltd in dealing with allegations or suspicion of abuse or 
neglect.   This will include collating details of the allegation of suspicion using a Safeguarding Incident Report Form 
(Appendix 4) and referring the matter to the Access Centre Emergency Duty Team; in Worcestershire the number 
is 01905 768054 (Out of hours 01905 768020).. It is the task of the local Childrenôs or Adultôs Safeguarding Board 
to investigate the matter. 
Where a concern is discussed with the Chief Executive Officer or Safeguarding Director, but they do not feel there is 
any cause for concern, if the referring employee of North Worcestershire Basement Projects Ltd disagrees with this 
decision, those concerns must be passed on to the Chair of Trustees or, in their absence, passed on to Childrenôs or 
Adultôs Social Care Services within the same day. Safeguarding is the individual responsibility of each person 
working with children, young people or adults with care and support needs. When any person is concerned about a 
protection issue, the concern must be reported.  
Under no circumstances should workers at North Worcestershire Basement Projects Ltd carry out their own 
investigation into suspicions or allegations of abuse, neither should they question a child, young person or adult with 
care and support needs closely, nor any person named in any allegations, as to do so may distort any investigation 
that may be carried out subsequently by the Police, or Childrenôs or Adultôs Safeguarding Boards. 

 

Procedure 2 ï where a child, young person or adult with care and support needs says something or 
acts in such a way that abuse is suspected 

Children, young people and adults with care and support needs will occasionally disclose abuse to an individual they 
have come to feel they can trust.  This happens for many reasons but the important thing to remember is that if they 
do tell you, they are doing so in the hope that you will act to stop it happening, even if they ask you not to do 
anything with the information. 

The child, young person or adult with care and support needs may feel as if they are betraying someone, they are 
close to and whom they love.  It is not unusual for them to love their abuser but want the abuse to stop, especially 
when that person is a family member or carer.  Equally, it may be someone they fear e.g. a person whom they 
perceive to be able to influence decisions concerning their future.  Either way, it takes great courage for them to talk 
about abuse and your response can be crucial. 

In the case of radicalisation, the child or adult with care and support needs may not recognise that anything is wrong, 
but their comments or actions may give rise to suspicion. 

It is important to remember too, that it can be more difficult for some people to tell than for others.  For example, 
adults with care and support needs who have experienced prejudice and discrimination through racism may well 
believe that people from other ethnic groups or backgrounds donôt really care about them.  They may have little 
reason to trust those they see as authority figures and may wonder whether you will be any different. Adults with 
care and support needs with a disability will have to overcome barriers before disclosing abuse.  They may well rely 
on the abuser for their daily care and have no knowledge of how to react appropriately. Children and young people 
may feel guilty or embarrassed at disclosing, fear they may not be believed or that they will be removed from the 
family home. 

The person receiving the information should: 

¶ respond in a calm but concerned way ï do not allow shock or distaste to show 

¶ tell the child, young person or adult with care and support needs that they are right to share what has 
happened and that they are not responsible for what happened 

¶ take seriously what the child, young person or adult with care and support needs says  

¶ keep questions to a minimum, only to clarify what the child, young person or adult with care and support 
needs is saying, not to interrogate. This is particularly key with children, as care needs to be taken not to put 
words into the childôs mouth, and the easiest way to do this is to ask questions 

¶ tell them who you need to inform, and where possible, gain their consent 
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¶ make a full accurate record using Safeguarding Incident Report Form (Appendix 4) of what is said and done, 
though this should not result in a delay in reporting the problem. 

¶ reassure them that the problem can be dealt with 

¶ repeat in summary what they have told you to ensure you have fully understood 

¶ not interrupt the child, young person or adult with care and support needs when they are recalling significant 
events 

¶ not make assumptions or speculate nor make negative comments about the abuser 

¶ not give assurances of confidentiality which cannot be kept but should reassure that the information will only 
be passed to those people who need to know 

The report should include a verbatim record of the disclosure. This may be used later in a criminal trial and it is vital 
that what the child, young person or adult with care and support needs discloses is recorded as accurately as 
possible.  Therefore, the record must be drafted in the individualôs words and should not include assumptions or 
opinions of others. The individualôs known details, including name, date of birth, address and contact numbers must 
be stated. It should also include the nature of the allegation including dates, times, specific factors and any other 
relevant information such as witness details. Additionally, there should be: 

¶ A clear distinction between what is fact, opinion and hearsay 

¶ Clarification of whether or not the person making the report is expressing their own concerns or those of 
someone else 

¶ A description of any visible physical injury (clothing should not be removed to inspect) or details of indirect 
signs such as behavioural changes 

¶ The personôs account of what has occurred. For incidents involving children, include the childôs account, if it 
can be given, of what has happened and how any bruising or other injuries occurred 

¶ Accounts from others such as colleagues, parents, carers. 

The situation should be reported IMMEDIATELY to the Chief Executive Officer, who is also North Worcestershire 
Basement Projects Ltdôs Safeguarding Officer. In their absence, the Safeguarding Director should be contacted.  

If the concern arises out of normal office hours (evenings and weekends) and it is clear that abuse has occurred, 
contact should be made with the local Access Centre Emergency Duty Team; in Worcestershire the number is 
01905 768054 (Out of hours 01905 768020).. Please also ensure that the Chief Executive Officer or the 
Safeguarding Director are notified at the earliest opportunity. 

If the concerns involve a young person under 16, the relevant educational establishment should also be notified that 
a concern has arisen in respect of the individual, although no specific details of the case should be disclosed. The 
Chief Executive Officer will ensure this happens. 

In the event of the need to protect a child or young person immediately, dial 999. The Police are the only agency with 
statutory powers for the immediate protection of children. 

It is recognised that workers may need support after receiving a disclosure and will be offered appropriate 
counselling. 

Procedure 3 - dealing with allegations or suspicion of abuse against an employee or volunteer of North 
Worcestershire Basement Projects Ltd 

This can be an extremely difficult issue to deal with. It can be difficult to accept that a colleague may deliberately 
harm a child, young person or adult with care and support needs. It may also be that the behaviour that causes 
concern is bad practice rather than abuse. However, in these circumstances, the worker should still report their 
concerns to the Chief Executive Officer as outlined above in Procedure 1.  

For children / young people: 

If the matter concerns a child or young person, the Chief Executive Officer will contact a Local Authority Designated 
Officer (LADO) on 01905 766090. The manner in which the matter is handled will be determined with the advice and 
support of the LADO and dependant on the threshold level of the incident or issue. 

Threshold level 1 

This is when a worker has potentially behaved towards a child or children in a way that indicates that he or she may 
be unsuitable to work with children. The Chief Executive Officer has the opportunity to raise their concerns with the 
LADO and to discuss how to handle the matter. Possible outcomes are training, professional support or counselling 
for the individual or use of the organisationôs internal Disciplinary policy for employees or Problem-Solving Policy for 
volunteers. The matter is recorded on the workerôs personnel file, but no further external action is taken. 
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Threshold level 2 

This is when an employee or volunteer has potentially behaved in a way that has harmed, or may have harmed, a 
child. This threshold triggers a formal safeguarding investigation and may result in the need for a Safeguarding Adult 
Review (SAR1). A meeting involving the Safeguarding Director, the Chief Executive Officer (unless he/she is the 
employee implicated, in which case another representative from the Board will be called upon) and the worker 
involved, is called; and a strategy put in place.  The actions will be recorded on the workerôs personnel file and will 
show up permanently on any future DBS checks. 

Threshold level 3 

This is when an employee or volunteer worker has potentially committed a criminal offence against a child or 
children. This is a criminal matter and is taken forward by the Police. 

It is expected that all agencies will co-operate with one another and will work in partnership. It is important that any 
investigations are properly co-ordinated and that events are managed in the right order.  The worker will be For this 
reason North Worcestershire Basement Projects Ltd will take no direct action against a worker without the 
involvement of the LADO and if appropriate, the Police, except where such action is necessary to protect a 
vulnerable person. 

For Adults: 

Where the matter concerns a adult with care and support needs, there is no formal LADO process and Procedure 1 
should be followed as above. However, if the Chief Executive Officer, or in his/her absence the Safeguarding 
Director or their deputy, wishes to discuss an Adult Protection matter informally prior to making a referral, they may 
call the Adult Protection team on 01905 768053 / 0845 6072000.  

When suspicion falls on a worker of North Worcestershire Basement Projects Ltd, there are 3 potential outcomes: 

¶ It may be proved to our satisfaction that the person has abused a child or adult with care and support needs, 

¶ It may be proved to our satisfaction that the person is not guilty of abuse, or 

¶ The enquiries may be inconclusive, leaving suspicion, but no proof about the personôs behaviour. 

If, following consideration, consultation and any investigation, the concern clearly is about bad practice rather than 
abuse, the Chief Executive Officer will take the necessary action to advise, retrain, manage or instigate disciplinary 
action against the worker about whom the allegation has been made. 

Irrespective of the outcome of any external investigations, North Worcestershire Basement Projects Ltd may 
consider suspension and/or disciplinary action in accordance with its usual Disciplinary procedure. 

Procedure 4 - dealing with concerns of possible abuse outside the organisation 

As a result of their contact with a child, young person or adult with care and support needs, employees or volunteers 
at North Worcestershire Basement Projects Ltd may become concerned about their welfare and may be concerned 
that someone unconnected with the organisation is abusing the individual. In these circumstances, the worker should 
report their concerns to the Chief Executive Officer as outlined in Procedure 1 above. 

Where any safeguarding enquiries or investigations take place, all workers of North Worcestershire Basement 
Projects Ltd are expected to fully co-operate with the Police or Childrenôs or Adultôs Social Care Services.  
 

We reserve the right at any stage of the above procedures to suspend the worker. in order to carry out any investigation 
of an alleged serious offence or to prevent any recurrence. Such suspension is not disciplinary action and does not 
involve any prejudgement. Either the Chief Executive Officer or any Director is permitted to authorise suspension. Refer 
to Disciplinary Procedure. 

 

Communicating this policy and concerns 

All reasonable steps will be taken to ensure unsuitable individuals are prevented from having involvement with North 
Worcestershire Basement Projects Ltd.  Employees and volunteers will be required to have appropriate qualifications, 
induction and appropriate training; they will be subject to references and an enhanced DBS disclosure. 
Service users, parents and carers are informed about safeguarding policies when they start to use our services. 
All employees, sessional workers, contractors and volunteers at North Worcestershire Basement Projects Ltd will be 
made aware of this policy and a copy will be available in the organisationôs Google documents area.  Furthermore, a copy 
of this policy will be given to all relevant bodies with whom we work and will be made available to parents/carers of 
children, young people or adults with care and support needs with whom we plan to work. Help in reading and 
understanding the policy will be given where necessary. 
 

Any concerns about the assignment or people involved should be addressed to the Chief Executive Officer.  
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Breach of this Policy 
Failure to follow the guidelines in this policy is considered a serious offence and will be investigated thoroughly and dealt 
with through our Disciplinary Procedure for employees or Problem-Solving Procedure for volunteers. Serious breaches 
may lead to dismissal of an employee or termination of the Volunteer Agreement as this would be classed as gross 
misconduct.  

Implementation, monitoring and review of this policy 
The Chief Executive Officer has overall responsibility for implementing and monitoring this policy, which will be monitored 
and reviewed by the Governance Review Group on a regular basis following its implementation (at least annually) and 
additionally whenever there are relevant changes in legislation or to our working practices.  

The Chief Executive Officer will record any incidents related to the protection of children, young people and adults with 
care and support needs and report them in an anonymised form to the Trustees on a bi-annual basis.   Confidentiality will 
be maintained at all times.   Any concerns or patterns that emerge will be dealt with appropriately. 

 

The designated Safeguarding Officer is Jackie Hooper, Chief Executive Officer, who can be contacted on 07739 
096475. In their absence, Sheila Collins, Safeguarding Director should be contacted on 0121 445 2813 or Lindsay 
Peniston, Safeguarding Director should be contacted on 07891993839.  

Any queries or comments about this policy should be addressed to the Chief Executive Officer or a Safeguarding Director. 

 
See Appendix 7 for a list of useful contacts for further support.  
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APPENDIX 1a ï Patterns of Abuse 

Patterns of abuse vary and include: 

¶ serial abusing in which the perpetrator seeks out and ógroomsô individuals. Sexual abuse sometimes falls into 
this pattern as do some forms of financial abuse;  

¶ long-term abuse in the context of an ongoing family relationship such as domestic violence between spouses or 
generations or persistent psychological abuse; or 

¶ opportunistic abuse such as theft occurring because money or jewellery has been left lying around. 
Incidents of abuse may be one-off or multiple and affect one person or more.  Professionals and others should 
look beyond single incidents or individuals to identify patterns of harm.  Repeated instances of poor care may be 
an indication of more serious problems and of what is described as organisational abuse.  In order to see these 
patterns, it is important that information is recorded and appropriately shared. 
Abuse or neglect may be the result of deliberate intent, negligence or ignorance.  Exploitation can be a common 
theme in the experience of abuse or neglect.  Whilst it can take different forms, the Care Act guidance identifies 
the following types of abuse or neglect: 

Physical abuse 

Physical abuse includes assault, hitting, slapping, pushing, kicking, misuse of medication, being locked in a room, 
inappropriate sanctions or force-feeding, inappropriate methods of restraint, and unlawfully depriving a person of their 
liberty. 

Domestic abuse 

Domestic abuse includes psychological, physical, sexual, financial, emotional abuse; so called óhonourô based violence. 
In 2013, the Home Office announced changes to the definition of domestic abuse:  

¶ Incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or abuse by 
someone who is or has been an intimate partner or family member regardless of gender or sexuality  

¶ Includes: psychological, physical, sexual, financial, emotional abuse; 

¶ so called óhonourô based violence; 

¶ Female Genital Mutilation;  

¶ forced marriage.  

¶ Age range extended down to 16.  

Many people think that domestic abuse is about intimate partners, but it is clear that other family members are 
included and that much safeguarding work that occurs at home is, in fact, concerned with domestic abuse. This 
confirms that domestic abuse approaches and legislation can be considered safeguarding responses in appropriate 
cases.  
Family members are defined as: mother, father, son, daughter, brother, sister and Grandparents, whether directly 
related, in-laws or step-family.  

a) Forced marriage 
is a term used to describe a marriage in which one or both of the parties are married without their consent or 
against their will. A forced marriage differs from an arranged marriage, in which both parties consent to the 
assistance of their parents or a third party in identifying a spouse.  
In a situation where there is concern that an adult with care and support needs is being forced into a 
marriage they do not or cannot consent to, there will be an overlap between action taken under the forced 
marriage provisions and the adult safeguarding process. In this case action will be co-ordinated with the 
police and other relevant organisations. The police must always be contacted in such cases as urgent action 
may need to be taken.  
The Anti-social Behaviour, Crime and Policing Act 2014 means it is now a criminal offence to force someone 
to marry. In addition, the Forced Marriage (Civil Protection) Act 2007 may be used to obtain a Forced 
Marriage Protection Order as a civil remedy.  

b) Honour-based violence 
is a crime and referring to the police must always be considered. It has or may have been committed when 
families feel that dishonour has been brought to them. Women are predominantly (but not exclusively) the 
victims and the violence is often committed with a degree of collusion from family members and/or the 
community. Many of these victims will contact the police or other organisations. However, many others are 
so isolated and controlled that they are unable to seek help.  
Adult safeguarding concerns that may indicate honour-based violence include domestic violence, concerns 
about forced marriage, enforced house arrest and missing personôs reports. If an adult safeguarding concern 
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is raised, and there is a suspicion that the adult is the victim of honour-based violence, referring to the police 
must always be considered as they have the necessary expertise to manage the risk. 

c) Female genital mutilation (FGM) 
involves procedures that intentionally alter or injure female genital organs for non-medical reasons. The 
procedure has no health benefits for girls and women. The Female Genital Mutilation Act (FGMA) was 
introduced in 2003 and came into effect in March 2004. The Act makes it illegal to practise FGM in the UK or 
to take girls who are British nationals or permanent residents of the UK abroad for FGM whether or not it is 
lawful in another country. It also makes it illegal to aid, abet, counsel or procure the carrying out of FGM 
abroad. 

Sexual abuse 

Sexual abuse including rape, indecent exposure, sexual harassment, inappropriate looking or touching, sexual teasing 
or innuendo, sexual photography, subjection to pornography or witnessing sexual acts, indecent exposure and sexual 
assault or sexual acts to which the person has not consented or was pressured into consenting.  
It includes penetration of any sort, incest and situations where the person causing harm touches the abused personôs 
body (e.g. breasts, buttocks, genital area), exposes his or her genitals (possibly encouraging the abused person to 
touch them) or coerces the abused person into participating in or looking at pornographic videos or photographs. Denial 
of a sexual life to consenting adults is also considered abusive practice.  
Any sexual relationship that develops between adults (or an adult and a child) where one is in a position of trust, power 
or authority in relation to the other (e.g. day centre worker/social worker/residential worker/health worker etc.) may also 
constitute sexual abuse, as would such a relationship between an adult and a child (see section on position of trust).  

Psychological abuse 

Psychological abuse includes óemotional abuseô and takes the form of threats of harm or abandonment, deprivation of 
contact, humiliation, rejection, blaming, controlling, intimidation, coercion, indifference, harassment, verbal abuse 
(including shouting or swearing), cyber bullying, isolation or withdrawal from services or support networks.  
Psychological abuse is the denial of a personôs human and civil rights including choice and opinion, privacy and dignity 
and being able to follow oneôs own spiritual and cultural beliefs or sexual orientation.  
It includes preventing the person from using services that would otherwise support them and enhance their lives. It also 
includes the intentional and/or unintentional withholding of information (e.g. information not being available in different 
formats/languages etc.). 

Financial or material abuse 

This includes theft, fraud, internet scamming, coercion in relation to an adultôs financial affairs or arrangements, 
including in connection with wills, property, inheritance or financial transactions, or the misuse or misappropriation of 
property, possessions or benefits. 

Modern slavery 

Modern Slavery encompasses slavery, human trafficking, forced and compulsory labour and domestic servitude. 
Traffickers and slave masters use whatever means they have at their disposal to coerce, deceive and force individuals 
into a life of abuse, servitude and inhumane treatment.  
A large number of active organised crime groups are involved in modern slavery. But it is also committed by individual 
opportunistic individuals.  
There are many different characteristics that distinguish slavery from other human rights violations, however only one 
needs to be present for slavery to exist. 
Someone is in slavery if they are:  

a) forced to work - through mental or physical threat;  

b) owned or controlled by an 'employer', usually through mental or physical abuse or the threat of abuse;  

c) dehumanised, treated as a commodity or bought and sold as 'property';  

d) physically constrained or has restrictions placed on his/her freedom of movement.  
Contemporary slavery takes various forms and affects people of all ages, gender and races.  

 
Human trafficking 

Human trafficking involves an act of recruiting, transporting, transferring, harbouring or receiving a person through a use 
of force, coercion or other means, for the purpose of exploiting them.  
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If an identified victim of human trafficking is also an adult with care and support needs, the response will be co-ordinated 
under the adult safeguarding process. The police are the lead agency in managing responses to adults who are the 
victims of human trafficking.  
There is a national framework to assist in the formal identification and help to coordinate the referral of victims to 
appropriate services, known as the National Referral Mechanism: http://www.nationalcrimeagency.gov.uk/about-
us/what-we-do/specialist-capabilities/uk-human-trafficking-centre/national-referral-mechanism     
 

Discriminatory abuse 

This includes discrimination on the grounds of race, faith or religion, age, disability, gender, sexual orientation and 
political views, along with racist, sexist, homophobic or ageist comments or jokes, or comments and jokes based on a 
personôs disability or any other form of harassment, slur or similar treatment. Hate crime can be viewed as a form of 
discriminatory abuse, although will often involve other types of abuse as well. It also includes not responding to dietary 
needs and not providing appropriate spiritual support. Excluding a person from activities on the basis they are ónot likedô 
is also discriminatory abuse. 
The nine 'protected characteristics' under The Equality Act 2010 are: 
ω Age  
ω Disability  
ω Gender reassignment (people undergoing gender reassignment or who are trans-gender)  
ω Marriage and civil partnership  
ω Pregnancy and maternity  
ω Race  
ω Religion or belief  
ω Gender  
ω Sexual orientation (gay, lesbian, bisexual and heterosexual orientation)  

https://www.gov.uk/guidance/equality-act-2010-guidance 

Organisational abuse 

Including neglect and poor care practice within an institution or specific care setting such as a hospital or care home, or 
where care is provided within their own home. This may range from one off incidents to on-going ill-treatment. It can be 
through neglect or poor professional practice as a result of the structure, policies, processes and practices within an 
organisation.  
Organisational abuse is the mistreatment, abuse or neglect of a person by a regime or individuals in a setting or service 
where the person lives or that they use. Such abuse violates the personôs dignity and represents a lack of respect for 
their human rights.  
Organisational abuse occurs when the routines, systems and regimes of an institution result in poor or inadequate 
standards of care and poor practice which affect the whole setting and deny, restrict or curtail the dignity, privacy, 
choice, independence or fulfilment of people with care and support needs  
Organisational abuse can occur in any setting providing health or social care. A number of inquiries into care in 
residential settings have highlighted that organisational abuse is most likely to occur when staff:  

¶ receive little support from management;  

¶ are inadequately trained;  

¶ are poorly supervised and poorly supported in their work;  

¶ receive inadequate guidance;  
or where there: 

¶ are unnecessary or inappropriate rules and regulations;  

¶ is a lack of stimulation or lack of development of individual interests;  

¶ is inappropriate staff behaviour, such as the development of factions, misuse of drugs or alcohol, failure to respond 
to leadership;  

¶ is a restriction on external contacts or opportunities to socialise. 

Neglect and acts of omission 

These include ignoring medical, emotional or physical care needs, failure to provide access to appropriate health, social 
care or educational services, and the withholding of the necessities of life such as medication, adequate nutrition and 
heating. Neglect also includes a failure to intervene in situations that are dangerous to the person concerned or to 
others, particularly when the person lacks the mental capacity to assess risk for themselves.  

http://www.nationalcrimeagency.gov.uk/about-us/what-we-do/specialist-capabilities/uk-human-trafficking-centre/national-referral-mechanism
http://www.nationalcrimeagency.gov.uk/about-us/what-we-do/specialist-capabilities/uk-human-trafficking-centre/national-referral-mechanism
https://www.gov.uk/guidance/equality-act-2010-guidance
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Neglect and poor professional practice may take the form of isolated incidents or pervasive ill treatment and gross 
misconduct. Neglect of this type may happen within a personôs own home or in an institution. Repeated instances of 
poor care may be an indication of more serious problems. Neglect can be intentional or unintentional. 

Self-neglect 

Self-neglect covers a wide range of behaviour, neglecting to care for oneôs personal hygiene, health or surroundings 
and includes behaviour such as hoarding. Self-neglect it is also defined as the inability (intentional or non-intentional) to 
maintain a socially and culturally accepted standard of self-care with the potential for serious consequences to the 
health and well-being of the individual and sometimes to their community. 
 
See Appendix 1b for possible indicators of all types of abuse or neglect. 
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APPENDIX 1b ï Signs that may indicate that abuse has taken or is taking place 

Physical abuse 

Possible indicators 

¶ Unexplained or inappropriately explained injuries; 

¶ Adult exhibiting untypical self-harm; 

¶ Unexplained cuts or scratches to mouth, lips, gums, eyes or external genitalia; 

¶ Unexplained bruising to the face, torso, arms, back, buttocks, thighs, in various stages of healing. Collections of 
bruises that form regular patterns which correspond to the shape of an object or which appear on several areas of 
the body; 

¶ Unexplained burns on unlikely areas of the body (e.g. soles of the feet, palms of the hands, back), immersion burns 
(from scalding in hot water/liquid), rope burns, burns from an electrical appliance; 

¶ Unexplained or inappropriately explained fractures at various stages of healing to any part of the body; 

¶ Medical problems that go unattended; 

¶ Sudden and unexplained urinary and/or faecal incontinence. Evidence of over/under-medication; 

¶ Adult flinches at physical contact; 

¶ Adult appears frightened or subdued in the presence of particular people; 

¶ Adult asks not to be hurt; 

¶ Adult may repeat what the person causing harm has said (e.g. óShut up or Iôll hit youô); 

¶ Reluctance to undress or uncover parts of the body; 

¶ Person wears clothes that cover all parts of their body or specific parts of their body; 

¶ An adult without capacity not being allowed to go out of a care home when they ask to; 
Specifically, children or young people may: 

¶ seem frightened of the parents and protest or cry when it is time to go home;  

¶ shrink at the approach of adults;  

¶ report injury by a parent or another adult/carer 
You should also consider the possibility of physical abuse when the parent or adult/carer of a child or young 
person: 

¶ offers conflicting, unconvincing, or no explanation for the child's injury;  

¶ describes the child as "evil," or in some other very negative way;  

¶ uses harsh physical discipline with the child;  

¶ has a history of abuse as a child.  

Domestic abuse  
The presence of any of these indicators may be evidence that any kind of abuse is taking place:  

¶ destruction of physical environment; 

¶ turning night into day/sleep disturbance; 

¶ chronic incontinence; 

¶ extreme physical and/or emotional dependence; 

¶ verbal abuse and aggression towards the carer; 

¶ changes in personality caused by illness and/or medication; 

¶ non compliance with carers wishes; 

¶ obsessive behaviour; 

¶ wandering/absconding; 

¶ self-harm. 
Evidence that domestic abuse has or is taking place might include 

¶ Series of unexplained falls or major injuries; 

¶ Injuries/bruises at different stages of healing; 

¶ Bruising in unusual sites e.g. inner arms, thighs; 

¶ Abrasions; 

¶ Teeth indentation; 

¶ Injuries to head or face; 

¶ depression, withdrawal, anxiety, aggression, agitation; Client very passive. 
Where the above indicators are apparent, the following problems may increase the risk and likelihood of an abusive 
situation: 

¶ alcoholism; 

¶ mental illness; 
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¶ stress; 

¶ chronic fatigue; 

¶ conflicting demands on other family members 
Female genital mutilation (FGM)  
Evidence that FGM has or is taking place might include 

¶ distress, pain or other physical signs after FGM has taken place; 

¶ complications after the birth of a child; 

¶ depression, withdrawal, anxiety, aggression, agitation. 

Sexual abuse 
Possible indicators 

¶ Adult has urinary tract infections, vaginal infections or sexually transmitted diseases that are not otherwise 
explained; 

¶ Adult appears unusually subdued, withdrawn or has poor concentration; 

¶ Adult exhibits significant changes in sexual behaviour or outlook; 

¶ Adult experiences pain, itching or bleeding in the genital/anal area; 

¶ Adultôs underclothing is torn, stained or bloody; 

¶ A woman who lacks the mental capacity to consent to sexual intercourse becomes pregnant; 

¶ Sexual exploitation 
Specifically, children or young people may: 

¶ report nightmares or bedwetting;  

¶ experience a sudden change in appetite;  

¶ demonstrate bizarre, sophisticated, or unusual sexual knowledge or behaviour;  

¶ become pregnant or contract a venereal disease, particularly if under age 14;  

¶ run away; report sexual abuse by a parent or another adult/carer.  
You should consider the possibility of sexual abuse when the parent or other adult/carer: 

¶ is unduly protective of the child or severely limits their contact with other children;  

¶ is secretive and isolated; 

¶ is jealous or controlling with family members 

Psychological abuse; 
Possible indicators 

¶ Untypical ambivalence, deference, passivity, resignation; 

¶ Adult appears anxious or withdrawn, especially in the presence of the alleged abuser; 

¶ Adult exhibits low self-esteem; 

¶ Untypical changes in behaviour (e.g. continence problems, sleep disturbance); 

¶ Adult is not allowed visitors/phone calls; 

¶ Adult is locked in a room/in their home; 

¶ Adult is denied access to aids or equipment, (e.g. glasses, dentures, hearing aid, crutches, etc.); 

¶ Adultôs access to personal hygiene and toilet is restricted; 

¶ Adultôs movement is restricted by use of furniture or other equipment; 

¶ Bullying both in person and via social networking internet sites and persistent texting. 
Specifically, a child or young person may: 

¶ be either inappropriately adult (e.g. parenting other children) or inappropriately infantile (eg frequently rocking or 
head-banging); 

¶ be delayed in physical or emotional development;  

¶ have attempted suicide;   

¶ demonstrate signs of isolation and may be reluctant to take part in activities; 

¶ demonstrate aggression or anxiety and become withdrawn; 

¶ reported a lack of attachment to the parent. 
You should consider the possibility of emotional maltreatment and bullying when the parent or other adult/carer: 

¶ constantly blames, belittles, or berates the child or young person;  

¶ is unconcerned about the child or young person and refuses to consider offers of help for problems; 

¶ overtly rejects the child or young person 
Financial or material abuse 

Possible indicators 

¶ Lack of heating, clothing or food; 
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¶ Inability to pay bills/unexplained shortage of money; 

¶ Lack of money, especially after benefit day; 

¶ Inadequately explained withdrawals from accounts; 

¶ Unexplained loss/misplacement of financial documents; 

¶ The recent addition of authorised signatories on an adultôs accounts or cards 

¶ Disparity between assets/income and living conditions; 

¶ Power of attorney obtained when the adult lacks the capacity to make this decision; 

¶ Recent changes of deeds/title of house or will; 

¶ Recent acquaintances expressing sudden or disproportionate interest in the adult and their money; 

¶ Service user not in control of their direct payment or individualised budget; 

¶ Mis-selling/selling by door-to-door traders/cold calling; 

¶ Illegal money-lending. 
Modern slavery 
Possible Indicators: 
Signs of various types of slavery and exploitation are often hidden, making it hard to recognise potential victims. Victims 
can be any age, gender or ethnicity or nationality. Whilst by no means exhaustive, this is a list of some common signs: 

¶ Adult is not in possession of their legal documents (passport, identification and bank account details) and they are 
being held by someone else; 

¶ The adult has old or serious untreated injuries and they are vague, reluctant or inconsistent in explaining how the 
injury occurred. 

¶ The adult looks malnourished, unkempt, or appears withdrawn 

¶ They have few personal possessions and often wear the same clothes 

¶ What clothes they do wear may not be suitable for their work. 

¶ the adult is withdrawn or appears frightened, unable to answer questions directed at them or speak for themselves 
and/or an accompanying third party speaks for them. If they do speak, they are inconsistent in the information they 
provide, including basic facts such as the address where they live 

¶ They appear under the control/influence of others, rarely interact or appear unfamiliar with their neighbourhood or 
where they work. Many victims will not be able to speak English 

¶ Fear of authorities 

¶ The adult perceives themselves to be in debt to someone else or in a situation of dependence. 
Environmental indicators 

¶ Outside the property- there are bars covering the windows of the property or they are permanently covered on the 
inside. Curtains are always drawn. Windows have reflective film or coatings applied to them. The entrance to the 
property has CCTV cameras installed. The letterbox is sealed to prevent use. There are signs the electricity may 
have been tacked on from neighbouring properties or directly from power lines? 

¶ Inside the property- access to the back rooms of the property is restricted or doors are locked. The property is 
overcrowded and in poor repair. 

Discriminatory abuse 

Possible Indicators 
Indicators for discriminatory abuse may not always be obvious and may also be linked to acts of physical abuse and 
assault, sexual abuse and assault, financial abuse, neglect, psychological abuse and harassment, so all the indicators 
listed above may apply to discriminatory abuse. 

¶ An adult may reject their own cultural background and/or racial origin or other personal beliefs, sexual practices or 
lifestyle choices 

¶ An adult making complaints about the service not meeting their needs. 

¶ A service user may exhibit signs of depression, withdrawal, anxiety, aggression, agitation; 

¶ A service user may be ignored, discriminated against or punished by employees or other service users for 
whatever reason; 

¶ A service user demonstrates reluctance to be supported by certain a certain employee or apprehension at being 
visited by a certain friend, relative or other person; 

¶ A service user demonstrates a lack of social interaction and / or appears to be excluded from some groups or 
activities 

Organisational abuse 

Organisational abuse can occur in any setting providing health or social care. A number of inquiries into care in 
residential settings have highlighted that organisational abuse is most likely to occur when employees: 

¶ receive little support from management; 
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¶ are inadequately trained; 

¶ are poorly supervised and poorly supported in their work; 

¶ receive inadequate guidance; 
or where these is:  

¶ unnecessary or inappropriate rules and regulations; 

¶ lack of stimulation or the development of individual interests; 

¶ inappropriate behaviour by employees, such as the development of factions, misuse of drugs or alcohol, failure to 
respond to leadership; 

¶ restriction of external contacts or opportunities to socialise. 
Service users may be: 

¶ denied rights to access, use or consume items provided to them by visitors, relatives and friends; 

¶ denied the right to wear their own clothes, or forced to share another personôs clothes, spectacles etc.; 

¶ subject to routines or practices that discourages independence; 

¶ not be consulted appropriately about matters that affect them; 

¶ support planning does not take place properly or at all, or support plans are produced but not used or reviewed; 

¶ visitors are discouraged from visiting or are not given proper answers to questions; 

¶ there is no provision for meaningful activities. 
Neglect and acts of omission 

Possible indicators 

¶ Adult has inadequate heating and/or lighting; 

¶ Adultôs physical condition/appearance is poor (e.g. ulcers, pressure sores, soiled or wet clothing); 

¶ Adult is malnourished, has sudden or continuous weight loss and/or is dehydrated; 

¶ Adult cannot access appropriate medication or medical care; 

¶ Adult is not afforded appropriate privacy or dignity; 

¶ Adult and/or a career has inconsistent or reluctant contact with health and social services; 

¶ Callers/visitors are refused access to the person; 

¶ Person is exposed to unacceptable risk. 
Specifically, children or young people may 

¶ beg or steal food or money; 

¶ state that there is no one at home to provide care.  
Consider the possibility of neglect when the parent or other adult/carer: 

¶ appears to be indifferent to the child;  

¶ seems apathetic or depressed;  

¶ behaves irrationally or in a bizarre manner; 

¶ is abusing alcohol or other drugs.  
Self-neglect 

Indicators of self-neglect may be: 

¶ living in very unclean, sometimes venomous, circumstances; 

¶ poor self-care leading to a decline in personal hygiene; 

¶ poor nutrition; 

¶ poor healing/sores; 

¶ poorly maintained clothing; 

¶ long toenails; 

¶ isolation; 

¶ failure to take medication; 

¶ hoarding large numbers of pets; 

¶ neglecting household maintenance; 

¶ portraying eccentric behaviour/lifestyles; 
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APPENDIX 2 - How to minimise risk 

All workers at North Worcestershire Basement Projects Ltd are encouraged to demonstrate exemplary behaviour when 
working with children, young people or adults with care and support needs in order to protect these groups from abuse 
and themselves from false allegations.  The following are good practice and common-sense examples of how to create 
a positive culture and climate. 

¶ Maintain a register of those working with you at any given time; 

¶ Work in an open environment avoiding private or unobserved situations and encouraging open communication.   
Avoid spending excessive amounts of time alone with individuals away from others; 

¶ Treat everyone equally, with respect and dignity; avoid ñfavouritismò and singling out ñtroublemakersò; 

¶ Always put the welfare of the child young person or adult with care and support needs first; 

¶ Maintain a safe and appropriate distance with children, young people or adults with care and support needs.  It 
is not appropriate for employees, volunteers or trainees to flirt with, to date or to have an intimate relationship 
with a child, young person or adult with care and support needs under any circumstances; 

¶ Ensure that if any form of physical/manual touching is required, it should be provided openly; 

¶ Be an excellent role model; 

¶ Where required give enthusiastic and constructive feedback rather than negative criticism; 

¶ Keep a written record of any injury that occurs, along with the details of any treatment given; 

¶ Attend relevant training courses that North Worcestershire Basement Projects Ltd provides. 
 
The following should never be sanctioned. You should never: 

¶ engage in rough, physical or sexually provocative games; 

¶ share a room overnight; 

¶ allow or engage in any form of inappropriate touching; 

¶ allow or engage in any inappropriate language or bullying to go unchallenged; 

¶ make sexually suggestive or discriminatory comments, even in fun; 

¶ deliberately reduce a person to tears as a form of control; 

¶ allow allegations made to go unchallenged, unrecorded or not acted upon; 

¶ trivialise abuse; 

¶ invite or allow a child, young person or adult with care and support needs to your home, take them out 
unsupervised or give them a lift in your car without the knowledge and consent of the parents/carers and your 
managers; 

¶ do things of a personal nature that they can do for themselves (it may sometimes be necessary for employees 
or volunteers to do things of a personal nature, e.g. toileting, if the child, young person or adult with care and 
support needs has disabilities).  These tasks should only be carried out in the full understanding and consent of 
parents/carers and your managers.   There is a need to be responsive to a vulnerable personôs reactions, talk 
with him/her about what you are doing and give choices where possible.  Avoid taking on tasks for which you 
are not appropriately trained; 

¶ enter a room where a person may be changing their clothes or not be fully dressed, without first clearly getting 
their consent to enter. 

 
Incidents that must be reported/recorded 
If any of the following occur, you should report this immediately to the Chief Executive Officer who will discuss the 
matter with you and advise whether a Safeguarding Incident Report Form (Appendix 4) should be completed: 

¶ if you or another worker accidentally hurts someone; 

¶ if a child, young person or adult with care and support needs seems distressed in any manner; 

¶ if a child, young person or adult with care and support needs appears to be sexually aroused by your actions; 

¶ if you are concerned that a relationship is developing that could represent an abuse of trust; 
if you are concerned that a child, young person or adult with care and support needs is becoming attracted to you; 
if you are concerned that a colleague is becoming attracted to someone in his/her care; 
if a child, young person or adult with care and support needs misunderstands or misinterprets something you have 
done; 
if you have had to use reasonable physical restraint to prevent a child, young person or adult with care and support 
needs harming themselves or another or from causing significant damage to property 
if a person reports an allegation regarding a member of an external organisation. 
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APPENDIX 3a ï Adult Safeguarding Concerns: Responding and Reporting 

 

 

Refer the concern to the Access Centre 
Duty Team 

01905 768054 
Out of hours 01905 768020 
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 APPENDIX 3b - Child and Young Personôs Safety Concerns: Responding and Reporting

 

If 

 
Acute Critical level is reached 
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APPENDIX 4 ï Safeguarding Incident Report Form 

 
Adult with care and support needs or Child/Young Personôs details 
 

Name  

Address  
 
 

Contact Telephone 
Number(s) 

Home 
 
 
 

Mobile Other  

Date of birth  Gender 

Ethnicity  

Details of any disability  
 
 

School name & 
address  
(where applicable) 

 
 
 

Person with parental 
or caring responsibility 

 
 
 

 
Details of person reporting suspected or reported abuse 
 

Name  

Job Title and Location  
 

Contact Telephone 
Number(s) 

Work 
 
 
 

Mobile Other  

Email address  

 
Are you reporting your concerns or passing on those of somebody else? 
(please give details) 
 

 
 
 
 

 



 
Page 28 of 36 

 

 
Brief details of the allegation 
Remember to include any dates, times and specific factors. Be specific as to whether you are 
providing fact, opinion/observation or hearsay. Specify any relationships between the individual and 
any other person involved.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Description of any injury or indirect signs 
Please describe any physical injury you have seen, or a description of any indirect signs such as 
behavioural changes 

 
 
 
 
 
 

 
Adult with care and support needs or child/young personôs account 
Please detail the individualôs account of what happened. How did they describe the situation, what 
was their explanation for any injury? 

 
 
 
 
 
 
 
 
 
 
 

Continue on a separate sheet if necessary. 
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Witness details and account 
Please provide the name, address and contact numbers for any witnesses to the allegation, and 
specify the relationship to the adult with care and support needs or child/young person. 
 

Name  

Address  
 
 

Contact 
Telephone 
Number(s) 

Home 
 
 
 

Mobile Other  

Relationship  

 
Please give details of their account of what happened 

 
 
 
 
 
 
 
 
 

Continue on a separate sheet if necessary. 
 
Reporting Incidents 
 
Any suspected or reported abuse must be reported immediately to: 
 

Jackie Hooper Chief Executive Officer 

 
Or in their absence: 
 

Sheila Collins Safeguarding Director 

Lindsay Peniston Safeguarding Director 

 
If the concern arises out of normal office hours and it is clear that abuse has occurred, contact 
should be made with the local Childrenôs or Adultôs Social Care Services Emergency Duty Teams: 
 

Access Centre 
01905 768054 
Out of hours 01905 768020 

 
In the event of the need to protect a child or young person immediately, dial 999.
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 APPENDIX 5 - SAR1: Safeguarding Adult Review Referral Form 
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APPENDIX 6 ï Seven golden rules for information sharing 

 
           
 
Seven golden rules for information-sharing 
 
Remember that the Data Protection Act is not a barrier to sharing information but provides a 
framework to ensure that personal information about living persons is shared appropriately. 
Be open and honest with the person (and/or their family where appropriate) from the outset 
about why, what, how and with whom information will, or could be, shared, and seek their 
agreement, unless it is unsafe or inappropriate to do so. 
Seek advice if you are in any doubt, without disclosing the identity of the person where 
possible. 
Share with consent where appropriate and, where possible, respect the wishes of those who 
do not consent to share confidential information. You may still share information without 
consent if, in your judgement, that lack of consent can be overridden in the public interest. 
You will need to base your judgement on the facts of the case. 
Consider safety and well-being: base your information-sharing decisions on considerations 
of the safety and well-being of the person and others who may be affected by their actions.  
Necessary, proportionate, relevant, accurate, timely and secure: ensure that the information 
you share is necessary for the purpose for which you are sharing it, is shared only with 
those people who need to have it, is accurate and up to date, is shared in a timely fashion, 
and is shared securely. 
Keep a record of your decision and the reasons for it ï whether it is to share information or 
not. If you decide to share, then record what you have shared, with whom and for what 
purpose. 
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Always seek advice from the Safeguarding Board. 
Extract from HM Government Information Sharing Guidance for practitioners and managers  

 

 

 

 

 

 

 

 




