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Definitions 
 
The Welcome Knutsford Ltd (The Welcome) is a company registered in England (No. 07168557) 
that is limited by its articles of association to be a not-for-profit business serving the 
communities of Longridge and Shaw Heath and the wider community. 
 
The Board of Trustees of The Welcome is the Governing Body. 

Staff includes both volunteers and paid employees. 
 
The Care Act 2014 introduced the term adult at risk to replace "vulnerable adult" which was used 
in previous legislation.  It focuses on the situation causing the risk, rather than the characteristics 
of the adult concerned.  An adult at risk is a person aged 18 or over who: 
 Has needs for care and support. 
 Is experiencing, or is at risk of, abuse or neglect. 
 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. 

A Service User is any member of the public (adult or child) who makes use of a service provided 
by The Welcome or taking place within The Welcome. 

The Safeguarding Lead is the person with day-to-day responsibility for safeguarding adults and 
is appointed by the Board. 

The Safeguarding Trustee is the trustee responsible to the Board for all matters relating to 
safeguarding. 

The Responsible Person is normally the Safeguarding Lead, but if they are unavailable or are 
involved in the allegation, any Trustee can take on the role, preferably the Safeguarding Trustee. 

Responsible Third Parties are the appropriate statutory bodies that may need to be involved in 
instances where there are allegations relating to safeguarding adults at risk.  These parties will 
include, but not be limited to, the Police Force and Cheshire East Social Services. 

The Board recognises the following as definitions of abuse: 

Physical Abuse (includes Female Genital Mutilation and Honour based violence) 

Physical abuse causes physical harm to an adult at risk.  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. 

Domestic abuse 

Any incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or 
abuse between those who are or have been intimate partners or family members regardless of 
gender or sexuality. This can encompass but is not limited to psychological, physical, sexual, 
financial and emotional abuse. 
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Neglect 

Neglect is the persistent or severe failure to meet an adult at risk's basic physical and/or 
psychological needs.  It will result in serious impairment of the adult at risk’s health or 
development. 

Sexual Abuse 

Sexual abuse involves an adult at risk being forced or coerced into participating in or watching 
sexual activity.  It is not necessary for the adult at risk to be aware that the activity is sexual and 
the apparent consent of the adult at risk is irrelevant. 

Emotional Abuse 

Emotional abuse is when adults at risk are denied love or affection or are constantly threatened 
or humiliated.  Sarcasm, degrading punishments and ignoring an adult at risk are also forms of 
emotional abuse and undermine an adult at risk's confidence and sense of self-worth. 

Bullying 

Bullying can occur in any group of people including adults at risk whatever its type or size.  There 
are many different forms of bullying; at one end of the scale, it can be teasing and at the other it 
becomes serious assault or harassment.  Verbal and psychological bullying can be just as 
harmful and hurtful as physical violence.  Sexual and racial harassment are particularly serious 
forms of bullying. 

Modern Slavery and Human Trafficking including sexual exploitation  

Modern Slavery and Human Trafficking (Modern Slavery Act 2015) is knowingly holding a person 
in a position of slavery, servitude, forced or compulsory labour, or facilitating their travel with the 
intention of exploiting them during or soon after.  Sexual exploitation through prostitution is a 
form of abuse by which a person is coerced or manipulated to engage in sexual activities either 
in return for something or for the profit of others. 

Financial or material abuse 

Includes having money or other property stolen, being defrauded, being put under pressure in 
relation to money or other property and having money or other property misused. 

Other forms of abuse 

There are many types of abuse and some of them are listed below: 
 Discrimination abuse. 
 Organisational abuse. 
 Self-neglect. 
 Deprivation of liberty. 
 Forced marriage.  
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Introduction 
 
The Welcome is committed to ensuring that all employees, volunteers, trustees and all service 
users are safeguarded in line with the provisions of: 

 The Safeguarding Vulnerable Groups Act 2006. 
 The Protection of Freedoms Act 2012. 
 The Care Act 2014. 
 The Mental Capacity Act 2005. 
 The Mental Capacity (Amendment) Act 2019. 

 
Adult Safeguarding means protecting an adult’s right to live in safety, free from abuse and 
neglect. It is about people and organisations working together to prevent and stop both the risk 
and experience of abuse or neglect, while at the same time making sure that the adult’s wellbeing 
is promoted including, where appropriate, having regard to their views, wishes, feelings and 
beliefs in deciding on any action.  
 
This policy applies to all adults, who have the right to live in safety: The Welcome has a 
responsibility to look out for the welfare of everyone we work with.  However, some adults are 
more at risk which may be due to particular circumstances and may be temporary or permanent. 
 
An adult at risk may be an adult who: 

 is an older person who is frail due to ill health, physical disability or cognitive impairment. 
 has a learning disability. 
 has a physical disability and/or a sensory impairment and/or a communication difficulty 

e.g. autism. 
 has mental health needs including dementia or a personality disorder. 
 has a long-term illness/condition. 
 misuses substances or alcohol. 
 lacks capacity to make particular decisions. 

 
It must be recognised that adults sometimes have complex interpersonal relationships and may 
be ambivalent, unclear or unrealistic about their personal circumstances. People have complex 
lives and being safe is only one of the things they want for themselves. 
 
Further guidance can be found at: 
www.gov.uk/guidance/safeguarding-for-charities-and-trustees 
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Other relevant policies 
 
This policy should be read in conjunction with the following relevant policies: 
 
 Safeguarding Children Policy. 
 Equality & Diversity Policy. 
 Data Protection Policy. 
 Privacy Policy. 
 IT Policy. 
 Complaints Policy. 
 Recruitment Policy (to be issued). 
 Training Policy (to be issued). 

 

Third Party Contacts 
 
Police (to report a crime): Emergency: 999 / Non-Emergency: 101 
 
Cheshire East Adult Social Care 
 
Phone:  0300 123 5010 (office hours) 
 0300 123 5022 (for emergencies out of office hours) 
Web:  www.cheshireeast.gov.uk - search for "What is adult abuse" 
 
Cheshire East Safeguarding Adults Board 
 
Phone:  01625 374753 
Email:  LSAB@cheshireeast.gov.uk 
Web: www.stopadultabuse.org.uk 
Address: First Floor, Macclesfield Town Hall, Market Place, Macclesfield, Cheshire,  SK10 1EA 
 
Disclosure & Barring Service (DBS) 
 
Web:www.homeoffice.gov.uk/dbs 
 

Key Issues 
 
The Welcome recognises that: 
 
 The welfare of the adult at risk is paramount. 
 All adults at risk, regardless of age, disability, ethnicity, gender, racial heritage, religious 

belief, sexual orientation or identity, have the right to equal protection from all types of harm 
or abuse. 
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 Working in partnership with adults at risk, their carers and other agencies is essential in 
promoting adults at risk's welfare. 

 It is better to act before harm occurs. 

This policy applies to all managers, Trustees, employees, volunteers, sessional workers, agency 
staff, students or anyone else working on behalf of The Welcome.  Their responsibilities are 
outlined in Section 7. 

Purpose 
 
The purpose of this policy is to: 
 
 Provide protection for the adults at risk who receive The Welcome’s services. 
 Provide staff with guidance on procedures they should adopt if they suspect an adult at risk 

may be experiencing, or be at risk of, harm. 
 Provide a proportionate and least intrusive response appropriate to the perceived risk. 

 

Principles 
 
The Welcome will seek to safeguard adults at risk by: 
 
 Valuing them, listening to them and respecting them. 

 Adopting adult at risk protection guidelines as described in this policy. 
 Recruiting staff safely, ensuring all necessary checks are made, including Disclosure and 

Barring Service (DBS) checks when appropriate. 
 Sharing information about adult at risk protection and good practice with adults at risk and 

staff. 
 Sharing information about concerns with Third Parties who need to know and involving 

adults at risk appropriately. 
 Providing effective management for staff through supervision, support and training and 

ensuring it remains up to date. 
 

7 Responsibilities 

 
7.1 Management 
The Welcome's management, led by the Centre Manager, is required to: 

 
 Ensure that all service users experience a suitable and supportive environment to 

encourage service user disclosure of any issues which might affect the way in which they 
should be treated. 

 Invite and encourage constructive feedback from service users about standards and styles 
of behaviour and promoting an open and honest culture of respect for diversity. 

 Ensure that safeguarding considerations are considered when appointing staff. 
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 Ensure that all DBS requirements are met including carrying out DBS checks when 
appropriate and referring an employee or volunteer who poses a risk of harm to adults at risk 
to the DBS. 

 Ensure that all service users are aware of and implement our Equality and Diversity policy. 
 Ensure that all service users know how to complain if they become victims of harassment, 

bullying or unfair treatment. 
 Ensure that all persons working for, or providing services to, The Welcome are provided with 

a briefing and suitable training on these safeguarding policies and procedures before any 
work is undertaken or any services delivered. 

 Ensure that training is refreshed annually and maintain training records. 
 Report incidents immediately to relevant partners or commissioners whilst respecting 

confidentiality and due process. 
 

7.2 Staff and Contractors 
 
Everyone working for or providing services to The Welcome are required to: 
 Where appropriate and required by regulations have a Disclosure and Barring Service (DBS) 

check before they commence work.  Where this has not been undertaken they will not be 
allowed to work with adults at risk unless supervised by a member of staff who has had a 
clear DBS check. 

 Demonstrate respect for all service users as individuals in all matters. 
 Reflect on their own approach and style, recognising the inherent power their position 

bestows. 
 Undertake relevant training in safeguarding, disclosure and diversity matters.   
 Ask a senior member of staff if they have any uncertainties about how to deal with a specific 

service user. 
 Deal with complaints of abuse, unfair treatment or harassment and bullying promptly, 

sensitively, confidentially and in accordance with procedures. 
 

7.3 Service Users 

 

Everyone using services by or in The Welcome are required to: 
 Help prevent inappropriate behaviour by challenging and reporting behaviour that 

appears to be causing distress to others. 
 Support an open, constructive environment within which diversity is valued positively. 

 

7.4 Safeguarding Lead and Safeguarding Trustee 

 

The Safeguarding Lead is named on the cover sheet of this policy and is responsible for 
implementing this policy, reviewing it annually and reporting non-confidential information about 
any incidents to the Safeguarding Trustee.  They take lead responsibility for raising awareness 
within the organisation of issues relating to the welfare of adults at risk, the promotion of a safe 
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environment for them and the importance of mental capacity.  They record all instances of 
alleged abuse and refer them to Third Parties as appropriate. 

The Safeguarding Trustee is named on the cover sheet of this policy and is responsible to the 
Board for all matters relating to safeguarding. 

They will both have full awareness of this policy and review it annually.  They will have attended 
training on safeguarding endorsed by the Cheshire East Safeguarding Adults Board. 

The Safeguarding of Vulnerable Groups Act 2006 makes it mandatory to refer anyone known to 
pose a threat of harm to adults at risk to the DBS.  The Safeguarding Lead, in consultation with 
the appropriate authority, is responsible for ensuring that such a referral is made when 
appropriate.  Guidance can be found on the relevant government website (see Section 3). 

 

8. Dealing with abuse 
 
8.1 First steps 
 
If you think abuse has or may have occurred act immediately.  It is the responsibility of the person 
first becoming aware of a situation where there may be an adult subject to, or at risk of, abuse to 
make safe and deal with the immediate needs of the person.  This may mean taking reasonable 
steps to ensure the adult is in no immediate danger, ensuring that he or she is away from the 
person against whom the allegation is made and seeking medical treatment if required as a 
matter of urgency. 
 
 Do NOT discuss any allegation of abuse with the alleged perpetrator. 
 Do NOT disturb or destroy articles that could be used in evidence.  Where an assault of some 

kind is suspected do not wash or bathe the person unless this is associated with first aid 
treatment necessary to prevent further harm. 

 Do NOT discuss concerns or disclosures with other members of staff other than the 
Responsible Person. 

The Responsible Person must be involved at the earliest opportunity.  Normally this will be the 
Safeguarding Lead but if they are unavailable or are involved in the allegation, any Trustee can 
take on the role; preferably the Safeguarding Trustee (see Section 8.3). 

If an adult discloses that they have been or are being abused, whether in The Welcome, their 
home or in any other setting, you should:  
 
 React calmly. 
 Reassure the person that they were right to tell and that they are not to blame. 
 Listen carefully and take what they say seriously.  Do NOT put words into the person's mouth. 
 Keep questions to the absolute minimum needed to ensure a clear and accurate 

understanding of what has been said.  Don’t ask about explicit details. 
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 Reassure, but do NOT promise confidentiality, which might not be feasible in the light of 
subsequent developments. 

 Inform the person what you will do and who you need to tell. 
 Make a full and written record as soon as possible (see section 8.2), including the date, time, 

place and the conversation with the adult at risk. 
 Pass all the information on to the Responsible Person without delay. 

 

8.2 Reporting and recording 
 
All incidents, allegations of abuse and complaints must be recorded, monitored and made 
available for internal and external audit using the Safeguarding Incident Report (see Appendix).  
The Welcome recognises the highly confidential nature of the data referring to safeguarding and 
will ensure that it is stored securely. 

The individual who first received or witnessed the concern should make a full written record of 
what was seen, heard and/or told as soon as possible using the Safeguarding Incident Report.  
This is the ‘report of the first account’ and must be kept securely by the Responsible Person. It 
is important that the report is an accurate description.  If appropriate the Responsible Person 
can support them during this process but must not complete the report for them.  A copy of this 
report will be made available on request from either the police and/or social care teams and 
should include (as far as possible): 

 The allegation or concerns, including the date, time and place of the incident(s) or 
allegation(s). 

 The adult at risk’s name, age and date of birth. 
 The adult at risk’s home address and telephone number. 
 Whether or not the person making the report is expressing his or her own concerns or those 

of someone else, making a clear distinction between what is fact, opinion and hearsay. 
 What the adult at risk said about the abuse and how it occurred or what has been reported 

to you. 
 The appearance and behaviour of the victim. 
 Any injuries observed. 
 Details of witnesses to the incident(s). 
 Have carers been contacted?  If so, what has been said? 
 Has anyone else been consulted?  If so, record details. 
 Whether any other adults at risk are also at risk. 

Any follow-up or referral is the responsibility of the Responsible Person and is described in 
section 8.4. 
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8.3 Allegations against staff 

The Welcome will ensure that any allegations made against staff will be dealt with in the same 
way as other allegations (as described in the rest of Section 8), with the additional requirements: 

 In the case of an allegation involving the Safeguarding Lead, alternative arrangements will 
ensure that the matter is dealt with by a Responsible Person who is independent of the 
allegations being made, normally a Trustee. 

 In the case of an allegation involving the Safeguarding Trustee, the Responsible Person will 
ensure that another Trustee is kept informed of the situation and that information is NOT 
passed to the Safeguarding Trustee. 

 The Responsible Person should contact the local authority social services team for advice 
(Cheshire East Adult Social Care - see Section 3). 

 Regardless of whether a police and/or social services investigation follows, The Welcome 
will ensure that an internal investigation takes place and consideration is given to the 
operation of disciplinary procedures.  This may involve an immediate suspension and/or 
ultimate dismissal dependant on the nature of the incident.  However, it is recognised that 
an allegation of adult at risk abuse may be made for a variety of reasons and allegations may 
or may not be true. 

 The Welcome recognises that the welfare of the adult at risk is the paramount concern.  It 
also recognises that hasty or ill-informed decisions in connection with a member of staff can 
irreparably damage an individual’s reputation, confidence and career.  Therefore, those 
dealing with such allegations within the organisation will do so with sensitivity and will act in 
a careful, measured way. 

 The Welcome will also inform the Charity Commission and report this as a serious incident 
as soon as is reasonably possible, even if this is an allegation or suspicion.  This report will 
outline how the Board will investigate and describe actions taken to prevent this from 
reoccurring. 

 Whistle blowing will not prejudice the position or prospects of The Welcome’s staff. 

Any follow-up or referral is the responsibility of the Responsible Person and is described in 
Section 8.4. 

8.4 Actions by the Responsible Person 

Immediately an allegation or suspicion of abuse has been raised with them, the Responsible 
Person must: 

 Decide on the most appropriate initial course of action which may include informing a Third 
Party (see Section 8.5) and/or the Safeguarding Trustee (see Section 7.4). 

 Deal with any immediate needs. 
 Ensure that the victim of the alleged abuse is safe. 
 Ensure that any necessary emergency medical treatment is arranged. 
 If the alleged perpetrator is also an adult at risk, ensure that their needs are attended to. 
 Ensure that other service users are not put at risk. 
 Ensure that no forensic evidence is lost. 
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 If it is suspected that a crime may have been committed or in the event of an emergency 
situation arising the Responsible Person will contact the police.  The name of the contact 
taking the referral will be recorded. 

 NOT in any circumstances discuss the allegation of abuse with the alleged perpetrator or, as 
far as possible, the victim. 

 
Once the situation is under control, the Responsible Person will: 
 
 Clarify the facts stated by the person reporting the abuse and support them in writing the 

‘report of the first account’ (see Section 8.2). 
 Check that the circumstances fall within the definition of abuse as defined in this Policy. 
 Address issues of consent and confidentiality, taking care not to promise confidentiality. 
 Store the ‘report of the first account’ securely, preferably in the locked cabinets at The 

Welcome. 
 Ensure appropriate referrals are made (see Section 8.5) using the information in the 'report 

of the first account'. 
 Contact the Safeguarding Trustee (or another Trustee if the Safeguarding Trustee is 

involved in the allegation) via email to inform them of the incident and subsequent actions 
and referrals whilst anonymising information about the victim and perpetrator to ensure 
confidentiality in line with The Welcome’s Privacy policy. 

 

8.5 Referral to Third Parties 
 
If necessary, the Responsible Person will bring the concern regarding alleged abuse or potential 
abuse formally to the attention of Cheshire East Adult Social Care and ask for advice on how to 
proceed with the immediate situation.  Outside of working hours the Emergency Duty Team can 
give advice.  The name of the contact taking the referral will be recorded. 

If a crime has been, could have been, or is likely to be committed, a formal referral must be made 
on the same day as the alert is raised to both Cheshire East Adult Social Care and the police. 

If there is a suspicion that abuse of an adult at risk has taken place or the alleged perpetrator is 
an adult at risk, a formal referral must be made on the same day as the alert is raised to Cheshire 
East Adult Social Care.  If a decision is made NOT to refer, the alert must be recorded, with the 
reasons for the decision not to refer. 

Any referral to the police and/or Cheshire East Adult Social Care must be confirmed in writing 
within 24 hours. 

8.6 Follow up 

At the end of the referral discussion, the referrer and Cheshire East Adult Social Care should 
be clear whether further action will be taken or not, any proposed action (including possible 
referral to DBS), who will be taking it and timescales.  It will not always be appropriate to pass 
this information on to the person completing the ‘report of the first account’. 
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9. Policy updates  
 
This policy will be reviewed on an annual basis by the Safeguarding Lead and the Safeguarding 
Trustee and updated to take account of any changes to the relevant legislation and the 
circumstances at The Welcome.  Once approved, it will sign off by the Board. 
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APPENDIX 
 

CONFIDENTIAL 
 

THE WELCOME SAFEGUARDING INCIDENT REPORT FORM - 
ADULTS 
 
This form is to be used to record basic information in the light of an allegation, suspicion 
or disclosure of a potential safeguarding concern.  Completing this record should not 
stand in the way of contacting Police or Social Services in the event of an emergency or 
urgent safeguarding incident. 

 
Your name and telephone 
number: 
 

 

Date and time of completion 
 

 

Your position or relationship to 
who your safeguarding concern is 
about: 

 

Your Address: 
 

 

 
Name of person/s the 
safeguarding concern or incident 
is about: 
 

 

Address (if known) of person the 
safeguarding concern is about: 
 
 
 

 

Telephone number (if known) of 
the person the safeguarding 
concern is about: 
 

 

Name, address and telephone 
number of carer or guardian of 
alleged victim (if relevant and 
known) 
 
 

 

Age and Date of Birth of alleged 
victim (if known): 
 

 

Date and time of incident:  
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What have you seen or heard? Has 
the alleged victim said anything to 
you? (do not lead or investigate – 
Just record actual details) 

 Is the person making the 
report expressing his or her 
own concerns or those of 
someone else? 

 Make a clear distinction 
between what is fact, 
opinion or hearsay. 

 What the victim said about 
the abuse and how it 
occurred or what has been 
reported to you. 

 The appearance and 
behaviour of the victim. 

 Any injuries observed. 
 Details of witnesses to the 

incidents. 
 
Continuation sheets may be used, 
but must be marked 
CONFIDENTIAL 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Any other relevant information 
including others at risk: 
 

 
 
 
 
CONFIDENTIAL 

 
Action taken so far: 
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External agencies contacted: 
 

Police - 999 or 101 or NO? 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 
 
 

Social services: yes / no 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 
 

Local Authority:  yes / no 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 

 
Other organisation Name and contact number: 

 
Details of advice received: 
 

 
 
 
 
 

 
Signature: 
 

 

 
This form must be passed to the Safeguarding Lead immediately – do not keep a copy  

Do not discuss this incident with anyone other than those who need to know. 

 

Safeguarding Lead:  Lucy Page 

Contact Details: 01565 750 905   lucy.page@thewelcome.org.uk 
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Definitions 
The Welcome Knutsford Ltd (The Welcome) is a company registered in England (No. 07168557) 
that is limited by its articles of association to be a not-for-profit business serving the 
communities of Longridge and Shaw Heath and the wider community. 
 
The Board of Trustees of The Welcome is the Governing Body. 
 
Staff includes both volunteers and paid employees. 
 
For safeguarding purposes, a child is any person under the age of 18.  There are some 
exceptions to this: Children who are placed in local authority care are usually classed as 
children until aged 21, and those with some special needs are regarded as children whilst aged 
under 25.  Unborn children are also covered by this policy. 
 
A Service User is any member of the public (adult or child) who makes use of a service 
provided by The Welcome or taking place within The Welcome. 
 
The Safeguarding Lead is the person with day-to-day responsibility for Child Protection and is 
appointed by the Board. 
 
The Safeguarding Trustee is the trustee responsible to the Board for all matters relating to 
safeguarding. 
 
The Responsible Person is normally the Safeguarding Lead, but if they are unavailable or are 
involved in the allegation, any Trustee can take on the role, preferably the Safeguarding 
Trustee. 
Responsible Third Parties are the appropriate statutory bodies that may need to be involved in 
instances where there are allegations relating to child safeguarding.  These parties will include, 
but not be limited to, the Police Force and Cheshire East Social Services. 
 
The Board recognises the following as definitions of abuse: 
 
Physical Abuse (includes Honour based violence): Physical abuse causes physical harm to a 
child.  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. 
 
Domestic abuse: Any incident or pattern of incidents of controlling, coercive or threatening 
behaviour, violence or abuse between those who are or have been intimate partners or family 
members regardless of gender or sexuality. This can encompass but is not limited to 
psychological, physical, sexual, financial and emotional abuse. 
 
Neglect: is the persistent or severe failure to meet a child's basic physical and/or 
psychological needs.  It will result in serious impairment of the child’s health or development. 
 
Sexual Abuse: involves a child 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.  The abuse could be because of actions initiated by the child 
with an adult when it is expected that, in all circumstances, the adult rejects the approach and 
informs a responsible adult (e.g. the Safeguarding Lead) for appropriate further action. 
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Emotional Abuse: is when children are denied love or affection or are constantly threatened or 
humiliated.  Sarcasm, degrading punishments and ignoring a child are also forms of emotional 
abuse and undermine a child's confidence and sense of self-worth. 
 
Female Genital Mutilation – FGM: comprises all procedures that involve partial or total 
removal of the external female genitalia, or other injury to the female genital organs for non-
medical reasons (World Health Organisation).  It is also sometimes referred to as female genital 
cutting or female circumcision.  There are no health benefits to FGM, and it is recognised 
internationally as a human rights violation. 
 
Bullying: can occur in any group of children whatever its type or size or the age of its members.  
There are many different forms of bullying; at one end of the scale, it can be teasing and at the 
other it becomes serious assault or harassment.  Verbal and psychological bullying can be just 
as harmful and hurtful as physical violence.  Sexual and racial harassment are particularly 
serious forms of bullying. 
 
Modern Slavery and Human Trafficking: (Modern Slavery Act 2015) is knowingly holding a 
person in a position of slavery, servitude, forced or compulsory labour, or facilitating their travel 
with the intention of exploiting them during or soon after. 
 
Child sexual exploitation: through prostitution is a form of abuse by which a child is coerced 
or manipulated to engage in sexual activities either in return for something or for the profit of 
others.  This is seriously harmful to children both emotionally and physically. 
 
Deaf and Disabled Children: Research and evidence suggest that deaf and disabled children 
are more likely to be abused than non-disabled children.  They are particularly vulnerable to 
abuse because they are: 
 not offered the same protection as non-disabled children. 
 often treated as different, and less likely to receive adequate sex education or information 

about their own bodies. 
 generally, more isolated, both physically and socially and from mainstream facilities and 

services. 
 less likely to have people who they can communicate with. 
 dependent on others for their most important needs, such as feeding, taking medication or 

their intimate care needs. 
 

Other types of abuse: There are many types of abuse and some of them are listed below: 
 Discrimination abuse. 
 Organisational abuse. 
 Self-neglect. 
 Deprivation of liberty. 
 Forced marriage. 
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1. Introduction 
 
The Welcome believes that it is always unacceptable for a child to experience abuse of any 
kind and recognises its responsibility to safeguard the welfare of all children, by a commitment 
to practice which protects them.  In the context of this policy, the term "children" includes 
young people (see Definitions). 
 
The Welcome is committed to ensuring that children are safeguarded in line with the 
provisions of: 

 The Children Act 1989 augmented by the Children Act 2004. 
 The Safeguarding Vulnerable Groups Act 2006. 
 The Protection of Freedoms Act 2012. 
 Children and Social Work Act 2017. 

 
Further guidance can be found at: 
www.gov.uk/government/publications/working-together-to-safeguard-children--2  
 

2. Other relevant policies 
 
This policy should be read in conjunction with the following relevant policies: 

 Safeguarding Adults Policy. 
 Equality & Diversity Policy. 
 Data Protection Policy. 
 Privacy Policy. 
 IT Policy. 
 Complaints Policy. 
 Recruitment Policy (to be issued). 
 Training Policy (to be issued). 

 

3. Third Party Contacts 
 
Police (to report a crime): Emergency: 999/ Non-Emergency: 101 
 
Cheshire East Children's Consultation Service (ChECS)  
 
Phone:  0300 123 5012; option 3 (office hours) 
 0300 123 5022 (for emergencies out of office hours) 
Web:  www.cheshireeast.gov.uk - search for "checks" 
 
Cheshire East Safeguarding Children's Partnership (LADO - Local Authority Designated 
Officer) 
 
Phone: 01606 288931 
Web:  www.cheshireeast.gov.uk - search for "LADO" 
 
NSPCC Child Protection Helpline 
 
Phone: 0808 800 5000 
Web: www.nspcc.org.uk 
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Childline 
 
Phone: 0800 1111 
Web: www.childline.org.uk 
 
Disclosure & Barring Service (DBS) 
 
Web: www.homeoffice.gov.uk/dbs 
 

4. Key Issues 
 
The Welcome recognises that: 
 
 The welfare of the child is paramount. 
 All children, regardless of age, disability, ethnicity, gender, racial heritage, religious belief, 

sexual orientation or identity, have the right to equal protection from all types of harm or 
abuse. 

 Working in partnership with children, their parents, carers and other agencies is essential 
in promoting children's welfare. 

 It is better to act before harm occurs. 
 
This policy applies to all managers, Trustees, employees, volunteers, sessional workers, 
agency staff, students or anyone else working on behalf of The Welcome.  Their responsibilities 
are outlined in Section 7. 
 

5. Purpose 
 
The purpose of this policy is to: 
 
 Provide protection for the children who receive The Welcome’s services, including the 

children of adult members or service users. 
 Provide staff with guidance on procedures they should adopt if they suspect a child may be 

experiencing, or be at risk of, harm. 
 Provide a proportionate and least intrusive response appropriate to the perceived risk. 

 

6. Principles 
 
The Welcome will seek to safeguard children by: 
 
 Valuing them, listening to them and respecting them. 
 Adopting child protection guidelines as described in this policy. 
 Recruiting staff safely, ensuring all necessary checks are made, including Disclosure and 

Barring Service (DBS) checks when appropriate. 
 Sharing information about child protection and good practice with children, parents and 

staff. 
 Sharing information about concerns with Third Parties who need to know and involving par-

ents and children appropriately. 
 Providing effective management for staff through supervision, support and training and en-

suring it remains up to date. 
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7. Responsibilities 

7.1 Management 
The Welcome's management, led by the Centre Manager, is required to: 
 
 Ensure that all service users experience a suitable and supportive environment to encour-

age service user disclosure of any issues which might affect the way in which they should 
be treated. 

 Invite and encourage constructive feedback from service users about standards and styles 
of behaviour and promoting an open and honest culture of respect for diversity. 

 Ensure that safeguarding considerations are considered when appointing staff  
 Ensure that all DBS requirements are met including carrying out DBS checks when appropri-

ate and referring an employee or volunteer who poses a risk of harm to children to the DBS. 
 Ensure that all service users are aware of and implement our Equality and Diversity policy. 
 Ensure that all service users know how to complain if they become victims of harassment, 

bullying or unfair treatment. 
 Ensure that all persons working for, or providing services to, The Welcome are provided 

with a briefing and suitable training on these safeguarding policies and procedures before 
any work is undertaken or any services delivered. 

 Ensure that training is refreshed annually and maintain training records. 
 Report incidents immediately to relevant partners or commissioners whilst respecting con-

fidentiality and due process. 

7.2 StaƯ and Contractors 
Everyone working for or providing services to The Welcome are required to: 
 
 Where appropriate and required by regulations have a Disclosure and Barring Service (DBS) 

check before they commence work.  Where this has not been undertaken, they will not be 
allowed to work with children unless supervised by a member of staff who has had a clear 
DBS check. 

 Demonstrate respect for all service users as individuals in all matters. 
 Reflect on their own approach and style, recognising the inherent power their position be-

stows. 
 Undertake relevant training in safeguarding, disclosure and diversity matters.   
 Ask a senior member of staff if they have any uncertainties about how to deal with a spe-

cific service user 
 Deal with complaints of abuse, unfair treatment or harassment and bullying promptly, sen-

sitively, confidentially and in accordance with procedures. 

7.3 Service Users 
Everyone using services by or in The Welcome are required to: 
 
 Help prevent inappropriate behaviour by challenging and reporting behaviour that appears 

to be causing distress to others. 
 Support an open, constructive environment within which diversity is valued positively. 
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7.4 Safeguarding Lead and Safeguarding Trustee 
 
The Safeguarding Lead is named on the cover sheet of this policy and is responsible for 
implementing this policy, reviewing it annually and reporting non-confidential information 
about any incidents to the Safeguarding Trustee.  They take lead responsibility for raising 
awareness within the organisation of issues relating to the welfare of children, the promotion of 
a safe environment for them and the importance of mental capacity.  They record all instances 
of alleged abuse and refer them to Third Parties as appropriate. 
 
The Safeguarding Trustee is named on the cover sheet of this policy and is responsible to the 
Board for all matters relating to safeguarding. 
 
They will both have full awareness of this policy and review it annually.  They will have attended 
training on safeguarding endorsed by the Cheshire East Safeguarding Children's Partnership. 
The Safeguarding of Vulnerable Groups Act 2006 makes it mandatory to refer anyone known to 
pose a threat of harm to children to the DBS.  The Safeguarding Lead, in consultation with the 
appropriate authority, is responsible for ensuring that such a referral is made when appropriate.  
Guidance can be found on the relevant government website (see Section 3). 
 

8. Dealing with abuse 
 

8.1 First steps 
 
If you think abuse has or may have occurred act immediately.  It is the responsibility of the 
person first becoming aware of a situation where there may be a child subject to, or at risk of, 
abuse to make safe and deal with the immediate needs of the child.  This may mean taking 
reasonable steps to ensure the child is in no immediate danger, ensuring that he or she is away 
from the person against whom the allegation is made and seeking medical treatment if required 
as a matter of urgency. 
 
 Do NOT discuss any allegation of abuse with the alleged perpetrator. 
 Do NOT disturb or destroy articles that could be used in evidence.  Where an assault of 

some kind is suspected do not wash or bathe the child unless this is associated with first 
aid treatment necessary to prevent further harm. 

 Do NOT discuss concerns or disclosures with other members of staff other than the Re-
sponsible Person. 
 

The Responsible Person must be involved at the earliest opportunity.  Normally this will be the 
Safeguarding Lead but if they are unavailable or are involved in the allegation, any Trustee can 
take on the role; preferably the Safeguarding Trustee (see Section 8.3). 
 
If a child discloses that they have been or are being abused, whether in The Welcome, their 
home or in any other setting, you should:  
 
 React calmly. 
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 Reassure the child that they were right to tell and that they are not to blame. 
 Listen carefully and take what they say seriously.  Do NOT put words into the child's mouth. 
 Keep questions to the absolute minimum needed to ensure a clear and accurate under-

standing of what has been said.  Don’t ask about explicit details. 
 Reassure, but do NOT promise confidentiality, which might not be feasible in the light of 

subsequent developments. 
 Inform the child what you will do and who you need to tell. 
 Make a full and written record as soon as possible (see section 8.2), including the date, 

time, place and the conversation with the child. 
 Pass all the information on to the Responsible Person without delay. 

 

8.2 Reporting and recording 
 
All incidents, allegations of abuse and complaints must be recorded, monitored and made 
available for internal and external audit using the Safeguarding Incident Report (see Appendix).  
The Welcome recognises the highly confidential nature of the data referring to safeguarding 
and will ensure that it is stored securely. 
 
The individual who first received or witnessed the concern should make a full written record of 
what was seen, heard and/or told as soon as possible using the Safeguarding Incident Report.  
This is the ‘report of the first account’ and must be kept securely by the Responsible Person.  It 
is important that the report is an accurate description.  If appropriate the Responsible Person 
can support them during this process but must not complete the report for them.  A copy of this 
report will be made available on request from either the police and/or social care teams and 
should include (as far as possible): 
 
 The allegation or concerns, including the date, time and place of the incident(s) or allega-

tion(s). 
 The child’s name, age and date of birth. 
 The child’s home address and telephone number. 
 Whether or not the person making the report is expressing his or her own concerns or those 

of someone else, making a clear distinction between what is fact, opinion and hearsay. 
 What the child said about the abuse and how it occurred or what has been reported to you. 
 The appearance and behaviour of the victim. 
 Any injuries observed. 
 Details of witnesses to the incident(s). 
 Have the parents been contacted?  If so, what has been said? 
 Has anyone else been consulted?  If so, record details. 
 Whether any other children are also at risk. 

 
Any follow-up or referral is the responsibility of the Responsible Person and is described in 
Section 8.4. 
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8.3 Allegations against staƯ 
 
The Welcome will ensure that any allegations made against staff will be dealt with in the same 
way as other allegations (as described in the rest of Section 8), with the additional 
requirements: 
 In the case of an allegation involving the Safeguarding Lead, alternative arrangements will 

ensure that the matter is dealt with by a Responsible Person who is independent of the al-
legations being made, normally a Trustee. 

 In the case of an allegation involving the Safeguarding Trustee, the Responsible Person 
will ensure that another Trustee is kept informed of the situation and that information is 
NOT passed to the Safeguarding Trustee. 

 The Responsible Person should contact ChECS and the LADO for advice (see Section 3). 
 Regardless of whether a police and/or social services investigation follows, The Welcome 

will ensure that an internal investigation takes place and consideration is given to the oper-
ation of disciplinary procedures.  This may involve an immediate suspension and/or ulti-
mate dismissal dependant on the nature of the incident.  However, it is recognised that an 
allegation of child abuse may be made for a variety of reasons and allegations may or may 
not be true. 

 The Welcome recognises that the Children Act 1989 states that the welfare of the child is 
the paramount concern.  It also recognises that hasty or ill-informed decisions in connec-
tion with a member of staff can irreparably damage an individual’s reputation, confidence 
and career.  Therefore, those dealing with such allegations within the organisation will do so 
with sensitivity and will act in a careful, measured way. 

 The Welcome will also inform the Charity Commission and report this as a serious incident 
as soon as is reasonably possible, even if this is an allegation or suspicion.  This report will 
outline how the Board will investigate and describe actions taken to prevent this from reoc-
curring. 

 Whistle blowing will not prejudice the position or prospects of The Welcome’s staff. 
 

Any follow-up or referral is the responsibility of the Responsible Person and is described in 
Section 8.4. 
 

8.4 Actions by the Responsible Person 
 
Immediately an allegation or suspicion of abuse has been raised with them, the Responsible 
Person must: 
 
 Decide on the most appropriate initial course of action which may include informing a Third 

Party (see Section 8.5) and/or the Safeguarding Trustee (see Section 7.4). 
 Deal with any immediate needs. 
 Ensure that the victim of the alleged abuse is safe. 
 Ensure that any necessary emergency medical treatment is arranged. 
 If the alleged perpetrator is also a child, ensure that their needs are attended to. 
 Ensure that other service users are not put at risk. 
 Ensure that no forensic evidence is lost. 
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 If it is suspected that a crime may have been committed or in the event of an emergency 
arising the Responsible Person will contact the police.  The name of the contact taking the 
referral will be recorded. 

 NOT in any circumstances discuss the allegation of abuse with the alleged perpetrator or, 
as far as possible, the victim. 
 

 
Once the situation is under control, the Responsible Person will: 
 
 Clarify the facts stated by the person reporting the abuse and support them in writing the 

‘report of the first account’ (see Section 8.2). 
 Check that the circumstances fall within the definition of abuse as defined in this Policy. 
 Address issues of consent and confidentiality, taking care not to promise confidentiality. 
 Store the ‘report of the first account’ securely, preferably in the locked cabinets at The Wel-

come. 
 Ensure appropriate referrals are made (see Section 8.5) using the information in the 'report 

of the first account'. 
 Contact the Safeguarding Trustee (or another Trustee if the Safeguarding Trustee is in-

volved in the allegation) via email to inform them of the incident and subsequent actions 
and referrals whilst anonymising information about the victim and perpetrator to ensure 
confidentiality in line with The Welcome’s Privacy policy. 
 

8.5 Referral to Third Parties 
 
Children’s Social Care, have a statutory duty under The Children Act 1989 to ensure the welfare 
of a child.  When a child protection referral is made, they have a legal responsibility to 
investigate, and all agencies have a duty to co-operate with those investigations.  Within 
Cheshire East, this duty is carried out by ChECS (see Section 3). 
 
The investigations may involve talking to the child and their family and gathering information 
from other people who know the child.  Enquiries may be carried out jointly with the police. 
If necessary, the Responsible Person will contact ChECS (see Section 3) for advice on how to 
proceed with the immediate situation.  Outside of working hours the Emergency Duty Team can 
give advice.  The name of the contact taking the referral will be recorded. 
 
If a crime has been, could have been, or is likely to be committed, a formal referral must be 
made on the same day as the alert is raised to both ChECS and the police, specifying that it is a 
safeguarding issue. 
 
If there is a suspicion that child abuse has taken place, a formal referral must be made on the 
same day as the alert is raised to ChECS.  If a decision is made NOT to refer, the alert must be 
recorded, with the reasons for the decision not to refer.  Advice can be obtained from the 
NSPCC Child Protection Helpline (see Section 3). 
 
Any referral to the police and/or ChECS must be confirmed in writing within 24 hours. 
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8.6 Follow up 
 
At the end of the referral discussion, the referrer and ChECS should be clear whether further 
action will be taken or not, any proposed action (including possible referral to DBS), who will be 
taking it and timescales.  It will not always be appropriate to pass this information on to the 
person completing the ‘report of the first account’. 
 
Referral outcomes about a child, where there may be concerns, typically fall into four 
categories and pathways: 
 
 No further action, which may include information to signpost to other agencies 
 Early help - referrals for intervention and prevention services within the Common Assess-

ment Framework and Early Help services range of provision 
 Child in Need services - assessment to be undertaken by Children's Social Care (Section 17 

Children Act 1989). 
 Child Protection services - assessment and child protection enquiries to be undertaken by 

Children's Social Care (Section 47 Children Act 1989) with active involvement of other agen-
cies such as the police. 

 
More information can be found on the following webpage: 
www.proceduresonline.com/pancheshire/cheshire_east/p_referrals.html 
 

9. Policy updates 
 
This policy will be reviewed on an annual basis by the Safeguarding Lead and the Safeguarding 
Trustee and updated to take account of any changes to the relevant legislation and the 
circumstances at The Welcome.  Once approved, it will sign off by the Board. 
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APPENDIX 
 
CONFIDENTIAL 
 
THE WELCOME SAFEGUARDING INCIDENT REPORT FORM - CHILDREN 
 
This form is to be used to record basic information in the light of an allegation, suspicion or 
disclosure of a potential safeguarding concern.  Completing this record should not stand in the 
way of contacting Police or Social Services in the event of an emergency or urgent safeguarding 
incident. 
 

Your name and telephone 
number: 
 

 

Date and time of completion 
 

 

Your position or relationship to 
who your safeguarding concern is 
about: 

 

Your Address: 
 

 

 
Name of person/s the 
safeguarding concern or incident 
is about: 
 

 

Address (if known) of person the 
safeguarding concern is about: 
 
 
 

 

Telephone number (if known) of 
the person the safeguarding 
concern is about: 
 

 

Name, address and telephone 
number of parent, carer or 
guardian of alleged victim (if 
known) 
 
 

 

Age and Date of Birth of alleged 
victim (if known): 
 

 

Date and time of incident:  
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What have you seen or heard? Has 
the alleged victim said anything to 
you? (do not lead or investigate – 
Just record actual details) 

 Is the person making the re-
port expressing his or her 
own concerns or those of 
someone else? 

 Make a clear distinction be-
tween what is fact, opinion or 
hearsay. 

 What the victim said about 
the abuse and how it oc-
curred or what has been re-
ported to you. 

 The appearance and behav-
iour of the victim. 

 Any injuries observed. 
 Details of witnesses to the in-

cidents. 
 
Continuation sheets may be used, 
but must be marked CONFIDENTIAL 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Any other relevant information 
including others at risk: 
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CONFIDENTIAL 
 

Action taken so far: 
 
 
 
 
 
 

 
External agencies contacted: 
 

Police - 999 or 101 or NO? 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 
 
 

Social services: yes / no 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 
 

Local Authority:  yes / no 
 

Name and contact number: 

Details of advice received: 
 

 
 
 
 

 
Other organisation: 
(e.g. NSPCC, OFSTED) 

Name and contact number: 
 

Details of advice received: 
 

 
 
 
 
 

 
Signature: 
 

 

 
This form must be passed to the Safeguarding Lead immediately – do not keep a copy  
Do not discuss this incident with anyone other than those who need to know. 
 
Safeguarding Lead:  Lucy Page  
Contact Details: 01565 750 905  lucy.page@thewelcome.org.uk  
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