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Safeguarding Policy Statement 
 
This policy will enable CCAN to demonstrate its commitment to keeping safe the children, young 
people and vulnerable adults with whom it works alongside. CCAN acknowledges its duty to act 
appropriately to any allegations, reports or suspicions of abuse and to work preventatively.  
 
It is important to have the policy and procedures in place so that staff, volunteers, service users, 
and Directors can work to prevent abuse and know what to do in the event of abuse. 
 
The Policy Statement and Procedures have been drawn up in order to enable CCAN to:  

• promote good practice and work in a way that can prevent harm, abuse and coercion 
occurring 

• ensure that any allegations of abuse or suspicions are dealt with appropriately and the 
person experiencing abuse is supported 

• and to prevent that abuse occurring 

 

The Policy and Procedures relate to the safeguarding of children, young people and vulnerable 
adults.  

 

In the context of Child Protection, children are defined as: 

• People aged under 18 (Working together to safeguard children, HM Government, 2015) 

Vulnerable adults are defined as: 

• People aged 18 or over 

• Who are receiving or may need community care services because of learning, physical or 
mental disability, age, or illness 

• Who are or may be unable to take care of him or herself, or unable to protect him or herself 
against significant harm or exploitation (No Secrets, Department of Health, 2000) 

 



The policy applies to all staff, including managers, Directors, paid staff, volunteers, sessional 
workers, contractors, students and anyone working on behalf of CCAN. 

 

In order to implement the policy CCAN will: 

• promote the rights of all people to live free from abuse and coercion 

• manage services in a way which promotes safety and prevents abuse 

• recruit staff and volunteers safely, ensuring all necessary checks are made 

• provide effective management for staff and volunteers through supervision, support and 
training 

• ensure that all managers, Directors, staff, volunteers, service users, and carers/families are 
familiar with this policy and procedures 

• work with other agencies as necessary to promote the wellbeing and safeguarding of 
children, young people and vulnerable adults as appropriate 

• act within its confidentiality policy and will usually gain permission from service users before 
sharing information about them with another agency 

• pass information to the appropriate agency as detailed in these procedures  

• inform service users that where a person is in danger, a child is at risk or a crime has been 
committed then a decision may be taken to pass information to another agency without the 
service user’s consent 

• endeavor to keep up to date with national developments relating to safeguarding  

• adhere to the Prevent agenda to recognize and report potential extremism  

• ensure that the Designated Safeguarding Lead understands his/her responsibility to refer 
incidents of adult abuse to the relevant statutory agencies  

 
Safeguarding encompasses all aspects of CCAN activities, including recruitment, staff and 

volunteer conduct, protecting wellbeing through health and safety, cyber safety, protection against 
bullying, and responding to and reporting abuse.  

 



Procedures  
 

1. Introduction 
 
CCAN provides a range of services and activities to the public, young people, children, families 

and vulnerable adults. These procedures have been designed to ensure the welfare and 
protection of any one who accesses services or activities provided by CCAN. The procedures 

recognise that safeguarding can be a difficult subject for workers to deal with and encourages an 
ethos of open and honest communication. CCAN is committed to the belief that the protection of 

children, young people and vulnerable adults from harm and abuse is everybody’s responsibility 
and the aim of these procedures is to ensure that all managers, Directors, staff and volunteers act 
appropriately in response to any concern around safeguarding. 
 

2. Recruitment 
 
CCAN is committed to safer recruitment practices for paid staff, Directors and volunteers.  All 

prospective team members who will be working as responsible for, directly and regularly with 
children, young people or vulnerable adults (paid staff and volunteer) must provide: 

• A DBS disclosure  

• 2 references 

• 2 forms of ID 
 
Prospective team members not working in roles responsible for, directly and regularly with 
children, young people or vulnerable adults are not required to provide a DBS, references nor ID, 
and will only work with these groups under supervision. 
 
All prospective team members, regardless of role, must provide a Personal Information form 
including contact information, next of kin and medical information. 
 
As part of CCAN commitment to equal opportunities, prospective team members with cautions or 

convictions listed on their DBS will be assessed on a case-by-case basis for their suitability for the 
role.  This may include the Designated Safeguarding Lead completing a risk assessment, adapting 
the role or putting additional support in place.  In line with the Rehabilitation of Offenders Act, 
1974; CCAN will be unable to accept applications from those who are barred from working with 

children, young people or vulnerable adults. 
 
The organisation will provide safeguarding training for team members working directly with 
children, young people and vulnerable adults. 
 

3. Team member conduct 
 
CCAN recognises that the services and activities it provides are varied and diverse, and can 

include lone working, residential stays, work in schools, public events, children’s activity clubs and 
supporting young people.  It is essential that all team members work within the boundaries of their 
role at all times to prevent the risk of allegation, harm and abuse.  It is recognised that CCAN 
works with particularly vulnerable young people and adults, both within its volunteering 
opportunities and service users, and services and activities may include providing support during 
anti-social hours, on an ad-hoc basis and outside of scheduled activities.  It is crucial that team 
members apply this policy alongside common sense and discretion to meet the needs of service 
users. 
 
Team members must not: 

• Have personal contact with children, young people or vulnerable adults outside of their role 
including by phone, text, via social media or in the gaming community.  Any contact should 



take place within organisational communication methods and with the support and 
supervision of colleagues 

• Disclose personal information about or to service users beyond appropriate information 
sharing 

• Provide lifts in personal cars without business insurance in place and without prior 
confirmation and arrangement with colleagues  

• Give or receive gifts, including money, to or from service users  

• Promise to or encourage others to keep secrets 

• Lone work without informing a colleague of the planned activity, location and time; and 
without having a form of communication available at all times 
 

CCAN has an appointed individual who is responsible for dealing with any Safeguarding 

concerns. The Designated Safeguarding Lead(s) for Safeguarding is: 
 
Deana Wildgoose 
07974 260453 
Deana@thinkfc.org.uk 
 
The Officer responsible for Safeguarding is: 
Ian Wilson 
07969810339 
 
The roles and responsibilities of the named person(s) are: 
 

• to ensure that all staff including volunteers and Directors are aware of what they should do and 
who they should go to if they have concerns that a child, young person or vulnerable adult may 
be experiencing, or has experienced abuse or neglect 

• to ensure that concerns are acted on, clearly recorded and referred to the appropriate agency  

• to follow up any risk assessments and ensure they are being adhered to 

• to reinforce the utmost need for confidentiality and to ensure that staff and volunteers are 
adhering to good practice with regard to safeguarding 

• to ensure that staff and volunteers working directly with service users who have experienced 
abuse, or who are experiencing abuse, are well supported and receive appropriate supervision 

• inform the Director responsible for safeguarding of any concerns arising and the action taken 

• seek advice and support from the Local Authority or other agencies when appropriate to 
address safeguarding concerns 

 
 
 

4. Protecting well-being through health and safety 
 
This policy should be applied alongside the health and safety policy.  CCAN will assess risks 

associated with activities and services and implement strategies to reduce these as far as 
possible.  It is the responsibility of all team members to take reasonable steps to take care of 
themselves, others and their environment to prevent harm to all, and to apply the health and safety 
policy and risk assessments provided.   
 

5. Cyber safety 
 
CCAN is committed to protecting children, young people and vulnerable adults from harm on-line.   

 
CCAN will: 

• Prevent children, young people and vulnerable adults using technology belonging to the 
organisation to access inappropriate or harmful material on-line 
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• Encourage service users and team members to use the internet safely and appropriately 

• Ensure any web-based contact between service users and/or team members is appropriate 

• Not post images of service users on-line without permission 

• Report any cyber safety issues to CEOP  
 

6. Bullying 
 
CCAN aims to work in an inclusive way and create safe spaces for all.  It will take all reasonable 

actions when required to protect those with characteristics protected under the Equality Act, 2010, 
and extends this to those people in minority or oppressed groups whom are not currently protected 
by the Equality Act. 
 
Bullying can be described as behaviour which is: 

• Repeated 

• Intended to hurt someone physically or emotionally 
 
Bullying behaviour can include: 

• Physical assault 

• Teasing 

• Making threats 

• Name calling 

• Excluding 

• Cyberbullying 
 
CCAN will not tolerate bullying in any form and is committed to cultivating a kind, respectful and 

tolerant environment.  Team members will work closely with victims of bullying to support them, 
and with perpetrators to address the cause and impact of the behaviour.  Persistent perpetrators 
may be asked to cease activities and discuss behaviours with parents/carers and/or other 
agencies. 
 
 

7. Recognising the signs and symptoms of abuse 
 
CCAN is committed to ensuring that all staff, Directors and volunteers undertake training to gain a 

basic awareness of signs and symptoms of abuse. CCAN will ensure that the Designated 

Safeguarding Lead and other members of staff, Directors and volunteers have access to training 
around Safeguarding. 
 
“Abuse is a violation of an individual’s human and civil rights by any other person or persons” (No 
Secrets: Department of Health, 2000) 

  



Abuse includes:  

• physical abuse: including hitting, slapping, punching, burning, misuse of medication, 
inappropriate restraint 

• sexual abuse: including rape, indecent assault, inappropriate touching, exposure to 
pornographic material, grooming 

• psychological or emotional abuse: including belittling, name calling, threats of harm, 
intimidation, isolation 

• financial or material abuse: including stealing, selling assets, fraud, misuse or 
misappropriation of property, possessions or benefits 

• neglect and acts of omission: including withholding the necessities of life such as medication, 
food or warmth, ignoring medical or physical care needs 

• discriminatory abuse: including racist, sexist, that based on a person’s disability and other 
forms of harassment, slurs or similar treatment 

• institutional or organisational: including regimented cultures, unsafe practices, lack of person-
centered treatment 

• promoting extremism including encouraging vulnerable people to adopt and act on extreme 
views including engaging in hate speak, hate crime or terrorist activity 

 

Abuse may be carried out deliberately or unknowingly. Abuse may be a single act or repeated 
acts. 
 

People who behave abusively come from all backgrounds and walks of life. They may be doctors, 
nurses, social workers, advocates, staff members, volunteers or others in a position of trust. They 
may also be relatives, friends, neighbours or people who use the same services as the person 
experiencing abuse. 

 
Team members who suspect abuse has occurred, or who think they have noticed a sign of 
abuse have a responsibility to disclose this as detailed below.  If in doubt, team members 
should share their concern and seek advice from a colleague if appropriate, or the Designated 
Safeguarding Person, and follow the appropriate course of action.   
 
 

8. Responding to people who have experienced or are experiencing abuse 
 
CCAN recognises that it has a duty to act on reports, or suspicions of abuse or neglect. It also 
acknowledges that taking action in cases of abuse is never easy.  
 
How to respond if you receive an allegation: 

• Reassure the person concerned 

• Listen to what they are saying 
• Record what you have been told/witnessed as soon as possible 
• Remain calm and do not show shock or disbelief 

• Tell them that the information will be treated seriously 
• Don’t start to investigate or ask detailed or probing questions 
• Don’t promise to keep it a secret 

• Don’t discuss the allegation with the alleged perpetrator  
• Don’t discuss the allegation beyond the given reporting procedures  

 
If you witness abuse or abuse has just taken place the priorities will be: 

• To call an ambulance if required 



• To call the police if a crime has been committed 
• To preserve evidence 

• To keep yourself, staff, volunteers and service users safe 
• To inform the Designated Safeguarding Lead in your organisation 
• To record what happened in detail  

 
All situations of abuse or alleged abuse will be discussed with the Designated Safeguarding 
Lead. If a Director, staff member or volunteer feels unable to raise this concern with the 
Designated Safeguarding Lead then concerns can be raised directly with their line manager, 
Social Services or the police.  
 
The Designated Safeguarding Lead may take advice at the above stage from Social Services 
and/or the Safeguarding Department in the Local Authority and/or other advice giving 
organisations such as Police. 
 
North West Leicestershire Social Services 
0116 3054400 (at any time) 
 
Leicestershire LADO (safeguarding advice, allegations against staff) 
0116 3057597 (within in office hours) 
 
Leicestershire Police 

101 (at any time) 

 
 
 
  

 



 
9 Managing allegation made against member of staff or volunteer 

 
CCAN will ensure that any allegations made against service users or members of the team 
will be dealt with swiftly. 
 
Where a member of staff/volunteer is thought to have committed a criminal offence the police 
will be informed. If a crime has been witnessed the police should be contacted immediately. 
 
The safety of the individual(s) concerned is paramount. A risk assessment must be undertaken 
immediately to assess the level of risk to all service users posed by the alleged perpetrator. 
This will include whether it is safe for them to continue in their role or any other role within 
the service whilst the investigation is undertaken.  
 
The Designated Safeguarding Lead will liaise with the Local Authority Designated Officer to 
discuss the best course of action and to ensure that CCAN disciplinary procedures are 
appropriate as part of the ongoing management of the allegation.  
 
If the allegation is against the Designated Safeguarding Lead, concerns can be raised directly 
with the statutory bodies listed below or with: 
 
The Director responsible for Safeguarding. 
 
 
CCAN encourages whistle blowing as part of the safeguarding policy, and any team members 
reporting safeguarding concerns about another team member will be supported.   
 
If in any doubt, all team members and service users are encouraged to come forward and 
share concerns to enable CCAN to continually review and improve safeguarding provision 
and for the protection of all those involved with the organisation. 
 
Next page – example incident / disclosure form 
 

 

  



 

Name and position 
of person 

completing form 

 
 

Date of 
incident/disclosure 

 
 
 

Location 
of 

incident 

 
 

People Involved in 
incident/disclosure  

(including their 
positions) 

 

 

Nature of 
incident/disclosure 

 
 
 

Injury sustained?  
 
 

Medical 
aid given 

 

Agencies notified  
School                         Parents                                 Social Services                             
 
Medical                       Other -  

 

Incident/disclosure 
details 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Actions taken 
and/or needed 

 
 

 
 
 

Signed  Date  


