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BACKGROUND 
 
What is Safeguarding? 
  
In recent years there has been increasing concern about the safety and welfare of both 
children and young vulnerable adults.  
  
Safeguarding is defined by the Children Act 1989 and Joint Chief Inspectors Report on 
Arrangements to Safeguard Children (2002) as meaning that: 
  
“Agencies (and organisations) working with children and young people take all reasonable 
measures to ensure that the risks of harm to the individual’s welfare are minimised; and 
where there are concerns about children and young people’s welfare, all agencies (and 
organisations) take all appropriate actions to address those concerns, working to agreed 
local policies and procedures, working in partnership with other local agencies.” 
 
The Safeguarding Vulnerable Groups Act 2006 sets out the type of activity covered by the 
act in relation to children and vulnerable adults. A new vetting and barring scheme will be 
established from autumn 2009 to protect children and vulnerable adults. The Act defines the 
scope of the Vetting and Barring Scheme. It provides that certain activities in relation to 
children and vulnerable adults are regulated. This is known as ‘regulated activity’. 
 
Who Are We Safeguarding?  
  
The Children Act 1989 states the legal definition of a child is ‘a person under the age of 
18’. ‘Young person’ is not a legal term, for the purposes of the policy and procedures, a 
young person is someone who might not perceive themselves as a child, but who is still in 
the age range of the legal definition, and therefore fall within the term ‘child’. 
  
Key aspects of legislation have been extended to include protection for ‘vulnerable adults’. A 
vulnerable adult is defined as a person ‘who is or may be in need of community care services 
by reason of mental or other disability, age or illness; and who is or may be unable to take 
care of him or herself, or unable to protect him or herself against significant harm or 
exploitation’ (Department of Health, 2000). This may mean that they have a reduced ability to 
protect themselves from assault, abuse or neglect. This can be as a result of a learning or 
physical disability (not normally to include dyslexia); a physical or mental illness chronic or 
otherwise (including an addiction to alcohol or drugs); or a reduction in physical or mental 
capacity. 
  
Statement of Policy 
  
Workforce Training & Development Ltd is committed to safeguarding and promoting the 
welfare of children, young people and vulnerable adults, engaged in the breadth of its 
activities. 
  
Workforce Training & Development Ltd has taken the view that in the interests of good 
practice there should be a clear policy and associated procedures to guide work with under-
18 year olds and vulnerable adults. This policy deals with the protection of Young People and 
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Vulnerable Adults although it is company process to apply the policy for all candidates due to 
vulnerability not being something that can be predetermined. 
 
The Centre recognises that it has a duty to help staff, learners and employers recognise their 
responsibilities (through guidance, support and training), minimise risk and avoid situations 
(where possible) where abuse or neglect might be alleged. 
 
Safeguarding Structure and Responsibilities 
 
Workforce Training & Development Ltd will promote safeguarding vigilance as the 
responsibility of all staff, employers and partnership organisations. In addition the company 
will maintain a qualified designated person responsible for documenting and liaising with 
external agencies. Key staff with designated safeguarding responsibilities include:  
 

• Directors: To ensure the promotion of the importance Safeguarding throughout the 
organisation and all partnerships. 

• Designated person Laura Faulkner – Finance Director To record document and 
act appropriately to safeguarding disclosures. If Laura Faulkner is not available 
Duncan Roberts – Consultant is the second Designated Officer.  
 

 
Protecting Children and Vulnerable Adults 
Workforce Training & Development Ltd is concerned that all its learners remain safe and free 
from harm and is committed to playing a full and active part in any potential multi-agency 
response to protection concerns.  
 
In the event of any concern by any member of staff, or if any member of staff is approached 
by a learner, regarding any matter concerning abuse, they must tell the learner that they are 
bound to pass on the information to the designated person. The person receiving the 
information should pass it on as a matter of urgency to ensure the matter can be dealt with 
as soon as possible. No learner must be promised that anything they say will be kept 
confidential.  
 
 
 
 
 
Scope of the Policy 
 
This Policy applies to all staff, employers and partnership organisations All have a legal 
responsibility to take seriously any safeguarding issues that come to their attention and 
follow the procedures given. 
 
It is not the Company's responsibility to investigate abuse. Nevertheless, it has a duty to act if 
there is a cause for concern and to notify the appropriate agencies so that they can 
investigate and take any necessary action. 
 
Prevention 
 
Workforce Training & Development Ltd takes seriously its duty of care and will be proactive 
in seeking to prevent anyone becoming the victims of abuse or neglect. It will do this in a 
number of ways: 
 

• Through the creation of an open culture which respects all individuals’ rights and 
discourages bullying and discrimination of all kinds 
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• By maintaining a fully trained designated person for safeguarding. They will receive 
training in this field and act as a source of advice and support to others.  

 

• By promoting to all learners their rights to be free from harm and encouraging them to 
talk to an appropriate person if they have any concerns. 

 
 
Responsibilities 
 
Staff are responsible for the identification of abuse and referral to the appropriate authorities 
via the designated person.  
 
The Company will operate safe recruitment procedures and ensure that appropriate checks 
are carried out on all new staff. 
 
What is Abuse? 
 
Appendix 2 sets of definitions of abuse but it can be 
 

• physical 

• neglectful 

• sexual 

• financial 

• psychological/emotional 

• institutional or 

• discriminatory in nature 
 
Abuse is behaviour towards a person that either deliberately or unknowingly causes harm, 
endangers life or human or civil rights. It can be passive, e.g. failing to take action to care for 
someone, or failing to raise the alert about abuse; or active, e.g. hitting, stealing or doing 
something that causes harm. Abuse can be a one-off or something that is repeated. 
 
Guidance & Procedure for staff 
 
Workforce Training & Development Ltd recognises its legal duty to work with other agencies 
in safeguarding children and vulnerable adults and in responding to abuse. All members of 
staff have a responsibility to be mindful of issues related to child or vulnerable adult safety 
and welfare and a duty to report and refer any concerns however “minor” they appear to be. 
 
Responding to an Allegation 
 
A full record shall be made as soon as possible covering the nature of the disclosure and any 
other relevant information including: 
 

• The date 

• The time 

• The place where the disclosure of information took place 

• The place where the alleged abuse happened 

• Your name and the names of others present 

• The name of the complainant and, where different, the name of the vulnerable adult 
who has allegedly been abused 

• The nature of the alleged abuse 

• A description of any injuries observed 
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• The account which has been given of the allegation 
 
Written Records 
The designated person for the protection of children and vulnerable adults will retain the 
central record of all allegations and actions taken. This will include: 
 

• The formal report  

• Any notes, memoranda or correspondence dealing with the matter 

• Any other relevant material 

• Record of agency referral 
 

Copies of reports, notes etc will be kept securely locked at all times, but will be shared in 
accordance with the Data Protection Act 1998. 
 
Training – Staff Development 
 
All staff will undergo training so that they are fully aware of this policy and their 
responsibilities. The Designated Person will receive additional training so that they can 
effectively fulfil their responsibilities to the protection of children and vulnerable adults at 
Workforce Training & Development Ltd. 
 
 
APPENDIX 1 
 
SUMMARY – Protection of Vulnerable Adults Process 
 
This procedure must be followed whenever any member of staff or related partner / 
employer hears an allegation from a child or vulnerable adult that abuse has, or may have, 
occurred or where there is a significant concern that a child or vulnerable adult may be 
abused: 

RECEIVE 
What is said 

• Accept what you are told – you do not need to decide whether or not it is true 

• Listen without displaying shock or disbelief. 
 
REASSURE 

• The learner 

• Acknowledge their courage in telling 

• Do not promise confidentiality 

• Remind them they are not to blame – avoid criticising the alleged perpetrator 

• Do not promise that “everything will be alright now” (it might not be) 
 
REACT 

• Respond to the learner but do not interrogate 

• Avoid leading questions but ask open ended ones 

• Clarify anything you do not understand 

• Explain what you will do next, i.e. inform a Designated Person  
 

RECORD 

• Make notes as soon as possible – during the interview if you can. 
Include: time, date, place, the learner’s own words – do not assume – ask, e.g. 
“Please tell me what xxxxx means”. 

• Describe observable behaviour and appearance 
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• Cross out mistakes – do not use Tippex 

• Do not destroy your original notes – they may be needed later on and must be given 
to the Designated Person. 

 
SUPPORT 

• Consider what support is needed for the learner– you may need to give them a lot of 
your time to ensure they feel reassured and supported. 

• Ensure you are supported – such interviews can be extremely stressful and time 
consuming 

• Once reported to them, the Designated Person will take responsibility for the matter 
and will take the necessary actions. However, if you have questions or need 
additional support then do ask 

 
 
APPENDIX 2 
Definitions of Abuse  
 
Physical Abuse 
Physical abuse is the physical ill treatment of an adult, which may or may not cause physical 
injury and causes harm to the individual’s person. It may involve pushing, slapping, pinching, 
punching, hitting, shaking, throwing, poisoning, burning, scalding, drowning or suffocating, 
force feeding, improper administration of medicines or denial of prescribed medicines, forced 
isolation and confinement, including a person being locked in a room or inappropriate 
sanctions or restraint, or inappropriate manual handling. It may be the result of a deliberate 
failure to prevent injury occurring. 
 
Psychological and Emotional Abuse 
Psychological abuse may involve the use of harassment, bullying, intimidation, indifference, 
hostility, rejection, threats, humiliation, name-calling, other degrading behaviours, shouting, 
swearing, discrimination or the use of oppressive language, mobile phone texting abuse, 
email, emotional abuse and all forms of cyber abuse. It can result in feelings of low self-
worth. Some level of psychological or emotional abuse is present in all forms of abuse. 
 
Sexual Abuse 
Sexual abuse involves a vulnerable adult participating in, or watching, sexual activity to 
which they have not consented or were pressured into consenting, or to which they cannot 
give informed consent. It is not necessary for the individual to be aware that the activity is 
sexual. The activities may include: physical contact, including penetrative or non-penetrative 
acts, e.g. rape, buggery, indecent assault or inappropriate touch, incest, and situations where 
the perpetrator touches the abused person’s body (e.g. breasts, buttocks, genital area); Non-
contact activities, e.g. exposing genitals to the abused person, or coercing the abused 
person into participating in or watching pornographic videos or photographs. 
 
Neglect 
Neglect is the deliberate withholding or unintentional failure to provide help or support, which 
is necessary for the adult to carry out activities of daily living. It 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. Neglect may involve: failing to 
provide adequate food, shelter and clothing; failure to ensure access to appropriate medical 
care or treatment; neglect of basic emotional needs. 
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Financial/Material Abuse 
Financial/Material Abuse is the exploitation, inappropriate use or misappropriation of a 
person’s financial resources or property. It occurs when the individual is deprived of their own 
financial assets, for example, by holding money back from the individual, obtaining money by 
deception, or stealing money. It includes the withholding of money or the improper use of a 
person’s money or property, usually to the disadvantage of the person to whom it belongs. 
 
Institutional Abuse 
Institutional abuse can be defined as abuse or mistreatment by a regime as well as by 
individuals within any building where care is provided. Examples include lack of flexibility and 
choice, lack of consultation, public discussion of personal matters, inadequate or delayed 
responses, staff overly controlling service users’ relationships and activities. 
 
Discriminatory Abuse 
Repeated, ongoing or widespread discrimination on the grounds of age, race, disability, 
religion, sexual preference or gender, slurs, harassment, name-calling, breaches in civil 
liberties, unequal access to health or social care. 
 
Significant Harm 
Sometimes, a single traumatic event may constitute significant harm, eg violent assault, 
suffocation or poisoning. More often, significant harm is a compilation of significant events, 
both acute and long-standing, which interrupt, change or damage the adult’s physical and 
psychological development. 
 
 
Contacts 
 
Safeguarding Adults Board Northamptonshire 
Northamptonshire Safeguarding Adults Board Business Office 
One Angel Square 
Angel Street 
Northampton 
NN1 1ED 
Tel: 01604 365681 
Email: NSAB@northamptonshire.gov.uk 
 
Reporting form and policy 
www3.northamptonshire.gov.uk/councilservices/adult-social-
care/safeguarding/Pages/safeguarding-adults-forms.aspx 
 
 
APPENDIX 3 – Flow chart 
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