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Statements and Aims  
Bridges for Communities exists to connect people from different cultures and faiths, giving 
them the opportunity to build friendships and understand one another better. It seeks to 
challenge the stereotypes and prejudice that exist between different groups of people, doing so 
by promoting interaction and friendship. 

It seeks to give people who would not ordinarily meet the chance to do so, promoting 
friendship and understanding between diverse communities. By simply bringing people 
together and giving them opportunities to develop friendships, stereotypes are challenged 
and perceptions are changed.  

Specific programmes run by Bridges for Communities and considered within the scope of this 
policy include: 

●​ Peace Feast: people from different cultures sharing a meal together.  
●​ Befriending: providing one-to-one support for refugees and asylum-seekers in 

Bristol. 
●​ Stitching Together: providing courses to enable refugee and asylum seeking women 

to start or develop sewing skills.  
●​ Resettlement support: helping to support refugees who have been resettled in 

Bristol, through volunteer support and cultural awareness training.  
●​ Training: providing cultural awareness and refugee support training.  
●​ RefuLingua: providing refugees with a volunteering opportunity through teaching their 

language to people in Bristol.  
●​ Bristol Welcome Events: social events and trips that enable refugees and asylum 

seekers to meet with others and connect with their local community.  
●​ Schools Linking project: connecting with schools to facilitate children across the city 

getting to know each other.  
●​ Walk With Me: organising walks to enable people from refugee or asylum 

seeking backgrounds to meet local people in a neutral space.  
●​ Listening Spaces: facilitating intentional listening and dialogue between people of 

different cultures, races, faiths, social class and political opinions.  

Policy Statement  

We recognise that the welfare of all children, young people and adults at risk, is paramount and 
that all have equal rights of protection. We have a duty of care when they are in our charge, and 
we will do everything we can to provide a safe and caring environment whilst they attend our 
activities. Additionally, no one should come to any harm through their contact with our 
organisation and, as part of that commitment, we do everything we can to ensure everyone 
feels safe and protected from any form of harm, abuse and neglect regardless of their role. 

 



 

Equal Opportunities Statement  

We recognise that anyone can become subject to discrimination, harassment or victimisation 
because of: 

●​ age  
●​ disability  
●​ gender reassignment  
●​ marriage and civil partnership  
●​ pregnancy and maternity,  
●​ race  
●​ religion or belief  
●​ sex  
●​ sexual orientation  

Comments and actions that contribute to discrimination, harassment or victimisation are not 
acceptable and will be challenged. Such incidents will be recorded and shared with parents and 
carers, and the relevant agencies when necessary and appropriate.  

We will:  

✔ treat everyone with respect and celebrate their achievements,  
✔ carefully recruit and select all staff and volunteers,  
✔ respond to concerns and allegations appropriately.  

When there are concerns about the welfare of any child, young person or adult at risk, all 
responsible adults in our organisation are expected to share those concerns, without delay, 
with the Lead for Safeguarding (or the Deputy, if the Lead is unavailable). Our policy is approved 
by our senior management and board of trustees and will be reviewed and updated annually. 
We will publish and promote this policy to all staff and volunteers, paid or unpaid, through 
induction, training and supervision. We endeavour to disseminate, as appropriate, this policy to 
all who come into contact with our organisation e.g., children, young people, adults at risk, their 
parents, carers, families and others, such as organisational partners and fundraisers.  

Policy Aim  

As members of SAFEcic, we aim at all times to attain best safeguarding practice throughout all 
our activities with children, young people, adults at risk, their parents, carers and/or families. We 
endeavour to provide a safe and friendly environment and celebrate all achievements. We will 
achieve this by adhering strictly to this policy, guidance and risk assessments. Our organisation 
holds current Public Liability Insurance which covers all our activities.  

Safeguarding Personnel  

Director: The Managing Director of Bridges for Communities (Stephen Frost) is responsible for 
ensuring compliance with this policy. The Managing Director is also responsible for investigating 
allegations against staff or volunteers.  

The Managing Director will report to trustees any significant concerns, and any concerns that 
need to be reported to the Charities Commission. They will also keep a log of any incidents.  



 

Safeguarding Lead: Karen Green - 07547498520. 

The Safeguarding Lead is responsible for providing safeguarding advice to the Director, staff 
and volunteers, and for ensuring staff and volunteers have adequate training in the 
identification and reporting of abuse, as well as maintaining a record of staff training. They are 
also responsible for:  

✔ monitoring and recording concerns  
✔ making referrals to social care, or police, as relevant, without delay  
✔ liaison with other agencies  

Deputy safeguarding lead: Mark Walters - 07999554996  

The Deputy for Safeguarding should be available to support or cover for the Lead.  

Trustee for safeguarding - Lizzie Briggs - 07764497517  

Why do we need a Safeguarding Policy?  
All organisations that work or come into contact with children, young people and/or adults at 
risk need to have safeguarding policies and procedures in place.  

Government guidance is clear that all organisations working with children, young people, adults 
at risk, parents, carers and/or families have responsibilities for safeguarding. It is important to 
remember that children, young people and adults at risk can also abuse and that such incidents 
fall into the remit of this policy.  

To undertake these responsibilities, we:  

●​ have senior managers and trustees committed to safeguarding  
●​ are clear about peoples’ responsibilities and accountability  
●​ have a culture of listening to children, young people and adults at risk • undertake safer 

recruitment practices for all staff and volunteers working with children & young people 
and adults at risk  

●​ have procedures for safeguarding children and young people and adults at risk • have 
procedures for dealing with allegations against, and concerns about, any staff • make 
sure staff and volunteers, paid and unpaid, have mandatory induction and further 
safeguarding training, supervision, reviews and support as necessary  

●​ have agreements about working with other organisations and agencies 
 

Definition of a child/young person  

There is no single law that defines the age of a child across the UK. The UN Convention on the 
Rights of the Child, ratified by the UK government in 1991, states that a child “means every 
human being below the age of eighteen years unless, under the law applicable to the child, 
majority is attained earlier” (Article1, Convention on the Rights of the Child, 1989).  



 

A child is anyone who has not yet reached their 18th birthday (16th in Scotland). In Scotland, 
whilst child protection procedures may be considered for a person up to the age of 18, the legal 
boundaries of childhood and adulthood are variously defined.  

Definition of an adult at risk  

There is no single law that defines an adult at risk across the UK. An adult at risk is a person over 
the age of 18 years (16 in Scotland) and is:  

●​ having needs for care and support, and  
●​ experiencing, or is at risk of, abuse and neglect and  
●​ as a result of those care needs, is unable to protect themselves from either the risk of, or 

the experience of abuse or neglect.  

Linked policies and procedures  
Bridges for Communities is committed to developing and maintaining its capability to 
implement this policy and procedures.  

In order to do so the following will be in place:  

●​ A designated Safeguarding Lead, and a Deputy Lead.  
●​ Safeguarding procedures that deal effectively with any concerns of abuse or neglect, 

including those caused through poor practice.  
●​ Regular management reports to the Board of Trustees detailing how any safeguarding 

reports have been addressed.  
●​ Arrangements to work effectively with other relevant organisations to safeguard and 

promote the welfare of adults, young people and children, including arrangements for 
sharing information, for example with the resettlement team at Bristol City Council.  

●​ Code of Conduct for trustees, staff and volunteers that specify zero tolerance of abuse 
in any form, and subsequent consequences.  

Policies and procedures that address the following areas and which are consistent with this 
Safeguarding Policy:  

●​ Cyber security  
●​ Lone working  
●​ Employee Handbook  
●​ Managing complaints, including allegations against staff and volunteers ● Equality, 

diversity and inclusion  
●​ Code of conduct  
●​ Discipline and grievance -includes bullying and harassment 
●​ Health and Safety  
●​ Role description for Safeguarding Lead  
●​ Whistleblowing  
●​ Social Media  
●​ Safe recruitment and selection (staff, trustees and volunteers)  
●​ Volunteer Management  



 

●​ UK GDPR - Information policy, data protection and information sharing (includes photos 
and images)  

Data Protection  

We will treat any personal information by which an individual can be identified, for example, 
name, address, and email, in accordance with the provisions of Data Protection Act 2018 (DPA 
2018), and the UK General Data Protection Regulation (UK GDPR) and will not share information 
with any third party, except where required by law.  

All child protection records need to be kept confidential and stored securely. Electronic files 
should be password protected and stored on computers with protection against hackers and 
viruses. Information about child protection concerns and referrals should be kept in a separate 
child protection file. A child protection file for each child should be started as soon as any 
concerns are raised. If records are shared (within Bridges for Communities or externally), they 
are to be kept confidential. In England, child protection records should be kept until the child is 
25 years old. If concerns have been raised about an adult’s behaviour around children, records 
should be kept in their personnel file at least until they reach their normal retirement age or for 
10 years – whichever is longer (IRMS, 2019; Department for Education, 2021). This applies to 
volunteers and paid staff. Bridges for Communities insurers state that records must be held for 
a minimum of 15 years.  

Confidentiality  

This policy is in line with government guidance about confidentiality.  

We fully endorse the principle of the welfare of children, young people and adults at risk, 
overriding any obligations of confidence we may hold to others. No one working, or involved, 
with our organisation can promise absolute confidentiality. Individual cases will only be shared 
or discussed on a “need to know” basis.  

Whistleblowing  

Whistleblowing is when someone raises a concern externally about a person or practice within 
the organisation, which will affect others in an illegal and or harmful way. Our organisation 
promotes the sharing of any concerns regarding the safeguarding of children, young people and 
adults at risk as soon as possible with the Lead or Deputy for Safeguarding. 

If individuals reporting their concerns within our organisation do not feel they have been acted 
upon then we support their right to report these concerns to the Local Authority Designated 
Office (LADO) (England and Wales only) social care services, the police, and /or the Charity 
Commission. They can also contact the NSPCC dedicated helplines and the charity “Protect” 
for advice and support.  

All media enquiries will be handled by Stephen Frost.  



 

Information Sharing  

Timely and accurate written records play an essential role in safeguarding individuals, who may 
have suffered, are suffering or at significant risk of suffering harm. It is important that records 
are shared at the appropriate time when necessary. Within our organisation the decision to 
share written information, and with whom, will be undertaken by the Lead or the Deputy for 
safeguarding.  

Information about adult safeguarding concerns should only be shared with the consent of the 
adult. However, the circumstances when we need to share information without the adult’s 
consent include those where:  

●​ It is not safe to contact the adult to gain their consent – i.e. it might put them or the 
person making contact at further risk.  

●​ You believe they or someone else is at risk, including children.  
●​ You believe the adult is being coerced or is under duress.  
●​ It is necessary to contact the police to prevent a crime, or to report that a serious crime 

has been committed.  
●​ The adult does not have the mental capacity to consent to information being shared 

about them.  
●​ The person causing harm has care and support needs.  

When information is shared without the consent of the adult this must be explained to them, 
when it is safe to do so, and any further actions should still fully include them.  

Any decision to share or not to share information with an external person or organisation must 
be recorded together with the reasons to share or not share information.  

Safer Recruitment  
Our organisation is committed to safe recruitment in line with the relevant legislation and 
guidance from the government for recruiting all staff and volunteers. We do this by: 

●​ advertising vacancies with a clear commitment required to safeguarding 
●​ assigning all posts detailed job descriptions  
●​ obtaining full personal details via an application form (not CVs) with particular relevance 

to previous work with children, young people and adults at risk if applicable 
●​ when a candidate is selected for interview the relevant criminal declaration form will be 

sent for completion as set out by the Rehabilitation of Offenders Act 1974, as amended  
●​ always taking up two written references, one from the most recent employer or 

education establishment  
●​ undertaking all interviews face to face, based on the job description  
●​ having sound procedures and recording for interviewing to ensure we are satisfied, and 

can evidence that the applicant is appropriate and suitable  

Any appointment will only be confirmed subject to:  



 

●​ a satisfactory ID and criminal records check at the appropriate level, including 
Certificates of Good Conduct for foreign nationals and the International Child Protection 
Certificate (ICPC) for anyone who works with children and has lived in the UK and also 
travelled overseas  

●​ a follow up of written references by telephone if relevant to the vacant post ● a check of 
essential qualifications and any specific professional details  

●​ confirmation of the Right to Work in the UK for employed personnel  
●​ fitness to work as relevant  

Induction and Training  

Bridges for Communities is committed to on-going safeguarding training and development 
opportunities for all trustees, staff and volunteers, developing a culture of awareness of 
safeguarding issues to help protect everyone. All trustees, staff and volunteers will be provided 
with an appropriate level of safeguarding training prior to commencing their work, to allow them 
to identify potential types and signs of abuse and develop an understanding of how to raise 
any concerns with the Bridges for Communities Safeguarding Lead through clear pathways of 
reporting. Yearly training will be provided for staff, and volunteers will be invited to update their 
training every 2 years online or 3 years face to face or as required. Opportunities to undertake 
recognised safeguarding training will also be available. We will provide effective management 
for staff and volunteers through supervision, support, training and quality assurance measures 
so that all staff and volunteers know about and follow our policies and procedures and code of 
conduct confidently and competently.  

Disclosure and Barring  

Where trustees, staff and volunteers have direct or indirect contact with children, young people 
and adults at risk, they will be checked at an appropriate level through the Disclosure and 
Barring Service (DBS). Bridges for Communities may also choose to carry out a basic DBS check 
for volunteers or staff. 

 

Working Practices  

Consent  

When consent is required for any care, activity or intervention we will, unless it is an emergency, 
obtain consent from the individual if of sufficient age and or understanding. Where relevant, we 
will ensure we fulfil our obligations under Child Care Law in terms of parental responsibility and 
Mental Capacity Legislation on supporting, where possible, the individual's right to make their 
own decisions. Any decisions made should be the least restrictive and recorded.  

Staff Ratios to Children, Young People and Adults at Risk  

There must always be a minimum of two responsible adults present for any activities. Best 
practise guidance (NSPCC) suggests that ratios should be:  



 

●​ under 2 years - one adult to three children  
●​ 2 - 3 years - one adult to four children  
●​ 4 - 8 years - one adult to six children  
●​ 9 - 12 years - one adult to eight children  
●​ 13 - 18 years - one adult to ten children  

Lone and One to One Working  

We will avoid lone working, one to one working with children and adults at risk whenever 
possible to protect both individuals. A risk assessment will always be undertaken to ensure:  

✔ the care or activity provided is suitable for one-to-one working,  

✔ the lone worker has been recruited, trained and supervised to undertake this particular role,  

✔ that health and safety issues have been identified and recommendations followed, ✔ 
safeguards are in place to protect individual’s rights to safe working practice,  

✔ safeguards are in place in relation to strategies for emergency situations,  

✔ relevant business insurance is in place for use of personal vehicles  

✔ accurate and relevant written recording is maintained following any care activity, signed, 
timed and dated  

Home Visits  

Home visits will only be made when necessary and booked by the organisation. Each home visit 
will be carefully planned and recorded and include:  

●​ who is being visited  
●​ the purpose of the visit  
●​ who will carry out the visit, and be present during the visit  
●​ any physical contact which may be required, and will be undertaken in line with the code 

of conduct within this policy.  

All home visits will be made in a polite and friendly manner. Personal relationships or showing 
favouritism must not happen.  

Any safeguarding concerns raised and any untoward incidents, such as no access or a child 
being at home alone, should be followed up, recorded and managed in line with this 
safeguarding policy. 

Young People who work in our organisation  

All young people who are undertaking volunteer work, apprenticeships or work experience 
within our organisation/group are to be included within this policy and their safeguarding as 
individuals given the same importance as all young people we come into contact with. Any 



 

disclosures, observations of possible harm or disturbing behaviour must be reported to the 
Lead or Deputy immediately.  

They will also require an induction program that includes their commitment to safeguarding 
within the remit of the safeguarding policy and in line with all staff induction. In addition, 
information on the young person’s key contacts will be recorded e.g. parents, carers, school 
representatives and any supervisors, with emergency contact numbers. We will check with the 
relevant local authority's education welfare team to see if an employment permit is required for 
any young people working with us.  

Codes of Conduct  

We aim to provide a safe environment free from discrimination, upholding and promoting 
equality, diversity and inclusion. We undertake to:  

✔ treat all children and young people and adults at risk with respect and dignity  

✔ ensure that their welfare and safety is paramount at all times  

✔ maintain professional boundaries both face to face and online  

✔ always use the organisation’s official email system, social media etc when contacting 
the at risk groups we work with  

✔ always listen to individuals and take account of their wishes and feeling  

✔ always act in a professional way and not accept bullying, swearing or other disruptive 
behaviour  

✔ liaise openly with parents and carers  

✔ only use physical contact if absolutely necessary  

✔ avoid being alone with children, young people and adults at risk whenever possible  

✔ listen to, and act upon, any disclosures, allegations, or concerns of abuse  

✔ participate in approved safeguarding training at appropriate levels  

✔ ensure restraint is only used as part of an agreed plan by staff trained in the use of the 
particular restraint or as an emergency action to protect from harm. All use of restraint 
will be reported and recorded by the member of staff concerned to the Lead or Deputy 
for safeguarding and to the relevant manager.  

✔ follow our safeguarding policy at all times  

✔ make activities fun and enjoyable  

All staff and volunteers are required to agree to a Code of Conduct before commencing work.  



 

Recognising Abuse in Children Young People 
and Adults at Risk  
The following list is for guidance only. It is important to be observant, listen to what is being said 
and record. e.g. is what you are observing and being told about an injury consistent with the 
injury? 

●​ Abuse related to faith or belief  
●​ Alcohol and Substance misuse  
●​ Breast ironing  
●​ Bullying, harassment and sexual harassment  
●​ Carrying offensive weapons  
●​ Child criminal and sexual exploitation including County Lines  
●​ Child on child abuse, including sexual violence and upskirting  
●​ Concealed pregnancy  
●​ Criminal exploitation  
●​ Discriminatory  
●​ Domestic abuse, including "honour" based abuse  
●​ Emotional  
●​ Exploitive use of technology  
●​ Female Genital Mutilation (FGM)  
●​ Financial or material abuse  
●​ Forced marriage  
●​ Gangs  
●​ Gambling  
●​ Hate and "mate" crime  
●​ Hazing and initiation rites  
●​ Hoarding  
●​ Modern slavery  
●​ Neglect and acts of omission  
●​ Online safety  
●​ Organisational or institutional  
●​ Psychological  
●​ Physical  
●​ Radicalisation  
●​ Self-neglect  
●​ Sexual  
●​ Sextortion  
●​ Trafficking  

Please see Appendix 1 for definitions of child abuse together with signs and symptoms.  

Please see Appendix 2 for definitions of adult abuse together with signs and symptoms.  

Please see Appendix 3 for more information about mental capacity and decision making.  



 

Handling Disclosures  
When a disclosure is made by a child, young person or adult at risk it is important to remember 
to:  

●​ take what you are being told seriously  
●​ stay calm and reassure  
●​ do not investigate  
●​ do not delay  

and always 

●​ seek advice from the Lead or Deputy for Safeguarding  
●​ make a careful recording of anything you are told or observe, date and sign. A disclosure 

may come from someone telling you:  
●​ they have or are being abused  
●​ they have concerns about someone else  
●​ they are themselves abusing or likely to abuse someone else  

Responding to Concerns  

Safeguarding Referral Flowchart  

We ensure and emphasise that everyone in our organisation understands and knows how to 
share any concerns immediately with the Lead or Deputy for Safeguarding. Everyone, including 
the Lead, Deputy and Senior Lead for Safeguarding, will deal with concerns using the following 
flowchart.  

You should not keep safeguarding concerns to yourself. If you have concerns and/ or you 
are told about possible or alleged abuse, poor practice or wider welfare issues you must 
contact the Safeguarding Lead or Deputy as soon as you can. 



 

 
 

Record Keeping  
Please see Appendix 4 – Safeguarding Children Report Form, and Appendix 5 – 
Safeguarding Adults Report Form.  

At all times when required, and especially where there is a safeguarding concern, we are 
committed to keeping records which are:  

●​ recorded on a safeguarding incident form (use form in appendix)  
●​ of sufficient details of child, young person or adult at risk to identify individual who is 

subject of concern and any significant others  
●​ accurate and factual/based on fact, as a true record of:  

○​ what has been monitored/observed  
○​ what has been said and by whom  
○​ what has given cause for concern  
○​ what action has and/or will be taken including the reason for those actions o the 

reason stated for no action being taken and by whom  
●​ non judgmental  



 

●​ timely within 24 hours  
●​ signed, timed and dated by the writer and co-signed by the Lead or Deputy  
●​ shared as appropriate by the Lead or Deputy for Safeguarding  
●​ stored safely and securely by the Lead or Deputy for Safeguarding  

The Safeguarding lead will:  

Ensure any immediate actions necessary to safeguard anyone at risk have been taken.  

Ensure they understand the report form and all parts have been completed. 

Inform, reassure, and advise the person making the report e.g. what to do/what not to do. 
Explain what will happen next. Reinforce the need for confidentiality.  

If necessary, consult with the deputy safeguarding lead, the managing director, and / or the lead 
for safeguarding trustee, and with the Local Authority/the Police, and any referring organisation 
that may be relevant, and decide which of the following actions need to be taken:  

1 - Make a referral to the police if a serious crime has been committed or a crime has 
been committed against someone without the mental capacity to contact the police 
themselves.  

2- Make a referral to Children’s Services:  

If you are unsure whether or not to make a referral/report you can ask for advice from 
Families in Focus:  

●​ North team - 0117 3521499  
●​ South team - 0117 9037770  
●​ East/central team – 01173576460  

Or you can seek advice from Safecic - 01379 871091  

To make a referral call the First Response Team on 0117 903 6444 (Emergency Duty Team 
01454 615 165).  

3 - Make a referral to Adult Services:  

Local Authority Safeguarding Adults Name: Care Direct 0117 922 2700  
 

Referrals can be made online via: 
Adult Care Referral form for professionals - bristol.gov.uk  
Adult Care and Health: Reported Suspected Adult Abuse - bristol.gov.uk 

 
4 - Use policy and procedures to stop harm within the organisation  

LADO – Local Authority Designated Officer  

In order to manage allegations against professionals working with children, every Local 
Authority appoints a Local Authority Designated Officer (LADO). They can be reached through 



 

the first response team, or on the number below. The LADO should be alerted to all cases in 
which it is alleged that a person who works with children has:  

●​ behaved in a way that has harmed, or may have harmed, a child  
●​ possibly committed a criminal offence against children, or related to a child, or  
●​ behaved towards a child or children in a way that indicates s/he may pose a risk to 

children. (Working Together 2018)  

The Local Authority Designated Officer in Bristol is Nicola Laird who can be contacted on 
0117 9037795  

Detailed procedures where there is concern about an adult:  

Remember to be person centred and make safeguarding personal.  

●​ If it will not put them or you at further risk, discuss your safeguarding concerns with the 
adult and ask them what they would like to happen next.  

●​ Inform them that you have to pass on your concerns to your Safeguarding Lead.  
●​ Do not confront the person thought to be causing the harm.  
●​ If an adult indicates that they are being harmed or abused, or information is received 

which gives rise to concern, the person receiving the information should take it seriously 
and stay calm.  

●​ Listen carefully to what is said, allowing the adult to continue at their own pace.  
●​ Keep questions to a minimum, only ask questions if you need to identify/ clarify what the 

person is telling you.  
●​ Reassure the person that they have done the right thing in revealing the information. 
●​ Ask them what they would like to happen next and explain what you would like to do next.  
●​ Explain that you will have to share the information with Bridges for Communities 

Safeguarding Lead.  
●​ Ask for their consent for the information to be shared outside the organisation and make 

an arrangement as to how you/the Safeguarding Lead can contact them safely.  
●​ Help them to contact other organisations for advice and support (e.g. Police, Domestic 

Abuse helpline, Victim Support.)  
●​ Make sure you record in writing what was said using the adult’s own words as soon as 

possible.  
●​ Be mindful of the need to be confidential at all times.  
●​ This information must only be shared with your Safeguarding Lead and others that 

have a need to know – for example, to keep the person safe whilst waiting for action 
to be taken.  

Detailed procedures where there is a concern about a child:  

You may have concerns about a child because of something you have seen or heard, or a child 
may choose to disclose something to you. If a child discloses information to you:  

●​ Do not promise confidentiality, you have a duty to share this information and refer to the 
safeguarding lead  

●​ Listen to what is being said, without displaying shock or disbelief.  
●​ Accept what is said. 



 

●​ Reassure the child, but only as far as is honest, don’t make promises you may not be able 
to keep e.g.: ‘Everything will be alright now’, ‘You’ll never have to see that person again’.  

●​ Do reassure and alleviate guilt, if the child refers to it. For example, you could say, ‘You’re 
not to blame’.  

●​ Do not interrogate the child; it is not your responsibility to investigate.  
●​ Do not ask leading questions (e.g.: Did he touch your private parts?), ask open questions 

such as ‘Anything else to tell me?’  
●​ Do not ask the child to repeat the information for another member of staff.  
●​ Explain what you have to do next and who you have to talk to.  
●​ Take notes if possible or write up your conversation as soon as possible afterwards.  
●​ Record the date, time, place any non-verbal behaviour and the words used by the child 

(do not paraphrase).  
●​ Record statements and observable things rather than interpretations or assumptions. 

Whatever the nature of your concerns, discuss them with the safeguarding lead as soon as 
possible.  

If it is safe to do so, and will not put the child or yourself at risk, the parent/carer needs to be 
informed that a record has been made of what the child has said. They should be shown the 
record and asked to sign it. They then need to be informed of what action will be taken. If the 
allegations are of sexual abuse, or if there is a risk of greater harm to the child, the parent 
should not be informed.  

●​ Be mindful of the need to be confidential at all times.  
●​ This information must only be shared with your Safeguarding Lead and others that have a 

need to know –e.g. to keep the person safe whilst waiting for action to be taken.  

When filling in a report form:  

●​ Describe the circumstances in which the concern came about  
●​ It is important to distinguish between things that are facts, things that have been 

observed or over-heard and opinions, in order to ensure that information is as accurate 
as possible.  

●​ If someone has told you about the harm or abuse, use the words the person themselves 
used. If someone has written to you (including by email, message) include a copy with 
the form.  

Handling Allegations / Dealing with Complaints / 
Disciplinary & Grievance Procedures  

Where a complaint or allegation has been made with regards to any inappropriate behaviour or 
poor practice, the Lead or Deputy will, in all cases, discuss the situation with social care 
services (the LADO with regards to children England and Wales only) and / or the police before 
making an open decision about the best way forward.  

In the case where the Lead is implicated, the Deputy should be informed. In the exceptional 
circumstances that both are involved, the person concerned will inform the Senior Lead. If there 



 

is a belief that the concern has not been taken seriously or acted upon then any one can 
“Whistleblow.” 

With regards to disciplinary and grievance procedures, we will take no steps until we have fully 
discussed and agreed a strategy with social care services and / or the police, (the LADO, with 
regards to children England and Wales only). Any investigation will override the need to 
implement any such procedures. Our management are responsible for making referrals to the 
relevant:  

●​ Disclosure and Barring Service  

●​ Charity Commission  

Bullying, Harassment and sexual harassment  

Bullying, harassment and sexual harassment can take many forms and include: • physical 
violence including threats, verbal assaults and taunts, the destruction of property, extortion, 
unwanted sexual interest or contact  

●​ indirect forms of bullying including ignoring a person and the withdrawal of friendship, 
malicious gossip and spreading rumours, abusive or oppressive graffiti, the use of social 
media, electronic messages and websites.  

●​ motivation of prejudice against certain groups for example on the grounds of race, 
religion, gender and disability  

Whether directed at children, young people, adults at risk, staff, volunteers, parent and carers, 
bullying, harassment and sexual harassment, physical, sexual and/or emotional abuse will not be 
tolerated. All such behaviour will be treated as a safeguarding concern when aimed at children, 
young people and or adults at risk. If children, young people and/or adults at risk are engaging in 
bullying or harassment it is also a safeguarding concern and should be reported to the Lead or 
Deputy for safeguarding.  

We will:  

●​ provide a culture of equality and respect for all with zero tolerance to any form of 
bullying, harassment or sexual harassment  

●​ report all incidents of bullying or harassment observed or disclosed, to the Lead or 
Deputy who will take the appropriate action  

●​ take immediate steps to stop the behaviour and mitigate the effects of bullying, 
harassment and sexual harassment  

●​ record all incidents with observations and witness statements, and action taken, signed, 
timed and dated  



 

Online Safety  
 
Why do we need to include Online Safety?  

Modern digital technology has made access to information and communication increasingly 
easy for everyone. This is especially so for those who cannot always go out to socialise and rely 
on websites for social networking, watching films, downloading music, buying lottery tickets, 
shopping etc. Government guidance is clear, that all organisations working with children, young 
people, adults at risk, families, parents and carers have responsibilities. It is also important to 
remember, children, young people and adults at risk can also abuse and such incidents fall into 
the remit of this policy. 

Online Safety Code of Conduct:  

We expect everyone in our organisation to agree to:  

1.​ Use the internet and other forms of communication in a sensible and polite way.  
2.​ Only access websites, send messages or access and use other resources that will not 

hurt or upset anybody.  
3.​ Seek permission if they want to use personal information or take photographs of other 

people.  
4.​ Report any concerns to the Lead or Deputy  
5.​ Not maintain confidentiality if there is a concern about the welfare of a child, young 

person or adult at risk.  

What are the Risks?  

There are many potential risks including:  

●​ accessing inappropriate or illegal websites.  
●​ receiving unwanted or upsetting texts, e-mail messages or images.  
●​ being “groomed” by another with a view to meeting the child, young person or adult at 

risk for their own illegal purposes including sex, drugs or crime.  
●​ sharing nudes or semi nudes.  
●​ viewing or sending unacceptable material such as inciting hatred or violence.  
●​ sending bullying messages or posting malicious details about others.  
●​ ignoring copyright law by downloading e.g. music, videos, homework cheat materials etc.  
●​ overspending on shopping and gambling sites.  
●​ being at risk of identity fraud for money transactions.  
●​ inappropriate relationships or prostitution.  

What else might be of concern?  

A child, young person or adult at risk who:  

●​ is becoming secretive about where they are going to or who they are meeting.  



 

●​ will not let you see what they are accessing online.  
●​ is using a webcam in a closed area, away from other people.  
●​ is accessing the web or using a mobile for long periods and at all hours ● clears the 

computer history every time they use it.  
●​ receives unexpected money or gifts from people you don’t know.  
●​ does not appear to have the money they should have.  

A person who:  

●​ befriends a child, young person or adult at risk on the internet or by text messaging.  
●​ has links to children, young people and/or adults at risk on their social media pages 

especially if they work in a position of care such as a sports coach or care worker.  
●​ is secretive about what they are doing and who they are meeting. 

 

Social media  

The Online Safety Act 2023 and associated government guidance A Guide to the Online Safety 
Bill now makes social media companies more responsible for their users’ safety on their 
platforms. This means children and adults will be protected online by making social media 
platforms:  

●​ remove illegal content quickly or prevent it from appearing in the first place. This 
includes removing content promoting self-harm  

●​ prevent children from accessing harmful and age-inappropriate content  
●​ enforce age limits and age-checking measures  
●​ ensure the risks and dangers posed to children on the largest social media platforms are 

more transparent, including by publishing risk assessments  
●​ provide parents and children with clear and accessible ways to report problems online 

when they do arise  

Such content should be reported to the service provider and if they do not respond 
appropriately the matter can be reported to Ofcom.  

IT IS IMPORTANT TO FOLLOW THE STEPS BELOW FIRST WHENEVER ANYONE IS AT RISK OF 
HARM  

What do I do if I am concerned?  

If you have any concerns, speak to the Lead or Deputy for Safeguarding. Remember:  

●​ do not delay.  
●​ do not investigate.  
●​ seek advice from the Lead or Deputy  
●​ make careful recording of anything you observe or are told 



 

Online Safety Referral Flowchart 



 

 

Minimising the Risks  

Where appropriate we will:  

●​ talk to children, young people and adults at risk about what they are accessing online.  
●​ ensure everyone uses PCs, iPads and other technology in a general space where we can 

monitor what is going on.  
●​ explain the risks of giving out personal details online.  
●​ talk about how people can be anyone they want to be online, e.g. by using misleading 

emails, photographs of other people, telling lies about their age, hobbies, school.  
●​ encourage children, young people and adults at risk to think carefully about what 

photographs or videos they use online. They can be used and tampered with by other 
people, or they may not be appropriate.  

●​ advise children, young people and adults at risk to only text, chat or webcam to people 
they know in real life.  

●​ talk about how to identify SPAM messages or junk mail and how to delete them. This also 
applies to messages from people they do not know, or opening attachments.  

●​ discuss how people hide their identities online and the importance of never meeting new 
online “friends” in real life.  

●​ make sure children, young people and adults at risk understand they can always talk to 
us, or their parents and/or carers, about anything that makes them feel uncomfortable.  

●​ look on the internet together for information about how to deal with or report problems. 
e.g. The National Crime Agency's CEOP Education  

●​ talk about how/when information or images get on to the internet, they can never be 
erased.  

Other useful resources can be found at Ofcom.  

Safeguarding Practical Guidance  
 
Photography & Filming Guidance  

Both still and moving images are key to recording the successes and achievements of children, 
young people and adults at risk in their lives and activities. However, it is vital to remember that 
images (especially digital images) can be used, shared, stored and/or distributed 
inappropriately, and that their storage and use must comply with the UK GDPR. It is therefore 
important to be clear about:  

●​ explaining to parents and carers why caution is necessary  
●​ the purpose of images e.g. parent’s and carer’s own record, media and publicity etc  
●​ the content required when using a professional photographer  
●​ informing parents and seeking their consent for any publication or media use  
●​ publishing only necessary identifying details alongside individual’s photos in newspapers, 

websites etc  
●​ taking photographs openly and away from sensitive areas (changing rooms, toilets, etc)  
●​ the suitability of clothing e.g. swimsuits 



 

●​ any group photos being taken only during the activity or on the premises  
●​ all those taking photos signing a registration form, which also identifies the purpose and 

use of any images  
●​ ensuring secure storage of all images   
●​ identifying how long unused images will be retained  
●​ identifying how long copies of published images will be retained  

The above guidance applies to all still and moving images, however they are created (mobile 
phone, still camera, video camera etc). The type of equipment and the equipment’s owner 
should also be recorded on the registration form.  

Transport  

We ensure that we:  

●​ gain written permission from parents or carers to carry children, young people and adults 
at risk  

●​ keep a register of who is being transported and who is driving, when to where and return, 
with collection and return times being specified  

●​ provide all transporting and being transported with an emergency contact numbers  
●​ plan journeys regarding time, distance and stopping points  
●​ consider if another driver might be required or the possible need for extra supervision  
●​ have emergency procedures in place  

and we ensure that drivers:  

●​ are recruited under safeguarding recruitment procedures  
●​ are suitably qualified to drive the required vehicle  
●​ provide proof of insurance regarding business use and comprehensive insurance  
●​ can evidence the vehicle is roadworthy and suitable for transporting each individual  
●​ provide suitable and age-appropriate seat belts, booster seats and wheelchair anchor 

points  
●​ avoid transporting children, young people or adults at risk on their own  

Activities, Events and Visiting Speakers/Activity Leaders  

We will always ensure visitors and activities undertaken are risk assessed and we are 
committed to:  

●​ ensuring that those who run activities have the expertise, knowledge and skills to do so 
properly  

●​ completing a risk assessment which involves identifying risks and the means of reducing 
or eliminating those risks for all activities or events  

●​ risk assessing any changes being made to activities or events involving children, young 
people and adults at risk  

●​ having a written plan in place in case of emergency including contact numbers  
●​ implementing the required actions identified by the risk assessment process and 

reviewing the effectiveness of these on a regular basis 



 

 

The Late Pick Up of a Child, Young Person or Adult at Risk  

If attempts to contact the parent and nominated emergency contact fail, then the supervising 
adult should wait with the child, young person or adult at risk with other staff, volunteers or 
parents wherever possible.  

Staff and volunteers should avoid:  

●​ taking the child, young person or adult at risk home or to another location  
●​ waiting alone with the child, young person or adult at risk in a vehicle or at the venue  
●​ sending the child young person or adult at risk home with another person, without 

parental consent  
●​ leaving the child, young person or adult at risk alone.  

If all attempts to make contact fail, it may be advisable to contact the police for advice.  

Child, Young Person or Adult goes Missing  

If a child, young person or adult at risk goes missing from the group or organisation it should be 
reported to the police. Use 999 where there is a concern that they cannot be found or are 
vulnerable.  

A missing person may be assessed as ‘at risk’ if they fit one or more of the following categories.  

●​ is under 16  
●​ has expressed feelings of suicide  
●​ has dementia  
●​ has been acting totally out of character  
●​ has mental health issues  
●​ is under increased stress  
●​ has an illness or a physical disability  
●​ has a learning disability  
●​ is in need of regular medication/care  

The Lead or Deputy for Safeguarding should be informed as soon as possible, and all details 
and actions recorded, signed, timed and dated.  

First Aid  

Our First Aiders have completed specific training as set out by the Health and Safety Executive 
(HSE). They hold valid and up to date certificates of competence issued by an organisation 
whose training and qualifications are approved by the HSE. 

 



 

APPENDIX 1: Child Abuse - Definitions of 
abuse together with signs and symptoms  
Physical abuse - may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also be 
caused when a parent or carer fabricates the symptoms of, or deliberately induces illness in a 
child. This is known as Fabricated or Induced Illness.  

Bumps and bruises don't always mean a child is being physically abused. All children have 
accidents, trips and falls, and there isn't just one sign or symptom to look out for, but it's 
important to be aware of the signs. If a child regularly has injuries, there seems to be a pattern 
to the injuries or the explanation doesn't match the injuries, then this should be reported.  

Physical abuse symptoms include:  

●​ ● Bruises  
●​ ● broken or fractured bones  
●​ ● burns or scalds  
●​ ● bite marks.  

It can also include other injuries and health problems, such as:  

●​ scarring  
●​ the effects of poisoning, such as vomiting, drowsiness or seizures  
●​ breathing problems from drowning, suffocation or poisoning.  

Head injuries in babies and toddlers can be signs of abuse so it's important to be aware of 
these. Visible signs include:  

●​ swelling  
●​ bruising  
●​ fractures  
●​ being extremely sleepy or unconscious  
●​ breathing problems  
●​ seizures  
●​ vomiting  
●​ unusual behaviour, such as being irritable or not feeding properly.  

Emotional abuse - is the persistent emotional maltreatment of a child such as to cause severe 
and persistent adverse effects on the child’s emotional development. Emotional abuse may 
involve:  

●​ conveying to a child that they are worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another person  

●​ not giving the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate  



 

●​ age or developmentally inappropriate expectations being imposed on children. These 
may include interactions that are beyond the child’s developmental capability, as well as 
overprotection and limitation of exploration and learning, or preventing the child 
participating in normal social interaction 

●​ seeing or hearing the ill-treatment of another (including domestic abuse)  
●​ serious bullying (including cyberbullying), causing children frequently to feel frightened 

or in danger, or the exploitation or corruption of children  

Some level of emotional abuse is involved in all types of maltreatment of a child, though it may 
occur alone.  

There might not be any obvious physical signs of emotional abuse, and a child might not tell 
anyone what's happening until they reach a 'crisis point'. That's why it's important to look out for 
signs in how a child is acting. As children grow up, their emotions change. This means it can be 
difficult to tell if they're being emotionally abused. But children who are being emotionally 
abused might:  

●​ seem unconfident or lack self-assurance  
●​ struggle to control their emotions  
●​ have difficulty making or maintaining relationships  
●​ act in a way that's inappropriate for their age.  

The signs of emotional abuse can be different for children at different ages.  

Sexual abuse - involves forcing or enticing a child or young person to take part in sexual 
activities, not necessarily involving a high level of violence, whether or not the child is aware of 
what is happening.  

Sexual abuse may involve physical contact, including assault by penetration (for example, rape 
or oral sex) or non- penetrative acts such as masturbation, kissing, rubbing and touching 
outside of clothing. Sexual abuse may also include non-contact activities, such as involving 
children in looking at, or in the production of, sexual images, watching sexual activities, 
encouraging children to behave in sexually inappropriate ways, or grooming a child in 
preparation for abuse (including via the internet). Sexual abuse is not solely perpetrated by 
adult males. Women can also commit acts of sexual abuse, as can other children. Emotional 
signs of sexual abuse:  

●​ Avoiding being alone with, or frightened of a person they know  
●​ Language or sexual behaviour you wouldn’t expect them to know  
●​ Bed wetting or nightmares  
●​ Self harm  
●​ Changes in eating habits  

Physical signs of sexual abuse: 

●​ Bruises  
●​ Bleeding, discharge, pains, soreness in genital or anal area  
●​ Sexually transmitted infections  
●​ Pregnancy  



 

If a child is being or has been sexually abused online, they might:  

●​ spend a lot more or a lot less time than usual online, texting, gaming or using social media  
●​ seem distant, upset or angry after using the internet or texting  
●​ be secretive about who they're talking to and what they're doing online or on their mobile 

phone  
●​ have lots of new phone numbers, texts or email addresses on their mobile phone, laptop 

or tablet. 

Children and young people might also drop hints and clues about the abuse. 

Neglect - is the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect 
may involve a parent or carer failing to:  

●​ provide adequate food, clothing and shelter (including exclusion from home or 
abandonment)  

●​ protect a child from physical and emotional harm or danger  
●​ ensure adequate supervision (including the use of inadequate care-givers) or  
●​ ensure access to appropriate medical care or treatment  

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. Signs of 
neglect include:  

Poor appearance and hygiene:  

●​ being smelly or dirty  
●​ being hungry or not given money for food  
●​ having unwashed clothes  
●​ having the wrong clothing, such as no warm clothes in winter  
●​ having frequent and untreated nappy rash in infants.  

Health and development:  

●​ anaemia  
●​ body issues, such as poor muscle tone or prominent joints  
●​ medical or dental issues  
●​ missed medical appointments, such as for vaccinations  
●​ not given the correct medicines  
●​ poor language or social skills  
●​ regular illness or infections  
●​ repeated accidental injuries, often caused by lack of supervision  
●​ skin issues, such as sores, rashes, flea bites, scabies or ringworm  
●​ thin or swollen tummy  
●​ tiredness  
●​ untreated injuries  
●​ weight or growth issues.  



 

Housing and family issues:  

●​ living in an unsuitable home environment, such as having no heating  
●​ being left alone for a long time  
●​ taking on the role of carer for other family members  

Changes in behaviour:  

●​ becoming clingy  
●​ becoming aggressive  
●​ being withdrawn, depressed or anxious  
●​ changes in eating habits  
●​ displaying obsessive behaviour  
●​ finding it hard to concentrate or take part in activities  
●​ missing school  
●​ showing signs of self-harm 
●​ using drugs or alcohol.  

In addition, you should be aware that there are many other ways in which children can be 
placed at risk of harm. These may include:  

1.​ Domestic abuse between those age 16 and over – includes any incident or pattern of 
controlling, coercive, threatening behaviour, violence or abuse. Experiencing domestic 
abuse (directly or indirectly) constitutes harm to a child and young person.  

2.​ Mental illness of parent or carer  
3.​ Drug or alcohol misuse by parent or carer  
4.​ Children becoming ‘young carers’  
5.​ Information Communication Technology (ICT) - computers and mobile devices such as 

mobile phones and games consoles may be used as a means of abusing and grooming 
children and young people  

6.​ Specialist circumstances such as gang activity, abuse linked to spiritual and religious 
beliefs, Race and Hate crime, Child Sexual Exploitation (CSE), Human Trafficking, Modern 
Day Slavery, Honour Based Violence, Female Genital Mutilation (FGM), Forced Marriage 
and Fabricated or Induced Illness.  

Common signs for any abuse:  

Some common signs that there may be something concerning happening in a child’s life 
include:  

●​ unexplained changes in behaviour or personality  
●​ becoming withdrawn  
●​ seeming anxious  
●​ becoming uncharacteristically aggressive  
●​ lacks social skills and has few friends, if any  
●​ poor bond or relationship with a parent  
●​ knowledge of adult issues inappropriate for their age  
●​ running away or going missing  
●​ always choosing to wear clothes which cover their body.  



 

These signs don’t necessarily mean that a child is being abused, there could be other things 
happening in their life which are affecting their behaviour, but if you have any concerns, please 
contact the safeguarding lead for Bridges for Communities to discuss your concerns.



 

APPENDIX 2: Definitions of abuse for adults 
together with signs and symptoms  
Abuse and Neglect  

Abuse is a violation of an individual’s human and civil rights by another person or persons. It can 
occur in any relationship and may result in significant harm to, or exploitation of, the person 
subjected to it. Any or all of the following types of abuse may be perpetrated as the result of 
deliberate intent, negligence, omission or ignorance.  

There are different types and patterns of abuse and neglect and different circumstances in 
which they may take place.  

Physical abuse  

Includes assault, hitting, slapping, pushing, misuse of medication, restraint or inappropriate 
physical sanctions.  

Domestic abuse  

Domestic abuse can manifest itself in many ways including psychological, physical, sexual, 
financial, emotional or based on honour. The Domestic Abuse Act 2021 defines domestic abuse 
as occurring between two people (aged 16 and over) who are ‘personally connected to each 
other’ and the behaviour is deemed ‘abusive’. Behaviour is ‘abusive’ when any of the following is 
identified:  

●​ physical or sexual abuse;  
●​ violent or threatening behaviour;  
●​ controlling or coercive behaviour;  
●​ economic abuse;  
●​ psychological, emotional or other abuse, such as spiritual abuse.  

Sexual abuse  

Includes 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 individual has not consented 
or was pressured into consenting.  

Sexual abuse may also take the form of sexual exploitation which can involve coercion and an 
exchange for basic necessities or something that the perpetrator seeks to gain from the victim.  

Psychological abuse  

Psychological abuse may take the form of:  



 

●​ emotional abuse  
●​ threats of harm or abandonment  
●​ deprivation of contact  
●​ humiliation  
●​ blaming  
●​ controlling 
●​ intimidation  
●​ coercion  
●​ harassment and sexual harassment  
●​ verbal abuse  
●​ cyber bullying  
●​ isolation  
●​ unreasonable and unjustified withdrawal of services or supportive networks  

Financial or material abuse  

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

Some of the potential signs or indicators may be:  

• change in living conditions  

• lack of heating, clothing or food  

• unexpected or sudden inability to pay bills  

• unexpected or sudden changes in financial accounts, documents or unexpected change of 
behaviour, or loss of trust in professionals should the person be experiencing any of the above 
from people they know.  

Financial abuse is not only material, it can impact on a person’s mental health and wellbeing as 
it may be perceived as a loss of control over an important aspect of their lives. It may lead to 
social isolation and loneliness and may impact on the person’s relationships with others, 
particularly if the perpetrator may have been someone they trust. In some instances, it can also 
result in financial hardship where the victim faces difficulty meeting their everyday living or care 
costs.  

Modern slavery  

Encompasses slavery, human trafficking, and forced 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.  

Modern slavery may not immediately seem like it warrants an adult social care or adult 
safeguarding response as local responses may be led by community safety or justice teams.  



 

However, modern slavery should be considered an adult safeguarding concern and local 
authorities have statutory duties to provide support for suspected or known victims. This is set 
out in the Care Act 2014 and the Modern Slavery Act 2015. 

The Modern Slavery Act statutory guidance 2020 outlines the signs that someone may be a 
victim, the support available to victims and responsibilities of public bodies and professionals.  

Discriminatory abuse  

Includes forms of harassment, slurs or similar treatment; because of race, gender, and gender 
identity, age, disability, sexual orientation or religion.  

Organisational abuse  

Includes neglect and poor care practice within an institution or specific care setting such as a 
hospital or care home, for example, or in relation to care provided in one’s own home. This may 
range from one off incidents to on-going ill-treatment. It can be through neglect of poor 
professional practice as a result of the structure, policies, processes and practices within an 
organisation.  

Neglect and acts of omission  

Includes ignoring medical, emotional or physical care needs, failure to provide access to 
appropriate health, care and support or educational services, the withholding of the necessities 
of life, such as medication, adequate nutrition and heating.  

Self-neglect  

Self-neglect is used to describe a wide range of behaviours which relate to neglect to care for 
one’s own personal hygiene, health or surroundings. The person themselves may not recognise 
the impact of their behaviour or may not use the same terminology to describe their own 
situation. Ultimately, self-neglect becomes a cause for concern where there are serious risks 
identified to an individual’s health, wellbeing or lifestyle. Self-neglect may take the form of a 
neglect of nutrition or hydration, or behaviours such as hoarding.  

Signs and Indicators of Abuse and Neglect  

There are many signs and indicators that may suggest someone is being abused or neglected. 
There may be other explanations, but they should not be ignored. The signs and symptoms 
include but are not limited to:  

●​ Unexplained bruises or injuries – or lack of medical attention when an injury is present.  
●​ Person has belongings or money going missing.  
●​ A change in the behaviour or confidence of a person.  
●​ Self-harm.  
●​ A fear of a particular group of people or individuals.  



 

●​ A parent/carer always speaks for the person and doesn’t allow them to make their own 
choices  

●​ They may tell you / another person they are being abused – i.e. a disclosure 

 

 



 

APPENDIX 3: Mental Capacity and Decision 
Making  
We make many decisions every day, often without realising. UK Law assumes that all people 
over the age of 16 have the ability to make their own decisions, unless it has been proved that 
they can’t. It also gives us the right to make any decision that we need to make and gives us the 
right to make our own decisions even if others consider them to be unwise. We make so many 
decisions that it is easy to take this ability for granted. The Law says that to make a decision we 
need to:  

●​ Understand information  
●​ Remember it for long enough  
●​ Think about the information  
●​ Communicate our decision  

A person’s ability to do this may be affected by things such as learning disability, dementia, 
mental health needs, acquired brain injury and physical ill health.  

Most adults have the ability to make their own decisions given the right support however, some 
adults with care and support needs have the experience of other people making decisions 
about them and for them.  

Mental capacity refers to the ability to make a decision at the time that decision is needed. A 
person’s mental capacity can change. If it is safe/possible, then wait until they are able to be 
involved in decision making or to make the decision themselves.  

For example:  

●​ A person with epilepsy may not be able to make a decision following a seizure.  
●​ Someone who is anxious may not be able to make a decision at that point.  
●​ A person may not be able to respond as quickly if they have just taken some medication 

that causes fatigue.  

Mental Capacity is important for safeguarding for several reasons.  

Not being allowed to make decisions one is capable of making is abuse. For example, a disabled 
adult may want to take part in an activity but their parent who is their carer won’t allow them to 
and will not provide the support they would need. Conversely the adult may not seem to be 
benefiting from an activity other people are insisting they do.  

Mental Capacity must also be considered when we believe abuse or neglect might be taking 
place. It is important to make sure an ‘adult at risk’ has choices in the actions taken to 
safeguard them, including whether or not they want other people informed about what has 
happened, however, in some situations the adult may not have the mental capacity to 
understand the choice or to tell you their views.  

The principles of Mental Capacity legislation (Mental Capacity Act 2005) are:  



 

●​ We can only make decisions for other people if they cannot do that for themselves at the 
time the decision is needed. 

●​ If the decision can wait, wait – e.g. to get help to help the person make their decision or 
until they can make it themselves.  

●​ If we have to make a decision for someone else then we must make the decision in their 
best interests (for their benefit) and take into account what we know about their 
preferences and wishes.  

●​ If the action we are taking to keep people safe will restrict them then we must think of a 
way to do that which restricts their freedom and rights as little as possible.  

If a person who has a lot of difficulty making their own decisions is thought to be being abused 
or neglected, then they will be referred to the Local Authority, and this should result in health or 
social care professionals making an assessment of mental capacity and/or getting the person 
the support they need to make decisions. Anyone with an assessment under the Mental 
Capacity Act will need to have their case reviewed monthly.  

Decisions taken in order to safeguard an adult who cannot make the decision for themselves 
could include:  

●​ Sharing information about safeguarding concerns with people that can help protect 
them.  

●​ Stopping them from being in contact with the person causing harm.  

The Mental Capacity Act does allow restrictions and restraint to be used in a person’s support, 
but only if they are in the best interests of a person who lacks capacity to make the decision 
themselves. Such restrictions or restraint can take away a person's freedom and so deprive 
them of their liberty (decisions about what amounts to a deprivation of liberty are ultimately 
made by courts).  

Restrictions and restraint must be proportionate to the harm the caregiver is seeking to 
prevent, and can include:  

●​ the use of some medication, for example, to calm a person  
●​ close supervision in the home, or the use of isolation  
●​ requiring a person to be supervised when out  
●​ physically stopping a person from doing something which could cause them harm  
●​ removing items from a person which could cause them harm  
●​ holding a person so that they can be given care, support or treatment  
●​ bedrails, wheelchair straps, restraints in a vehicle, and splints  
●​ repeatedly saying to a person they will be restrained if they persist in a certain 

behaviour.  

Where a managing authority thinks it needs to deprive someone of their liberty they have to 
ask for this to be authorised by a supervisory body - usually the local authority. In exceptional 
circumstances a person may need to be deprived of their liberty before the supervisory body 
can respond to a request for a standard authorisation - in these situations the managing 
authority can use an urgent authorisation. The managing authority can deprive a person of their 



 

liberty for up to seven days using an urgent authorisation; this can be extended by a further 
seven days if the supervisory body agrees.  

Staff and volunteers for Bridges for Communities will not be in a position to place such 
restrictions or restraints and so do not need to be experts about what is and is not a 

deprivation of liberty, but should be aware of situations where a person might be deprived of 
their liberty and raise any concerns as safeguarding concerns using Bridges for Communities' 
safeguarding procedures. 

 

 



 

APPENDIX 4: Safeguarding Children Report 
Form  
To be completed as fully as possible if you have concerns regarding a child, and send it to the 
safeguarding lead at Bridges for Communities. 

Details of child (you have concerns about) 

Name of child  

Address  

Date of Birth/ Age  

Gender  

Parent’s details (if known)  

Including names, address, phone number 

 

Details of the person completing this form/ Your details  

Name 

Contact phone number(s)  

Email address 

 

Role  

Name of organisation  

Details of concern 

Please explain why you are concerned. Please give details about what you have 
seen/been told/other that makes you believe the child is at risk of harm or is being 
abused or neglected (include dates/times/evidence from records/photos etc.) 

 
 



 

 

Date/ Time  What happened 

  

  

  

  

  

Details of the person thought to be causing harm (if known) 

Name  

Address  

Date of Birth/Age  

Relationship/connection to child  

Do they have contact with other children at 
risk in another capacity? E.g. in their 
work/family/as a volunteer 

 

Was the child able to say what happened? If so, how did they describe it? 

 

Risk to others 

 
 



 

Are any other children or adults at risk? Yes/No/Not known – delete as appropriate 

Other agencies contacted  Who contacted/reference  
number/contact details/advice  
gained/action being taken 

Police  

Ambulance  

Other – please state who and why: 

Contact with safeguarding lead  

Who else has been informed of this issue? – and what was the reason for 
information sharing 

Consultation with Safeguarding Lead  Dates and times 

  

  

  

Completed Form copied to Safeguarding Lead; Date and time 

Signed: 

Date: 

 
 

 
 
 
 
 
 
 
 

 



 

APPENDIX 5: Safeguarding Adults Report 
Form  
To be completed as fully as possible if you have concerns regarding an adult. If it is safe to do 
so, it is important to inform the adult about your concerns and that you have a duty to pass the 
information onto the safeguarding lead. The Safeguarding Lead will then look at the information 
and start to plan a course of action. 

Section 1 – Details of adult (you have concerns about) 

Name of adult  

Address  

Date of Birth/ Age  

Contact number  

Emergency contact if known  

Consent to share information with 
emergency contact? 

 

Section 2 – Details of the person completing this form/ Your details 

Name  

Contact phone number(s)  

Email address  

Line manager or alternative  
contact 

 

Name of organisation / club  

Your Role in organisation 

 

 
 

Section 3 – Details of concern 

Please explain why you are concerned. Please give details about what you have 
seen/been told/other that makes you believe the adult is at risk of harm or is being 
abused or neglected (include dates/times/evidence from records/photos etc.) 

Date/ Time  What happened 

  

  



 

  

  

Section 4 – Details of the person thought to be causing harm (if known)  
Name  

Address 

Date of Birth/Age  

Relationship/connection to adult  

Role in organisation  

Do they have contact with other adults at risk 
in another capacity? E.g. in their 
work/family/as a volunteer 

 

 
 

Section 5 - Have you discussed your concerns with the adult? What are their 
views, What have they stated about what they want to happen and what 
outcomes they want? 

 
 

Section 5A – Reasons for not discussing with the adult 



 

Discussion would put the adult or others at 
risk. Please explain:  

Adult appears to lack mental capacity. 
Please explain:  

Adult unable to communicate their views. 
Please explain: 

 

Section 6 – Risk to others 

Are any other adults at risk Yes/No/Not known – delete as appropriate If 
yes please fill in another form answering questions 1-6 

Are any children at risk Yes/No/Not known Delete as appropriate  
If yes please fill in a safeguarding children referral form and attach to this. 

Section 7 – What action have you taken if any /agreed with the adult to reduce the 
risks? 

 

 
 

Section 8: Other agencies contacted  Who contacted/reference  
number/contact details/advice  
gained/action being taken 

Police  

Ambulance  



 

Other – please state who and why: 

Section 9: Contact with safeguarding lead 

Who else has been informed of this issue? – and what was the reason for 
information sharing 

Consultation with Safeguarding Lead  Dates and times 

Completed Form copied to Safeguarding Lead; Date and time 

Signed: 

Date: 

 
 

OFFICE USE ONLY 

Section 10 – Sharing the concerns (To be completed by Safeguarding Lead) 

Details of your contact with the adult at risk of harm. Have they consented to 
information being shared outside of Bridges for Communities? 

 
 

Details of contact with the Local Authority Safeguarding Team where the adult at risk of 
harm lives – advice can be still sought without giving personal details if you do not have 
consent for a referral. 

Details of any other agencies contacted: 

Details of the outcome of this concern: 

 
 

 
 



 

APPENDIX 6: Further sources of Information 
and Support  
Safe CIC - Bridges is a member - (https://www.safecic.co.uk 01379 871091 ) and you can 
contact them 9-5 Mon-Fri 

31:8 Safeguarding - 24 Hour helpline for safeguarding concerns 0303 003 1111 

NSPCC 24 hour Helpline: 0808 800 5000 (free from a landline)  

NSPCC Text helpline: 88858 (service is free and anonymous). There is a lot of helpful 
information on their website www.nspcc.org.uk   

Police: 101 (non-emergency calls)  

Barnardos – supporting victims of child abuse (barnardos.org.uk)  

Childline – phone line for help and support – 0800 1111  

Men’s Advice Line for male domestic abuse survivors - Tel: 0808 801 0327  

National LGBT+ Domestic Abuse Helpline - Tel: 0800 999 5428  

National 24Hour Freephone Domestic Abuse Helplines  

Tel: 0808 2000 247  

www.nationaldahelpline.org.uk/Contact-us   

Rape Crisis Federation of England and Wales  

Email: info@rapecrisis.co.uk   

www.rapecrisis.co.uk   

Respond  

Respond provides a range of services to victims and perpetrators of sexual abuse who have 
learning disabilities, and training and support to those working with them.  

Tel: 020 7383 0700 or 0808 808 0700 (Helpline)  

Email: services@respond.org.uk   

www.respond.org.uk   

Stop Hate Crime  

http://www.nspcc.org.uk
http://barnardos.org.uk
http://www.nationaldahelpline.org.uk/Contact-us
mailto:info@rapecrisis.co.uk
http://www.rapecrisis.co.uk
mailto:services@respond.org.uk
http://www.respond.org.uk


 

Works to challenge all forms of Hate Crime and discrimination, based on any aspect of an 
individual’s identity. Stop Hate UK provides independent, confidential and accessible reporting 
and support for victims, witnesses and third parties.  

24 hours service:  

Telephone: 0800 138 1625  

Web Chat: www.stophateuk.org/talk-to-us/  

E mail: talk@stophateuk.org   

Text: 07717 989 025  

Susy Lamplugh Trust  

The Trust is a leading authority on personal safety. Its role is to minimise the damage caused to 
individuals and to society by aggression in all its forms – physical, verbal and psychological.  

Tel: 020 83921839  

Fax: 020 8392 1830  

Email: info@suzylamplugh.org   

www.suzylamplugh.org  

Victim Support  

Provides practical advice and help, emotional support and reassurance to those who have 
suffered the effects of a crime.  

Tel: 0808 168 9111  

www.victimsupport.com   

Women’s Aid Federation of England and Wales  

Women’s Aid is a national domestic violence charity. It also runs a domestic violence online 
help service.  

www.womensaid.org.uk/information-support  

http://www.stophateuk.org/talk-to-us/
mailto:talk@stophateuk.org
mailto:info@suzylamplugh.org
http://www.suzylamplugh.org
http://www.victimsupport.com
http://www.womensaid.org.uk/information-support
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