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Abbreviations

The following abbreviations and acronyms are used in this document.

Acronym Expanded title

ASB Anti-Social Behaviour

Board IG Board

Board All Members of the IG Board

Trustees

CAF Common Assessment Framework

CEO Chief Executive Officer

Clients An individual receiving a service from IG

CPU Child Protection Unit

CQcC Care Quality Commission

DBS Disclosure & Barring Service

IAG Information Advice and Guidance

IG Inclusion Gloucestershire

LADO Local Area Designated Officer

GSCE Gloucestershire  Safeguarding  Children's
Executive

GSAB Gloucestershire Safeguarding Adults Board

NSPCC National Society for the Prevention of Cruelty to
Children (Registered Charity)

SLT IG Senior Leadership Team
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Introduction

The reason Inclusion Gloucestershire exists is to improve the quality of life for people with
disabilities in the county. Central to that aim is keeping people safe from harm. That is why
this policy is so important. Only by ensuring strict compliance with the contents of the policy
will our staff, volunteers, members and clients be able to work together to reduce the risk of
abuse. A policy will only be of benefit if it directly influences procedure and working practice.
To this end the policy will be underpinned by safe recruitment practices, effective and regular
training and supervision and a raft of awareness raising opportunities. Safeguarding is
everyone’s business; it's value cannot be understated.

There are six main elements to our policy:

a) Ensuring Inclusion Gloucestershire practices safer recruitment in checking the suitability of
staff and volunteers to work with adults with care and support needs.

b) Raising awareness of safeguarding issues and equipping everyone with the skills needed
to keep them safe

c) Developing and then implementing procedures for identifying and reporting cases, or
suspected cases, of abuse

d) Supporting adults with care and support needs who have been abused in accordance with
their agreed protection/support plan

e) Establishing a safe environment in which people can get support, advice, advocacy,
learning opportunities and develop their potential.

f) A commitment to participating in a multi-agency approach to all safeguarding
arrangements.

IG fully recognises its responsibilities for safeguarding young people and adults with care and
support needs who are accessing services.

a) The adult safeguarding duties under the Care Act 2014 apply to an adult, aged 18 or over,
who has needs for care and support (whether or not the local authority is meeting any of those
needs) and is experiencing, or at risk of, abuse or neglect; and as a result of those care and
support needs is unable to protect themselves from either the risk of, or the experience of
abuse or neglect.

b) The term ‘children’ refers to younger children who do not have the maturity and
understanding to make important decisions for themselves. The term ‘young people’ refers to
older or more experienced children who are more likely to be able to make these decisions for
themselves.

This policy is linked to the GSAB (Gloucestershire Safeguarding Adults Board), the GSCE
(Gloucestershire Safeguarding Children’s Executive) and the Gloucestershire Multi-Agency
Policy and Procedures for the Protections of Adults with Care and Support Needs.

IG fully recognises its responsibilities for safeguarding children, young people and adults with
care and support needs, G will ensure that:

a) It has a Safeguarding Lead and a Deputy Safeguarding Lead at least one of whom will be
a member of the Senior Leadership Team and one of whom will be a manager. Both will
undertake regular, appropriate training for this role.
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b) All staff and volunteers understand their responsibility for referring any concerns to the
Safeguarding Lead/Deputy Safeguarding Lead in circumstances where there is risk of
significant harm this must be immediately, or in other circumstances within one working day.

c) The Safeguarding Lead/Deputy Safeguarding Lead will ensure that concerns about abuse
are discussed with and reported to the relevant local authority in circumstances where there is
risk of significant harm this must be immediately, or in other circumstances within one working
day.

d) Clients, members, carers, parents and partner agencies have an understanding of the
responsibility placed on IG and its staff for safeguarding at risk groups by setting out its
obligations in appropriate publications, induction paperwork and website.

e) Effective links are developed with relevant agencies and |G co-operates as appropriate with
their enquiries regarding safeguarding matters including: attendance at strategy meetings,
initial case conferences, core group, CAF meetings and child-in-need review meetings,
safeguarding adults conferences including responses for information by the GSCE and GSAB
in Serious Case Reviews and Safeguarding Adult Reviews.

f) The duty of care towards its members, service users and staff, is promoted by raising
awareness of illegal, unsafe and unwise behaviour and assisting staff to monitor their own
standards and practice.

g) Where an allegation is made against a member of staff, student, sessional worker or
volunteer it is aware of and follows procedures set out by the GSCE and GSAB and Community
and Adult Care Directorate

h) Safer recruitment practices are always followed for both paid and unpaid staff. (Please refer
to Safer Recruitment Policy)

Procedures, Responsibilities and Awareness

IG’s procedures will be reviewed every year and updated in accordance with changes to
legislation.

When staff join I1G, they will be informed of the safeguarding arrangements in place. They will
be given access to this policy, given safeguarding training and told who the Safeguarding
Lead/Deputy Safeguarding Lead is and who acts in their absence as part of their induction.

The induction programme will include basic safeguarding information, how to manage a
disclosure, when and how to record a concern, to whom to report concerns and the
management of allegations against staff.

Staff induction must be completed within 4 weeks of their start date.

Policy, procedures, visual guides and forms are kept in the one place so that all staff can access
what they need when they need it.

The Senior Leadership Team (SLT) will be responsible for safeguarding and will liaise with the
Safeguarding Lead/Deputy Safeguarding Lead on matters relating to safeguarding. It will
ensure that safeguarding policies and procedures are in place, available to people who use the
service, members of IG, carers, parents and partner agencies and reviewed every year.
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2.7.1 The SLT will ensure that the safeguarding policies and procedures are fully implemented and
followed by all staff and that sufficient resources are allocated to enable the Safeguarding Lead
and other staff to discharge their responsibilities with regard to safeguarding.

2.6 The Safeguarding Lead will co-ordinate action on safeguarding and promoting the welfare of
children, young people and adults within IG, ensuring that all staff know who the Safeguarding
Lead is and who acts in their absence, they are aware of their responsibility to report and record
any concerns.

2.7The Safeguarding Lead will ensure that there is an appropriate method for staff to report
concerns internally, in line with local arrangements for both children and adult services

2.81G will ensure that all staff and volunteers receive comprehensive safeguarding training, that
they are fully aware of the types and indicators of abuse, and that they know what course of
action to take if abuse is suspected.

2.91G will also ensure that our members and clients are made aware of the types and indicators
of abuse, and the actions that they or the people who support them can take if they suffer or
suspect abuse or neglect by a member of IG staff, a volunteer or any other person.

3 Information Sharing and Confidentiality
3.1 IG recognises that all matters relating to Adult and Child Protection are confidential.

3.2 The SL/DSL will disclose any information about concerns to other members of staff on a
need-to-know basis only.

3.3 All staff must be aware that they have a professional responsibility to share information
with other agencies in order to safeguard adults, children and young people. The SL/DSL
should be made aware of all concerns about safeguarding and will decide how the organisation
will respond and with whom the information can be shared.

3.4 In the case of a serious concern for the immediate safety of the child or adult or where
medical intervention is required the member of staff should contact emergency services
straight away. A concern should still be reported to the SL/DSL who will coordinate adherence
to this policy including external reporting.

3.5 All staff must be aware that they cannot promise service users or their families/carers
confidentiality of any kind.

4 Record Keeping

4.1 Staff should follow the procedure in Section B. All concerns (whether reportable or not)
should have a

. Individual Safeguarding Case Log (completed by the “team” with the Safeguarding Lead
taking oversight and ownership)

4.2 Safeguarding cases that are reported to Adult Helpdesk should have a Safeguarding
Report Form (an email copy of the online form submitted to the Adult Helpdesk, or if a report
is made over the phone, details will be logged in the Safeguarding Case Log).
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4.3 While the safeguarding concern or case is open, all are kept in a temporary (secure,
permission only for SL/DSL and relevant team members) folder on the | drive. When the case
is closed/resolved, the folder is moved to I:\Managers\Safeguarding Folder. If there is another
incident or the issue re-emerges, then the folder can be moved back into the temporary
location.

4.3 Staff are required to make notes as soon as possible after the event, writing down exactly
what was said, using the person’s own words as far as possible. All notes should be timed,
dated and signed, with name printed alongside the signature. The case note should be used
by the “team” for all interactions, and any emails or other relevant documents should be saved
in this folder.

4.4 Recordings should be factual, He said “....” | saw x doing this, | heard y saying this and x
replied “ “ etc. He said that this happened on x day at x time. | asked “...... ” he said “....” etc.
Avoid speculating, making assumptions, guesses or inferences.

4.5 If the individual in question is a member of staff or an individual who has a client file, then
a note should be saved in their staff folder/client file, referring to the Safeguarding Case Log
for further details. Where concerns are about a sibling or child of a client, the concern should
still be filed within the client to whom they are related file.

Supporting and Training Staff and Volunteers

5.1 We recognise that staff who are working with someone who has suffered harm, or appears
to be likely to suffer harm, may find the situation stressful and upsetting. |G will support such
staff by providing an opportunity to talk through their anxieties with their line manager or the
SL/DSL and to seek further support, as appropriate.

5.2 The induction of all newly appointed staff will include an introduction to key IG policies, and
these will include Health & Safety and initial Safeguarding training. This should include being
made aware of the identity and specific responsibilities of those staff with designated
safeguarding responsibilities.

5.3 New staff members should be provided with information about safe practice and given a
full explanation of their role and responsibilities and the standard of conduct and behaviour
expected.

5.4 They should also be made aware of the organisation’s personnel procedures relating to
disciplinary issues and the relevant Whistleblowing policy

5.5 Senior managers should ensure that their staff and volunteers are adequately and
appropriately supervised and that they have ready access to advice, expertise and
management support in all matters relating to safeguarding

5.6 Appropriate safeguarding controls must be in place for all staff and should be reviewed on
a regular basis. Supervision of those undertaking supervised activities must take place “on a
regular basis” and means that supervision must not, for example, be concentrated during the
first few weeks of an activity and then tail off thereafter.

IG Safeguarding Policy and Procedure V8 7



INCLUSIOW

GLOUCESTERSHIRE
Training for Safeguarding.
Role IG Regular Learnpro - | GCC GCC
Internal | Meetings/ elearning on | Level 2 |Level 3
Refreshers introduction to
Safeguarding
and
Safeguarding
Level 1
Non  public | Annual | Team At induction* - -
facing staff/ meetings/one
Members/ to ones
volunteers
Project Annual | Team At induction* - -
workers meetings/one
to ones
Coordinators | Annual | Team At induction 3yrs -
meetings/one
to ones
Managers Annual | Team At induction 3yrs -
meetings/one
to ones
SL/DSL Annual | Team At induction 3yrs 3yrs
meetings/one
to ones

*If a member of staff or volunteer is unable to access elLearning as a result of their disability,
as a reasonable adjustment they will undertake just Internal Training and have regular
conversations, reminders and further face to face safeguarding training as required.

6. Managing Allegations Against Staff

6.1 IG understands that clients or those who support them may make an allegation against any
adult, especially those in positions of authority over Children, Young People and Adults with
care and support needs. If such an allegation is made, the member of staff receiving the
allegation will immediately inform their line manager. Where the line manager is the subject of
such a concern the staff member will be expected to report directly to the SL/DSL.

6.2 IG will follow the Local Authority’s Allegations Management Procedures for children and
young people and follow the Gloucestershire Safeguarding Adults Position of Trust Procedures
for adults with care and support needs.
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6.3 On all such occasions, the line manager will discuss the content of the allegation with the
SL/DSL immediately. If the allegation involves a child the SL/DSL will invoke the GSCE
safeguarding arrangements in regard to ‘Allegations Management’ and the ‘Designated Officer’
will be informed. If the allegation involves an adult then the SL/DSL will report the allegations
to the Community and Adult Care Directorate, CQC and/or the Police as appropriate. In both
cases this will be immediately or where concerns are reported out of hours the next working
day.

6.4 Concerns raised out of hours will need to be assessed in regard to immediate risk to
Children, Young People or Adults with care and support needs; where immediate risk is
considered to be a factor the SL/DSL will contact the police.

7. Whistleblowing

7.1 1G recognises that volunteers and clients, and those who support them cannot be expected
to raise concerns in an environment where staff fail to do so. All staff should be aware of their
duty to raise concerns, where they exist, about the attitude or actions of colleagues either
employed by IG or from an external agency. See IG’s Whistleblowing Policy.

8. Complaints or Concerns expressed by Members, Clients, Parents, Staff or
Volunteers

8.1 1G recognises that listening to people is an important and essential part of safeguarding
them against abuse and neglect. To this end, any expression of dissatisfaction or disquiet in
relation to an individual will be listened to and acted upon in order to safeguard their welfare.

8.2 IG also seeks to ensure that the adult, child, young person or supporter who makes a
complaint is informed not only about the action IG will take, but also the length of time that will
be required to resolve the complaint. IG will also endeavour to keep the adult, young person,
child or parent/carer regularly informed as to the progress of their complaint. See IG’s
Complaints Policy.

9 Prevention

9.1 |G recognises that it plays a significant part in the prevention of harm to adults, children
and young people by providing them with good lines of communication with trusted staff,
supportive friends and an ethos of protection.

9.2 1G will therefore:

a. Establish and maintain an environment where children, young people and adults feel
secure, are encouraged to talk and are always listened to.

b. Ensure everyone knows that there are staff in the organisation whom they can approach
if they are worried or in difficulty.

c. Include opportunities that equip children, young people and adults with the skills they
need to recognise and stay safe from abuse.

10 Physical Intervention

10.1 This policy acknowledges that staff must only ever use physical intervention as a last
resort and that at all times it must be the minimal force necessary to prevent injury to adults,
children, young people, staff and visitors.
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10.2 IG understands that physical intervention of a nature that causes injury or distress to an
adult, child or young person may be considered under safeguarding adults with care and
support needs, criminal justice or disciplinary procedures.

11 Abuse of Trust

11.1 1G recognises that adults working in the organisation are in a relationship of trust with
the children, young people and adults with care and support needs who receive our services
and acknowledge that it is a criminal offence to abuse that trust.

11.2 IG acknowledges that the principle of equality embedded in the legislation of the Sexual
Offenders Act 2003 applies, irrespective of sexual orientation; neither homosexual nor
heterosexual relationships are acceptable within a position of trust.

11.3 IG recognises that the legislation is intended to protect young people who are over the
age of consent, but less than 18 years of age and adults with care and support needs.
However, any relationship with any IG client is deemed to be inappropriate and an abuse of
trust, regardless of age or vulnerability. Refer to IG’s Professional Boundaries Policy and
Guidance for Safer Working Practices.

11.4 Relationships between an IG employee and any child up to age 18

11.4.1 1t is illegal for a person in a position of power to groom or have a sexual relationship
with a child under 18yrs of age. Any IG employee would be deemed to be in a position of power
because of their position and the work that they undertake.

11.4.2 IG staff are deemed to be in a position of authority. Any action which causes doubt to
be cast in regard to their suitability to undertake such a role will be a breach of this policy. Such
acts could be: (the list is not exhaustive):

a. Grooming any child under 18 even if they are not an IG employee

b. Having what is deemed to be an inappropriate relationship with a child regardless of
whether they are an IG service user or client or not

c. Be convicted, reprimanded or cautioned for an offence against a child or as a
perpetrator of domestic abuse or violence

d. Supplying any child under 18 with alcohol or drugs (illegal or controlled) regardless
of whether they are an IG client or not

e. Supplying prescription medication where the staff member is not trained or
authorised to do so

f. Supplying any child under 18 with tobacco products

g. Be deemed to have inappropriate relationships with any child under 18 through
social media sites or similar

h. Behave in a way towards a child under 18 that calls into question their suitability to
work in a position where they support adults with care and support needs or children,
regardless of whether they are an IG client or not.

11.4.3The SL/DSL must be informed by the line manager if this is suspected and the
Safeguarding Procedures which will run parallel to IG’s disciplinary procedures will be invoked.

11.5 Relationships between an established member of staff and a potential new client.
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11.5.1 1G would always ensure that a service is provided to a potential service user. Equally,
IG would aspire to protect the interests of the employee.

11.5.2 IG would have to consider the individual dynamics of any given case and act
accordingly. 1G have a policy that staff must disclose any relationship with other staff or
members/clients so that any conflict of interest can be appropriately assessed and managed.
In some circumstances, it will be deemed that with appropriate professional boundaries, the
staff member(s) and client/member can still work together. In other circumstances, IG may
refer/signpost on to another provider, if appropriate.

11.5.3IG may have to consider ways to mitigate and manage conflict of interest or contact with
staff providing the service and the service user/member.

11.5.4 Work on managing relationships at work would also need to be considered to avoid any
coercion or pressure on employees to discuss details of cases.

11.6 Relationships between an employee and at risk adult client

11.6.11G regards as wholly unacceptable any inappropriate personal relationship between an
employee and an adult client whom they meet as a result of their employment. If this type of
relationship exists/develops, the situation can be regarded as:

a. an abuse of the employee’s position of trust
b. a breach of the standards of propriety expected in the post
c. acompromise of professional standards/code of conduct.

11.6.2 This type of relationship will be treated as potential gross misconduct with the employee
being suspended on full pay pending an investigation. The line manager will invoke the
disciplinary procedure without delay.

11.6.3 IG recognises that occasionally staff, in particular peers with lived experience, may
develop friendships with members or clients. This needs to be carefully managed to ensure
that the friendship is appropriate, not breaching positions of trust, the managers are aware,
professional boundaries are in place in work settings and there are no conflicts of
interest/favouritism as a result.

11.6.4 Use of social networking sites. Employees are not permitted to ‘make friends’ with
clients or close relatives or friends of clients on social networking websites. Where this has
taken place inadvertently the staff member MUST remove the client, close relative or friend of
clients from their personal social media Friends List.

11.6.5 Where a member of staff either refuses to comply or where inappropriate social media
contact has been undertaken by IG staff this may result in disciplinary action that may lead to
gross misconduct.

11.6.6 IG also recognises that staff working at IG may have an existing relationship with a
service user prior to support being offered by IG. This will be dealt with on an individual basis
and as circumstances dictate to ensure both the service user and the staff member are
supported.

12 Racist Incidents and Discriminatory Abuse
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12.1 1G acknowledges that racist incidents or episodes of discriminatory abuse, or a single
serious incident, may lead to consideration under safeguarding procedures. See IG’s Anti-
Social Behaviour and Bullying Policies.

13 Communication with children, young people and adult service users (including
the use of technology)

13.1 Inorderto make best use of the many social benefits of new and emerging technologies,
IG’s members and clients need opportunities to use and explore the digital world. E-safety risks
are posed more by behaviours and values than the technology itself.

13.2 Staff should ensure that they establish safe and responsible online behaviours, working
to local and national guidelines and IG’s acceptable use policy which detail how new and
emerging technologies may be used.

13.3 Communication with children, young people and adults with care and support needs, or
any adult that is an |G service user both in the ‘real’ world and through web based and
telecommunication interactions should take place within explicit professional boundaries. This
includes the use of:

a. computers,
. tablets,
phones,

. e-mails,

b

c

d. texts,

e

f. instant messages,

g. social media such as Facebook and Twitter, chatrooms, forums, blogs, websites,
gaming sites,

h. digital cameras,
I. videos,
j.  webcams and other handheld devices.

k. (Given the ever-changing world of technology it should be noted that this list gives
examples only and is not exhaustive.)

13.4 Staff should not request or respond to any personal information from IG members or
clients other than which may be necessary in their professional role. They should ensure that
their communications are open and transparent and avoid any communication which could be
interpreted as ‘grooming behaviour’

13.5 Staff should not give their personal contact details to IG members or clients for example,
e-mail address, home or mobile telephone numbers, details of web-based identities. If 1G
members or clients locate these by any other means and attempt to contact or correspond with
the staff member, the staff member should not respond and must report the matter to their
manager. The IG member or client should be firmly and politely informed that this is not
acceptable.

13.6 In any communication with IG members or clients all staff have a responsibility to
maintain public confidence in their ability to safeguard the welfare and best interests of children,
young people and adults with care and support needs. They should adopt high standards of
personal conduct in order to maintain confidence and respect of the general public and those
with whom they work.
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13.7 This means that staff should:

a. notseek to communicate/make contact or respond to contact with IG members or clients
outside of the purposes of their work

b. not give out their personal details
c. follow IG’s Acceptable Use policy

d. ensure that their use of technologies could not bring IG or associated partners into
disrepute

14 Procedure for Responding to a Safeguarding Concern

IG works with people across different settings and environments. Safeguarding concerns can arise in
different ways. This may be where a Quality Check is taking place, and staff feel that there is a
safeguarding concern regarding someone being supported. Or it may take place in the course of
conversations with individuals attending the HUBS or meeting with us as part of another project. 1G
IS in the unique position to observe behaviour over time and often develop close and trusting
relationships with adults, children and young people.
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Is the person in immediate danger? Yes or No?
>4
¢ Do they need emergency medical treatment?
* Do you think a crime has been commited?
¢ Could anyone else be harmed?

¢ Decide whether to report to Adult Helpdesk
¢ |dentify what more information needed

¢ Decide with you and line manager who does what
* Setu note and file on | drive

at was said and by whom, when
¢ what was done, by whom, when

e what decisions were made and when.

. Wh“ ““n‘ “ “k‘

e GCC Adult Help Desk 01452 426868

e Qut of Hrs Emergency Duty Team 01452 614194

e GCC Children and families Services Helpdesk 01452 426565
® GCC Disability Quality Team 01452 328463

* Inclusion Gloucestershire Officg #fthPatdf9Policy and Procedure V8
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Managing the disclosure

Listen carefully to what is said

Avoid expressing your own Views.

Tell the person they have done the right thing by telling someone
To find out what has happened, ask only open questions.

How did this happen?

Who was there?

What was happening at the time?

Is there anything else you want to tell me?”

Do not ask leading questions which may be considered to suggest what might have
happened, or who has perpetrated the abuse e.g., “did your dad hit you?”

Do not force someone to repeat what he/she said in front of another person.
Do not promise to keep the disclosure secret. At no time should you promise confidentiality.
Explain what you will do next.

Notify and Get Help

If it is clear that someone is in immediate danger, or needs medical assistance, or there is
danger that someone else is at risk of harm, or a crime has been committed, then call 999
and ask for the police or ambulance immediately.

Then follow the next steps.

If it is not an emergency follow the next steps.

Stay with the person.

Contact your line manager and or the Safeguarding Lead/Deputy immediately.
Respect and maintain the person’s privacy and confidentiality.

Where the abuse is in relation to a child, assess risk of further abuse or jeopardising the
investigation if the parent/carer is made aware. Assuming that the child is not placed in further
risk of abuse and there is no risk to the investigation, ensure the parent/carer is aware of your
concerns and make sure that they are aware that you have an obligation to report your
concerns to the local authority

Recording

The Safeguarding Lead will set up a dedicated secure folder on the I drive that the SL and
DSL have access to, to record all communications and actions relating to this safeguarding
concern. As soon as this is in place, all individuals involved in the safeguarding concern must
send updates to the SL/DSL to record everything to do with the case in the Individual Case
Log.

IG Safeguarding Policy and Procedure V8 15



14.4

14.5

INCLUSIOW

GLOUCESTERSHIRE
Action

The staff member, their line manager and the safeguarding lead should act as a team, with
guidance and direction being given by the Safeguarding Lead.

Depending on the situation, the staff member or the line manager or the Safeguarding Lead
will find out more information, speak to key people.

No one should be working in isolation when a Safeguarding concern arises, and it is key that
staff members are supported throughout, as are line managers.

The Safeguarding Lead will decide on whether or not to make a referral to the Safeguarding
Team at Gloucestershire County Council via the Adult Helpdesk.

The principle of keeping the individual at the centre of the process is vital. For this reason, it is
important that the person is consulted before raising a Safeguarding Referral.

You do not need to have the client’'s consent to make an initial call to Adult Social Care for
advice but capacity to consent and consent itself will be explored if it is felt that a referral needs
to be made.

The person may ask you not to tell anyone else about the abuse. Always be honest and never
make promises you can't keep. Explain that you may need to share what you are told, but only
to people who need to kno