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SAFEGUARDING POLICY & PROCEDURES
POLICY STATEMENT
Safeguarding Policy and Procedures
Policy overview

This policy is organised into the following sections:

1. Context
2. Policy statement

3. Scope and overall responsibilities

4. Individual responsibilities

5. Recruitment

6. Procedures: what to do

7. Choice, consent, capacity

8. Records and confidentiality

9. Charity Commission Serious Incident reporting

10. How to alert the authorities at Westminster Council

Appendices
· Safeguarding Adults at a glance procedure

· Children and young adults – safeguarding policy and procedures

What do I do? Incident reporting form
1.  Context

Safeguarding older people is Age UK Westminster ’s (AUKW’s) key priority, and a responsibility that is shared by all associated with this charity – Board of Trustees, Chief Executive Officer, staff team and volunteers. 
This policy sets out the details of our safeguarding policy and the principles and resources of the safeguarding framework to which AGE UK WESTMINSTER is committed.  It aims to reflect both the legal framework provided by the Care Act (2014) and best practice for adult social care within the voluntary sector. 

AGE UK WESTMINSTER recognises that every older person has the right to live free from abuse, and that we have a duty of care to every older person we interact with to protect them from any form of abuse. This policy accordingly includes guidance on how we must respond to allegations or suspicions of abuse.
The Care Act 2014 (s.14) uses ‘safeguarding’ as a term to describe how we:

· Protect the rights of adults to live in safety, free from abuse and neglect

· Work together as individuals and organisations to prevent and to stop both the risks and experience of abuse or neglect

· Ensure an adult’s wellbeing is promoted – including where appropriate taking full account of their views, wishes, feelings and beliefs in determining a course of action

· Recognise that adults may have complex interpersonal relationships and may be ambivalent, unclear or unrealistic about their personal circumstances and therefore the risks to their safety or well-being

An adult at risk is someone who has needs for care and support, and/or is experiencing or is at risk of harm, abuse or neglect and who is unable to protect themself.
Additionally we recognise that older people may have specific age-related circumstances or conditions which make them especially vulnerable to abuse and neglect, and that this requires a high level of vigilance.

Abuse includes (but is not limited to):

· Physical or psychological abuse

· Domestic abuse

· Sexual abuse and exploitation

· Financial or material abuse

· Modern slavery

· Discriminatory abuse

· Organisational abuse

· Not allowing contact with friends and family
· Poor care practices
· Neglect and acts of omission

· Self-neglect

Abuse can be a single act or may continue over a long period. It can be unintentional or deliberate, but will result in harm to the victim, either physically, emotionally or in its effect on the person’s wellbeing or development.
The policy is designed to:

· Provide mechanisms to help safeguard people in later life from abuse and/or exploitation
· Provide a framework for effective working
· Reduce and prevent incidences of abuse
· Allow us to respond quickly and sensitively to suspicions or disclosed incidents of abuse
· Ensure that abuse of a client does not occur as a result, either directly or indirectly, of any of the services offered by AGE UK WESTMINSTER 
· Increase overall awareness of the potential for abuse of older people
· Provide a process for staff and volunteers in respect of suspected, disclosed or observed abuse
· Empower older people at risk and enable them to speak out for themselves.

We recognise that whilst the primary concern of this charity is the welfare of older people, there may be circumstances in which we may become aware of safeguarding concerns relating to children and young people, which for these purposes are defined as anyone who has not yet reached their 18th birthday.  There is significant difference in the laws and policies that shape how we safeguard children as opposed to adults, but nonetheless we recognise that our responsibilities include safeguarding of children and young people.

In line with the legal framework provided by Working Together to Safeguard Children (2015), we will work to:

· Protect children from maltreatment

· Prevent any impairment of children’s health or development

· Ensure that children grow up in circumstances that are consistent with the provision of safe and effective care

· Take action to enable all children to have the best outcomes
For clarity, the safeguarding policy and procedures we work to in respect of children and young adults are set out in an Appendix to this policy.  The Appendix incudes a ‘What should I do’ form to aid in recording the suspected incident of the abuse and in taking the appropriate action.

2.  Policy statement and commitment

Safeguarding older people is a responsibility we all share.  We will act to protect older people who may be in vulnerable circumstances. These people may be at risk of abuse or neglect due to the action (or inaction) of another person.  We will work together and with all relevant agencies to identify older people who are at risk and to put measures in place to help prevent abuse or neglect.
Abuse is a violation of an individual’s human and civil rights by any other person/s, and abuse and neglect can take many forms.  We will aim not to be constrained in our view of what constitutes neglect or abuse and will always consider the circumstances of the individual case.

In providing services to older people in Westminster , we will work to provide an environment where adults at risk (regardless of age, disability, gender, racial heritage, religious or other belief or sexual orientation or identity) are kept safe from harm abuse and neglect whilst they are involved with AGE UK WESTMINSTER .  We will take every reasonable precaution to minimise such risks and will ensure their welfare is the paramount concern.

We will support person-centred care and promote choice and control (where appropriate) for the older person.  We will work in partnership with the older person, their relatives, carers and other agencies to promote their welfare.

We will regularly review and update this policy to ensure it is consistent with legislation and best practice.

3.  Scope and overall responsibilities
This policy applies to all associated with AGE UK WESTMINSTER: Trustees, permanent and temporary staff, those employed under contract for services, agency workers, volunteers and students or others on work experience.
The Designated Safeguarding Officer is: Mehfuz Ahmed, CEO

The Safeguarding Adults Leads for AGE UK WESTMINSTER are:

· Julia Parr, Wellbeing Service Manager & Susan Mustafa, I&A Services Manager
· Head of Services, Liz Tack
Safeguarding will be a standing item in Age UK Westminster’s monthly SMT meetings which are chaired by the CEO. 

Safeguarding will be standing items within the CEO’s report to AGE UK WESTMINSTER Trustee Board bi-monthly/quarterly meetings, unless circumstances require an immediate specific report to be made out with Board meetings.
The Board and Safeguarding Adults Lead will together work to promote safeguarding within AGE UK WESTMINSTER, exercising this duty both in law and as a responsible organisation to ensure that AGE UK WESTMINSTER is compliant with its safeguarding responsibilities and due governance is in place.

AGE UK WESTMINSTER is committed to openness and honesty.  We operate a zero tolerance approach to abuse, requiring that all actual and alleged abuse must be reported without delay.  All allegations of abuse, whether within the organisation, or within its operations, or in connection with an individual to whom AGE UK WESTMINSTER is providing services, will be taken seriously and responded to swiftly and appropriately.

All AGE UK WESTMINSTER trustees, staff and volunteers, especially those in a position of trust with adults or children at risk must maintain appropriate professional boundaries and avoid behaviour that might be misinterpreted by others.  It is their responsibility to record and report to a manager any incident with this potential.  They should be aware that private social contact with a vulnerable person is not appropriate.  The only exception to this will be within the strict confines of AGE UK WESTMINSTER ’s Befriending service.  

AGE UK WESTMINSTER will be accountable and transparent in delivering safeguarding, and we will work collaboratively with partner agencies at each stage of Safeguarding.  We will always endeavour to provide feedback where appropriate of action taken and any measures that we have taken to reduce the likelihood of a safeguarding incident happening again.

Most reporting will be done under this policy and supporting procedures, but it is recognised that an AGE UK WESTMINSTER member of staff or a volunteer may also wish to report under AGE UK WESTMINSTER’s separate Whistleblowing policy.

As part of the country’s counter terrorism strategy (CONTEST) and especially under the PREVENT strategy (HM Government 2011), AGE UK WESTMINSTER will work with partner organisations to contribute to the prevention of terrorism by safeguarding and protecting vulnerable individuals.

4.  Individual responsibilities

All staff and volunteers in relevant roles will:

· Familiarise themselves with this policy 

· Respond to safeguarding concerns that are reported to them

· Receive safeguarding training as part of their induction, which will be updated or refreshed as appropriate

· Ensure that all information in respect of safeguarding vulnerable adults is stored securely.

· Inform their line manager if they receive and convictions, cautions, or are bound over 
The Safeguarding Adults Lead has day to day responsibility for ensuring the effective implementation of AGE UK WESTMINSTER’s Safeguarding policy and will:

· Monitor and evaluate safeguarding practice and systems at AGE UK WESTMINSTER, maintain an up to date knowledge of national policy and best practice and make recommendations for areas of development

· Attend safeguarding training/refreshers as appropriate and as agreed with the Board

· Ensure appropriate training/refreshers are provided to staff and volunteers

· Provide practical and emotional support to colleagues and discuss any queries, prior, during and after a safeguarding concern is raised

· Receive concerns or reports of safeguarding concerns 
· Be responsible for the risk assessment of any suspected or actual incident of abuse and make the decision about whether a referral to the police or other authority is appropriate

· Cover safeguarding in his/her monthly Board reports, as well as reporting any urgent issues separately to the Board as they occur

· Maintain a safeguarding report file and appropriate documentation, including reports to statutory authorities 

· Advise and support members of staff and/or volunteers in receiving and managing reports of alleged abuse and maintain compliance with AGE UK WESTMINSTER safeguarding policies and procedures.
Organisational responsibility for Safeguarding rests with the AGE UK WESTMINSTER Board.
5.  Recruitment

All offers of employment made at AGE UK WESTMINSTER are subject to satisfactory Disclosure and Baring Service (DBS) checks. 
DBS checks will be carried out when recruiting volunteers.
Exception: Retail staff and volunteers will only be required to have a DBS where they are working with volunteers under the age of 16. (changes to legislation August 2024)
AGE UK WESTMINSTER  recognises that it is required to consider making a referral to the Independent Safeguarding Authority (ISA) if it is aware of harm or risk of harm to children or vulnerable adults, or if relevant conduct has occurred or if an individual has received a caution or conviction for a relevant offence.  In such cases ISA Referral Guidance will be consulted 

6.  Process:  what to do

If you suspect abuse or neglect, you have a duty to report it.

If the suspected abuse involves a possibly criminal act – for example, sexual, physical or financial abuse, you also have a duty and obligation to report to the police.  If you feel a person is in danger of abuse, you should contact the police immediately.
The Safeguarding Adults Lead must also be informed immediately.

You might suspect abuse if you see someone – a member of staff, volunteer, or an older person accessing one of AGE UK WESTMINSTER ’s services – behaving in an inappropriate way.  Alternatively, a member of staff, a family member, a friend or member of the public might tell you that they are concerned about abuse to an older person.  An individual might also tell you that they are concerned about abuse or their own safety.

If you suspect abuse or neglect, you should:

· Ensure the individual is safe

· Listen carefully and take what is being said seriously.  Do not make assumptions or accusations. 

· Remember that it is not the responsibility of AGE UK WESTMINSTER to investigate – merely to record in detail so that a decision may be taken about a referral to authorities who may investigate
· Do not ask leading questions – ask open questions, such as ‘can you tell me what happened?’

· Clearly and promptly record the information you receive, sign and date everything you write

· Never guarantee confidentiality, but do assure the person that you will only share information with other people if they need to know about it

· Notify your line manager/the Safeguarding Adults Lead as soon as practicable, both verbally and in a written document.  Never attempt to handle a safeguarding matter in isolation.

Where the suspected abuse is alleged to have been by carried out by a staff member or volunteer, the whistle-blowing policy or internal disciplinary procedure will be followed.

If a line manager or the Safeguarding Adult Lead is implicated a trustee must be approached. 

7.  Choice, consent and capacity

AGE UK WESTMINSTER aims to empower older people to be in control of their own lives, and to make informed choices and their own decisions wherever possible. We seek to protect people in later life from abuse and at the same time to promote their dignity and right to live safely as they choose.  We recognise that the balance between autonomy and protection is a delicate one for many older people.  We recognise that circumstances may exist where the mental capacity of an older person is limited or affected by memory-related conditions like dementia.

Where harm or abuse is suspected, and the older person in question is unable to account for the circumstances:

· The next of kin should be informed, or

· (if the next of kin is implicated) consideration should be given to a referral to social services.  

It is not the role of AGE UK WESTMINSTER to investigate incidents in detail or to question relatives or carers.

The wishes of older people should in principle be respected, except where the law places a responsibility on agencies to intervene, such as if:

· A crime is suspected

· Allegations are made that involve an AGE UK WESTMINSTER member of staff or volunteer
· There is actual or a risk of significant harm to the older person, or other people are at risk
In terms of capacity, AGE UK WESTMINSTER staff and volunteers must remain aware of the five key principles of the Mental Capacity Act 2005:

1. A person must be assumed to have capacity unless it is established that s/he lacks capacity

2. A person is not to be treated as unable to make a decision unless all practicable steps to help him or her do so have been taken without success

3. A person is not to be treated as unable to make a decision merely because s/he makes an unwise decision

4. An act done, or decision made, under the Act for or on behalf of a person who lacks capacity must be done, or made, in his best interests

Before the act is done, or the decision is made, regard must be had to whether the purpose for which it is needed can be effectively achieved in a way that is less restrictive for the person’s rights and freedom of action.
8.  Records and confidentiality

As noted above, when speaking with an older person about possible abuse, no guarantees of confidentiality should be given, but it is appropriate to explain that information will only be shared with people who need to know about it.

This must be backed up with the highest standards of professionalism and discretion on the part of staff/volunteers to whom any disclosure is made.  Information must only be shared on a need to know basis in accordance with this policy and never discussed with others.

The Safeguarding Adult lead is responsible for maintaining confidential files and storing them securely.  Reports to the Board on safeguarding matters should be anonymised where appropriate.

All personal data, including personal data process in connection with safeguarding, will be kept confidential and respected in accordance with AGE UK WESTMINSTER’s Data Protection Policy.  
Record Keeping 

Whenever a complaint or allegation of abuse is made the keeping of clear, accurate records is essential. Similarly, if there are suspicions that a person is at risk of abuse or may be being abused, careful records must be kept.

Records should be as follows:

· records of what the client actually said, using their own words and phrases 

· no leading questions and a record kept of any questions which are actually asked

· description of the circumstances that brought about the disclosure

· noting the setting and any others present at time of disclosure

· inclusion of observations of their behaviour and physical condition

· recording of facts not opinions

· dates and times, including signature and who record sent to

· written in black ink

9.  Charity Commission Serious Incident reporting
In the event of a safeguarding incident, the Board will give immediate consideration to whether or not the matter warrants a Serious Incident report to the Charity Commission (CC).

Detailed guidance is available at https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity, and an examples table of what should be reported is available at:

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/752170/RSI_guidance_what_to_do_if_something_goes_wrong_Examples_table_deciding_what_to_report.pdf
 How to alert the authorities at Westminster City Counci
The referral is to be completed by a staff member or a third party who witnessed or was informed about the alleged or suspected abuse or neglect. 

LOCAL AUTHORITY CONTACT DETAILS

Safeguarding Adults help line and ask for the Adults Access Team: 020 7641 2176

Emergency Duty Team: 020 7641 6000 (out of hours)

Secure Email: Please discuss with Adults Access Team 

Email: adultsocialcare@westminster.gov.uk
The referrer must send in the referral form to social services line immediately or within 24 hours of the safeguarding concern coming to notice. If in doubt please call to discuss
Attached is the referral form to the safeguarding adults team.
Appendix One
Safeguarding Procedure at a glance
Age UK Westminster will not tolerate the abuse of adults in any of its forms and is committed to safeguarding adults with care and support needs from harm. The aim of this document is to provide clear and simple instructions for all staff and volunteers who have safeguarding and/or welfare concerns about any client that they are working with. This may include allegations against Age UK Westminster staff.  

Fuller guidance around Safeguarding at Age UK Westminster is provided in the Safeguarding Policy.  All staff are expected to attend Safeguarding training annually. 

Safeguarding Adults Leads

Susan Mustafa, Information & Advice Manager

E: susan.mustafa@ageukwestminster.org.uk, M: 07969 302564
Sophie Cullen, Wellbeing & Connections Manager

E: sophie.cullen@ageukwestminster.org.uk, M: 07462 344580
If you have any safeguarding/welfare concerns about any client that you are supporting you should report those concerns to the Safeguarding Lead(s).

You can do this via telephone or email and should be done at the earliest opportunity

If you have any concerns that include or involve either of the Safeguarding Leads you can either contact the alternative lead or:

Mehfuz Ahmed, CEO

E: mehfuz.ahmed@ageukwestminster.org.uk, M: 07960 032500

If the suspected abuse involves a possibly criminal act – you also have a duty and obligation to report to the police.  If you feel a person is at immediate risk of harm, you should contact the police immediately. If the issues includes physical harm you may also be required to call the ambulance service. 

Recording and Reporting

1. As soon as possible try and make notes of the situation/conversation that raised your concerns. 

· What words did the client use?

· When did the incident/conversation take place?

· Who was involved?

Remember - 

If you suspect abuse or neglect, you should:

· Ensure the individual is safe

· Listen carefully and take what is being said seriously.  Do not make assumptions or accusations. 

· Remember that it is not the responsibility of AGE UK WESTMINSTER to investigate – merely to record in detail so that a decision may be taken about a referral to authorities who may investigate

· Do not ask leading questions – ask open questions, such as ‘can you tell me what happened?’

· Clearly and promptly record the information you receive, sign and date everything you write

· Never guarantee confidentiality, but do assure the person that you will only share information with other people if they need to know about it.

2. Share the information with the Safeguarding Leads at the earliest opportunity both verbally and in written form.  The Safeguarding Adult Leads will then advise on next steps or may then follow up the concerns which may include a referral to Adult Safeguarding. Never handle a safeguarding concern in isolation. 

Contacting Adult Safeguarding at Westminster:

Tel (9am to 5pm): 020 7641 2176 / 020 7641 144 / 020 7641 1175

Tel (out-of-hours): 020 7641 6000

Email: adultsocialcare@westminster.gov.uk
3. Record a contact on Charity Log making a referral to the Safeguarding project and set a follow up action for either of the Safeguarding Leads.  The Safeguarding Leads will then have responsibility for ensuring that the follow up actions are recorded on Charity Log. 

4. Add a note with the date to the Risk Assessment tab on Charity Log to indicate there have been Safeguarding or Welfare concerns eg

           5.5.2022 - Safeguarding concern raised and shared with Leads

Adult Safeguarding Leads follow up actions

1. Ensure that appropriate follow up actions are taken - this may include escalating the issue to Adult Safeguarding at Westminster.

2. Ensure that the safeguarding/welfare concern and follow up actions are recorded on Charity Log

3. Ensure that the issue is reported at SMT and the Board of Trustees. The Board of Trustees will give immediate consideration to whether or not the matter warrants a Serious Incident report to the Charity Commission (CC).

Detailed guidance is available at: https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
Appendix Two
Safeguarding Children and young people

1.  Context

Whilst the primary concern of AGE UK WESTMINSTER is the welfare of older people, there may be circumstances in which we may become aware of safeguarding concerns relating to children and young people, which for these purposes are defined as anyone who has not yet reached their 18th birthday.  

AGE UK WESTMINSTER is committed to safeguarding and promoting the welfare and safety of all the children and young people it may encounter and expects all trustees, staff and volunteers to share this commitment. 

This Appendix aims to provide practical advice on how to keep any children we come into contact with safe from harm, abuse and neglect.
2.  Policy Statement 

It is AGE UK WESTMINSTER ’s policy to: 

· ensure that staff and volunteers are aware of their responsibilities for safeguarding and promoting the welfare of children 
· maintain an environment where staff and volunteers feel able to raise concerns and feel supported in their safeguarding role

· remind staff and volunteers that they should never put themselves at risk and should avoid interaction with a child in any circumstances which might be misinterpreted

· appoint a Designated Safeguarding Officer (which will usually be the CEO) for child safeguarding

· maintain a culture of respect for children and young people

· ensure that information relating to any suspicion, allegation or disclosure is clearly and promptly recorded and passed on to the appropriate agencies as soon as possible 
· review and update this policy at Board level annually
3.  Responsibilities of the Designated Safeguarding Officer (DSO)

The role of the DSO is to:

· advise the Board on updating and reviewing this Policy in light of changes to guidance, practice or legislation by Government or other lead agencies

· deal with any concerns about the protection of children

· advise on the appropriate agency to contact when a concern arises and liaise with that agency

· ensure that matters are properly recorded and kept securely and in confidence

· ensure that all staff and volunteers fulfil their responsibilities

In the normal course of events the DSO will be the CEO.  It is presently the Chief Officer Mehfuz Ahmed, who is contactable on 079600 32500.

4.  Recognising abuse and safeguarding concerns

Abuse is maltreatment of a child.  Somebody may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm.  Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others (e.g. via the internet).  They may be abused by an adult or adults, or another child or children.

Although AGE UK WESTMINSTER  staff and volunteers are unlikely to be in such regular contact with a child over a prolonged period of time so as to be able to observe and assess patterns of behaviour that might give rise to concern notice should be taken of HM Government’s ‘Prevent’ Strategy (published June 2011).  This aims :  to challenge ideology that might facilitate radicalism and recruitment to terrorist organisations.   

Similarly, there are likely to be few opportunities to identify cases of or children at risk from Female Genital Mutilation (FGM) but staff and volunteers should still be vigilant.  

Safeguarding concerns are most likely to arise from:

· the conduct of an adult towards a child or young person

· the immediate environment in which a child is observed

· a child ‘disclosing’ abuse to you

· bruising or evidence of physical hurt; which may or may not be accompanied by 

· unusual behaviour by a child. 
The most common forms of abuse are listed below.  This list is not exhaustive.

	Physical abuse
	A form of abuse which 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.

	Emotional Abuse 


	The persistent emotional maltreatment of a child such as to cause

severe and persistent adverse effects on the child’s emotional

development. It 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. It may include not giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond a child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyber bullying), 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.

	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. The activities 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. They 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.

	Neglect 


	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.


Possible signs of abuse.  This list is not exhaustive.

	Physical abuse 


	Look for clusters of these signs:

· Unexplained burns, broken bones, bite marks, cuts, bruises, or welts in the shape of an object 

· Resistance to going home 

· Fear of adults 

Consider the possibility of physical abuse when the parent or other adult caregiver: 

· Offers conflicting, unconvincing, or no explanation for the child’s injury 

· Describes the child as ‘evil’ or in some other very negative way 

· Uses harsh physical discipline with the child 

· Has a history of abuse as a child 



	Emotional abuse 


	· Apathy, depression 

· Hostility 

· Difficulty concentrating 

· Overly compliant or demanding behaviour, extreme passivity, or aggression 

· Extremes in behaviour, such as being either inappropriately adult (parenting other children, for  example) or inappropriately infantile (frequently rocking or head-banging, for example) 

· Delayed in physical or emotional development 

· Has attempted suicide 

· Reports a lack of attachment to the parent 

Consider the possibility of emotional abuse when the parent of other adult caregiver: 

· Constantly blames, belittles or berates the child 

· Is unconcerned about the child and refuses to consider offers of help for the child’s problems 

· Overtly rejects the child 



	Sexual abuse 


	· Inappropriate interest in or knowledge of sexual acts 

· Seductiveness 

· Avoidance of things related to sexuality, or rejection of own genitals or body 

· Either over compliance or excessive aggression 

· Fear of a particular person or family member 

· Difficulty walking or sitting 

· Suddenly refuses to participate in physical activities 

Consider the possibility of sexual abuse when the parent of other adult caregiver: 

· Is unduly protective of the child or severely limits the child’s contact with other children, especially of the opposite sex 

· Is secretive and isolated 

· Is jealous or controlling with family members 



	Neglect 


	· Clothing unsuited to weather 

· Child dirty or unbathed 

· Extreme hunger 

· Apparent lack of supervision 

· Has not received help for physical or medical problems brought to the parent/guardian’s  attention 

· Has learning problems (or difficulty concentrating) that cannot be attributed to specific physical  or psychological causes 

· Is always watchful, as though preparing for something bad to happen 

· Lacks adult supervision 

· Is overly compliant, passive or withdrawn 

· Comes to activities early, stays late and does not want to go home 

· Is frequently absent from school 

· Begs or steals food or money 

· Lacks needed medical or dental care, immunisations or glasses 

· States that there is no one at home to provide care 

Consider the possibility of neglect when the parent or other adult caregiver: 

· And child rarely touch or look at each other 

· Shows little concern for the child 

· Denies the existence of – or blames the child for – the child’s problems in school or at home 

· Asks teachers or other caretakers to use harsh discipline if the child misbehaves 

· Sees the child as entirely bad, worthless or burdensome 

· Demands a level of physical or academic performance the child cannot achieve 

· Looks primarily to the child for care, attention and satisfaction of emotional needs 




What to do

Unless the situation is an emergency, all staff and volunteers must remember that any disclosure from a child to an adult must be reported to the DSO and it is for the DSO to determine the action to be taken.  

	1.  Assess


	2.  Act


	3.  Record



	Is the child being in danger or is the situation an emergency?
	Contact the police on 999
	As soon as practicable alert the AGE UK WESTMINSTER  Designated Safeguarding Officer and complete the Child Protection Incident Form below

	If there is no immediate danger/emergency, but:

· You are concerned that a child may be at risk of harm, or

· You are concerned that a child may be experiencing verbal or physical abuse, or

· You are concerned about a child’s behaviour, at school or at home


	If you have concerns about the safety of a child you should get in contact straight away on the below numbers:
Access to Children's Services team 020 7641 4000 
(9am to 5pm, Monday to Friday) or Emergency Duty Team 020 7641 2388 (outside of these times).
The Access team provides a single point of contact for professionals and members of the public who want to seek support or raise concerns about a child. We will listen, assess your concerns, and can take action if a child is at risk
See below for the Multi -agency Referral Form linkIf you are outside City of Westminster , contact the Local Authority Designated Officer (LADO) in the relevant area
	As soon as practicable alert the AGE UK WESTMINSTER  Designated Safeguarding Officer and complete the Child Protection Incident Form below

	If you are not sure what to do and need advice
	Contact the NSPCC advice line on 0808 800 5000

and/or

Contact the AGE UK WESTMINSTER  Designated Safeguarding Officer 
	As soon as practicable complete the Child Protection Incident Form below


When a child discloses abuse to you:
· Stay calm 

· Listen carefully to what is said 

· Remember that you are not investigating the complaint yourself but are listening and gathering information

· Find an appropriate early opportunity to explain that it is likely that the information will need to be shared with others – do not promise to keep secrets

· Tell the child that the matter will only be disclosed to those who need to know about it 

· Allow the child to continue at her/his own pace 

· Ask questions for clarification only, and at all times avoid asking questions that are leading, suggestive or might prompt a particular answer 

· Reassure the child that they have done the right thing in telling you 

· Tell them what you will do next, and with whom the information will be shared 

· Record in writing what was said, using the child’s own words as soon as possible – note the date, time, any names mentioned, to whom the information was given and ensure that the record is signed and dated.  Use the template below.
· It is important to remember that the person who first encounters a case of alleged abuse is not responsible for deciding whether abuse has occurred. That is a task for the professional child protection agencies, following a referral from the DSO 

· The DSO will ensure that the parents/caregivers are informed/involved, as appropriate. 

Particular care must be taken with confidentiality.  The principle is that confidentiality should be maintained where possible, remembering that where an allegation has been made and is being investigated information must of necessity be shared with others (such as social services or the police).  In these circumstances however, information must be shared only on a need to know basis.  
A vulnerable child or young person must be helped to understand clearly the circumstances where information might be shared in order to establish that child’s confidence and to ensure that any further information is forthcoming.  It is never appropriate to make a guarantee that you will not tell anyone else.

What should I do?  Child Protection Incident Form

A referral should be completed as fully as possible and as soon as possible after a concern is raised with you by a child.  The information on this form should be passed to the AGE UK WESTMINSTER  Designated Safeguarding Officer (DSO) – who will normally be the CEO -  as soon as practicable.
To submit a referral please see the following page and use the link provided:

Westminster Multi-agency Referral Form.
	Your name
	

	Your position
	

	Child’s name
	

	Child’s address


	

	Parents/Caregiver’s name and address


	

	Child’s date of birth
	

	Date and time of incident
	

	Your observations


	

	Exactly what the child said and what you said (record actual details.  Continue on a separate sheet if necessary)


	

	Action taken so far and why

	

	External agencies contacted
	

	Police  (999)
Yes/No?
Date and time contacted
	Name and contact number

Incident reference number

Details of advice received



	Westminster City Council (020 7 641 6000) 
Yes/No?

Date and time contacted


	Name and contact number

Details of advice received



	Other local authority – contact the LADO (Local Authority Designated Officer)

Yes/No?
	Name and contact number

Details of advice received



	Other eg. NSPCC (0808 800 5000)
	Name and contact number

Details of advice received




Signed.......................................................Name.........................................................Date..............................

Person reporting incident
Signed.......................................................Name………………....................................Date.............................

AGE UK WESTMINSTER  Designated Safeguarding Officer (DSO)

Record Keeping 
Whenever a complaint or allegation of abuse is made the keeping of clear, accurate records is essential. Similarly, if there are suspicions that a person is at risk of abuse or may be being abused, careful records must be kept.

Records should be as follows:

· records of what the client actually said, using their own words and phrases 

· no leading questions and a record kept of any questions which are actually asked

· description of the circumstances that brought about the disclosure

· noting the setting and any others present at time of disclosure

· inclusion of observations of their behaviour and physical condition

· recording of facts not opinions

· dates and times, including signature and who record sent to

· written in black ink

  
Recruitment of new volunteers– Part of the recruitment of new volunteers involves filling out applications, providing references, going through enhanced DBS checks and video interviews. Please see DBS section re retail volunteers.
 
Volunteer Induction
This continues to be delivered via online or face to face working and includes safeguarding training.
 
Also, as part of their induction process, all volunteers receive a volunteer handbook which states our policies and procedures.
 
All volunteers are advised and encouraged to raise their concerns with their main staff coordinator or the volunteer coordinator 
 
Regular team meetings take place via Zoom where safeguarding concerns are discussed. Any concerns identified are followed up as per our procedures.
 
Activities 
Some activities continue to be delivered online. 

Invites are bcc to ensure that personal data is not shared. 

Staff delivering online activities must access via their Age UK Westminster emails. 
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