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Policy Statement 
Positive Steps has a statutory obligation to protect children and vulnerable (at-risk) 
adults from abuse, neglect and exploitation of any kind.  

This policy seeks to ensure that Positive Steps undertakes its responsibilities with 
regard to the protection of children and vulnerable adults, provides a framework to 
support all at Positive Steps in their practices and clarifies the organisation's 
expectations.   

We believe that safeguarding children and adults is everybody's responsibility and that 
doing nothing is unacceptable. Therefore, we will respond to any concerns about a child 
or adult at risk's welfare by following procedures set out in this policy, working in 
partnership with other agencies and staff members to ensure children and adults are 
protected and safe from harm. 

Scope 
This policy applies to all those who work for or on behalf of Positive Steps, including but 
not limited to paid staff, trustees, volunteers, students, agency workers, and contract 
and unpaid staff in any capacity in any setting across the organisation. 

This policy does not replace the safeguarding policies or procedures of our Local 
Authority partners in the areas we work. 

Legal Framework 
This policy has been drawn up on the basis of relevant law and guidance, namely: 

• Children Act 2004 

• Data Protection Act 2018 

• Equality Act 2010 

• Human Rights Act 1998 

• Safeguarding Vulnerable Groups Act 2006 

• Protection of Freedoms Act 2012 

• UN Convention on the Rights of the Child 

 

 

 



Overarching Definitions 
Safeguarding means protecting a citizen's health, well-being and human rights, enabling 
them to live free from harm, abuse and neglect. Those most in need of protection 
include: 

• Children and young people 

• Adults at risk 

Child and adult protection is how we respond to circumstances that arise that cause 
concern. 

Contextual Safeguarding is an approach to understanding and responding to children 
and young people's experiences of significant harm beyond their families. It recognises 
that the different relationships that young people form in their neighbourhoods, schools 
and online can feature violence and abuse and looks at how we can best understand 
these risks, engage with and help to keep them safe. 

Equality and Diversity Statement  
Positive Steps is committed to protecting from harm all individuals without exception, 
regardless of age, gender, marital status, family or caring responsibilities, gender 
identity, ethnicity, disability, sexual orientation, religion or belief, class or social 
background, political views or trade union membership. 

Further Reading 
This policy has been drawn up on the basis of national legislation and local guidance 
that seeks to protect children and adults at risk.   

• The Children Act 2004   

• Safeguarding Vulnerable Groups Act 2006    

• Mental Capacity Act 2005 (NHS Guidance) 

• The Care Act 2014 (Department of Health & Social Care Guidance) 

• Working Together to Safeguard Children 2023  (Department for Education 
Guidance) 

• Making Safeguarding Personal  (Manchester City Council Procedures) 

• Greater Manchester Safeguarding Children Procedures Manual (Local Authority 
Procedures)  

http://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.nhs.uk/conditions/social-care-and-support-guide/making-decisions-for-someone-else/mental-capacity-act/
https://www.gov.uk/government/publications/care-act-2014-part-1-factsheets/care-act-factsheets
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.manchesterappp.co.uk/making-safeguarding-personal/
https://greatermanchesterscp.trixonline.co.uk/


Roles and Responsibilities 

The Positive Steps Strategic Group and Leadership Team 
The Positive Steps Strategic Group and Leadership Team (made up of the CEO and 
Directors) will be responsible for the following:  

• Ensuring that this policy and associated procedures are operating in the 
directorate they manage. 

• Appointing a lead senior manager for safeguarding matters (the Safeguarding 
Lead) and ensuring that this person chairs the Safeguarding Group. 

• Allocating resources to ensure that safe recruitment and appropriate training 
takes place. 

• Ensuring that all subcontracted services have an approved safeguarding policy 
and are able to confirm on an annual basis that they are compliant with the 
policy. 

• Managing and investigating allegations against staff members or volunteers. 

The Positive Steps Safeguarding Assurance Group 
The purpose of the Safeguarding Assurance Group is to ensure that we consistently safeguard 
and promote the welfare of children, families and adults across the whole Positive Steps, as well 
as safeguarding the organization. The group with provide the governance to ensure safeguarding 
effectiveness. Specifically, the group will: 
 

• Actively promote a culture of safeguarding, showing visibility across the workforce.  

• Coordinate safeguarding business across Positive Steps as an active member of the 
Oldham Safeguarding Children’s Partnership and Oldham Safeguarding Adults Board, 
and participate with other local safeguarding partnerships where relevant.  

• Ensure that safeguarding business is integrated into the wider business of the 
organization.  

• Review and ensure communication and implementation of Positive Steps safeguarding 
policies, making sure they are kept in line with relevant local authority safeguarding 
policies and procedures. 

• Oversee and be accountable for safeguarding performance data sets and use these to 
understand good practice and where improvements are required.  

• Escalate routine information and any immediate safeguarding issues to the CEO and 
Board of Trustees where necessary.  

• Ensure that information from safeguarding partnerships is disseminated and acted upon, 
closing the loop on embedding learning from these and internally within Positive Steps.  



• Ensure that relevant safeguarding training is place and lead on the agenda for the 
Safeguarding Practitioner Forum.  

• Share good, creative and innovative practice. 

• Keep the Safeguarding Section 11 Audits and associated action plans up to date.  

• Collate routine feedback on safeguarding practice effectiveness.  

 

The Designated Safeguarding Lead and Designated Safeguarding 
Persons 
 

The Chief Executive officer at Positive Steps is Paul Axon – paulaxon@positive-
steps.org.uk  

The Designated Safeguarding Lead for Positive Steps is, Clare Griffiths, Head of Service 
for Oldham Youth Justice and Missing from Home Service – 
claregriffiths@positivesteps.org.uk 

The designated safeguarding persons (designated persons) are employees who take 
responsibility for safeguarding concerns within their directorate.  

They will ensure that: 

• Staff within their directorate receive the necessary safeguarding training. 

• Staff can access support and advice regarding safeguarding issues. 

• Ensure that the relevant people (and groups) within Positive Steps are informed 
of any action taken and any further action that needs to be taken in relation to 
safeguarding concerns. 

Corporate Services  
• Will ensure that the recruitment of all people covered by this policy is in line with 

the Safer Recruitment procedure. 

• Conduct initial pre-employment DBS checks and regular checks thereafter 
reporting all matters of concern to the relevant Director. 

• Will ensure that safeguarding is part of induction and enrol all new staff on the 
relevant safeguarding training and monitor completion 

 

mailto:paulaxon@positive-steps.org.uk
mailto:paulaxon@positive-steps.org.uk


All Staff  
All staff are responsible for:  

• Abiding by any current and future requirements of the role, including but not 
limited to the requirement to submit to Police or other statutory checks as 
required. 

• Participating in identified training or supervision that promotes the principles of 
safeguarding and knowing how to spot safeguarding concerns. 

• Ensuring they work in accordance with this policy and the procedures outlined in 
this document. 

• Reporting any safeguarding concerns that they have to their line manager or 
designated person.  

• Working in accordance with the Positive Steps Virtual Online Working Risk 
Assessment and Guidance. 

 

Overarching Policy  

Our Commitment: Safeguarding Principles 
• We firmly believe that the welfare of the child and/or adult at risk is paramount 

and have a zero-tolerance approach to abuse.  

• We believe that all children, young people and adults, regardless of age, 
disability, gender, race, religion or belief, and sexual identity, have a right to equal 
protection. 

• All staff and volunteers must be clear on appropriate behaviour and responses 
and follow the agreed Code of Conduct for the organisation. 

• We will create an environment where staff and volunteers feel able to raise 
safeguarding concerns and feel supported with their safeguarding 
responsibilities. 

• All staff and volunteers will be alert to possible signs of abuse and consider 
whether there may be safeguarding concerns.  

• Children, young people and adults, wherever possible, should be involved in 
decisions that are made about them. 

• All staff and volunteers are required to report any suspected abuse and be aware 
of the appropriate reporting and support procedure for safeguarding, including 
the reporting of people at risk of radicalisation and extremism. There are no 



excuses for not taking all reasonable action to protect adults at risk and children 
from abuse, exploitation, and radicalisation. 

• Positive Steps is committed to responding swiftly and effectively when concerns 
are raised and is committed to working with appropriate agencies, including our 
Local Authority Safeguarding and Social Care teams and the Police, to ensure 
the reporting of abuse is appropriate and in line with local and national 
requirements and Information Sharing guidance. 

• All those making a complaint or allegation or expressing concern will be taken 
seriously, and Positive Steps is committed to providing support as necessary.  

• We will provide effective safeguarding management through quality assurance, 
supervision support and training. 

• We will monitor our safeguarding effectiveness through the Safeguarding 
Assurance Group and routine reporting to the Board of Trustees.  

• All relevant organisations that we subcontract should be committed to these 
principles and have clear policies and procedures that support this commitment 

•  

 

Staff Training 
Positive Steps will provide all staff and volunteers with induction training on 
safeguarding matters.  

All staff will also receive internal Safeguarding Awareness training on induction and 
have access to the following:  

• Our safeguarding policies and procedures (available on the Intranet). 

• In-person and online training via the Local Safeguarding Partnership calendar.   

• A quarterly Safeguarding Practitioner Forum which delivers training on a 
thematic basis, considering local learning within Positive Steps, the Local 
Safeguarding Partnerships’ and any relevant national learning. One of the 
purposes of the Forum is to embed the learning to make positive changes to 
practice and hear from frontline services their experiences of the safeguarding 
system they are operating in.  

Safeguarding Leads and Designated Persons will receive accredited safeguarding 
training at the appropriate level. 

This training will be refreshed every 3 years (or sooner as required to keep up to date 
with changing practices and guidance). 



Safe Staffing 
DBS Checks 

All roles are risk assessed considering the working environment to determine if they are 
eligible for a Disclosure and Barring check and, if so, at what level. (At this time, and due 
to the nature of our work, we are undertaking Enhanced checks on all staff and 
volunteers who work directly with service users.) 

Positive Steps will fund the check for employees and volunteers and provide routine 
updates of ongoing DBS clearance.  

Any criminal history disclosed on the DBS Certificate will be reviewed, and any formal 
offer made will depend on the number of offences, the nature of the offence(s), and the 
time which has passed since the offences occurred.  

Positive Steps undertakes to discuss any matter revealed on a DBS Certificate with the 
applicant before withdrawing a conditional offer. 

Where any checks indicate that the applicant is unsuitable for a position, they will be 
informed in writing of the reason for the withdrawal and their right to appeal. 

Continuance of Good Character 

All staff and volunteers are responsible for ensuring that they report to their line 
manager or designated person any new or pending criminal proceedings or charges.  

Following disclosure, we will re-assess their suitability as we would for an applicant for 
a new position. 

Individuals failing to provide such information will be disciplined and may be subject to 
summary dismissal or immediate severance of any working or volunteering 
contract/agreement. 

References 

Positive Steps requires all job applicants (including volunteers) to provide the names 
and contact details of two referees. 

Referees will be contacted and must state that:  

• The applicant is known to them. 

• The applicant is thought to be suitable for employment in the specified role. 

• The applicant is of good character. 

• They know of no reason the applicant should not work with children or vulnerable 
adults. 



At least one referee should be a professional person, and the other referee should be 
able to provide a character reference.  

If the applicant's last job involved working with children or vulnerable adults, their last 
employer must be included as a referee. 

Neither referee must be related to the applicant. 

Risk Assessment 
Safeguarding risks regarding individual service users or groups of service users will be 
identified through tailored risk assessments (based on the service delivery model) and 
managed accordingly and recorded on individual case files. 

As appropriate, we will also complete needs assessments and risk assessments to 
highlight where individuals may need additional support and/or protection. 

As part of robust governance procedures we will monitor key safeguarding data to 
identify any gaps in the service delivery or risks. This will be routinely reviewed by the 
Safeguarding group and presented to Positive Steps Strategic Group and Leadership 
Team by the Designated Lead. 

All strategic safeguarding risks will be added to a corporate risk register, which will be 
reviewed regularly by the Positive Steps Strategic Group and Leadership Team.  

 

Early Help 
Positive Steps are committed towards ensuring the right children get the right help at 
the right time. An early help approach is about helping children, young people and 
families deal with any issues as early as possible. 

Early help is available to families with a child or young adult up to the age of 25 if they 
have special educational needs or disabilities. 

Any child may benefit from early help, but staff should be particularly alert to the 
potential need for early help for a child who: 

• Is disabled or has certain health conditions and has specific additional needs. 

• Has special educational needs (whether or not they have a statutory Education, 
Health and Care Plan). 

• Has a mental health need. 

• Is a young carer. 

• Shows signs of being drawn into anti-social or criminal behaviour, including gang 
involvement and association with organised crime groups or county lines. 



• Is frequently missing/goes missing from care or from home. 

• Is at risk of modern slavery, trafficking, and sexual or criminal exploitation. 

• Is at risk of being radicalised or exploited. 

• Has a family member in prison or is affected by parental offending. 

• Is in a family circumstance presenting challenges for the child, such as drug and 
alcohol misuse, adult mental health issues and domestic abuse. 

• Is misusing alcohol and other drugs themselves. 

• Has returned home to their family from care. 

• Is at risk of 'honour-based' abuse such as Female Genital Mutilation or Forced 
Marriage. 

• Is a privately fostered child. 

• Is persistently absent from education, including persistent absences for part of 
the school day.  

Where early help may be beneficial, the staff member should speak to their manager 
and make the referral to the local authority where appropriate.  

All staff should utilize the Threshold of Need Document for their local authority area as 
part of this discussion. 

Oldham - https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-FINAL-
SCP-approved-Jan-2021.pdf 

Tameside- https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-
FINAL-SCP-approved-Jan-2021.pdf 

Rochdale - 
https://www.proceduresonline.com/greater_manchester/childcare/rochdale/chapters/
p_cin_frame.html 

 

 

 

 

https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-FINAL-SCP-approved-Jan-2021.pdf
https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-FINAL-SCP-approved-Jan-2021.pdf
https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-FINAL-SCP-approved-Jan-2021.pdf
https://www.olscb.org/cms-data/depot/hipwig/Oldham-Update-CON-FINAL-SCP-approved-Jan-2021.pdf
https://www.proceduresonline.com/greater_manchester/childcare/rochdale/chapters/p_cin_frame.html
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Safeguarding Children Policy and Procedure  

Safeguarding Children Definitions 
Children: A child is defined as anyone who has not yet reached their 18th birthday.  

Young People: A young person is a person between 16 and 18 years of age. Young people 
have certain rights but are still considered children. 

Types of Abuse: Children 
Physical Abuse: When an adult deliberately hurts a child, such as hitting, shaking, 
throwing, poisoning, burning, drowning or suffocating. It can also be caused when a 
parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional Abuse: Emotional abuse is the persistent emotional maltreatment of a child 
to cause severe and persistent adverse effects on the child's emotional development. It 
may involve: 

• Conveying to children that they are worthless or unloved, inadequate, or valued 
only as far as they meet the needs of another person. 

• Not giving the child opportunities to express their views, deliberately silencing 
them, or ridiculing what they say or how they communicate. 

• Imposing age or developmentally inappropriate expectations 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 from participating in normal social interaction. 

• Seeing or hearing the ill-treatment of another. 

• Serious bullying (including cyberbullying). 

• Causing children frequently to feel frightened or in danger. 

• Exploiting and corrupting children. 

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

Neglect: 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 misuse. 

Once a child is born, neglect may involve a parent failing to fulfil any of the following: 



• 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 caregivers). 

• Ensure access to appropriate medical care or treatment. 

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

Sexual Abuse: An example of sexual abuse would be when a child has been forced to 
take part in sexual activities or in the taking of rude photos.  

Child Sexual Exploitation: A form of sexual abuse when an individual or group takes 
advantage of a child to coerce, manipulate or deceive them into sexual activity. The 
victim may have been sexually exploited even if the sexual activity appears consensual. 
Child sexual exploitation does not always involve physical contact; it can also occur 
through the use of technology.  

Bullying: E.g. calling names, damaging property, stealing, spreading rumors, 
cyberbullying, hurting, getting people into trouble. 

Forced Marriage: A form of abuse directed towards a child or young person who is 
forced into marriage against their free will. 

Domestic Violence: When one adult in a family or relationship threatens, bullies or 
hurts another adult. Note: Young people aged 16 and 17 may be victims of domestic 
abuse, and children under the age of 16 may be victims if they are exposed to the abuse. 

Trafficking and Slavery: Children are trafficked for many reasons, including sexual 
exploitation, domestic servitude, labour, benefit fraud and involvement in criminal 
activity. 

Child Criminal Exploitation: Child criminal exploitation occurs when an individual or 
group takes advantage of an imbalance of power to coerce, control, manipulate or 
deceive a child or young person under the age of 18 into any criminal activity. County 
lines is a form of criminal exploitation where urban gangs persuade, coerce or force 
children and young people to store drugs and money and/or transport them to suburban 
areas, market towns and coastal towns (Home Office, 2018). 

Extremism and Radicalisation: Radicalisation is the process through which a person 
comes to support or be involved in extremist ideologies. It is in itself a form of harm.  

Female Genital Mutilation: Often referred to as Female Circumcision, cutting or Sunna, 
FGM includes the alteration or removal of parts of the female genitalia for non-surgical 
reasons. FGM is illegal in the UK. 



Procedure 

What to do if you have concerns about a child or young person 

You may have concerns about a child because of something you have seen or heard, or 
a child or young person may choose to disclose something to you. 

All staff and volunteers must consult with their manager first to take safeguarding 
advice: 

1. However, in an emergency (if a child is in immediate danger), call the Police on  

2. 999 and continue with the process as appropriate. 

3. If required, phone an ambulance and seek medical help. (DO NOT take photographs 
or videos of any injuries; the paramedics and medical professionals will document any 
injuries.) 

4.Make a referral to the appropriate Local Authority Safeguarding Children team (see 
below), including calling the out of hours number if required. 

5.If unsure whether the matter is a safeguarding concern, speak to the Designated 
Person or Safeguarding Lead and request advice on how to proceed. 

The authorities will manage the matter but may ask for more information from the staff 
member or volunteer, who should cooperate with any further investigation. Please 
encourage social services to provide you with feedback on the outcome of the referral at 
the appropriate time. 

Accepting a disclosure  

If a child or young person discloses information to you, you should: 

✓ If you are with the individual - make the area safe. 
✓ Listen to what is being said without displaying shock or disbelief but showing 

empathy. 

✓ Reassure the child or young person that they have done the right thing by telling 
someone. 

✓ Not interrogate them or ask leading questions (e.g., Did he touch your private 
parts?). 

✓ Ask open questions such as "What happened?" and "How do you feel?" 

✓ Not ask them to repeat the information for another member of staff. 

✓ Take notes if possible, or write up your conversation as soon as possible 
afterwards so that nothing is forgotten.  



• Record the words used by the child or young person (do not 
paraphrase) and any non-verbal behavior witnessed which causes 
concern. 

✓ Explain what you have to do next and who you have to talk to. (Ask young people 
(16/17 years of age) if they consent to a report being made, even though this 
may be overridden. 

Do I need consent to report abuse or a concern? 

• You DO NOT need the permission of a child under the age of sixteen or over the 
age of sixteen who lacks the mental capacity to consent to report genuine 
suspicions or allegations of abuse or neglect to the Local Authority/Police. 

• You DO NOT need anyone's permission to report any situation where there is a 
concern that a child and/or children is/are in immediate danger or if there is a risk 
to life. 

• You DO need to try to obtain the consent of a young person aged sixteen or 
seventeen to share the information outside of Positive Steps if you believe that 
they have the mental capacity to consent. However, if consent is not given, you 
may still share the information with the Local Authority/Police if it is in the public 
interest (for example, if a child or children are at risk of significant harm or if 
sharing it will prevent a serious crime from occurring). 

What is capacity? 

A person lacks mental capacity where they have a reduced ability to make informed 
decisions "in the moment". This may be transient (e.g., due to fear, shock, injury, or 
illness) or long-term (e.g., due to learning differences, disability, or mental health 
issues).  

Whilst capacity to consent is a complex issue. It should not get in the way of genuine 
concerns going unreported if there is an immediate risk.  

Should I tell the parents/guardians? 

Best practice shows that parents/guardians should be notified of the intended referral if 
the organisation has contact with them, although only if doing so would not put the 
child or young person at further risk of harm.  

Where to Report Concerns: Children 

A Local Authority safeguarding referral should be made to the local authority where the 
victim lives or, if this is unknown, where the abuse took place or disclosure was made. 
The Local Authority contact details can be found by typing "report concerns about a 
child in TOWN/CITY NAME" into a search engine. 

However, the Police should be contacted on 999 immediately (and without consent): 



• If a serious crime is being committed. 

• If life is at risk. 

• If a child or young person is in immediate danger. 

Useful Local Authority Contact Details 

Rochdale 

Early Help: email early.help@rochdale.gov.uk or call 0300 303 8801 

Children's Social Care: email ehash@rochdale.gov.uk or call 0300 303 0440 

Oldham 

Early Help: online at the MASH referral form or call the Multi-Agency Safeguarding Hub 
on 0161 770 7777 (Option 1, then Option 3). 

MASH: online at MASH Online Referral Form, email child.mash@oldham.gov.uk or call 
0161 770 7777 (Out of Hours Emergency Duty Team 0161 770 6936). 

Tameside 

Early Help: online at the Multi-Agency Request for Service (MARS)  

Multi Agency Safeguarding Hub: online at Professionals Referral Form or call 0161 342 
4101(Out of Hours Emergency Duty Team 0161 342 2222). 

 

Safeguarding Vulnerable Adults Policy and Procedure 

Safeguarding Vulnerable/At-Risk Adults Definitions  
An at-risk or vulnerable adult is defined as someone aged 18 years or over who, 
according to paragraph 42.1 of the Care Act 2014: 

• "has care and support needs 

• is experiencing, or is at risk of, abuse or neglect 

• as a result of those needs is unable to protect himself or herself against the 
abuse or neglect or the risk of it." 

If someone has care and support needs but is not currently receiving care or support 
from a health or care service, they may still be an adult at risk. 

Types of Abuse: Adults 
Physical Abuse: Deliberately hurting an adult, causing injuries such as bruises, broken 
bones, burns or cuts, or otherwise causing harm. It could also be when a carer makes 
up the symptoms of or deliberately brings on an illness or misuses medication. 

mailto:early.help@rochdale.gov.uk
mailto:ehash@rochdale.gov.uk
https://adt.oldham.gov.uk/mashreferrals/WR00MASH.aspx
https://adt.oldham.gov.uk/mashreferrals/WR00MASH.aspx
mailto:child.mash@oldham.gov.uk
https://secure.tameside.gov.uk/forms/mars/f1312mars.asp
https://secure.tameside.gov.uk/forms/mars/f1312mars.asp


Sexual Abuse: Sexual abuse is any sexual activity, including rape and sexual assault or 
sexual acts to which the adult has not consented or was pressured into consenting. 

Psychological or Emotional Abuse: Includes emotional abuse, threats of harm or 
abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, 
coercion, harassment, verbal abuse, cyberbullying, isolation or unreasonable and 
unjustified withdrawal of services or supportive networks. 

Neglect and Acts of Omission: Neglect is the ongoing failure to meet basic needs and 
includes ignoring medical or physical care needs, failing to provide access to 
appropriate health, care and support or educational services, and withholding the 
necessities of life, such as medication, adequate nutrition, and heating. 

Financial Abuse: Financial abuse is the theft or misuse of money (including benefits), 
property or personal belongings, taken without consent or under pressure, including in 
connection with wills, property, inheritance or financial transactions. 

Organisational Abuse: Includes neglect or poor care practice within an organisation or 
specific care setting and may range from one-off incidents to ongoing ill-treatment.  

Discriminatory Abuse: Includes forms of harassment and discriminatory treatment 
based on age, disability, gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race, religion and belief, sex or sexual orientation. 

Self-neglect: Self-neglect is the lack of self-care, lack of care for one's environment, 
and/or the refusal of services to the extent that it threatens personal health and safety. 
This includes behaviours such as hoarding. 

Domestic Abuse: Domestic abuse includes any incident or pattern of incidents of 
controlling, coercive or threatening behaviour, violence or abuse between those aged 16 
or over who are or have been intimate partners or family members regardless of gender 
or sexuality. It also includes so-called 'honour-based' violence, female genital 
mutilation and forced marriage. 

Modern Slavery: Modern Slavery is where an individual is exploited, forced to work, or 
sold. It involves the recruitment and movement of individuals using threats, deception 
and coercion for the purpose of exploitation.  

Procedure 

What to do if you have concerns about a vulnerable or at-risk adult 

All staff and volunteers must: 

1. In an emergency (if someone is in immediate danger), call the Police on 999 and 
continue with the process as appropriate. 



2. If required, phone an ambulance and seek medical help. (DO NOT take 
photographs or videos of any injuries; the paramedics and medical professionals 
will document any injuries.) 

3. Make a referral to the appropriate Local Authority Safeguarding Adults team (see 
below). 

4. If unsure whether the matter is a safeguarding concern, speak to the Designated 
Person or Safeguarding Lead and request advice on how to proceed. 

The authorities will manage the matter but may ask for more information from the staff 
member or volunteer, who should cooperate with any further investigation. 

Accepting a disclosure 

If an adult has reported to you that they have been abused, are being abused, or are at 
risk of abuse, you should: 

✓ If you are with the individual, make the area safe. 

✓ Act in a calm manner, speak slowly and clearly and obtain an interpreter, visual 
communication aids, etc., if relevant. 

✓ Ask open questions to gather as much information as you can, such as what, 
when, how and how they feel. 

✓ Take notes if possible, or write up your conversation and/or observations as soon 
as possible afterwards so that nothing is forgotten.  

• Record the words used by the person (do not paraphrase) and any 
non-verbal behavior witnessed which causes concern. 

✓ Try to assess capacity: Is the adult able to understand information about the 
decision, retain that information, use that information to decide on whether the 
information should be shared (by weighing up the consequences of seeking 
further help or not), and communicate their decision by talking, using sign 
language, writing, gesturing, or any other means? 

✓ Explain that you would like to share information with others and ask for their 
consent. 

✓ Never promise that you will keep a secret, as consent may be overridden if there 
is a legal and legitimate reason to do so. 

Do I need consent to report abuse or a concern? 

Unlike children, adults have a general right to independence, including control over 
information about themselves. Therefore, every staff member MUST try to gain consent 
from an adult before sharing information outside of Positive Steps. However:  



The law DOES NOT prevent the sharing of sensitive, personal information within 
organisations where there is a legitimate need to know (for example, sharing 
information with a Designated Person where support or advice is required). 

The law DOES NOT prevent the sharing of sensitive, personal information between 
organisations (with Local Authorities, the Police, etc.), even without consent, where the 
public interest served outweighs the public interest served by protecting confidentiality. 
For example, where a serious crime may be prevented. 

The law DOES NOT prevent the sharing of sensitive, personal information between 
organisations if the adult is believed to lack capacity. 

Where to Report Concerns: Adults 
A Local Authority safeguarding report should be made to the local authority where the 
victim lives or, if this is unknown, where the abuse took place or disclosure was made. 
The Local Authority contact details can be found by typing "report concerns about an 
adult in TOWN/CITY NAME" into a search engine. 

However, the Police should be contacted on 999 immediately (and without consent): 

• If a serious crime is being committed. 

• If life is at risk. 

• If a child or young person is in immediate danger. 

 

Useful Local Authority Contact Details 

Rochdale 

Rochdale Adult Care: email adult.care@rochdale.gov.uk or call 0300 303 8886. 

Oldham 

Oldham Multi-Agency Safeguarding Hub (MASH): online at the Request support from 
Adult Social Care Form, email adult.mash@oldham.gov.uk or call 0161 770 7777 (Out 
of Hours Emergency Duty Team 0161 770 6936). 

Tameside 

Community Gateway Team: complete an online form via their Portal or call 0161 922 
4888 (Option 1). (Out of Hours Emergency Duty Team 0161 342 2222). 

 

mailto:adult.care@rochdale.gov.uk
https://www.oldham.gov.uk/request_support_adult_social_care_form
https://www.oldham.gov.uk/request_support_adult_social_care_form
mailto:adult.mash@oldham.gov.uk
https://adultportal.tameside.gov.uk/web/portal/pages/safeguardingadults#h1


Record Keeping 
Safeguarding records must be legible, factual, timely and accurate records of what was 
done and why to demonstrate transparent, defensible decision-making. Records should 
be made as soon as is practicable but must be before the end of the day the 
safeguarding issue occurred.  

If consent was requested, the records must reflect if it was or was not obtained and, if 
relevant, why a referral was made if consent was withheld. 

Any records should also note who you informed of your concerns/the disclosure, what 
their advice was, and what was done. 

An internal record of safeguarding referrals is kept on the X Drive to provide data on 
safeguarding business so this must be added to following a referral being made.  

Safeguarding records will be stored in confidential and secure local software 
(depending on the Positive Steps service). Please contact the Designated Person or 
Safeguarding Lead if you require any assistance with accessing the software and/or 
logging the concern. Note: Safeguarding information will only be accessible to those 
staff members with a legitimate need to know. 

Professional Disagreement and Shared Concerns 

When working with practitioners from other agencies there will at times be differences 
of opinion with regards to how to respond to an identified concern about a child, young 
person, vulnerable adult or family. There may be occasions where practitioners agree 
there is a concern, but this requires a strategic leadership approach to support safe 
working outside of standard practice guidelines in the best interest of the child. Each 
Safeguarding Partnership has a process that has been designed to guide practitioners in 
the steps that they should take when concerns arise. 
 

If at any point you feel a practitioner or agency is not clearly acting in an evidence-based 
way that is in the best interests of the individual, you should talk to your line manager 
first and agree how best to respond, respectfully communicating this and raise with the 
relevant practitioner or agency. If resolution cannot be achieved, this needs to be 
escalated in a timely manner. 

Staff should follow the Local Authority Escalation Protocol for children or adults in the 
area of their work.  

 

 



Engagement  
There will be occasions were staff have difficulties engaging with children, families and 
vulnerable adults.  

Management oversight should be sought and recorded on a case by case basis, keeping 
safeguarding at the forefront of decision making.  

The referrer should be updated in each instance and where appropriate, escalation to 
statutory safeguarding services should be made.  

Managing Allegations Against Our Staff  
All allegations of abuse by staff and volunteers, both present and historical, must and 
will be taken seriously.  

Any and all reports received must be submitted to the Strategic Leadership Team 
immediately   

Please note that allegations may relate to the individual's safeguarding behaviour at 
work, at home or in another setting. 

 

Investigation 
All allegations will be investigated and, as a minimum, will involve an initial process to 
establish the facts and decide whether a formal investigation is warranted.   

Taking Action 
The local LADO must be contacted within one working day in respect of 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 or related to a child; or 

• behaved towards a child or children in a way that indicates they may pose a risk 
of harm to children. 

• Behaving or may have behaved in a way that indicates they may not be 

suitable to work with children 

•  

• Rochdale LADO: lado@rochdale.gov.uk 

mailto:lado@rochdale.gov.uk


• Oldham LADOs: colette.morris@oldham.gov.uk and 

wendy.nicholls@oldham.gov.uk  

• Tameside LADO: ladoreferrals@tameside.gov.uk 

Where such allegations are made, consideration must also be given to the following 
three strands: 

1. The Police being informed of a possible criminal offence; and/or 

2. A referral being made to the Local Authority Safeguarding Team; and/or 

3. Consideration by Positive Steps of suspension or other adjustment* (for 
example, a temporary change to duties) in the short term. 

*Making an adjustment to a role does not in any way imply guilt. It is purely an action to 
minimise risk and afford any immediate safeguards. 

All staff and volunteers who are subject to such action will be offered appropriate 
welfare support until any investigation is concluded.  

Adults Allegation Management  
The guidance for managing allegations against people in a ‘position of trust’ is 
contained within section 14 of the Care and Support Statutory Guidance of the Care Act 
2014. These procedures and guidance apply to all who work, in either a paid or unpaid 
capacity, with adults who can be at risk of abuse or neglect. 

The procedures should be used when an allegation is made that a person who works 
with adults with care and support needs has:  

• behaved in a way that has harmed, or may have harmed an adult or child • possibly 
committed a criminal offence against, or related to, an adult or child  

• behaved towards an adult or child in a way that indicates they may pose a risk of harm 
to adults with care and support needs  

• behaved in a way that casts doubt on their suitability to work with adults at risk, for 
example been arrested or convicted of drug or alcohol or violence related offences 

Oldham- https://www.osab.org.uk/cms-data/depot/hipwig/OSAB-Guidance-and-Procedure-for-
Adults-Allegation-Management.pdf 

Rochdale- https://rochdalesafeguarding.com/rbsp/p/resources-and-tools/allegations-
management-adults  

 

mailto:colette.morris@oldham.gov.uk
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mailto:ladoreferrals@tameside.gov.uk
https://www.osab.org.uk/cms-data/depot/hipwig/OSAB-Guidance-and-Procedure-for-Adults-Allegation-Management.pdf
https://www.osab.org.uk/cms-data/depot/hipwig/OSAB-Guidance-and-Procedure-for-Adults-Allegation-Management.pdf
https://rochdalesafeguarding.com/rbsp/p/resources-and-tools/allegations-management-adults
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Complaints 
Positive Steps has an appropriate Whistleblowing Policy in place.  

We want to listen to any staff member, service user or member of the public who has 
any safeguarding concerns. Any complaint about the way Positive Steps has managed a 
particular safeguarding issue should be logged through our Complaints Policy and 
Procedure. 

If the complaint concerns sensitive or confidential information or information which is 
the subject of an ongoing investigation, it may be referred to the Safeguarding Group, 
who will discuss it with the relevant people on a need-to-know basis and respond to the 
complaint as appropriate, having established the facts and bearing in mind the 
competing interests that may be at stake.  

 

Non-Compliance 
Failure to adhere to this policy may result in disciplinary action or termination of any 
contract, volunteering or service agreement.   

In addition, breaches may lead to individuals being reported to the authorities. 

Quality Assurance 
The Strategic Leadership Team and Safeguarding Assurance Group will ensure that 
systems are in place to monitor the implementation of and compliance with this policy 
and procedures and will ensure that action is taken to remedy any deficiencies and 
weaknesses identified without delay.  

We will promote a learning culture in Positive Steps and ensure we learn from any 
Safeguarding Practice Reviews and share this with staff and consider any practice 
changes we need to make and to any of our policies and procedures  

Monitoring and Reviewing  
Positive Steps is committed to ensuring our policies are effective and up-to-date. The 
Strategic Leadership Team are responsible for this policy and will review this policy at 
least once a year or more frequently if needed due to changes in laws, regulatory 
guidance, or best practice. 

 

 



Appendix A: Safeguarding Code of Conduct 
It is the policy that all staff and volunteers must:  

• Work safely and responsibly and take responsibility for their own actions and 
omissions.  

• Ensure that they understand their role, duties, and limitations under this policy. 

• Keep up to date with safeguarding training. 

• Respect confidentiality and understand when they can and cannot share 
information. 

• Avoid any conduct towards children and vulnerable adults which would lead any 
reasonable person to question their motivation and intentions. This includes 
being over-familiar, giving or asking for personal favours, and gifting items or 
money on a personal level. 

• Not make physical contact with any children or vulnerable adults unless:  

o It is necessary to prevent harm, for example, to guide a deaf-blind person 
to an emergency exit.  

o It is necessary, and consent has been given, for example, to provide first 
aid, and in such circumstances, a trusted adult should act as a 
chaperone. 

• Not use profane or inappropriate language or make comments or jokes which 
may cause offence. 

• Not record images of service users on personal devices. All images will be taken 
on devices under the organisation's control and lawfully processed where valid 
consent is gained. 

• Respect the dignity and privacy of others. 

• Be professional and act respectfully when dealing with safeguarding concerns. 

• Dress appropriately in a way that is unlikely to be viewed as offensive, revealing, 
or sexually provocative and does not distract, cause embarrassment, or give rise 
to misunderstanding. 

 

 

Appendix 2 Safeguarding Group Terms of Reference  

 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 


