
                                                                                   
 

 

V06  1 
 
 

 

 

 

 

 

 

 

 

 

Safeguarding Policy 

 

 

 

 

 

 

 

 

 

 



                                                                                   
 

 

V06  2 
 
 

 
Information 

‘Safeguarding’ defines the protection of adults at risk and children from harm.  

An “Adult at Risk” is defined as any person aged 18 years and over who is or may be in need 

of community care services by reason of mental health issues, learning or physical disability, 

sensory impairment, age or illness and who is or may be unable to take care of him/herself or 

unable to protect him/herself against significant harm or serious exploitation. 

Since the publication of ADSS Best Practice Document: ‘Safeguarding Adults’ (2005), the 

range of people considered to be vulnerable has been widened to include, people 

encountering domestic violence, substance misusers and asylum seekers. 

A child is legally defined as anyone under the age of 18. 

Abuse is the violation of an individual’s human rights, e.g. modern slavery. It can be a single 

act or repeated acts.  It can be physical, sexual, or emotional and may include domestic 

violence. It also includes acts of neglect or an omission to act.  In all forms of abuse there are 

elements of emotional abuse.  Adults at risk may also suffer additional types of abuse such as 

being manipulated financially or being discriminated against.  Other examples of abuse include 

inflicting physical harm such as hitting or misuse of medication, rape and sexual assault or 

exposure to sexual acts without informed consent, emotional abuse such as threats, 

humiliation and harassment, exploitation, ignoring medical or physical needs, withholding 

necessities of life such as food or heating.  Harassment and bullying (including cyber-bullying) 

are also acts of abuse. This list is not definitive. 

Opps Training and Development works with clients and stakeholders across a wide 

spectrum of organisational activities. The objectives of some stakeholders are specifically 

intended to support children and vulnerable adults however Opps believes that all of its 

stakeholders have the potential to support children and vulnerable adults.  Vulnerability as 

expressed under Rehabilitation of Offenders Act 1974 (Exceptions) (Amendments) Order 

provides descriptions of conditions that are sometimes difficult to discern. Opps has 

therefore adopted a robust approach to safeguarding all of its stakeholders, including its 

employees i.e. 

 

• There are no ‘grey areas’ related to raising initial concerns with the Opps team 

• Embarrassment is the enemy of the vulnerable 

• Being alert, responsible and caring requires us to protect rather than judge others 

• The entire Opps team shares responsibility in promoting the safeguarding of each 
other and those with whom it works.  Accordingly Opps provides support to team 
members and learners in building resilience to abuse by providing activities to 
improve wellbeing. 

 

Opps Safeguarding Policy covers all children and all vulnerable adults regardless of gender, 

ethnicity, disability, sexuality or religion.   

http://trixresources.proceduresonline.com/nat_key/keywords/adult_at_risk.html
http://www.adass.org.uk/old/publications/guidance/safeguarding.pdf
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Aim 

Ensure the safety, effective protection and prevention of maltreatment or impairment of 
health and development of children, young people and adults at risk in line with Opps 
Training policy, local policies and procedures and Government Legislation. 
 

 Objectives, to 

• Empower by expecting that a person’s decisions are led by themselves and that 
they have given consent to actions   
 

• Prevent by taking actions before harm occurs  
 

• All stakeholders must be made aware by Opps of their responsibility. 

 
• Provide a proportionate response by responding in  an non-intrusive and 

appropriate manner, appropriate to the risk being presented  
 

• If there is a concern about the possible abuse of a child, young person or adult at 

risk, the concerned person should report it to Opps designated person: Jo Forster. If 

Jo Forster is not available (01480 415930) within 24 hours of first contact Barbara 

Seymour should be contacted on the same number. 

 

• There are no ‘grey areas’ with regards to concern.  If a concern has been raised or 

observed the decision to report is not in the hands of the concerned person, rather it 

lies within this policy. It is not the role of Opps to decide whether abuse has 

taken place, only to report allegations to Social Services or the Police. Opps 

will not investigate the suspected abuse as this could actively damage 

chances of the case reaching resolution. Opps designated person will 

immediately contact the local authority social services department or police, where 

abuse is suspected. The designated person will provide support and reassurance to 

the concerned person, however it is inappropriate for any of those concerned to 

discuss or hypothesise on the outcome of investigations conducted by other bodies.  

 
• Protection by providing support and representation for those in greatest need. 
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Ensure the safety, effective protection and prevention of maltreatment or 
impairment of health and development of children and young people, in line with 
Opps’ policy, local policies and procedures and Government Legislation 
Government Guidance: 

 

The following are the seven golden rules for information sharing (HM Government 

Information Sharing: Guidance for practitioners and managers): 

 

1. Remember that the Data Protection Act is not a barrier to sharing information 
 

2. Be open and honest with the person (and/or their family where appropriate) from the 
outset about why, what, how and with whom information will, or could be shared, and 
seek their agreement, unless it is unsafe or inappropriate to do so. 
 

3. Seek advice if you are in doubt, without disclosing the identity of the person where 
possible 
 

4. Share with consent where appropriate and, where possible respect the wishes of 
those who do not consent to share confidential information. You may still share 
information without consent if, in your judgement, that lack of consent can be 
overridden in the public interest. You will need to base your judgement on the facts of 
the case. 
 

5. Consider safety and well-being: Base your information sharing decisions on 
considerations of the safety and well-being of the person and others who may be 
affected by their actions. 
 

6. Necessary, proportionate, relevant, accurate, timely and secure:  ensure that the 
information  you share is necessary for the purpose for which you are sharing it, is 
shared only with those people who need to have it, is accurate and up to date, is 
shared in a timely fashion, and is shared securely. 
 

7. Keep a record of your decision and the reasons for it – whether it is to share 
information or not.  If you decide to share, then record what you have shared, with 
whom and for what purpose.  

 
 

• Work in partnership with employers, and local services in preventing, detecting 
and reporting neglect and abuse.  
 

• It is vital for the Opps team of employed and associate members to recognise that a 

‘concerned person’ is not necessarily themselves.  It may well be those with whom 

they come in contact:  learner; employer; colleague; stakeholder etc. 
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• The body (i.e Police or Social Services) dealing with the concern will give guidance to 

Opps on future actions and resolutions.  Closure regarding the concern should be 

established with all parties when the person concerned and the Opps managing 

director are satisfied that they have adhered to Opps Safeguarding Procedures and 

that the immediate concern has been completely resolved. 

 
 

• Be accountable  
Once a concern has been raised with the designated person and any number of staff      

involved must make a full and careful written record of the alleged abuse and the 

report must include the name and of the person to whom the matter is initially 

reported.  This should be done immediately or as soon as possible thereafter.  The 

record must be kept secure and confidential.  The relevant information should 

include: 

 

• The date and time the allegation was made 

• Staff name and the names of others present 

• The place where the alleged abuse took place, date and time 

• The name of the compliant and, where different, the name of the child or adult who 
has allegedly been abused 

• A description of any injuries observed 

• An account of the allegation 
 

Any telephone report must be confirmed in writing to Social Services or the police as soon 

as possible.  The confirmation may be hand written, posted or faxed, but a copy must be 

kept securely on file.  The designated person shall retain a copy of the written records and 

any other relevant material.  These will be kept securely at all times. 

 

Opps procedure: 

 

Do not ask leading questions of the person who is being abused. Do not criticise or try and 

express their views for them.  Do not promise confidentiality. 

When a concern is regarding the safety or behaviour of a member of the Opps Team, the 

same procedure applies. 

Learners may choose to discuss a Safeguarding concern with their trainer or Opps Training 

Designated Safeguarding officer.  

All other stakeholders should discuss concerns with the Opps Training designated 

safeguarding person.   
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Discussions with the Designated Safeguarding Officre should take place immediately when: 

• A stakeholder discloses that he/she has been sexually abused 

• A stakeholder discloses that he/she has been physically abused in the past or is now 
being physically abused 

• A stakeholder reports that another person is being abused 

• A stakeholder sees bruises or cuts that lead them to be suspicious of physical injury. 

• A stakeholder discloses that he/she is being bullied or harassed. 
 

Abuse is often not tangible, it is important that staff be alert to the following and should 

discuss them with the Designated Safeguarding Officer: 

 

• Lack of adequate food, clothes or hygiene 

• Loss of weight 

• Increase in apathy 

• Excessive attention-seeking behaviour 

• Unduly aggressive behaviour. 
 

All complaints, allegations or suspicions of abuse will be taken seriously. The decision as to 

whether a referral be made to the social services lies with the designated safeguarding 

officer. 

Opps will respond to the person who is confiding with sensitivity and will recognise the 

courage needed to share painful and personal experiences. Opps will inform the concerned 

person on which steps will be taken but may not be in a position to discuss detail should 

another agency become involved.  

Under the Sexual Offences Act, abuse of position of trust applies to Educational Institutions.  

The offences for those working in positions of trust cover the same kinds of behaviour as 

offences which apply to the general public – except that, where positions of trust are 

concerned, the offences apply where the young person is under 18 instead of under 16, 

even though they are over the age of consent, they are potentially vulnerable to sexual 

abuse from people in positions of trust or authority. 

Disclosure of abuse as a child 

If a stakeholder declares to a member of the Opps team that they were abused as a child 

and that the stakeholder does not wish further action to be taken, his/her wishes are to be 

respected.  However if there is reasonable concern that other children (as defined in the Act) 

in the discloser’s family may be at risk, Social Services will be contacted by the designated 

person. 

Opps team’ relationships with learners 

• Team members should be aware that they are in a position of trust and act 
accordingly 
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• Team members are strongly advised to telephone parents/carers only during working 
hours and from the Company phone 

 

• Team members should never visit a learner/client or parent/carer at home 
 

• Team members should never transport a learner/client in their car unaccompanied, 
irrespective of car insurance 

 

• Team members should not give out their home numbers to learners/clients. 
 

Physical contact with learners 

As a general principal, team members should avoid all forms of physical contact with 

learners.  Many learners dislike any form of physical contact and see it as intrusive, which 

can lead to aggressive or challenging responses.  Physical contact which may be 

misconstrued by the learner, parent/carer or other observer should be avoided.  This could 

include well intentioned informal gestures such as a hand on the shoulder or arm which 

some learners can misinterpret. 

A distressed learner may need comfort or reassurance.  The learner’s agreement should be 

sought before any physical comforting is given. 

Some team members are more likely to come into physical contact with learners on 

occasions e.g. demonstrating equipment or a piece of apparatus.  On such occasions staff 

should be aware of the limits within which this contact should take place. 

Team members administering first aid should also be aware of the appropriate limits to 

physical contact and it is advisable that another learner or adult is present if the first-aider is 

concerned as to the nature of the contact. 

Team members who see learners individually should be aware of the potential issues which 

may arise from private interviews.  Where possible, such interviews should be held in a room 

with visual access or with the door open, or in a room or area likely to be frequented by other 

people.  It is always advisable to ensure another adult knows the interview is taking place. 

Correct Handling and Safekeeping of Disclosure Information and Formal 

Communication on Contact made to Social Services or Police 

General principles 

Disclosure information should be kept securely, in lockable, non-portable, storage containers 

with access strictly controlled and limited to those who are entitled to see it as part of their 

duties. 

Handling 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed 

to those who are authorised to receive it in the course of their duties. Opps will maintain a 
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record of all concerns that have been shared. It is a criminal offence to pass this information 

to anyone who is not entitled to receive it. 

 

 

Disposal 

When a concern has been shared with the Social Services or Police, the designated officer 

will seek guidance from the agency/agencies with regards to the retention period of 

information. 

Where a concern has not been shared with the Social Services or Police, Opps will retain 

the information for three years. 

Data, reports etc. will be destroyed by secure means, i.e. by shredding, pulping or burning. 

While awaiting destruction, information will not be kept in any insecure receptacle (e.g. 

waste bin or confidential waste sack). We will not keep any photocopy or other image of the 

information or any copy or representation of the contents of a concern. However, 

notwithstanding the above, we may keep a record of the date of issue of a concern, the 

name of the subject, the type of Disclosure requested, the position for which the Disclosure 

was requested, the unique reference number of the Disclosure and the details of the 

recruitment decision taken. 

DBS Checks 

DBS checks are undertaken on all Opps Team members every 3. 

Training 

All Opps Team members, including the Designated Safeguarding Officer, receive 

contemporary annual training on Safeguarding.  All training is recorded on individual’s 

Continuing Professional Development Log.  
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