
Safeguarding Policy 2025
INTRODUCTION
Canterbury District Volunteer Centre (CDVC) makes a positive contribution to a strong and safe community and recognises the right of every individual to stay safe.  We come into contact with adults at risk through the following activates; transporting clients, virtual volunteering and offering a face-to-face, telephone and “Zoom” befriending services.  
The types of contact with adults at risk will be both in the form of regulated and controlled contact.  Regulated activities are defined as contact that is frequent between either the volunteer or staff member and the adult at risk whilst controlled activities with contact via ancillary roles such as with administrators.  

This policy seeks to ensure that Canterbury District Volunteer Centre undertakes its responsibilities with regard to protection of adults at risk and will respond to concerns appropriately.  The policy establishes a framework to support volunteer and staff in their practices and clarifies the organisation’s expectations but ultimately to stop any mistreatment, whether it is physical, emotional, mental, or financial.  
The designated Safeguarding officer for the Canterbury District Volunteer Centre is:

Alex Krutnik (CEO) who can be contacted on 01227452278 or via alex@canterburydistrictvc.org 
The designated Safeguarding Trustee is Gill Ball who can be contacted here
DEFINITION

Safeguarding is about embedding practices throughout the organisation to ensure the protection of adults at risk wherever possible and looking at the situations that arise.  When looking at who is classified as an adult at risk vulnerability should never be assumed when looking at the person.  The legal definition of an adult at risk is someone aged 18 or over who may be unable to take care of themselves or protect themselves from harm or from being exploited.  This may comprise of:
· Physical – e.g., hitting, rough handling, inappropriate or unauthorized use of medication, inappropriate sanctions including deprivation of food, clothing, warmth, and health care needs,

· Sexual – e.g., rape or attempted rape, sexual activity with a non-consenting adult,

· Psychological – e.g., emotional, verbal, threats of punishment, isolation,

· Financial – e.g., exploitation, fraud, misuse, or theft of money,

· Neglect and Acts of Omission – e.g., ignoring medical or physical care needs, failure to give privacy and dignity,

· Discriminatory – on grounds of sex, race, colour, language,

· Institutional – when care standards and practices fall below an acceptable level,

· Multiple forms of abuse – beyond a single incident where any or all types of abuse any be perpetrated as a result of deliberate intent,

· Domestic violence,

· Self-neglect or self-injurious behavior, and/or

· Physical Intervention – physical or mechanical restraint as a means of punishment.

and may include a person who is: 

· Elderly and frail,

· Has a mental illness including dementia,

· Has a physical or sensory disability,

· Has a learning disability, 

· Has a severe physical illness,

· Is a substance misuser, and/or
· Is homeless.

Some Indicators of Abuse:

· Physical – Unexplained falls, bruising or injury, malnutrition, bed sores,
· Sexual – bruising or bleeding, unexplained changes in demeanor,
· Psychological – withdrawal, isolation, fearful and signs of loss of self-esteem,
· Financial – withdrawal of large sums of money which cannot be explained, unexplained inability to pay for household shopping,
· Neglect – inadequate heating, lighting, food, or fluids, and/or
· Discriminatory – being refused access to services, tendency to withdrawal and isolation.
LEGISLATION AND GUIDANCE
There is a considerable body of legislation, government guidance and standards that are designed to ensure that vulnerable adults are protected from harm.

Care Act 2014, the act outlines the legal responsibilities when protecting adults at risk.  The local authorities have the primary responsibility and are required to work in partnership with health and care organisations.  Ultimately the Act emphasis is on the overall well-being of the adult at risk.  There are six main principles outlined:
· Empowerment, 

· Prevention,

· Proportionality, 

· Protection, 

· Partnership, and 

· Accountability.
Therefore, should be mindful of the main principles of above when making a decision, assessment or taking any action.  This means the adult at risk should be empowered in their choices, prevent harm from happening, when possible, only do what is necessary to protect, offer protection when needed, work alongside other people and agencies, and be accountable and transparent in decisions.  Section 6 states that the local authority must cooperate with each of its relevant partners and the relevant partners must cooperate with the authority, in protecting adults with need for care and support who are experiencing, or are at risk of, abuse or neglect.  Whilst section 14.4 outlines the safeguarding duties have a legal effect in relation to organisations other than the local authority. Finally, section 45 outlines that the supply of information covers the responsibility to share and is by the common law duty of confidentiality, Data Protection Act, Human Rights Act, Crime and Disorder Act and the Mental Capacity Act.  As well as in The General Data Protection Regulation (GDPR) outlines the importance to explained why information is being shared.   
Health and Social Care Act 2012, main element is Regulation 13.  This outlines the protection of adults at risk who are within the health and social care systems from being abused.  It also contains provisions to prevent from removing someone’s liberty improperly.
Equality Act 2010, has nine protected characteristics which are:
· Age,

· Disability,

· Gender Reassignment, 

· Marriage and Civil Partnership,   

· Pregnancy and maternity, 

· Race,

· Religion or belief,

· Sex, and

· Sexual Orientation.  

Safeguarding Vulnerable Groups Act 2006, aim is to make sure unsuitable people do not work with adults at risk.  Therefore, individuals with a criminal history of abuse and exploitation are placed on a list which is checked when someone applies for a post that works with adults at risk.  

Mental Capacity Act 2005 applies to anyone over the age of 16.  The key principles of the Act are:
· Presumption of capacity

· Support to make a decision,

· Ability to make unwise decisions,

· Best Interest, and 

· Least Restrictive

The Police Act, 1997 contains the provision to set up the Disclosure and Barring Service (DBS) for England and Wales to improve access to criminal record checks for employment-related purposes.  It is aimed at providing protection for vulnerable people against those who might wish to do them harm.  The Disclosure and Barring Service (DBS) will give employers and voluntary organisations access to information about criminal records and other relevant information about people they intend to appoint in paid or unpaid posts working with vulnerable individuals.  It will provide a ‘one-stop-shop’ service across England and Wales.
Multi-Agency Safeguarding Adults Policy, Procedures and Practitioner Guidance for Kent and Medway:

https://www.kent.gov.uk/__data/assets/pdf_file/0018/11574/Multi-Agency-Safeguarding-Adults-Policy,-Protocols-and-Guidance-for-Kent-and-Medway.pdf
Kent and Medway Safeguarding Adults Board (Ashford, Canterbury & Coastal):

Contact details:  SafeguardingadultsAC@kent.gov.uk – covering Ashford, Canterbury, Herne Bay and Whitstable
https://kmsab.org.uk/professionals/kmsab-policies 
Kent and Medway MultiAgency Policy and Procedures to Support People that SelfNeglect or Demonstrate Hoarding Behaviour:  Policy and Procedures to support people that self-neglect or demonstrate hoarding behaviour
Kent Police – Adult and Elder Abuse: https://www.kent.police.uk/advice/advice-and-information/ap/adult-elder-abuse/ 

If you are worried that you or someone you know is suffering adult or elder abuse or neglect, please contact the police immediately. They will investigate and ensure the person gets the best course of action to meet their needs. This can be done:
· Online
· By calling 101

· In person at your local police station
Remember to always call 999 if you or someone else is in immediate danger.
STAFF RECRUITMENT AND SELECTION FOR OUR ORGANISATION
Determined abusers have often managed to gain access to vulnerable adults, therefore, our policy and procedures are important to prevent this from happening.  
All volunteers and staff should be subject to a careful and rigorous selection and vetting process with the following elements:

· When advertising for posts the following safeguarding statement is included “recruitment is done in line with safe recruitment practices”,
· All roles that interact with vulnerable adults will have job description/role along with personal statements and will include core competency regarding vulnerable adult safeguarding,
· Completion of an application form and checking the person’s identity by their birth certificate or passport, preferably by something which has their photograph, 
· Shortlisting of all staff will be done through a formal process and the shortlisting matrix will be completed,
· References will be provided and if the applicant is willing, they will be verified before the interview,
· It is essential that an interview will preferably be conducted by two people and is based upon the equal opportunity principles.  All questions will be based upon the Job Description and Personal Specification,
· It is necessary to Identify reasons for gaps in employment, or inconsistencies.

· DBS, Disclosure and Barring Services, will be conducted for all staff and volunteer roles working with vulnerable adults.  Dependent upon the role DBS checks will be allowed from previous organisations if the check is two years or less,
· No formal job offers for paid posts and volunteer roles that interact with vulnerable adults until after vetting suitability are completed including DBS and reference verification.  If individuals will not have face-to-face contact with vulnerable adults than they can proceed to start to work or volunteer but all activities must be monitored and cannot undertake face-to-face visits alone until the completed vetting process, 
· Advice to be sought about recruiting someone with a criminal record, and
· A supervised probationary period of six months for new staff to the organisation and a comprehensive induction programme to finished within the first three months.

CRIMINAL RECORDS CHECKS AND VETTING
Checks to be carried out on all people applying for work with vulnerable adults.   DBS checks will be renewed every three years at a maximum.  To avoid gaps in DBS checks the organisation will maintain and periodically review all roles across the organisation on when their DBS check comes due and to renew them.  This will be a three-year rolling review for both staff and volunteers.  Existing staff and volunteers will be able to use DBS checks from other organisation if they are two-year-old or less.  The staff or volunteer will need to show the DBS and copies made for the staff file. There should also not be a gap with the volunteers and staffs’
INDUCTION/TRAINING

There will be a standardised induction for all volunteers and staff across the organisation.  As part of the induction the individual will undergo training specific to the department of the organisation either volunteering or working in.  The training should be completed within three months and all individuals will need to have safeguarding training at an appropriate level. All volunteers and staff will have to refresh their safeguarding training periodically and especially if there are legislative changes to safeguarding vulnerable adults. 
 The induction and training will encompass:
· Discussing the Safeguarding Policy along with other relevant policies and confirming individuals understand it and the initial Safeguarding training will include safe working practices, safe recruitment, understanding adult safeguarding and our commitment as an organisation to the Medway and Kent Adult Multi-Agency Procedures for safeguarding, 
· Equate everyone to the reporting procedure, roles of the various staff members and the line management epically who the senior manager is, and
· Ensure everyone is acquainted with the reporting process, roles of the line managers and the senior manager in charge overall.
PROFESSIONAL BOUNDARIES

Professional boundaries are defined as the limits of a relationship between an individual either volunteering or staff with the organisation and a client.  The origination expects everyone to protect the professional integrity of themselves and the organisation.  The following professional boundaries must be adhered to:
· It is not appropriate for anyone linked with the organisation to give and/or receive gifts from clients, 

· Personal relationships between a volunteer and/or staff and a client who is a current service user is prohibited and includes relationships through social networking.  It is also prohibited to enter into a personal relationship with a person who has been a service use over the past twelve months, and
· All volunteers and staff are required to declare actual or potential interests that might be considered a conflict of interest.  

Examples are:
· Use abusive language,

· Respond to inappropriate behaviour/langue,

· Use of punishment/chastisement,

· Passing on service user’s personal contact information, 

· Keep a professional distance with the service users,

· Selling or buying items from a service user, 

· Accepting responsibility for any valuables on behalf of a client,

· Accepting money as a gift/borrowing money or lending money to service users, 
· Refrain from personal relationships with a third party related to or known to the service user,

· Refrain from accepting gifts/rewards or hospitality from organisation as an inducement for either doing or not doing something in official capacity, and 

· To be cautious of personal contact with the service user outside of official role within the organisation which could lead to disciplinary action being taken in line with CHBVC’s disciplinary policy.
SAFEGUARDING ARRANGEMENTS IN OUR ORGANISATION
There is no way to guarantee that the risk will be mitigated that people with the potential to abuse vulnerable adults do not get involved in our organisation.  There are ways of running the organisation that will help prevent abuse occurring or identify inappropriate behaviour as early as possible.  We have other policies which link with the Safeguarding policy and demonstrate that safeguarding is imbedded in the organisation
The following elements will contribute to a safe, open, and alert environment:

It is important to have an open, well publicised whistle-blowing policy so that vulnerable adults, volunteers, and staff are encouraged to voice concerns about abuse or unethical behaviour without fear of recrimination.

Training/Induction for people working in organisations will need to be aware of signs of abuse (see above).  It can also include bullying, or putting people down because of their race, religion, culture, gender, sexuality, disability, etc.  They will also need to know about the behaviour of abusers, what their duty is if someone tells them about abuse.  They will need to know about the whistle-blowing policy.  

Induction: The organisation will undertake the following during Safeguarding induction, and it should be completed within three months of the individual’s start date:  

· Discuss the Safeguarding Policy and verify that everyone within the organisation understand it,

· Discuss all other relevant polices in-line with the Safeguarding Policy, and
· Ensure everyone understand the organisation’s’ reporting process, roles of the line managers, and designated senior manager.  

Training: All volunteers and staff who are in contact with vulnerable adults through their roles will have to undertake safeguarding training.  This is outlined and updated by the various coordinators for their specific division of the organisation.  
Safeguarding training will be via online CPD accredited training with refresher training provided bi-annually.
RESPONSIBILITIES

All staff, including volunteers and trustees, have the responsibility to follow the guidance outlined in this policy and all other policies for the organisation.  It is imperative that any welfare concerns be discussed with the relevant managers as well as to promote good practices.  This can be achieved by being role models, contribute to discussions in respect of Safeguarding and involve others in developing safe practices.  
The Senior Manager’s key responsibilities are:

· That the policy is accessible, 

· That the policy is implanted, 

· Ensure that volunteers and staff have access to training/information,  

· Discuss with volunteers and staff concerns about safeguarding and respond to concerns timely and with appropriate action, 
· Develop and maintain links with relevant agencies, 

· Take forward concerns about responses, and 

· That resources are allocated to ensure that the policy is effectively implemented.
Trustees should make sure of the following: 

· That the policy is in place and appropriate, and

· Liaise with and monitor the senior manager’s work.
The key responsibilities shared by both the Senior Manager and Trustees:

· Liaise with and monitor the designated Senior manager work, and 

· Promote the welfare of vulnerable adults.  
Organisation Wide responsibilities are:

· Have vulnerable adult protection procedure in place which is complementary to the multi-agency adult protection protocols,

· Have a whistle blowing policy and volunteers and staff have signed off they read it, 

· Effective employment and recruitment practices, including DBS checks,

· Developing individual care plans and risk assessments to identify how we would meet identified needs in line with the various services on offer, 

· Encouraging good communication between service users, families, and professional agencies,

· Recording complaints and responding to them within agreed timescales, 

· Having efficient reporting and recording systems in place, and
· Ensuring that staff receive regular and recorded supervision.
Therefore, in line with Kent & Medway multi-agency protocols we aim to:

· Report any allegations or suspicions of abuse to the various authorities,
· If there are concerns that a member of the organization is colluding in abuse should make sure the organization’s Whistle Blowing Policy is followed,
· Call appropriate emergency services if the vulnerable adult is in danger,
· Attend to the client’s needs if they are the alleged abuser in order to reduce the risk of abuse to others, 
· All incidents should be recorded on the client’s file via the origination’s internal database,
· Use the service’s disciplinary procedures and discuss actions with the regulatory authority if the alleged abuser is a member of staff. The Protection of Vulnerable Adults Team, POVA, process places a duty on organisations to refer a care worker to POVA for possible inclusion on the list, if through misconduct.

COMMUNICATION: 
The mechanisms for enabling effective discussions of safeguarding between all members of the organization.  They can include.
· Team meetings,

· SMT meetings,

· Board Meetings, 

· Supervision, 

· Raise individually when a concern arises,

· When appropriate take part in the Kent and Medway Multi-agency meetings, 

· Adhere to the origination’s reporting procedure and encourage all individuals to report concerns to their line manager in the first instance, and

· Encourage frank discussions in supervision and team meetings.

REPORTING
 CONCERNS
If an individual needs to address a safeguarding concern they should follow the bullet points below as it outlines the stages involved in raising and reporting safeguarding within the organization.  

· Communicate concerns with your immediate manager,

· In an emergency situation address that first for the vulnerable person if needed and then discuss with the line manager, 
· Discuss concerns with the vulnerable adult and then with the line manager,

· Line manager to discuss the issue with the vulnerable adult and if needed obtain permissions if going to make referrals, 
· Discuss concerns with Senior Manager and our Safeguarding Trustee before escalating with other agencies,

· If required seek advice from Adult Social Services, NHS, and/or Police,

· If required fill out the Kent and Medway Safeguarding incident report within 24 hours of making contact, and

· Record feedback from the Local Authority and keep the vulnerable adult and others within the organization involved up to date.  

If someone discloses abuse to you:

DO

· Stay calm and try not to show shock or disbelief,
· Listen carefully to what they are saying. Make a note of the date, time and setting of the alleged abuse or the event witnessed and of anyone else that was there at the time,
· Record what was said using the words of the person making the disclosure. Separate factual information from any opinions expressed,
· Be sympathetic (‘I am sorry this has happened to you’),
· Date and sign your report. Remember that your report may be required as part of any legal action or disciplinary proceedings, and
· Report to your supervisor, and then it will be decided if social services or the police will be notified.

DO NOT

· Press the person for more details or ask leading questions,
· Be judgmental,
· Contact the alleged abuser,
· Ask leading questions that could be interpreted as putting words or suggestions to vulnerable adults,
· Make a promise you cannot keep (such as ‘this will never happen to you again’), and
· Promise to keep secrets.  Explain about confidentiality and that you cannot keep this information confidential.  

ALLEGATIONS AGAINST MANAGEMENT:

CDVC recognises it has a duty to report concerns or allegations against its volunteers and staff within the organisation or by a professional from another organisation.  The process for raising and dealing with allegations is as follows:
· First, any member of the organisation is required to report any concerns in the first instance to their line manager or the next higher manager/Safeguarding Trustee/Board of Trustee if about one of the managers.  A written record will be made of the allegation at this stage to be completed by the person making the allegation, 

· Second, contact the local authority or relevant organisation for advice if needed, and

· Third, follow the advice received and/or adhere to the whistleblowing policy.  
SUPPORT FOR VOLUNTEERS AND STAFF WHO HAVE REPORTED SAFEGUARDING CONCERNS: 
When a member of the organisation is faced with dealing with a safeguarding issue support will be given.  The typical support mechanisms will include:

· Debriefing support for the individual member so that they can reflect on the issues they have dealt with, 

· Seeking further support as appropriate e.g., access for counselling, and 

· Staff who have initiated protection concerns will be contacted by their line manager/CEO within one week.  

MONITORING:

The organisation will monitor the following Safeguarding aspects which includes: 

· Safe recruitment practices,

· DBS checks undertaken,

· References applied for new volunteers and staff,

· Records made and kept of supervision sessions,

· Training – records maintained of training on vulnerable adult protection,

· Monitoring whether concerns are being reported and actioned,
· Checking that policies are up to date and relevant,

· Reviewing the current reporting procedure in place, and 

· Presence and action of Designated senior manager responsible for Safeguarding is in post  

Please Note: CDVC will co-operate fully in any adult protection investigation and comply with any recommendations or an adult protection plan.  This policy will be reviewed every three years 
CONFIRMATION OF READING

I confirm that I have been made fully aware of, and understand the continent of, the Safeguarding Policy for Canterbury District Volunteer Centre.  
Please complete the details below and return this completed form to either the Transportation Coordinator or the Befriending Coordinator or CEO.  

Volunteer/Staff Name: _____________________________

Volunteer/Staff Signature:  __________________________

Date:  _____________________________________
These policies should be read in conjunction with this Safeguarding policy:
CDVC Health & Safety Policy

CDVC Speaking up/Whistle blowing Policy

CDVC Confidentiality Policy

CDVC Equalities, Diversity & Inclusion Policy

CDVC Data Protection Policy

CDVC IT Policy

CDVC Referral Policy

CDVC Managing Incidents & Serious Incidents Policy

CDVC Service User Involvement Policy

CDVC Violence in the Workplace Policy

CDVC Lone Working Policy

Social Media Policy

All the above policies can be accessed here
This policy will be reviewed every year.  Last review date September 2025.
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