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Foreword
Active Herefordshire and Worcestershire (AHW) is committed to ensuring all our services provide a
safe, enjoyable and positive experience for service users, participants and for our employees whose
involvement is integral to the development of quality opportunities and services.
With the introduction of the Care Act, safeguarding is everyone’s business. This safeguarding policy is
based on the following principles:
•
•
•
•
•

the welfare of adults is the primary concern
a commitment to Making Safeguarding Personal - the involvement of adults throughout the
safeguarding process
it is everyone’s responsibility to respond to concerns but it is the responsibility of Social
Services and/or Police to determine whether or not abuse has taken place
all incidents or allegations of suspicion, poor practice or abuse will be taken seriously and
responded to appropriately
confidentiality will be upheld at all times and will be in line with the Data Protection Act –
seven golden rules for information sharing (see appendix 5.5)

This Safeguarding Policy, its procedures and supporting implementation plan will ensure that all adults
involved in sport and physical activity are a priority for AHW and demonstrates the commitment
involved in ensuring that our procedures are continuously reviewed, improved and are in line with
government legislation and recommended good practice.
This policy provides a generic statement on what service users, customers and employees can expect
from us and makes a commitment to taking a positive stance in the area of safeguarding.
The policy and procedures will be transparent and details how concerns about the wellbeing of people
will be responded to. It will provide a reference point for all, in the quest for making people’s lives as
safe as possible.
This policy is mandatory for all employees working for or on behalf of AHW. The policy and procedures
will be reviewed every 3 years or whenever there is a significant change in legislation or within the
organisation.

Stephen Brewster

Chief Executive
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1.0

Policy Statement

1.1

Introduction

The following policy statement and accompanying documents will be formally adopted and made
known to all employees and volunteers. The term ‘employees’ is used to include all AHW core
employees, full or part time and anyone working on a paid or unpaid basis on behalf of AHW.
By the nature of the organisation, it is inevitable that various degrees of contact with adults will occur
and it is therefore our policy to have in place clear guidelines for safeguarding and promoting
welfare as well as protecting our employees and other adults in a position of responsibility from
potential allegations of abuse.

This policy relates to adults (though will come into an effect when an adult becomes at risk, see
appendix 5.1 for definition).
This policy has been cross-referenced to other AHW policies and procedures that promote safety and
welfare.
It is the policy of AHW and a duty of care for all employees and volunteers to ensure that all adults
have a right to protection and for their welfare to be paramount. Duty of care is defined as a legal
obligation to:
•

always act in the best interest of individuals and others

•

not act or fail to act in a way that results in harm

•

act within your competence and not take on anything you do not believe you can safely do

(SCIE, 2012)
AHW expect any funded organisations and service providers to adhere to our procedures as a
minimum standard or operate their own effective safeguarding policy.
1.2

Commissioned Organisations and Service Providers

AHW will ensure that services contracted out to others are provided with equal regard to
safeguarding.
AHW will ensure this includes:
•
•
•
•
•

Procurement of services
Grants to the voluntary sector
Service level agreements
Shared services
Partnership arrangements

Organisations must provide evidence to AHW, through their own policy, that they have regard to the
needs of adults with care and support needs where appropriate. Where an organisation does not have
a policy, they must adopt AHW’s.
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1.3

Responsibilities

The Care Act 2014 made key changes to adult social care with a new general duty to promote
individual well-being. All sports organisations have a duty to ensure that the welfare of adults is
ensured.
As a result, AHW have in place:
•
•
•
•
•
•
•
•
•
1.4

Clear organisational commitment to safeguarding evidenced by the policy statement and
supporting document.
A Lead Senior Officer for Safeguarding (LSO) alongside a Deputy Safeguarding Officer (DSO)
and Board Champion (see appendix 5.2)
Clear and appropriate reporting procedures (see appendix 5.3)
A culture that enables issues about safeguarding and promoting the welfare of adults to be
addressed including procedures for dealing with allegations of abuse against employees
A clear line of accountability within the organisation for work on safeguarding and promoting
the welfare of adults.
Arrangements to ensure that all staff undertake a safeguarding induction and then pursue
more detailed safeguarding training if appropriate.
Strong links with key local agencies to support our corporate responsibilities. Namely the
Worcestershire and Herefordshire Safeguarding Adults Boards and the Ann Craft Trust.
A Safe Recruitment Policy
Effective systems for customers, employees and others to raise concerns or make a complaint
Principles

The guidance given in the procedures is based on the following principles.
AHW will promote that:
•
•
•
•

the welfare of adults is the primary concern
it is everyone’s responsibility to report concerns but it is the responsibility of Social Services
and/or Police to determine whether or not abuse has taken place
all incidents or allegations of suspicion, poor practice or abuse will be taken seriously and
responded to appropriately
confidentiality will be upheld at all times and will be in line with the Data Protection Act –
seven golden rules for information sharing (electronic hyperlink) also in appendix 5.5

The guidance given in the policy and procedures is based on the following Care Act 2014
six principles of adult safeguarding
Empowerment - People being supported and encouraged to make their own decisions and
informed consent:
“I am asked what I want as the outcomes from the safeguarding process and these directly inform
what happens.”
Prevention – It is better to take action before harm occurs.
“I receive clear and simple information about what abuse is, how to recognise the signs and what
I can do to seek help.”
Proportionality – The least intrusive response appropriate to the risk presented.
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“I am sure that the professionals will work in my interest, as I see them and they will only get
involved as much as needed.”
Protection – Support and representation for those in greatest need.
“I get help and support to report abuse and neglect. I get help so that I am able to take part in the
safeguarding process to the extent to which I want.”
Partnership – Local solutions through services working with their communities. Communities have
a part to play in preventing, detecting and reporting neglect and abuse.
“I know that staff treat any personal and sensitive information in confidence, only sharing what is
helpful and necessary. I am confident that professionals will work together and with me to get the
best result for me.”
Accountability – Accountability and transparency in delivering safeguarding.
“I understand the role of everyone involved in my life and so do they.”
1.5

Guidance and legislation
•
•
•
•
•
•
•
•
•
•

The Care Act 2014
Mental Capacity Act 2015
Sexual Offences Act 2003
Safeguarding Vulnerable Groups Act 2006
Rehabilitation of Offenders Act 1974
Protection of Freedoms Act 2012
Sexual Offenders Act (Amendments) Act 2000
Care Standards Act 2000
Health and Safety at Work Act 1974
Disclosure and Barring Service 2013
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2 Working with adults
The safeguarding duties apply to an adult who:
•
•
•

has needs for care and support (whether or not the local authority is meeting any of those needs)
is experiencing, or is at risk of, abuse or neglect
is unable to protect themselves from either the risk of, or the experience of, abuse or neglect, as
a result of those care and support needs

Adults who fulfil this criteria are ‘adults at risk’.
2.1

Capacity

The Mental Capacity Act (2005) (MCA) states that every individual has the right to make their own
decisions and provides a framework for this to happen. The principles apply to every one of us and
underpin adult safeguarding. It applies from the age of 16 years.
By being aware of the principles of the MCA you will be aware of the importance of adults making
their own decisions, being involved, having control and taking part in the decision making process.
Capacity is really about making decisions. We make decisions every day often without even realising
and may take this for granted. Some people are able to make every decision about their own lives.
Some people are able to make some decisions and a small number of people cannot make any
decisions. Being unable to make a decision is called “lacking capacity”. The MCA states that every
individual has the right to make their own decisions and provides the framework for this to happen.
All interventions need to take into account the ability of adults to make informed choices about the
way they want to live and the risks they want to take.
This includes their ability:
•
•
•

to understand the implications of their situation and remember it for long enough
to take action themselves to prevent abuse
to participate to the fullest extent possible in decision-making about interventions and
communicate that decision.

There are 5 key principles in the MCA:
1. Assume that people are able to make decisions, unless it is shown that they are not – if you
have concerns about a person’s level of understanding attending you should check with them
and if applicable people supporting them.
2. Give people as much support as they need to make decisions – you might need to think about
the way you communicate or provide information
3. People have the right to make unwise decisions as long as they understand the implications –
a person may want to play a contact sport even if they are unsteady on their feet. If they
understand the implications, then consider how risks can be minimised.
4. If someone is not able to make a decision, then the people helping them must only make
decisions in their ‘best interests’. This means that the decision must be what is best for the
person, not for anyone else. If someone was making a decision on your behalf, you would
want it to reflect the decision you would make if you were able.
5. Find the least restrictive way of doing what needs to be done.
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2.2

Recognising different types of abuse

It is not always easy to recognise a situation where abuse may occur or has already taken place. AHW
employees have a responsibility to act if they have any concerns about the behaviour of an individual
towards a vulnerable person. AHW encourages and expects employees to discuss any concern they
may have about the welfare of a vulnerable person immediately with the LSO.
The LSO will judge whether a referral is poor practice alone or suspected abuse and in doing so may
discuss with the Local Authority (Worcestershire or Herefordshire) Safeguarding Team to clarify
concerns before reaching a decision and taking appropriate action.
There are ten forms of abuse recognised in the Care Act 2014 and the effects of each can be highly
damaging, both emotionally and physically, to a vulnerable person. We recognise that:
•
•
•
•

both male and females can be the abusers and can be adults and other young people
the abuser is usually well known and trusted by the vulnerable person
that abuse can happen anywhere - at work, at home, at school and in the community
any kind of abuse can happen to a young person or an adult at risk (except financial and
material abuse)

Physical abuse – including assault, hitting, slapping, pushing, misuse of medication, restraint or
inappropriate physical sanctions.
Domestic violence – including psychological, physical, sexual, financial, emotional abuse; so called
‘honour’ based violence.
Sexual abuse – including rape, indecent exposure, sexual harassment, inappropriate looking or
touching, sexual teasing or innuendo, sexual photography, subjection to pornography or witnessing
sexual acts, indecent exposure and sexual assault or sexual acts to which the adult has not consented
or was pressured into consenting.
Emotional or Psychological abuse – including emotional abuse, threats of harm or abandonment,
deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal
abuse, cyber bullying, isolation or unreasonable and unjustified withdrawal of services or supportive
networks.
Financial or material abuse – including theft, fraud, internet scamming, coercion in relation to an
adult’s financial affairs or arrangements, including in connection with wills, property, inheritance or
financial transactions, or the misuse or misappropriation of property, possessions or benefits.
Modern slavery – encompasses slavery, human trafficking, forced labour and domestic servitude.
Traffickers and slave masters use whatever means they have at their disposal to coerce, deceive and
force individuals into a life of abuse, servitude and inhumane treatment.
Discriminatory abuse – including forms of harassment, slurs or similar treatment; because of race,
gender and gender identity, age, disability, sexual orientation or religion.
Organisational abuse – including neglect and poor care practice within an institution or specific care
setting such as a hospital or care home, for example, or in relation to care provided in one’s own
home. This may range from one off incidents to on-going ill-treatment. It can be through neglect or
poor professional practice as a result of the structure, policies, processes and practices within an
organisation.
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Neglect and acts of omission – including ignoring medical, emotional or physical care needs, failure
to provide access to appropriate health, care and support or educational services, the withholding of
the necessities of life, such as medication, adequate nutrition and heating
Self-neglect – this covers a wide range of behaviour neglecting to care for one’s personal hygiene,
health or surroundings and includes behaviour such as hoarding.
(Care Act, 2014)
Other types of harm that adults may experience include:
•
•
•
•
•

Cyber Bullying
Forced Marriage
Female Genital Mutilation
Mate Crime
Radicalisation

Prevent
Prevent is part of the Government’s counter-terrorist strategy, CONTEST. Its main aim is to stop people
from becoming terrorists or supporting terrorism. It provides practical help to safeguard children,
young people and adults from being drawn into terrorist activity and ensures they are given
appropriate advice and support. It works with a wide range of sectors (including education, criminal
justice, faith, charities, online and health) where there are risks of radicalisation that need challenging.
Prevent addresses all forms of terrorism but ensures that resources and effort are allocated on the
basis ‘of threats to our national security.’
It is compulsory for all core members of the AHW team to complete the Home Office e-learning on
Prevent, and we would recommend any employee of AHW to complete this.
https://www.elearning.prevent.homeoffice.gov.uk/

2.3

Regulated activity and DBS check

Disclosure and Barring Service
Under the Protection of Freedoms Act 2012 the Criminal Records Bureau (CRB) has now changed to
the Disclosure and Barring Service (DBS). This new department was formed by merging together the
functions of the CRB and the Independent Safeguarding Authority (ISA). It started functioning on 1
December 2012.
The 2011 review of the CRB led to a narrowing of the definition for those eligible for checks. DBS
checks will now only be undertaken for ‘eligible posts’ (see appendix 5.8). DBS checks will be
undertaken where the post meets the below definition of regulated activity.
Regulated Activity with adults involves contact with vulnerable adults over the age of 18 (adults
receiving healthcare, living in sheltered housing or residential accommodation, receiving domiciliary
care in their own home) and cover six categories of activity:
•

providing health care

•

providing personal care

•

providing social work
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•

assistance with general household matters

•

assistance in the conduct of a person’s own affairs

•

conveying

and occurs anytime a person engages in the activity set out above.
AHW is not a ‘registered body’ for DBS checks and therefore people will be signposted to
Worcestershire County Council or a voluntary sector organisation who are registered as an ‘Umbrella
Body’ and able to run checks for a small administration fee.
2.4

Responding to disclosures and suspicions

This procedure (see flow chart in appendix 5.3) applies to any AHW employee (as defined in appendix
5.1) who may be concerned about the safety and protection of an adult. This procedure must be
followed whenever an allegation is made that an adult has been abused, or when there is a suspicion
that an adult has been abused. Promises of confidentiality should not be given as this may conflict
with the need to ensure the safety and welfare of the adult.
If the complainant is the adult, questions should be kept to the minimum necessary to understand
what is being alleged, and leading questions should be avoided. The use of leading questions can cause
problems for any subsequent investigations and or court proceedings.
Making Safeguarding Personal (MSP) is the approach now taken to all safeguarding adults work.
‘Nothing about me without me’ was the slogan used by people with learning disabilities campaigning
to be included in decisions about their lives. We are all individuals with different preferences, histories,
circumstances and lifestyles. It is therefore unhelpful to attempt a prescriptive process that can be
followed in every case for concern.
The key principle of MSP is to support and empower each adult to make choices and have control
about how they want to live their own life. It is a shift in culture and practice in response to what is
now known about what makes safeguarding more or less effective from the perspective of the adult
being safeguarded.
A full record should be made as soon as possible of the nature of the allegation, and any other relevant
information using AHW’s incident reporting form (appendix 5.4), this should be signed, dated and
given to the LSO for record. Remember that you are not responsible for deciding whether abuse has
occurred, however you do have a responsibility to report concerns. AHW employees are not
responsible for investigating an allegation – under The Care Act 2014, Adult Services have a legal
responsibility to investigate any allegation of abuse, and to work with the Worcestershire or
Herefordshire Safeguarding Board, to ensure the welfare of adult. Enquiries may be carried out jointly
with the police.
A concern can be identified and reported by anyone, including the adult, carer, family, friends,
professionals (including AHW employees) or other members of the public and they can raise their
concerns directly with an AHW officer or via one of the recommended essential contacts (appendix
6.2).
Escalating an adult safeguarding concern
Effective working together depends on an open approach and honest relationships between agencies.
Problem resolution is an integral part of professional co-operation and joint working to safeguard
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adults. Occasionally situations arise when workers within one agency feel that the actions, inaction or
decisions of another agency or their own, do not adequately safeguard an adult. This inter-agency
policy defines the process for resolving such professional difference as detailed in the Escalation
Procedure (Appendix 5.4) If an adult safeguarding concern has been reported to but has not been
addressed by the LSO, then the concern should be escalated to the CEO. If an adult safeguarding
concern has been reported to AHW but has not been addressed satisfactorily by AHW or an external
agency, then, in cases of suspected abuse, AHW will report directly to the statutory agency and
escalate to Sport England as appropriate. In cases of suspected poor practice, the AHW will escalate
to Sport England as appropriate and consult with the Ann Craft Trust as to the best way forward. If an
adult safeguarding concern has been reported to but has not been addressed by a statutory agency,
then the statutory agency should be contacted again, providing the recorded information as detailing
within the incident report form.
If the concern is raised and action is needed to ensure the immediate safety or medical welfare of the
adult, the ambulance service, doctor or police should be contacted.
Once any immediate danger or emergency medical need has been dealt with, or is not applicable, then
the LSO should be contacted. In their absence, the DSO or Board Champion should be contacted and
liaised with until the LSO is available. If action needs to be taken urgently and out of office hours, then
the Police or the Social Services Emergency Duty Team will deal with the enquiry (see appendix 5.2).

2.5

Information Sharing

There is no UK legislation that prohibits the sharing of information in order to protect an adult,
provided that decisions about concerns are made in good faith in the best interest of the person
concerns, and the process is undertaken in an appropriate manner.
Early sharing of information is key to providing effective early help where there are emerging
problems. Sharing information can be essential to put in place effective adult protection services.
Fears about sharing information cannot be allowed to stand in the way of the need to promote welfare
and protect safety. The Seven Golden Rules of Information Sharing flow chart can be found in the
appendices (appendix 5.5)

2.6

Consent

Workers and volunteers within sports and physical activity organisations should always share
safeguarding concerns in line with their organisation’s policy, usually with their safeguarding lead or
welfare officer in the first instance, except in emergency situations. As long as it does not increase the
risk to the individual, the worker or volunteer should explain to them that it is their duty to share their
concern with their safeguarding lead or welfare officer.
The safeguarding lead or welfare officer will then consider the situation and plan the actions that need
to be taken, in conjunction with the adult at risk and in line with the organisation’s policy and
procedures and local safeguarding adults board policy and procedures.
A conversation can be had with the safeguarding adults team without disclosing the identity of the
person in the first instance. If it is thought that an alert needs to be made to the safeguarding adults
team, consent should be sought from the adult at risk.

Sports Partnership Herefordshire and Worcestershire trading as Active Herefordshire and Worcestershire is a registered charity
(charity no. 1184297) and a company limited by guarantee (company no. 08822764)

12
Individuals may not give their consent to the sharing of safeguarding information with the
safeguarding adult’s team for a number of reasons. Reassurance, appropriate support and revisiting
the issues at another time may help to change their view on whether it is best to share information.
If they still do not consent, then their wishes should usually be respected. However, there are
circumstances where information can be shared without consent such as when the adult does not
have the capacity to consent, it is in the public interest because it may affect other people or a serious
crime has been committed. This should always be discussed with the safeguarding adults team.

2.7

Support to Deal with the Aftermath

Consideration will be given to what support AHW can offer the adult, their parents/carers and
employees. Details of helplines and support groups will be provided.
Referrals to Occupational Health or counselling will be available when required.
Consideration will also be given about what support may be appropriate to the alleged perpetrator of
the abuse if the allegation relates to an AHW employee.

2.8

Photography and videography

There is national evidence that some people have used events as an opportunity to take inappropriate
photographs or film footage of vulnerable people.
Organised photographic and filming opportunities
The majority of promotional and press releases are organised by AHW employees. The image rights
will be negotiated between AHW and the photographer, including ownership, access and period for
which the imagery will be retained. The term photographer and photograph covers still and moving
imagery when referred to below.
When using professional photographers or inviting the press to a AHW activity, AHW will:
•
•
•
•
•

Provide a clear brief about what is considered appropriate in terms of content and behaviour
Check the identification of the photographer and ensure this is displayed at all times during
the event
Not allow unsupervised access to vulnerable people or one to one photo sessions
Clarify where photography is prohibited (toilets, changing areas etc.)
Identify those who are not to be photographed by use of a neon wrist band and inform the
photographer of this

It will be made clear to participants that photos are being taken or filming is being conducted at an
event/session. A statement will be made both prior and during the event/session. If they do not wish
to be included, they will be asked to wear an identifying wristband which is clearly visible to the
photographer / videographer.
Any concerns raised must be responded to using the safeguarding reporting procedures (appendix
5.3).
Unofficial photographic and filming opportunities
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It is not practical to control unofficial filming and photography by others in parks, open spaces or
facilities that are being used by AHW.
If concerns are raised they must be reported directly to the police. As the incident is in the public
domain AHW has no direct responsibility to act, other than contacting the police to respond.
Images recorded by AHW employees
To ensure continued consistency and safe storage, all photographs and film taken by AHW employees
must be uploaded by them to the appropriate file and catalogued with the necessary consent. Images
will be stored and used for up to 3 years as long as the content is relevant to the organisation (unless
photographer copyright determines otherwise).
Internet
AHW operate a block through the Internet provider on inappropriate web sites and chat rooms. There
are systems in place for monitoring usage of the internet and all employees have log in passwords,
which can easily be traced. Any employees discovered to have accessed inappropriate sites on the
internet will be subject to the ICT Policy and Procedures.
2.9

Online and Social Media

AHW understands the importance of technology, it has facilitated ways to stay connected with friends
and family and also encourage members and participants to continue to be active at home. However
AHW recognise that relevant safeguards need to be put in place to ensure safety whilst online and
using social media.
The AHW Social Media Resource (see appendix 5.6) provides employees, volunteers and other
appropriate groups/individuals with a Code of Conduct to adhere to when using Social Media and
other technology platforms, specifically addressing acceptable usage and behaviours. All employees
and volunteers will be made aware of the Social Media resource and must operate in line with the
recommendations within it the.
If concerns are raised around the appropriate usage of social media, the procedures detailed in section
2.4 must be carried out.
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3 Employees and volunteers
3.1

Safe Recruitment of employees

Pre-selection/recruitment checks
In line with the Recruitment Policy AHW will ensure the following:
•
•
•
•

All potential candidates will have to submit a comprehensive CV and covering letter.
All applicants for ‘eligible posts’ will have an Enhanced Disclosure and Barring Service check
prior to any work being offered in a paid or voluntary capacity.
A minimum of two written references will be taken up and will be confirmed by telephone.
Proof of identity and eligibility to work in the UK will be sort by either passport or driving
licence

Interview and induction
In line with the Recruitment Policy all employees will be required to undergo an interview.
During the recruitment process:
•
•
•
•

A check will be made that the application form has been completed in full (including DBS form
if appropriate)
Personal ID will be verified
Qualifications will be substantiated
Gaps in employment history will be accounted for

During the induction process all employees will:
•
•
•

Complete a safeguarding induction module as part of their wider induction.
Sign up to the AHW Safeguarding Policy.
Scope further need for additional safeguarding training if appropriate

Volunteers
The following procedures will be adhered to as part of the volunteer recruitment process for all
volunteers that are recruited by AHW who undertake roles within non-regulated activity:
•
•
•

Volunteers will be given clearly defined roles and responsibilities, including details around the
type of skills, experience and attributes required for a given role
Steps will be taken to confirm the volunteer’s qualifications are suitable for the role, if
appropriate.
All new volunteers will complete an induction process which will include familiarisation with
AHW safeguarding policy and procedures, responsibilities of the role and codes of conduct.

Criminal Charges, Cautions and Convictions
Employees must advise their line manager immediately if charged with, cautioned or convicted of any
criminal offence. The same applies to under 18s who may receive a reprimand or warning, whilst an
employee of the AHW. While such proceedings will not necessarily affect employment, AHW needs to
be sure there are no implications for its clients, reputation, and service delivery or in relation to the
role to be undertaken.
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Managers will check annually as part of the Annual Review process that employees have nothing to
declare.

3.2

Allegations

Action if there are concerns about an employee
The LSO will judge whether the disclosure or allegation is poor practice alone or suspected abuse and
in doing so may discuss with the adult safeguarding team to clarify concerns before reaching a
decision.
Where there is a complaint of abuse against an employee, there may be three types of investigation:
•
•

•

A criminal investigation (the Police are involved)
Section 42 enquiry: an action that is taken (or instigated) by a local authority, under Section
42 of the Care Act 2014, in response to indications of abuse or neglect in relation to an adult
with care and support needs who is at risk and is unable to protect themselves because of
those needs. Non-statutory enquiries (known as 'other safeguarding enquiries') may also be
carried out or instigated by local authorities in response to concerns about carers, or about
adults who do not have care and support needs but who may still be at risk of abuse or neglect
and to whom the local authority has a 'wellbeing' duty under Section 1 of the Care Act 2014.
(SCIE 2015)
A disciplinary or misconduct investigation. (AHW are involved)

Civil proceedings may also be initiated by the person/family of the person who alleged the abuse.
Poor Practice
Poor practice is behaviour that falls below that required by AHW and/or constitutes a break of the
Code of Conduct (see Appendix 5.7)
If the LSO considers the allegation to be poor practice, it will be dealt with as a misconduct issue and
in line with Disciplinary Procedure and referred to the employee’s line manager. Persistent poor
practice, or investigations that reveal more serious concerns should be referred back to the
Safeguarding Lead for a decision about further appropriate action.
Allegation against the Lead Safeguarding Officer
If the AHW LSO is the subject of the suspicion / allegation, the Board Champion will be responsible for
taking the appropriate action (see appendix 5.2).
If an allegation is made against you
If you are the person who is the subject of an allegation, the situation will be explained to you and you
may be asked to stop working for AHW whilst investigations take place, ensuring all parties involved
are protected.
Following the investigation in line with AHW Disciplinary Procedures, the appropriateness of you
returning to work will be assessed and will be dependent on the outcome of the AHW internal
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investigation and all other available information including information from the Police and Social
Services. Irrespective of the findings of the Social Services or Police enquiries, AHW will assess all
individual cases under the disciplinary procedures to decide whether an employee should be
reinstated and how this can be sensitively handled with other employees. AHW will assess on a caseby-case basis, the support that can be offered to an individual who has an allegation made against
them.
This decision may be difficult in incidents where there is insufficient evidence to uphold any action by
the Police. In this instance AHW will make a decision based on all available information that could
suggest, that more likely than not the allegation is true. The welfare of vulnerable people will always
remain paramount and disciplinary procedures will be drawn to a conclusion to ensure their
protection.
The AHW Project Manager (Marketing and Communications) will deal with any media enquiries.
3.3 Lone working
AHW have a Lone Working Policy which is highlighted in the induction process for all new members of
staff.

3.4 Support
In addition to the physical risks associated with some roles, certain roles within AHW increase the risk
of mental and emotional harm, such as stress related illnesses. These are roles where employees or
volunteers have to deal with sensitive and challenging situations and issues, for example working with
people living with and affected by cancer
Managers have a duty to ensure that all employees and volunteers in such roles have access to regular
supervision and the opportunity to discuss their emotional well-being.
To reduce the risk of emotional harm, AHW will ensure all employees have access to an external
counselling service
Consideration will be given to what support AHW can offer the vulnerable person, their parents/carers
and employees. Details of helplines and support groups will be provided.
Consideration will also be given about what support may be appropriate to the alleged perpetrator of
the abuse if the allegation relates to an AHW employee. .

3.5 Behavioural codes of conduct
AHW has a code of conduct which must be adhered to by all employees. This is introduced to all staff
during induction (see appendix 5.7)
Any breach of the Code of Conduct may be dealt with under the company’s Disciplinary Procedure.
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3.6 Sharing information
Records and Information
Information that is passed to Social Services or the Police must be as helpful as possible. It is therefore
essential that a detailed record be made at the time of the disclosure/concern using the Incident
Report form (see appendix 5.4).
All alleged incidents with a safeguarding nature will be reported to the Police or Adult Protection
Services without delay by the AHW Lead Safeguarding Officer if appropriate. Referrals made by
telephone to Social Services or the Police will be confirmed in writing by AHW within 24 hours. A
record will be kept of the name and position of the officer to whom the concerns were passed, of
advice given, together with the date and time of the call and agreed actions.
Seek Advice
Occasions may arise where the employee has a concern or is informed of situations where there is
uncertainty about whether the allegation made constitutes abuse and is therefore unclear about what
action to take.
Always seek advice if there is any doubt, as the incident may be one of a series of incidents which
together cause concern.
Confidentiality
It is acknowledged that it may be difficult for an individual to report his / her concern about a suspicion
or allegation about a colleague’s practice. AHW will support and protect anyone who (without
malicious intent), reports an incident of poor practice or suspected abuse involving a AHW employee.
Procedures outlined in the Disciplinary Policy and Whistleblowing Policy (available on the company
shared drive) will be adhered to. AHW will ensure that confidentiality for all concerned is maintained
in all incidents of suspected abuse. Information will be handled and disseminated on a “need to know”
basis only.

4.0

Review of Policy and Procedures

This policy is mandatory for all employees working for or on behalf of AHW.
The policy and procedures will be reviewed every 3 years by the AHW safeguarding lead or whenever
there is a significant change in legislation or within the organisation.
It will be the responsibility of AHW LSO to notify employees of any changes in the documentation and
/ or changes in relation to their roles and responsibilities.
AHW will be responsible for ensuring that the information is stored in a secure place where access will
be limited to certain designated people. Data Protection laws will be upheld and strictly adhered to.
All concerns will be taken seriously and managed accordingly within the policies and procedures of
AHW and for the welfare of vulnerable people.
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5.0

Appendices

Appendix 5.1 - Glossary
The definitions within this glossary have been produced within the context of this policy.

Active
Herefordshire
Worcestershire (AHW)
Adults at Risk

and Trading name of the Sports Partnership Herefordshire and
Worcestershire.
A person aged 18 or over who is in need of care and support
regardless of whether they are receiving them, and because of
those needs are unable to protect themselves against abuse or
neglect
Adults Social Care Services
The term that describes the everyday support and services that
an adult might need due to illness, disability or frailty. These
services also include includes supporting people that care for
others
Care Act 2014
The Care Act 2014 sets out a clear legal framework for how local
authorities and other parts of the system should protect adults
at risk of abuse or neglect.
Data Protection Act 1998
The Data Protection Act controls how your personal information
is used by organisations, businesses or the government.
Disclosure and Barring Service The Disclosure and Barring Service (DBS) helps employers make
(DBS)
safer recruitment decisions and prevent unsuitable people from
working with vulnerable groups, including children.
Employee
All AHW core employees, full or part time and anyone working
on a paid or unpaid basis on behalf of AHW
Lead Safeguarding Officer
The designated person within a sports organisation with primary
responsibility for managing and reporting concerns about
children and for putting into place procedures to safeguard
children in the organisation, including supporting club, county
and regional welfare officers, where relevant.
Safeguarding Team
The local authority team responsible for adult safeguarding
concerns
Mental Capacity Act 2005
The Mental Capacity Act 2005 is designed to protect and
empower individuals who may lack the mental capacity to make
their own decisions about their care and treatment. It is a law
that applies to individuals aged 16 and over.
The Police
The Police have a duty to uphold the law, prevent crime and
disorder and must work jointly to with Children’s Care when a
crime against a child is suspected
Safeguarding
Safeguarding is a term which relates to the action taken to
promote the welfare of children and young people and protect
them from harm.
Safeguarding Adults Board (SAF) The main purpose of a Safeguarding Adults Board is to promote
wellbeing and reduce the risk of harm for people with care and
support needs
Sports
Partnership Sports Partnership Herefordshire and Worcestershire trading as
Herefordshire
and Active Herefordshire and Worcestershire is a registered charity
Worcestershire
(charity no. 1184297) and a company limited by guarantee
(company no. 08822764)
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Appendix 5.2 - Contact Information
Lead Safeguarding Officer (LSO)
Name: Lorea Sarobe
Contact details: l.sarobe@worc.ac.uk / 07766 697742
Deputy Safeguarding Officer (DSO)
Name: Kerrie O’Mahony
Contact details: k.omahony@worc.ac.uk / 07766 611946
Board Champion
Name: Pete Sugg
Contact details: pete@youngsolutions.org.uk
Worcestershire Adult Safeguarding Team
Access, Triage and Intervention Service (ATIS)
01905 768053
Online reporting form https://capublic.worcestershire.gov.uk/AdultsSafeguardingConcern/
Herefordshire Safeguarding Team
Safeguarding Team, Herefordshire Council, Elgar House, Holmer Road, Hereford, HR4 9BD
safeguarding@herefordshire.gov.uk
01432 260715 (weekdays 9-5 pm) / 0330 1239309 (after 5pm, weekends and public holidays)
Ann Craft Trust - Safeguarding Adults in Sport and Activity – for safeguarding advice regarding adults
Website: www.anncrafttrust.org
Email: Ann-Craft-Trust@nottingham.ac.uk
Telephone: 0115 951 5400
Designated Officer (formerly known as LADO)
The Worcestershire Designated Officer can be contacted via the following methods:
Direct line - central enquiries - 01905 846221
Kevin Mills - 01905 845563
Jon Hancock - 01905 843311
The Herefordshire Designated Officer is Terry Pilliner, based at the Herefordshire Council offices at 8
St Owen Street, Hereford and can be contacted on 01432 261739 and LADO@herefordshire.gov.uk
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Appendix 5.3 – Reporting Procedures
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Appendix 5.4 Escalation Procedure

Satisfied with AHW/NGB response to
disclosure?

No

Yes
Suspected poor practice
No further
action
required

Report to AHW CEO

Consult with Sport
England/CPSU how to take
forward

Suspected abuse
Refer direct to Children’s Social
Care/Police

Report to Sport England
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Appendix 5.5 – Incident Reporting Form

Adult safeguarding incident reporting form
Details relating to person reporting the concern
Name:
Name of Organisation:
Role:
Contact Information:
Address:

Postcode:
Email Address:

Telephone Numbers:
Details relating to person of concern
Name:

Date of Birth:

Ethnic Origin:
Please state

Does this person have a disability?
Please state

Gender:

Male

Female

Are you reporting your own concerns or responding to concerns raised by someone
else:
□ Responding to my own concerns
□ Responding to concerns raised by someone else

If responding to concerns raised by someone else
Please provide further information below
Name:
Position within the sport or relationship to the person:

Telephone numbers:
Email address:
Date and times of incident:
Details of the incident or concerns:
Include other relevant information, such as description of any injuries and whether you are
recording this incident as fact, opinion or hearsay

Person’s account of the incident:
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Please provide any witness accounts of the incident:

Please provide details of any witnesses to the incident:
Position within the club or relationship to the person:
Date of birth (if child):

Address:

Postcode:

Telephone number:

Email address:

Please provide details of any person involved in this incident or alleged to have caused
the incident / injury:
Name:
Position within the club or relationship to the person:
Date of birth (if child):

Address:

Postcode:

Telephone number:

Email address:

Please provide details of action taken to date:

Has the incident been reported to any external agencies?
□ Yes
□ No

If YES please provide further details:
Name of organisation / agency:
Contact person:
Telephone numbers:
Email address:
Agreed action or advice given:

Signature

Full Name:

Date:
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Appendix 5.5 - Seven Golden Rules of Safeguarding
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Appendix 5.6 - Social Media Resource
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Appendix 5.7 - Code of Conduct
Introduction:
The public, stakeholders and partners are entitled to expect the highest standards of conduct from all
employees.
Dress and Appearance
All employees are required to be neat, clean, well-groomed and presentable whilst at work, whether
working on the Company’s premises or elsewhere on Company business.
If, as part of your job duties, you come into contact with the Company’s clients or customers or
members of the public, you must adhere to the following minimum dress and appearance standards:
•

smart, casual clothing or a suit /smart outfit if attending a Board Meeting.

•

hair should be kept neat and well-groomed and hairstyles and hair colours should be
conventional

•

nose rings, eyebrow rings and other facial or visible body piercings are prohibited

The following are still classed as unacceptable attire for all employees:
•

jeans, leggings, combat trousers or torn trousers

•

shorts (unless AHW kit) or miniskirts

•

tops with slogans or symbols that could cause offence

AHW kit may be worn in the office and must be worn at all outside sporting events when representing
the company. Uniforms must be neat and clean and worn in a presentable fashion. Uniforms supplied
must not be altered in any way without the Company’s prior permission.
If you are required to wear a name badge or ID card, this should be worn at whilst you are at work
function and must not be worn elsewhere.
Where uniforms are supplied by the Company, they remain the property of the Company. Employees
must therefore take care of them and return them in good condition on the termination of
employment. In the event that you fail to return your uniform in good condition or at all on
termination of employment, or you lose or damage your uniform during employment, the
replacement cost of the uniform may be deducted from your final salary payment, or from your next
salary payment. This deduction provision forms part of your contract of employment.
Dealing with the Public, Partners and Stakeholders:
Employees should always remember their responsibilities to the community and ensure courteous
and efficient service.
•

Respect the rights, dignity and worth of every individual and treat everyone equally.

•

Act with dignity and display courtesy and good manners towards others

•

Avoid swearing and abusive language and irresponsible behaviour including behaviour that is
dangerous to yourself or others, acts of violence, bullying, harassment and physical and sexual
abuse

•

Challenge inappropriate behaviour and language by others
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•

Be aware that your attitude and behaviour directly affects the behaviour of others

•

Never engage in any inappropriate or illegal behaviour

•

Avoid destructive behaviour and leave athletics venues as you find them

•

Not carry or consume alcohol to excess and/or illegal substances.

•

Avoid critical language or actions, such as sarcasm which could undermine another’s selfesteem.

Outside Commitments and Personal Interests:
•

No employee may do any private work in engage in other employment which might conflict
with the company’s interests. Employees must obtain formal approval (Conflict of Interest
Form) to undertake any outside employment.

•

Employees should declare to their appropriate Line Manager any financial or non-financial
interests that they consider could bring about conflict with the company’s interests.

•

Any declaration should be recorded on the personal file.

Equality Issues:
All employees should be aware of the company’s Equality policy and ensure that customers and fellow
employees are treated with fairness and equity.
Internal Relationships:
Mutual respect between employees is essential to good working relationships and a positive and
engaging working environment.
•

Respect the rights, dignity and worth of every individual and treat everyone equally.

•

Act with dignity and display courtesy and good manners towards others

•

Avoid swearing and abusive language and irresponsible behaviour including behaviour that is
dangerous to yourself or others, acts of violence, bullying, harassment and physical and sexual
abuse

•

Challenge inappropriate behaviour and language by others

•

Be aware that your attitude and behaviour directly affects the behaviour of others

•

Avoid critical language or actions, such as sarcasm which could undermine an athlete’s selfesteem.

•

All employees must be made aware of the company’s Bullying and Harassment Policy.

Breaches of the Code:
Any breach of this Code of Conduct may be dealt with under the company’s Disciplinary Procedure.

Sports Partnership Herefordshire and Worcestershire trading as Active Herefordshire and Worcestershire is a registered charity
(charity no. 1184297) and a company limited by guarantee (company no. 08822764)

29
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