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ADULT SAFEGUARDING POLICY 

 

Aims  

This policy has been drawn up in recognition that there is an ever-present risk of abuse 

happening to vulnerable adults. It is our duty to prevent abuse and to take effective action 

when abuse is suspected or disclosed. Abuse is unacceptable in all circumstances.  

 

This policy sets out the steps that The Living Room has taken to safeguard visitors who 

are at risk of abuse and neglect and the responsibilities of all volunteers in cases of 

suspected abuse or neglect.  

 

Good Practice Statement  

The best defence against abuse is the strength of values incorporated in The Living 

Room culture. The Living Room team believe that all visitors are entitled to be treated 

with dignity, courtesy and respect regardless of their age, race, gender or ability.  

Safety is embedded within good sound practice and the growing ability of guests to 

protect themselves, make their views known and be listened to.  

 

Definitions  

 

Who are Vulnerable Adults? 

A vulnerable adult is any adult aged 18 or over who, by reason of mental or other 

disability, age, illness or other situation is permanently or for the time being unable to 

take care of him or herself, or to protect him or herself against significant harm or 

exploitation (Promoting a Safe Church, Church of England, 2017). This includes: 

• People with disabilities 

• Older people 

• People with mental health problems 

• People who are ill for a long time 

• People who are misusing drugs or alcohol 
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What is adult abuse? 

Adult abuse is when someone hurts an adult at risk. There are many different types of 

abuse, such as:  

• Physical -  e.g. ill-treatment such as hitting, slapping, pushing, whether or not it 

causes physical injury; racially or religiously motivated attacks; a requirement for 

someone to work in an unsafe environment.  

• Emotional or psychological - e.g. use of threats or fear; misuse of power in a 

relationship, bullying, harassment, lack of privacy or choice, deprivation of social 

contact or deliberate isolation, making someone feel worthless, verbal abuse, 

humiliation, blaming, coercion.  

• Sexual - any sexual act carried out without the informed consent of the other – 

both contact and non-contact. No one should enter a sexual relationship with a 

person for whom they have pastoral responsibility or occupy a position of trust. 

Non-contact abuse includes sexual remarks and suggestions, introduction to 

indecent material, indecent exposure. Contact abuse may include rape, indecent 

assault, being forced to touch another person, sexual intercourse or being 

pressured to consenting to sexual acts.  

• Spiritual – e.g. forcing religious ideas onto people, inappropriate use of religious 

belief or practice, intrusive healing or deliverance ministries.  

• Financial or legal - wilful extortion or manipulation of vulnerable adult’s legal or 

civil rights. Misappropriation of moneys or goods, misuse of finance or property, 

exploitation of a person’s resources, misuse of a position of authority to persuade 

a person to make gifts or legacies or change a will. 

• Neglect - any neglectful pattern of behaviour which seriously impairs another 

person. Can include failure to intervene, not giving personal care, deliberately 

withholding visual or hearing aids or food or drink, restricting access to medical 

services, denying contact with family etc.  

• Discrimination - This is when people treat others badly or unfairly because they 

are different.  

• Institutional abuse – This is when paid staff in a hospital or care home do not 

care properly or respect people’s rights.  
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• Domestic abuse – This is threatening behaviour, violence or abuse between 

adults who are, or have been, in a relationship, or between family members.  

• Self-neglect – This is when people don’t look after themselves and this puts them 

at risk.  

• Modern slavery – This is when people are forced to work or are bought or sold as 

if they were a piece of property. 

 
Prevention and Risk Management  

Prevention  

The Living Room employs various strategies to control the risk of abuse and target the 

causes and opportunities for abuse and neglect. These include:  

• Communication and training with The Living Room team about the nature of abuse 

and The Living Room Safeguarding Policy.  

• Embedding the principles of safeguarding into management expectations and 

thereby volunteer and staff practice.  

• Risk assessment for every visitor before they stay at The Living Room (see 

Referral and Risk Assessment Policy) 

 
Recruitment 

This guidance sets out safer recruitment practices for people working or volunteering for 

The Living Room with adults who may be vulnerable. It should be used for the 

appointment of new paid posts and new volunteers and new Trustees. It may be used to 

inform any review of people currently / already in post. It should not be forgotten that only 

a tiny percentage of adults who abuse get caught and still fewer are convicted, so 

organisations must never rely solely on a DBS check. DBS checks, although crucial, 

remain only one element of safeguarding and the safer recruitment process 

 

Recruitment Process: 

Job description 

The Living Room will provide a clear job description which sets out what tasks the 

applicant will do and what skills are required. The job description will also say whether it is 

eligible for and requires a criminal records check, and if so the level of the check (e.g. 
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basic / enhanced). If it is a paid role this should be a formal job description / person 

specification. If it is a voluntary role, a simple job role may be used. 

 

Application form / references.  

An application form or comprehensive CV will always be necessary in a paid role to 

assess the person’s suitability for the role. An application form will also be good practice 

when recruiting for a voluntary role. The Living Room will always ask for and take up 

references and will ask referees specifically about an individual’s suitability to work with 

vulnerable people. The Living Room will carefully examine application forms and 

references to make sure that the information that has been provided is consistent and the 

organisation is provided with a satisfactory explanation for any discrepancies and / or any 

gaps in an applicant’s personal history and / or career. If anything is unclear in the 

reference, the referee will be contacted to clarify the position. 

 

The Confidential Declaration. 

At the start of the process, where an individual is going to work or volunteer with 

vulnerable people, he or she will be asked to complete a ‘Confidential Declaration’ which, 

in broad summary, asks if there is any reason why he /she should not be working with 

children and adults who may be vulnerable. It can also help to identify any issues that 

might need resolving at an early stage. Having a criminal record may not necessarily be 

a bar to working with children or adults who may be vulnerable (see information about ex-

offenders below). Should the applicant not wish to complete the Confidential Declaration, 

which is entirely his / her choice, the application should not proceed further and must be 

terminated. 

 

Interview / discussion 

The Living Room will arrange a face-to-face interview or discussion with pre-planned and 

clear questions to assess a person’s suitability for a role. In paid roles (and sometimes in 

volunteering roles) the candidate’s identity will need to be checked by asking him / her to 

bring photographic ID as well as evidence of his / her relevant qualifications. Questions 

will be included about an applicant’s values, attitude to working with adults who may be 

vulnerable and motives for wanting to engage in such work. The Living Room will always 
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ask if he / she knows of any reason why he / she should not be working with adults who 

may be vulnerable or if there are any pending cases / issues which could affect him / her 

or his / her ability to carry out the role. If the applicant discloses any matter during the 

interview that relates to adults who may be vulnerable and which may affect the 

applicant’s suitability for the role, then this should be referred to the Board of Trustees for 

further discussion. 

 

Asking for a DBS Check 

If the person / chair of the interview panel conducting the interview / discussion is minded 

to recommend approval then the applicant should be asked to carry out an appropriate 

DBS check. Special arrangements apply to overseas applicants, (see Home Office 

advice).1 Should the applicant not wish to apply for a criminal record check, which is 

entirely his / her choice, the application should not proceed further and must be 

terminated. All volunteers and staff who have regular contact with The Living Room 

visitors will be required to complete an enhanced DBS check. Trustees will also be 

required to complete a DBS check.  

 

Approval 

The decision to appoint to voluntary or paid work should be made only by those who 

have that responsibility. No confirmation of appointment or the start date should be sent 

until the relevant DBS check is received and examined. DBS checks that are not clear 

(i.e. which contain information of, for instance, criminal convictions or cautions or 

additional information such as arrests) should always be referred to the board of Trustees 

for further discussion. All paid posts will receive a letter of appointment. 

 

Probationary / Settling in Period 

The Living Room will organise a period of probation, (usually 3 months) for any paid role 

or a settling in period for volunteers when the volunteer and the organisation can see 

whether the volunteer is suited to the particular role. During these periods relevant 

training can be planned and support can be arranged. In addition, regular meetings with 

the supervisor can be organised to discuss any issues etc. that arise. For paid roles, at 

 
1 Home Office advice on overseas applicants. 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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the end of the probationary period a person should be confirmed in his / her role in 

writing. 

 

Supervision and regular review 

All paid posts will be subject to management, supervision and appraisal. All volunteers 

will also be offered regular supervision (either in a group or individually) and a review 

regularly, as the role requires, (e.g. annually) so that volunteers feel supported and issues 

can be discussed and/or resolved. 

 

DBS Checks 

Enhanced DBS checks will be required for all volunteers and staff who are in regular 

contact with Living Room visitors, since there is a high likelihood that some of the visitors 

will be vulnerable adults for the reasons stated above.  

 

DBS checks should be renewed every 5 years. All staff, volunteers and trustees are 

required to alert The Living Room board of trustees if they receive a criminal conviction 

after their DBS check has been completed, and a new DBS check will be required. A new 

check will not be required if the person has subscribed to the DBS web based update 

service, the outcome of the update service has been seen, and the person’s role has not 

changed. 

 

The original DBS certificate must be seen by the Project Co-ordinator before an 

individual can be approved for a volunteering, staff or trustee role. Individuals have 

ownership over their own information. They can choose when they want to share the 

information given on a DBS certificate and with whom. However should the applicant not 

wish to reveal the information on his / her DBS certificate, which is entirely his / her 

choice, the application should not proceed further and must be terminated. Copies of 

DBS certificates for all volunteers, staff and trustees will be copied and kept (see Data 

Protection Policy for more information) 

 

If a criminal record disclosure is not clear, the applicant will be asked to present the 

original disclosure to the Project-Co-ordinator. The disclosure should be cross-referenced 
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with the Confidential Declaration to see if there are any discrepancies. The disclosure will 

be passed to the Board of Trustees for a risk assessment. If the issues are complex the 

board will ask for assistance from the Local Safeguarding Adults Board. The Living Room 

Board of Trustees will make a recommendation concerning the suitability of the applicant 

(see Recruitment of Ex-offenders). Should the applicant not wish the confidential 

declaration and / or the criminal record disclosure to be seen, which is entirely his / her 

choice, the application should not proceed further and must be terminated. 

 

Portability from outside The Living Room is now best secured via the update service. 

However, to accept a pre-existing criminal record check from a body outside The Living 

Room, all the following requirements must be met:-  

• A Confidential Declaration Form must be completed 

• The original DBS check must be shown to the organisation by the applicant; 

• The individual in his / her new role must be eligible for the same level of 

criminal record check as he / she was in his / her previous role; 

• The criminal record check must be completely clear (i.e. no record of 

cautions, convictions or additional information), be less than 2 years old, and 

be for work with vulnerable adults. 

• The applicant’s identity should be verified; and 

• The applicant’s current organisation should confirm that the applicant was 

appointed following receipt of all relevant checks, (e.g. confidential declaration 

and enhanced criminal record check etc.); is currently still in post; there are no 

disciplinary matters pending and they can recommend them to the new role 

 

The Safeguarding Vulnerable Groups Act 2006 (SVGA) places a duty on organisations 

where people work or volunteer with children or adults who may be vulnerable to make a 

referral to the DBS in certain circumstances to protect vulnerable people from harm. This 

is when an organisation has dismissed or removed a person from working / volunteering 

with children or adults who may be vulnerable (or would or may have removed such a 

person if the person had not left or resigned etc.) because the person has:-  
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• Been cautioned or convicted of a relevant offence (e.g. a serious sexual or 

violent offence); or 

• Engaged in relevant conduct in relation to children and / or adults who may be 

vulnerable, (i.e. an action or inaction (neglect) that has harmed a child or adult 

who may be vulnerable or put them at risk of harm); or 

• Satisfied the harm test in relation to children and / or adults who may be 

vulnerable, (i.e. there has been no relevant conduct (i.e. no action or inaction) 

but a risk of harm to a child or adult who may be vulnerable still exists). 

 
Recruitment Of Ex-Offenders 

• The Living Room has a legal obligation to protect vulnerable adults from people 

who have committed serious offences, and as such meets the requirements in 

respect of exempted questions under the Rehabilitation of Offenders Act 1974. 

•  DBS checks will include details of caution, reprimands or final warnings, as well 

as convictions, including "spent" convictions and where the post is subject to 

Enhanced Disclosure, other relevant non-conviction information, such as police 

enquiries and pending prosecutions will be included.  

• Criminal records will be taken into account for recruitment purposes only when the 

conviction is relevant. Where relevant convictions are flagged up on the DBS 

check, the risk-assessment and decision about the outcome will be carried out by 

the board of trustees, following an interview with the individual concerned. 

• When considering whether to accept a person as a volunteer or employee who 

has a criminal record, the following factors will be considered: 

- the potential candidate’s suitability for the role  

-  the relevance of the offence  

-  the level of risk they pose (to the organisation and those that come into 

contact with it)  

- the setting in which the volunteering activity will take place.  

• It might be necessary to seek further information from the candidate including the 

following: 

- whether or not the conviction is relevant to the volunteering opportunity  

-  the nature and seriousness of the offence  
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-  the circumstances surrounding the offence and the explanation offered by 

the applicant  

-  how old the applicant was when the offence was committed  

-  the length of time since the offence occurred  

-  whether the behaviour that constituted the offence is still a cause for 

concern  

-  whether the context behind that behaviour is still a cause for concern  

-  whether the applicant has a pattern of offending behaviour  

-  whether the applicant’s circumstances have changed  

-  the applicant’s attitude to the offence. Is it one of remorse? Does the 

applicant take responsibility for it and recognise the harm they caused?  

-  whether the offence has since been decriminalised.  

• The Living Room is committed to compliance with the Disclosure and Barring 

Service Code of Practice for Registered Persons and other recipients of 

Disclosure information. This Document can be viewed at 

https://www.gov.uk/government/publications/dbs-code-of-practice  

• The Living Room will follow the Confidentiality and Data Protection Policies with 

respect to information about criminal offences. 

• If an applicant is in any doubt about his / her declaration, he / she should seek 

further advice e.g. from the Citizens Advice Bureau. 

 
 
 
Training and Procedures 
 

• All Living Room staff and volunteers will commit to attending annual safeguarding 

training with The Living Room.  Another approved provider of training may be 

acceptable providing a certificate of attendance is provided. 

• Policies and Procedures Volunteers are expected to follow – The Living Room 

reinforces expectations of volunteers through rules for conduct and practice and in 

particular:  

1.  Violence, abuse and challenging behaviour policy 

2. Health and Safety Policy 

3. Confidentiality policy 

https://www.gov.uk/government/publications/dbs-code-of-practice
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4. Equal opportunities policy 

5. Professional Boundaries policy 

6. Police protocol 

7. Drug and alcohol policy 

 

•  Volunteer support and information – All volunteers will receive support from the 

Project Co-ordinator. Training will be offered and information on policy and 

procedures will be available to all.  

 

Named Person 

The named person for Safeguarding is The Living Room Project Co-ordinator. The role of 

the named person includes the following: 

- To ensure that The Living Room policy for Adult Safeguarding is reviewed 

annually 

- To ensure that all volunteers and employees who have regular contact with 

The Living Room visitors have completed Confidential Declaration forms 

and enhanced DBS checks. 

- Undertake DBS checks for new volunteers and employees (as detailed in 

Recruitment Process above) and ensure that the Recruitment Process is 

followed. 

- To implement the Safeguarding Adults policy and encourage others to 

follow good practice. 

- To organise regular (at least annual) Adult Safeguarding training for The 

Living Room volunteers, staff and trustees. 

- To receive but not investigate suspicions or allegations of abuse which 

might arise, and refer on to the Board of Trustees / MASH / Police. 

 

 

Alerting 

Any volunteer may be alerted to the possibility of abuse. Alerting could mean that an act 

of abuse is witnessed, a person is saying that abuse has occurred, or suspicions are 

raised.  
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• All volunteers are responsible for reporting concerns, disclosures or possible 

indications of abuse following the procedure below. 

• Information about abuse must never be withheld intentionally as failure to disclose 

may have an influence on the future safety of an individual.. 

• Those working or volunteering at The Living Room  must never promise to keep 

secrets for a visitor and must never be alone with a visitor.  

 

If there is a suspicion or allegation of mistreatment of a vulnerable adult:  
 

✓ Ensure the safety of the person who has been abused.  

✓ Listen carefully to what is being said without asking leading questions or 

making personal comment.  

✓ Remain calm and respectful and listen carefully to what is being said. 

✓ Take concerns seriously even if you do not believe the person. 

✓ Reassure the person that they have done the right thing by talking to you. 

✓ Make detailed notes on the conversation or incident using black ink. As much 

as possible use the person’s own words in quotation marks (e.g. Clare said “I 

felt scared”) Include the time and date and your signature. If possible use the 

Living Room Safeguarding Report form. Write down as much as possible. If it 

isn’t written down there is no evidence that it happened. 

✓ Ask what the person would like you to do now (e.g. contact friend or relative for 

support). 

 Don’t interfere with anything that could be used as evidence (e.g. moving 

items, encouraging person to wash) 

 Don’t ask very detailed or probing questions 

 Don’t ignore the issue and hope it will go away 

 Don’t contact the alleged perpetrator. If the alleged perpetrator is one of the 

people listed below to be reported to, contact another member of the trustee 

board, or MASH. 

 Don’t make promises you can’t keep. 
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• Disclosures and concerns should be treated as confidential other than sharing 

information with those who are required to know using the process below. 

• Anything heard or seen which causes  concern should in the first instance be 

reported to the Project Co-ordinator or on-call trustee (if Project Co-ordinator 

unavailable), who will consider referring information on to MASH. If you are unable 

to contact either Project Co-ordinator or on-call trustee then please ring 

‘Thirtyone:eight’ hotline for advice on 0303 003 11 11 

• The Project Co-ordinator and any of the trustees may also ring the Thirtyone:eight 

helpline if they need advice following notification of a safeguarding concern. 

• If the vulnerable adult is in immediate danger, Social Services or the Police should 

be contacted immediately  

Norfolk Social Services / MASH: 0344 800 8020 

Norfolk Police 101 

• IN AN EMERGENCY ALWAYS CALL 999 

 

Under no circumstances should anyone involved in The Living Room take it upon 

themselves to investigate the situation. If an allegation has been made, it must not 

be discussed with the person who is being accused.  

 

Victims and Survivors of Abuse 

• It is important to respond without delay to every complaint made, that any adult, 

child or young person may have been harmed, cooperating with the police and 

local authority in any investigation.  

• Victims of abuse should be signposted to organisations which can help and 

support them.  

• The Living Room will seek to protect survivors of  abuse from the possibility of 

further harm and abuse whilst they are visitors with us. 
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SAFEGUARDING FORM 

Please use block capitals and black ink to complete. Use additional sheets if needed. 

Anything heard or seen which causes  concern should in the first instance be reported to the 

Project Co-ordinator or on-call trustee (if Project Co-ordinator unavailable), who will consider 

referring information on to MASH. If you are unable to contact either Project Co-ordinator or on-

call trustee then please ring ‘Thirtyone:eight’ hotline for advice on 0303 003 11 11 

 

If the vulnerable adult is in immediate danger, Social Services or the Police should be contacted 

immediately: Norfolk Social Services / MASH: 0344 800 8020 / Norfolk Police: 101 

IN AN EMERGENCY ALWAYS CALL 999 

 

Under no circumstances should anyone involved in The Living Room take it upon 

themselves to investigate the situation. If an allegation has been made, it must not be 

discussed with the person who is being accused.  

 

Date of incident: 
 

Time of incident: 
 

Who was present for the shift (name all staff / volunteers): 
 
 
 
 

Where did the incident or discussion take place? 
 
 

What was witnessed or discussed? 
 
 
 
 
 
 
 
 
 
 
 
 

Who was involved? (names of visitors / staff / volunteers involved plus witnesses) 
 
 

APPENDIX A 
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What happened next / Action taken? 
 
 
 
 
 
 
 
 
 
 

What was the outcome? 
 
 
 
 
 
 

Was anyone else contacted (e.g. Police / MASH / Project Co-ordinator) or referrals made? 
(include names and contact details) 
 
 
 
 
 

Is any follow-up action required or expected by the people involved? 
 

Date form completed: 
 

Time form completed: 

Name of person completing form: 
 

Role: 

Signature: 
 

Reviewed by Project Co-ordinator / Management Committee  □              Date: 

Action taken in response: 

Signature: 
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Referrers Checklist - Tel: 0344 800 8020 

This Checklist is to assist you to have adequate information when you are making a referral as 

we know that it is often a very stressful conversation and you may forget vital information when 

you make the call.  Referrals will be considered when some of this information is not available. 

 Essential Desirable 

Name of Alerter (You can remain anonymous)  ✓  

Contact details of Alerter  ✓  

Relationship to Victim  ✓  

Organisation of Alerter  ✓  

   

Name (of Adult at risk of abuse or neglect) ✓   

Address of Adult at risk of abuse or neglect ✓   

Address, if different, of place of alleged abuse ✓   

Contact details of Adult at risk of abuse or neglect ✓   

Details of Category of Vulnerability (Older, frail, Mental Health, 

Learning Difficulties etc.) 

✓   

Date of Birth or Age  ✓  

Gender   ✓  

Ethnicity   ✓  

Religion  ✓  

Capacity and understanding  ✓  

Communication needs (sensory loss, Language, other)  ✓  

Name of Alleged Perpetrator  ✓  

Address of Alleged Perpetrator  ✓  

Date of Birth of Alleged Perpetrator   ✓  

   

Details of Referral - You need to consider the following so that the 

person taking the referral can gain adequate information 

  

Nature of abuse/incident ✓   

When did it happen? ✓   

Where did it happen? ✓   

Was anyone else involved?  ✓  

Was the incident witnessed?   ✓  

Have you had previous concerns regarding this person?  If so 

what? 

 ✓  

Does the adult at risk of abuse or neglect know you are making this 

referral? 

✓   

Have you done anything to assist the Adult at risk of abuse or 

neglect at this time? (What actions have been taken?) 

✓   

   

How do you want to be contacted in the future? ✓   

 

 

APPENDIX B 
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When to notify Police – Urgent & Non-Urgent 

 

 

 

 

 

 

 

 

 

 

The following can never be resolved internally and should always be reported to the Police, regardless of victim/family views: 

Incidents of Death – Sexual Offences (regardless of severity) – Serious Assaults 

Expected/Unexpected Death 
With suspicious circumstances 
Call Police – Emergency - 999 

 

Immediate medical attention takes priority. 

Beyond immediate care (CPR etc) –  

DO NOT 

Touch/move body. 

Dispose of/move any items (clothing, medication, 

personal belongings etc). 

Allow any suspect to wash/shower etc.   
 

DO 
Preserve room/scene 

(including room of any suspect). 
Secure all medical notes, staff rotas and care plan 

documentation. 

 

 

Death 

Any ongoing incident that presents a threat to life and/or serious injury - Call Police - Emergency – 999 

Sexual Offences 

 

Call Police 

Non-Emergency 

 101 

Police response will be graded 

appropriately 

Do Not Delay! 

In all cases relating to sexual assaults, it is 

imperative to secure and preserve evidence: 

 

Preserve clothing, particularly underwear 

(of both victim and suspect) 

 

Do not allow the victim or offender to 

wash/bath/shower 

 

 

 

Refer to Norfolk Adult Social 

Services  0344 800 8020 

 

In any case of Murder, Attempted Murder or 
suspicion of either 

Call Police – Emergency - 999 

Unexpected Death  
With no suspicious circumstances 
Call Police - Non-Emergency – 101 

Expected Death 
 With no suspicious circumstances 

Police Not required 

* Injuries deemed to be serious, would be those more serious than: Grazes, abrasions, minor bruising, reddening of the skin, 
superficial cuts etc. 

In any case where the circumstances dictate that the Police are notified DO NOT DELAY – Evidence can be lost! 

Is the incident happening now, 

or has it just happened? 

AND 

Are the injuries serious or likely 

to be serious? * 

Yes Ring 999 

All sexual incidents, regardless 

of severity, including 

inappropriate touching, 

should be referred Norfolk 

Adult Social Services.0344 800 

8020 

No 

Assaults 

APPENDIX C 

From NASB ‘Good Practice in Making a Safeguarding Adult Referral’ 

 

 


