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1. Purpose
This policy sets out Staffordshire Wildlife Trust’s commitment to safeguarding adults at risk and the procedures that support this, in alignment with the Wildlife Trusts’ Safeguarding Framework. It provides clear guidance to staff, trustees, volunteers, and the public on the Trust’s approach to safeguarding adults at risk. A separate policy covers safeguarding children (under 18) and should be followed where relevant.
The Trust is committed to the highest standards of safeguarding governance, embedding safeguarding across all its work. Through our activities, staff and volunteers may come into contact with adults at risk, and we recognise our duty of care to ensure a safe, inclusive, and supportive environment. This is achieved by ensuring compliance with all legal, professional, and organisational safeguarding responsibilities.
While the Trust does not currently deliver targeted activities for adults at risk, this policy reflects our existing level of engagement and will be reviewed if this changes. The policy will be reviewed annually, or sooner in response to legislative updates, and is supported through induction, training, and ongoing supervision.

[bookmark: PolicyStatement]Scope
This Policy applies to everyone working for or on behalf of Staffordshire Wildlife Trust Ltd including its trading subsidiaries, hereafter referred to as “The Trust”. It applies to all staff, including senior managers, Trustees, paid staff, sessional workers, agency staff, students, volunteers or anyone working on behalf of Staffordshire Wildlife Trust.
Where Staffordshire Wildlife Trust undertakes activities with third parties, staff shall have due regard to the Safeguarding policies of the third-party provider. 
The Trust operates within a clear legal framework for safeguarding adults at risk, including the Care Act 2014 and relevant national and local safeguarding guidance.
Staff and volunteers may come into contact with adults at risk through:
· Visitor experiences
· Volunteering opportunities
· Community engagement activities
The Trust is committed to providing a safe, inclusive environment and ensures that safeguarding is considered within all relevant activities and risk assessments.
Further detail on legal context, safeguarding principles and organisational approach is provided in Appendix SGA/04 

[bookmark: Section4]Policy Statement

Ensuring that all who visit our sites and engage with our organisation have an enjoyable and safe experience, is an absolute priority for The Wildlife Trusts. This includes our visitors, members, volunteers, staff and trustees. 
We recognise that there are some people who may need additional help and support including children, young people and adults at risk; as a movement we are committed to our Safeguarding responsibilities as well as ensuring safety and wellbeing is at the heart of our engagement with all people. We want to inspire and encourage everyone to spend time outdoors, develop a connection with nature and play their part in nature’s recovery in our local communities. 
Staffordshire Wildlife Trust is committed to safeguarding in line with the Wildlife Trusts Safeguarding Commitment.

Glossary of Terms 
Adult at Risk* – An individual aged 18 years and over who: 
a. has needs for care and support (whether or not the local authority is meeting any of those needs) AND; 
b. is experiencing, or at risk of, abuse or neglect, AND; 
c. as a result of those care and support needs is unable to protect themselves from either the risk of, or the experience of abuse or neglect.   
Taken from England (Care Act 2014) 
All Appropriate Staff - Refers to all staff that either work face to face or online with adults who may be at risk or manage/support this work as defined by their job description.  These individuals are the people who will be responsible for safeguarding adults at risk.  
Appropriate Volunteers – Refers to all volunteers who supervise or undertake activity face to face or online with adults at risk on behalf of the Trust or support this work as defined by their role description. These individuals are the people who will be responsible for safeguarding adults at risk. 
All Staff – Refers to everyone in paid employment/receiving remuneration for work with Staffordshire Wildlife Trust, this includes sessional workers. They may or may not have contact with children and young people and adults at risk as part of their job description. These individuals are the people who will be responsible for safeguarding adults at risk. 
Children/CYP – refers to all persons under the age of 18. These individuals are the people whom we will endeavour to safeguard, but who are addressed under a separate policy.  
	 *Please Note: Even if an individual does not meet the definition of an “adult at risk,” we still encourage you to raise concerns and seek guidance. Please refer to the wellbeing support information on the Staffordshire Wildlife Trust SharePoint (HR pages), where you can access advice, support, and resources, as well as contacts who can help with next steps. 




[bookmark: Section5]Roles and Responsibilities for Safeguarding within the Trust 

Designated Safeguarding Lead: Jo Olivant 
Tel: 07960874900 
Email: j.olivant@staffs-wildlife.org.uk 
  
Deputy Designated Safeguarding Lead: Shelley Pattison 
Tel: 07970 067711 
Email: s.pattison@staffs-wildlife.org.uk 
 
Trustee Lead for Safeguarding:   Alana Wheat: a.wheat@staffs-wildlife.org.uk  
Deputy Trustee for Safeguarding: Annabel Stoddart: a.stoddart@staffs-wildlife.org.uk  
 
	Role 
	Responsibilities  

	Trustee lead for Safeguarding 
	• Lead safeguarding on behalf of the Board
• Provide strategic challenge on decisions impacting wellbeing
• Report serious incidents to the Charity Commission (with CEO)

	All Trustees 
	• Promote a positive safeguarding culture
• Approve safeguarding policies and procedures
• Ensure safeguarding is embedded in decision-making

	CEO of The Trust 
	• Ensure safeguarding is embedded within all decisions made by the Senior Leadership Team 
• Maintain a clear strategic and operational focus on safeguarding children and adults at risk 
•  Ensure staff understand responsibilities and reporting processes
• Report serious incidents to the Charity Commission

	Designated Safeguarding Lead 
	• Act as safeguarding lead and point of advice
• Develop policy, procedures, training and reporting systems
• Manage referrals and safeguarding case
• Provide support for the Safeguarding point of contacts
• Know how to make contact with Staffordshire County Council, Social Care and Health and Stoke-on-Trent City Council, Adult Social Care and the police who are responsible for dealing with concerns both during and after office hours.  
• Keep detailed, accurate, secure written records of all concerns, discussions and decisions made including the rationale for those decisions. This should include instances where referrals were or were not made to another agency. 
• Report monthly to SLT and Trustees any action taken, concerns recorded, or incidents. Also report when any ‘new’ situations may arise, such as undertaking a new type of work where safeguarding may need to be reviewed. 

	Safeguarding deputies 
	• Act as first point of contact for concerns
• Support and advise staff, volunteers and trustees on Safeguarding
• Liaise with local authorities on referrals

	All Trust staff, volunteers and trustees  
	Safeguarding is everyone’s responsibility. All staff and trustees have a duty to understand and act upon any concerns they may have regarding children and adults at risk 




[bookmark: Section6]Safer Recruitment
Staffordshire Wildlife Trust want to ensure that we choose the best people for our roles, and our Safer Recruitment process helps us to ensure we recruit like-minded people who care for wildlife and nature as well as being committed to protecting children and adults at risk from harm.  
Many paid and voluntary roles at SWT are subject to Safer Recruitment processes as detailed in the Safeguarding Procedures document and the Volunteer policy and procedures.  

[bookmark: Section7]Making Safeguarding Personal  
Staffordshire Wildlife Trust is committed to a Making Safeguarding Personal approach, ensuring safeguarding is person-centred and outcome-focused. Where appropriate, staff and volunteers are expected to seek to understand and take account of the individual’s views, wishes and desired outcomes when responding to safeguarding concerns.
Further guidance is provided in the Safeguarding Procedures.
[bookmark: Section8]Online Safeguarding and Communication

Staffordshire Wildlife Trust recognises that safeguarding responsibilities apply equally to online and face-to-face engagement. Adults at risk may be exposed to inappropriate content, harmful contact or exploitation online, and the Trust is committed to minimising these risks.
Appropriate controls will be in place to manage access to online platforms, verify users, and prevent the sharing of personal information that could place individuals at risk. Safer recruitment practices apply to all staff, trustees and volunteers engaging online.
All individuals working on behalf of the Trust must maintain appropriate boundaries, communicate respectfully, and report any concerns to the Designated Safeguarding Lead. Online interactions must reflect the same standards expected in person, including a zero-tolerance approach to bullying or inappropriate behaviour.
Further practical guidance on safe online engagement is provided in Appendix SGA/08–Online Safety-Practical Guidance.  

[bookmark: Section9]People in a Position of Trust (PiPoT)  

Staffordshire Wildlife Trust recognises its responsibility to respond appropriately to concerns or allegations relating to individuals in a Position of Trust (PiPoT), including staff, volunteers and students working with adults with care and support needs.
All concerns must be reported promptly to the Designated Safeguarding Lead (DSL), who will take appropriate action, including referral to the relevant Local Authority where required.
Allegations will be managed in line with the Trust’s internal procedures and relevant safeguarding guidance. The Trust will ensure a fair, transparent process that protects adults at risk while also providing appropriate support to the individual concerned.
Further detail, including types of concerns and reporting processes, is set out in Appendix SGA/06 – People in a Position of Trust (PiPoT) Guidance.

[bookmark: dutytorefer][bookmark: CommunicationImplementation] Duty to Refer
Staffordshire Wildlife Trust has a duty to recognise, respond to and refer any concerns or disclosures of abuse or neglect involving adults at risk.
All staff, trustees and volunteers must report safeguarding concerns promptly to the Designated Safeguarding Lead (DSL) and cooperate fully with any safeguarding enquiries led by Local Authorities or partner agencies.
The Trust will also act on and escalate any concerns relating to the conduct of those working on its behalf. If concerns relate to a member of the Safeguarding Leads, or to how a safeguarding incident is being managed, staff must refer to the Trust’s Whistleblowing Policy or seek advice from the Human Resources team.
Further detail on legal duties and referral processes is provided in Appendix SGA/05 – Duty to Refer - Legal Context and Guidance and the Safeguarding Procedures.

[bookmark: seriousincidents]Serious Incidents and Charity Regulators 
In England the Charity commission requires charities to report serious incidents. The responsibility for this lies with the Trustees, however operationally this is delegated to the Chief Executive Officer and the Designated Safeguarding Lead must also be notified before any incident is reported.  
A serious incident amounts to a situation whereby harm has occurred to Staffordshire Wildlife Trust beneficiaries, staff, volunteers, or others who encounter us through our work. 
 In all circumstances RSWT must be notified of any member of staff, trustee or Wildlife Trust reporting a serious incident to a charity regulator

Communication & Implementation
This policy will be:
· Communicated to all staff, volunteers and trustees
· Embedded through induction, training and supervision
· Supported through clear procedures and accessible guidance

Managers are responsible for ensuring the policy is implemented effectively within their areas.

[bookmark: VersionControl] Version control & Approvals

	Policy Name: 
	Safeguarding Adults at Risk 

	Policy Number: 
	021 
	 
	 

	Date Approved: 
	27/01/2016 
	Review Frequency: 
	Annual 

	Approval Authority: 
	Board of Trustees  

	Date of Last review: 
	16/06/2025 
	Next Review Due: 
	July 2026

	Author: 
	Shelley Pattison 

	Linked Documents: 
	· Social Media Policy
· Safeguarding Children Policy 
· Recruitment & Selection 
· Complaints 
· Anti-Bullying and Harassment 
· Data Security Policy 
· Grievance 
· Images of People Policy 
· Whistleblowing 
· Disciplinary 
· Health and Safety Policy 
· Volunteer Policy  

	Forms and Other Links (e.g. hyperlinks for intranet-based storage of forms and documents and / or legislation or other helpful information) 
	 	 
 
 

	Version Number 
	8.0 

	Version Control & Revisions 

	Version 
	Date 
	Author 
	Comments/modifications 

	1.0 
	27.01.2016 
	Jo Olivant 
	Original Safeguarding Vulnerable Adults policy 

	2.0 
	30.04.2018 
	Jo Olivant 
	Updated & approved 

	3.0 
	26.03.2020 
	Jo Olivant 
	Updated but not approved 

	4.0 
	28.02.2022 
	Shelley Pattison 
	Refresh and updated to Adults at Risk and change of DSL 

	5.0 
	27.02.2023 
	Shelley Pattison 
	Updated and approved by Board 

	6.0 
	29/04/2024 
	Shelley Pattison 
	Approved by Board 

	7.0 
	16/06/2025 
	Shelley Pattison 
	Updated and approved by the board 
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[bookmark: procedures]Safeguarding Adults at Risk Procedures

Purpose
Safer Recruitment Procedure 
DBS Check Procedure  
Mandatory Safeguarding Training Schedule 
Running Safe Events, including Digital Safety Guidance
Transporting Adults at Risk
Responding to Safeguarding concerns 
Managing a Disclosure or Suspicion of Abuse 
Allegation of Abuse Made Against a Staff Member, Volunteers, Trustees or Safeguarding Leads
Recording and Information Sharing / Consent   
Storage and Retention periods for documentation relating to Adults   
[bookmark: appendices]Safeguarding Adults at Risk Appendices

Appendix SGA/01 – Code of Conduct  
Appendix SGA/02 – DBS Checks Guidance 
Appendix SGA/03 - Recognising the Signs of Abuse and Neglect 
Appendix SGA/04 – Legal Framework, Principles and Safeguarding Approach 
Appendix SGA/05 – Duty to Refer. Legal Context and Guidance. 
Appendix SGA/06 – People in a Position of Trust (PiPoT) Guidance.  
Appendix SGA/07– Supporting Adults with Mental Health Difficulties. 
Appendix SGA/08–Online Safety-Practical Guidance. 
Appendix SGA/09–Six Principles of Adult Safeguarding 
Appendix SGA/10 – Prevent Duty 
Appendix SGA/11– Safeguarding Incident Form 
Appendix SGA/12 –  Individual Risk Assessment Form 
Appendix SGA/13 –  Individual Accessibility Support Assessment Form 









[bookmark: purpose]Purpose
The purpose of these procedures is to outline clear processes for staff, volunteers and trustees to follow to ensure they are compliant with the safeguarding policy including what to do during: 
· Recruitment 
· Planning work 
· or if they have concerns regarding the abuse or neglect of an Adult at Risk.  
 The Wildlife Trusts is committed to the highest standards of charity governance for Safeguarding; this Procedure and associated guidance are the foundation of a universal approach that puts Safeguarding at the heart of the Trust’s engagement with Adults at Risk.  
 The Trust endeavours to embed a positive and inclusive culture towards Safeguarding where vigilance and awareness of the issues surrounding the protection and safety of Adult at Risk are paramount and concerns can be raised in good faith without fear of reprisal. 
This procedure applies to all staff, volunteers and trustees working on behalf of Staffordshire Wildlife Trust.  

[bookmark: saferrecruit]14.Safer Recruitment Procedure

1. Determining Requirements
The Line Manager must assess whether the role involves:
· Working with Children and Young People (CYP), or
· Working with Adults at Risk, or
· Access to personal or sensitive dataIf the role involves any of the above,
 the Safer Recruitment Procedure must be followed in full.



Where applicable, DBS requirements must be confirmed before the role is advertised. 
Refer to DBS Check Procedure  and Appendix SGA/02 – DBS Checks Guidance 

2. Advertising the Role
· All job & role advertisements must clearly state: 
· Any DBS requirements
· The organisation’s commitment to safeguarding

3. Interview Process
· At least one member of the interview panel must be trained in safer recruitment.
· Safeguarding questions must be included in the interview process. 
· These are available on the Share Point Safeguarding page and in the Safeguarding folder (I Drive)

4. References
· A minimum of two satisfactory references must be obtained before appointment.
· Where applicants have: 
· Worked with vulnerable groups, or
· Worked/lived overseas
→ References must also be obtained from those roles or locations.

5. Pre-Employment Checks
Before employment/volunteering is confirmed:
· The appropriate DBS check must be completed & references received 
· The individual must be: 
· Suitably qualified and/or experienced
· Assessed as competent to carry out the role
· Competency records must be created, kept up to date and stored on work plans for staff or on Team Kinetic for volunteers. 
· Competencies for sessional staff and group competencies (which exist for a select number of volunteer groups) should be sent to compliance@staffs-wildife.org.uk where they will be securely stored and shared with line managers.  Further details are available in the Volunteer Procedures 

6. Safeguarding Training
· All staff and relevant volunteers must complete mandatory safeguarding training in line with the organisational schedule. See Mandatory Safeguarding Training Schedule 
· DBS checks and safeguarding training must be renewed every 3 years.

7. Third-Party Providers
· Any third-party individual or organisation delivering activities must:
· Have appropriate experience, qualifications, or accreditation
· Hold appropriate insurance
· Where third parties operate with autonomy:
· The organisation must ensure their safeguarding arrangements are appropriate and equivalent

[bookmark: dbsproc]15.DBS Check Procedure  
1. Determining if a DBS Check is Required
· The line manager is responsible for confirming whether a DBS check (including Safer Recruitment processes) is required before advertising a role.
· Advice can be sought from: 
· HR
· Safeguarding Team
· Appendix SGA/02 – DBS Checks Guidance 

2. Requesting a DBS Check
To initiate a DBS check for a new or existing employee or volunteer:
· Complete the “Request a DBS Check” form (available on SharePoint).

3. DBS Application Process
· The Designated Safeguarding Lead (DSL)/HR officer will initiate the check via the uCheck website.
· The applicant will receive an automated email containing a link to complete the DBS application.
· ⚠️ Note: This email may initially appear to be spam or phishing. However, if it is from uCheck or Atlas, the applicant should follow the instructions provided.
· To complete the application, the applicant must provide address history for the past 5 years

4. Identity Verification
· Once the application is submitted:
· The DSL will receive a notification.
· A DSL or HR officer must complete a face-to-face ID check.
· A list of acceptable ID documents can be found:
· On the Safeguarding SharePoint page
· On the Government website

5. Completion and Recording
· When the DBS process is complete: 
· The applicant may receive a copy of their DBS certificate (if opted in).
· The DSL will be notified by email.
· DBS details (certificate number and date) will be recorded securely by the Safeguarding and HR team
6. Storage of Documents
· Identification documents must be retained for a minimum of 2 years:
· Staff records: stored in BreatheHR
· Volunteer records: stored in Team Kinetic
· All systems are secure and password-protected.
· Documents will be securely disposed of after 3 years/when next DBS ID checks are carried out.

7. DBS Renewal
· DBS checks must be renewed every 3 years.

8. Additional Requirement – People Engagement Sessional Staff
If you are a sessional member of staff in the People Engagement team:
· You must join the DBS Update Service within 28 days of receiving your certificate.
· This service:
· Keeps your DBS status up to date
· Costs £13 per year
· If you do not subscribe:
· You will be charged for your next DBS renewal (currently £55 for paid staff)

[bookmark: mantrainproc]16.Mandatory Safeguarding Training Schedule 

All staff, trustees and volunteers Staffordshire Wildlife Trust will adhere to Staffordshire Wildlife Trust’s mandatory training schedule below.  
 
Staff must complete this training within 3 months of starting. If the role involves direct work with CYP or adults at risk, training must be completed before starting that work. 
   
  
	All staff, trustees and appropriate volunteers  
	Staff induction meeting including 20-minute introduction to safeguarding  
  
At least Level 1 Awareness safeguarding training – core slides/e-learning/face to face - To be renewed every 3 years  

	All Managers  
  
	In addition, Safer Recruitment Training  

	Designated Safeguarding staff and trustees  
  
	In addition:  Safeguarding Adults at Risk Level 3 for Managers and DSL's  
  
Stay abreast of updates and changes in best practice     


  
Prevent Training Schedule  
  
Specific staff/volunteers who are:   
· working with young people   
· working in community organising and activism  
· who are designated safeguarding leads  
are required to undertake Prevent Duty training, to be refreshed and updated every 2 years   
 
Prevent Training can be accessed here: https://www.gov.uk/guidance/prevent-duty-training  
 Records of completion should be shared with HR and the Safeguarding team and recorded on individual competency forms.   
 
People Engagement Team Staff who are:   
· delivering training for contract with Staffordshire County Council’s Community Learning Service  
Should also complete module 'Prevent for Further Education & Training' on: https://etfoundation.co.uk/learning-library/prevent-for-the-further-education-and-skills-sector-202526/ 
Records of completion should be shared with HR and the Safeguarding team and recorded on individual competency forms.   
 Further details can be found in Appendix SGA/10- Prevent Duty.  



[bookmark: runsafeeventproc]17.Running Safe Events, including Digital Safety Guidance 

Events, including online events, should follow the Trust’s Health and Safety Policy and Social Media Policy. Further guidance is also available in Appendix SGA/08–Online Safety-Practical Guidance.  
Currently, SWT are not facilitating any specific engagement activities with those who might be deemed adults at risk, and the nature of these procedures reflect this.  However, if there was a significant increase in engagement with cohorts of individuals who would be deemed at risk, then we would review the policies, procedures and guidance. 

[bookmark: trasportadultsproc]18.Transporting Adults at Risk 
The Trust regularly transports groups of volunteers as part of its activities. It is recognised that some of these larger groups may include adults at risk or young people under 18. This procedure specifically relates to situations where adults at risk are transported individually or in small groups of 1 -2 people and not to larger groups.


There may be occasions where it is necessary for Trust staff to transport one or two volunteers to support delivery of Trust work (for example, when a work party moves between locations or across a large site). In these circumstances, the following policy applies:
Staff and volunteers should avoid providing individual transport to volunteers who are who are under 18 or adults at risk wherever possible, unless:
· The individual is a family member; or
· The individual is accompanied by a carer, adult family member, or another responsible adult (e.g. teacher or support worker).
Where transport is deemed necessary and the above conditions are not met, adults at risk (and individuals under 18) may only travel with Trust staff if all the following apply:
· The vehicle is Trust-branded;
· The individual(s) travel in rear seats, where the vehicle type allows; and
· There are either: 
· Two or more members of Trust staff present; or
· One member of Trust staff and at least one additional adult (for adults at risk), or another young person (for those under 18).
 
When travelling in vehicles, ensure all parties are wearing seatbelts.  
 Please also refer to the Trust vehicle procedures document.    

[bookmark: respondconcernproc]19.Responding to Safeguarding Concerns

What to do when abuse is disclosed by an Adult at Risk: 
	Do 
	Don’t 
 

	Listen carefully, stay calm and make notes of what they say using their own words. 
	Question, put pressure on the person for more details, start your own investigation or take photographs. 

	Be aware that medical evidence may be needed 
	Act in a way that may prevent the person talking about the abuse in future. 

	Reassure the person that the information will be treated seriously. 
	Promise to keep secrets. 
 

	Help the person to understand that whatever has happened is not their fault. 
 
	Make any promises that you may not be able to keep (e.g. ‘It won’t happen again’). 
 

	Explain the referral process and that others will need to be made aware. 
	Question the alleged abuser. 
 

	Explain that the matter will have to be referred on even if they do not consent but that their wishes will be made clear if this happens.(See below guidance on person centred safeguarding)  
	Agree not to refer because the adult at risk withholds consent. 
 

	Make the referral immediately. 
	Wait to discuss with colleagues or gather more information. 

	Always record in writing concerns about an adult at risk’s welfare, whether or not further action is taken  
	 

	Additionally, all action taken following a disclosure of abuse should be discussed with the Designated Safeguarding Person (but the referral should not be delayed if you do not get the opportunity to discuss first).  
	 




Making Safeguarding Personal
Making Safeguarding Personal is an approach outlined in the Care Act which promotes person-centred, outcome-focused safeguarding practice. This means engaging with the adult to understand their views, wishes, feelings and beliefs before decisions are made, wherever possible.
When raising a safeguarding concern, staff may be asked by the Local Authority what the adult would like to happen as a result. It is therefore important, where appropriate and safe to do so, to have a conversation with the individual to understand their desired outcomes.
Where an individual has difficulty expressing their views, they should be supported or represented by an advocate. This may be a trusted family member or friend, or an independent professional advocate.

[bookmark: managedisclosuire]20.Managing a Disclosure or Suspicion of Abuse 
If an adult at risk discloses that they are being abused or any service user discloses that they are involved in abuse of an adult at risk, action should continue as per below. All action must proceed urgently and without delay.  
There may be circumstances when a volunteer or member of staff suspects that an adult at risk is being abused or neglected.  
It is vital that any anyone who suspects an adult at risk is being neglected or abused discusses the situation immediately with the Designated Safeguarding Person.  




















Action to take: A disclosure is made or a suspicion arises








Is someone seriously hurt, or the abuser is still with the adult and they are immediate danger? 



NO 
YES 


Does it relate to a specific incident which is, or may be still going on, or may happen again? 

Phone 999 immediately 
 




YES 
NO 


Are you able to speak with the designated safeguarding person within the next 24 hours?  



NO 
Make written records of the incident as soon as possible. 
Make a record of conversations with the person using the same language the person used, especially names used for body parts or sexual acts. 

 


YES 



You need to call the relevant number and report your concerns: 
Staffordshire County Council, Social Care and Health
Office Hours: 0345 604 2719
[bookmark: _Or_Out-of-Hours_Emergency]Or Out-of-Hours Emergency Duty Service: 0345 604 2886

Stoke-on-Trent City Council, Adult Social Care
Tel: 0800 5610015




Tell the designated safeguarding lead as soon as possible. 

 





DSL to follow up and take further advice if they think the action taken leaves the adult at risk in danger.

 








Support to Staff and Volunteers  
We will support staff and volunteers in these circumstances. If adult social care/the adult safeguarding team need further involvement from staff or volunteers following a report of abuse, a member of the management team will discuss with adult social care/the adult safeguarding team the nature of their needs and how they might be met.  
[bookmark: allegationstaffprioc]

21. Allegation of Abuse Made Against a Staff Member, Volunteer, Trustee Or Safeguarding Lead
Despite all efforts to safely recruit and train staff, trustees and volunteers, there may be an incident when allegation of abuse had been made against staff, volunteers or trustees.  We will offer support in these circumstances, but adult social care/the adult safeguarding team will be assisted in their investigation and the disciplinary procedure may be implemented. 
If your concerns relate to a member of the Safeguarding team, or you have concerns regarding the way a Safeguarding case is being managed, please consult Staffordshire Wildlife Trust’s Whistleblowing Policy. 
This area is taken extremely seriously, and a clear escalation procedure is explained in the Whistleblowing Policy. This includes how to raise a concern, responsibilities when responding to allegations and what support and advice is available to individuals against whom allegations have been made. 


















[bookmark: m_2235599638993182904__Toc52443683]Managing Allegations against Staff and Volunteers
Allegation against member of staff, trustee or volunteer received




SLT informed via incident report
Allegation reported to Designated Adult Safeguarding Lead




Information Gathering:
DSL will ensure appropriate action taken to address any immediate concerns i.e. Police or medical 999
DSL will make checks with person raising concern and make contact with adult/s at risk if appropriate



If there are other people are at risk, in particular children, please refer to the separate Safeguarding Children Procedures






DSL will make a decision to establish if this needs to go to a referral






Yes

No




Raises a safeguarding concern immediately via referral numbers.  
Contacts HR regarding possible disciplinary procedures

No further safeguarding action required, 
DSL contacts HR regarding possible disciplinary procedures or additional training needs.  








If a concern relating to the conduct of a volunteer in their capacity of working with children or adults at risk has been substantiated, this must be added to Safer Wild, the federation-wide Safeguarding system in line with our shared Safeguarding Framework agreement. This does not dissolve us from our responsibility of notifying agencies such as Local Authority, Police or DBS as outlined above.

[bookmark: recordshareproc]22.Recording and Information Sharing / Consent    
Recording and Storage
All safeguarding information and referrals must be recorded in line with the Trust’s Data Protection Policy.
Records relating to safeguarding concerns must:
· Be accurate, clear, and relevant
· Be stored securely and confidentially
· Only be accessible to individuals with a legitimate ‘need to know’
Information Sharing
Appropriate information sharing is essential to effective safeguarding practice. However, information must only be shared with those who have a clear and justified need to know.
This does not automatically include spouses, partners, adult children, or paid/unpaid carers. Information should only be shared with family members, friends, or carers where:
· The adult has given informed consent; or
· The adult lacks capacity and sharing information is necessary to help keep them safe
Safeguarding information may be shared externally with the consent of the adult. However, adults may sometimes be reluctant to share information due to fear, coercion, embarrassment, or concern about loss of control. Their wishes should be respected unless there are overriding safeguarding concerns.
Sharing Without Consent
Information may be shared without consent where necessary, including when:
· Seeking consent is not safe or may increase risk
· There is a risk of harm to the adult or others, including children
· There are concerns of coercion or undue influence
· It is necessary to prevent or report a serious crime
· The adult lacks mental capacity to make the decision
· The person causing harm has care and support needs
Where information is shared without consent, this should be explained to the individual as soon as it is safe to do so. They should remain involved in decisions and actions wherever possible.
Decision-Making and Advice
If there is any uncertainty about whether to share information, advice should be sought from the Designated Safeguarding Lead (DSL). Where appropriate, external advice may be sought (e.g. legal advice or guidance from the Local Authority) without initially disclosing personal identifying details.
Recording Decisions
All decisions relating to information sharing—whether to share or not—must be clearly recorded, including the rationale for the decision.


[bookmark: storerratinproc]23.Storage & Retention periods for Documentation Relating to Adults   
Safeguarding Records
Safeguarding records must be handled with the highest level of confidentiality and stored securely by the Designated Safeguarding Lead(s) (DSLs).
· Electronic records must be password protected and accessible only to individuals with a legitimate ‘need to know’, such as members of the safeguarding team.
· Records relating to specific individuals must be stored separately in individual case files, rather than within a general concern log. These should also be kept separate from general organisational records.
When sharing safeguarding information:
· Ensure documents are addressed to a specific recipient;
· Use secure methods such as password protection or encryption when sharing electronic files;
· Maintain confidentiality at all stages of handling and transmission.
Where there is a change in the Designated Safeguarding Lead:
· A new named individual must be appointed promptly;
· A thorough and secure handover must take place, including the transfer of all relevant records;
· Passwords and access permissions must be updated accordingly.
Retention Periods
Safeguarding records, including those relating to allegations against staff, trustees, or volunteers (including those who have left the organisation), should be retained in line with best practice.
Records should be kept:
· Until the individual reaches normal retirement age; or
· For a minimum of 10 years from the date of the last concern or action, whichever is longer.
All records must be reviewed periodically and disposed of securely when they are no longer required, in accordance with the Trust’s data protection and records management policies.

[bookmark: codeconduct]Appendix SGA/01 – Code of Conduct

To be signed by all staff and appropriate volunteers 
Not all staff or volunteers will have regular contact with Children or Adults at Risk, however all staff and appropriate volunteers should be aware of what is expected of them in the case of face to face or online encounters with CYP or adults at risk. They should able to demonstrate exemplary behaviour in order to keep people safe and to protect themselves from allegations of misconduct.  
o Always remember that while you are caring for or in the presence of other people’s CYP or adults at risk you are in a position of trust and your responsibilities to them and the organisation must be uppermost in your mind at all times. 
o Do make sure you have read the Safeguarding Policies and Procedures and that you feel confident that you know how to recognise when a person may be suffering harm, how to handle any disclosure and how to report any concerns. 
o You must act upon concerns about a person’s welfare or the inappropriate behaviour of any person that you encounter whilst working or volunteering for the trust.  
o Always aim to work in an open environment and exercise caution about being alone with a CYP or adult at risk. In situations where this may be needed (for example where a person wants to speak in private) think about ways of making this seem less secret - for example by telling another worker or volunteer what you are doing and where you are, leaving a door ajar, being in earshot of others and lastly note the conversation in a log. 
o Physical contact should be open and initiated by the person’s needs, e.g. for a hug when upset. Always prompt CYP and adults at risk to carry out personal care (such as applying sun cream, adjusting clothing) themselves and if they cannot manage ask if they would like help. 
o Do work as a team with your co-workers/volunteers. Agree roles and responsibilities when delivering sessions in loco parentis and agree with them what behaviour you expect from people and be consistent in enforcing it. 
o If you have to speak to a person about their behaviour remember you are challenging ‘what they did’ not ‘who they are’. 
o Do listen to CYP and adults at risk and take every opportunity to raise their self-esteem. 
o Do talk explicitly to CYP and adults at risk about their right to be kept safe from harm. 
o Do treat all people equally, and with respect and dignity, challenge discriminating comments and behaviour and promote positive attitudes towards differences.  
o Generally you should not give CYP or adults at risk presents or personal items. The exceptions to this would be a custom such as a small birthday token, leaving present or help to a family in need such as equipment to enable them to participate in an activity. Both should come from the organisation and be agreed with the DSL and the CYP or adult at risk’s parent or carer. Similarly, do not accept gifts yourself other than small tokens for appropriate celebrations, which you should mention to your Line Manager as appropriate. 
o Always give enthusiastic and constructive feedback rather than negative criticism.  
o Always be easily identifiable: where possible wear your SWT clothing and Identification badge at all times during activities. 
o Always secure parental consent in writing using SWT standard forms when in loco parentis 
o Always question any unknown adult who enters an activity area where children or adults at risk are present and/or who attempts to engage with the participants.  
o Only include staff and volunteers in social media groups only if they consent to join and those with admin roles in these groups should ensure that there are security and privacy settings in place  
o Always ensure any important announcements that are relevant to work/staffing shared on a SM platform are also shared with those in the group who are not online  
 
You must NEVER: 
o Use any kind of physical punishment or chastisement such as smacking or hitting, or use physical force against anyone. 
o Engage in rough, physical or sexually provocative games, including horseplay. 
o Engage in any form of inappropriate touching.  
o Make sexually suggestive comments or use any racist, sexist, discriminatory or offensive language - CYP’s and adults at risk’s inappropriate use of language and/or behaviour should always be challenged.  
o Reduce anyone to tears as a form of control.  
o Behave in a way that frightens or demeans anyone 
o Invite a CYP or adult at risk to your home or arrange to see them outside the set activity times or off-site. 
o Smoke, drink alcohol, take illegal drugs or any other substances that may impair your ability or affect your behaviour in the company of/whilst responsible for anyone.  
o Use internet or web-based communication channels to send personal messages to/ befriend CYP or adults at risk (See digital safety guidance) 
o Give your personal contact details / personal website details to CYP or adults at risk 
o Take or share photos of anyone without appropriate consent (see Images of People Policy) 
o Share photos or make comments on social media work groups that could cause harm or offense to others 
 
I, the undersigned, declare that I have read and will adhere to the above Code of Conduct in the event that I, or the group I represent, encounter CYP or adults at risk whilst working or volunteering on behalf of SWT.  I understand that failure to do so may result in disciplinary action. 
 
Staff/Volunteer signature………………..…………… 
 
Name (print)………………………………. 
 
Role………………………………… 
 
Date…………………………………..……. 



[bookmark: dbsapp]Appendix SGA/02 – DBS Checks Guidance 

Before an organisation considers asking a person to make an application for a Disclosure and Barring Service (DBS) check, they are legally responsible for ensuring that they are entitled to ask that person to reveal their conviction history. 
The Ministry of Justice has stated that organisations should not insist that a DBS check forms part of a recruitment exercise or bid when tendering for contracts, unless the services provided meet the criteria for an eligible DBS check as defined by the exceptions, as this would breach employment law. 
Please note the minimum age for DBS checks is 16 years old. 
Please also see our Recruitment Policy 

DBS Checks and Regulated Activity with Adults at Risk
  
Due to the current nature of SWT work, the regulated activity as defined by the Disclosure and Barring Service of providing personal care and assistance with general household matters will not be carried out by staff, trustees or volunteers.  The regulated activity of conveying is the most relevant to SWT and ONE OF the MOST LIKELY linkages between adults at risk and DBS checks.   
Conveying 
· Any drivers and any assistants who transport an adult because of their age, illness or disability to or from places where they have received, or will be receiving, health care, relevant personal care or relevant social work, are in regulated activity. The driver does, or the person assists in, such conveying on behalf of an organisation and for the purpose of enabling the adult to receive services. The meaning of health care, relevant personal care and relevant social work are discussed above. 
· Because of their age, illness or disability to or from places where they have received, or will be receiving, health care, relevant personal care or relevant social work, are also in regulated activity. 
· Conveying does not include licensed taxi drivers or licensed private hire drivers, and does not include trips taken for purposes other than to receive health care, personal care or social work (for example, trips for pleasure are excluded). 
Engagement Opportunities 
The table below provides a breakdown of other possible engagement opportunities with adults at risk that staff and volunteers may be involved in through the course of their work and the level of DBS required. 

The table below is a guide (but NOT an exhaustive list) of positions and relevant DBS checks and is agreed with our DBS provider - Disclosure Services. More information can be found here: https://www.gov.uk/government/collections/dbs-checking-service-guidance--2 
	 
	 
	 
	 
	 
	 



	Are you...? 
	Level Required  

	Delivering Forest Schools 
	Enhanced and Barred 
 

	Supervising/Managing those carrying out regulated activity 
	

	Providing LIVE online activities and workshops 
	

	Leading Youth Work parties not supervised* 
	

	Leading Work parties with adults at risk not supervised* 
	

	 
	 

	Leading Youth Work parties supervised* 
	Enhanced 

	Leading Work parties with adults at risk supervised* 
	

	Family Events 
	

	Providing pre-recorded online activities   
	

	Are a Designated Safeguarding Staff   
	

	 
	 

	Leading Work parties for over 18s 
	Basic 

	Leading Guided walks 
	

	Communicating with the public via Social Media 
	

	Reception duties 
	

	Recruiter 
	

	Membership database Login 
	

	Trustee   
	



*supervised refers to whether the children or vulnerable adult is accompanied by a supervising adult, i.e. a social worker, leader, teacher, parent in a position of loco parentis NOT employed by/volunteering for SWT 



[bookmark: signsabuseapp]Appendix SGA/03 - Recognising the Signs of Abuse and Neglect

It is important to be alert to the signs of abuse and neglect. If something does not feel right, concerns must be raised with the Designated Safeguarding Lead (DSL) or line manager.
Adults may disclose abuse directly, or concerns may arise through observation of behaviour, presentation or changes over time. While there may be alternative explanations, these signs should never be ignored.
Possible Indicators of Abuse
Examples of indicators include:
· Unexplained injuries or bruising
· Changes in mood, behaviour or confidence
· Withdrawal from activities or relationships
· Poor personal hygiene or unexplained weight loss
· Fear of specific individuals or groups
· Loss of money or personal belongings
· Someone speaking on behalf of the adult and limiting their autonomy
· Self-harm or distress
· A direct disclosure of abuse
Abuse can occur in any setting and is often carried out by someone known to the individual, including those in positions of trust.
It is important to consider the signs of abuse and neglect for adults at risk engaging with Staffordshire Wildlife Trust in two contexts –  
· experiencing possible abuse or neglect in their home or care environment 
· Activities organised or delivered by Staffordshire Wildlife Trust 
 Categories of Abuse
The Care Act defines abuse as:  
‘Abuse is a violation of an individual’s human and civil rights by any other person or persons.’  
The Care Act recognises ten categories of abuse:   
	Category of abuse 
	Description 
	Indicators and what to look out for in adults at risk 

	Physical Abuse 
	Physical abuse includes assault, hitting, slapping, pushing, kicking, misuse of medication, being locked in a room, inappropriate sanctions or force-feeding, inappropriate methods of restraint, and unlawfully depriving a person of their liberty. 
	· unexplained or inappropriately explained injuries 
· adult exhibiting untypical self-harm 
· unexplained cuts or scratches to mouth, lips, gums, eyes or external genitalia 
 

	Psychological abuse 
	Psychological abuse includes 'emotional abuse' and takes the form of threats of harm or abandonment, deprivation of contact, humiliation, rejection, blaming, controlling, intimidation, coercion, indifference, harassment, verbal abuse (including shouting or swearing), cyber bullying, isolation or withdrawal from services or support networks. 
	· adult appears anxious or withdrawn, especially in the presence of the alleged abuser 
· adult exhibits low self-esteem 
· untypical changes in behaviour (e.g. continence problems, sleep disturbance) 
· adult is not allowed visitors/phone calls 

	Financial 
	This includes 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. 
	· lack of heating, clothing or food 
· inability to pay bills/unexplained shortage of money 
· lack of money, especially after benefit/pension or pay day 
 

	Sexual abuse 
	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. 
 
	· adult appears unusually subdued, withdrawn or has poor concentration 
· adult exhibits significant changes in sexual behaviour or outlook 
· adult's underclothing is torn, stained or bloody 
· a woman who lacks the mental capacity to consent to sexual intercourse becomes pregnant 
 

	Neglect 
	These include ignoring medical, emotional or physical care needs, failure to provide access to appropriate health, social care or educational services, and the withholding of the necessities of life such as medication, adequate nutrition and heating.  
	· adult has inadequate heating and/or lighting 
· adult's physical condition/appearance is poor (e.g. ulcers, pressure sores, soiled or wet clothing) 
· adult is malnourished, has sudden or continuous weight loss and/or is dehydrated 
 

	Organisational Abuse 
	Including neglect and poor care practice within an institution or specific care setting such as a hospital or care home, or where care is provided within their own home. This may range from one off incidents to on-going ill-treatment. 
	· an adults environment is unsafe and unhygienic  
· the adult is given an inflexible routine 
· lack of privacy, dignity, and respect for people as individuals 
· the adult withdraws from community and family support 
· no choice offered with food, drink, dress or activities 
· no respect or thought given to religion, belief, or an adult’s occupation 
 

	Self-neglect 
	Self-neglect entails neglecting to care for one's personal hygiene, health or surroundings and includes behaviour such as hoarding.  
	· living in very unclean, sometimes verminous, circumstances 
· poor self-care leading to a decline in personal hygiene 
· poor eating habits and the adult may have lost weight 
· inappropriate clothing 
· the adult is withdrawn and isolated 
· failure to take prescribed medication 
· hoarding within the home is often associated with self-neglect 
 

	Domestic abuse 
	This is typically an incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or abuse by someone who is, or has been, an intimate partner or family member. 
	· the adult may seem unhappy or distressed 
· the adult may appear frightened, anxious or agitated without identifiable cause, or in relation to certain people 
· they may be experiencing sleeping problems 
 

	Modern Slavery 
	Modern slavery encompasses slavery, human trafficking, forced and compulsory 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.  
	· the adult is not in possession of their legal documents (passport, identification and bank account details) and they are being held by someone else; 
· the adult looks malnourished, unkempt, or appears withdrawn 
· they have few personal possessions and often wear the same clothes 
· what clothes they do wear may not be suitable for their work. 
 

	Discriminatory abuse 
	This includes discrimination on the grounds of race, faith or religion, age, disability, gender, sexual orientation and political views, along with racist, sexist, homophobic or ageist comments or jokes, or comments and jokes based on a person's disability or any other form of harassment, slur or similar treatment. Hate crime can be viewed as a form of discriminatory abuse, although will often involve other types of abuse as well.  
	· an adult may reject their own cultural background and/or racial origin or other personal beliefs, sexual practices or lifestyle choices 
· an adult making complaints about the service not meeting their needs. 
 



 
Additional Types of Harm  
There are additional types of harm not explicitly included within the Care Act 2014; however, they remain highly relevant to safeguarding adults and must be recognised and addressed appropriately.
Sexual Exploitation
Adult sexual exploitation is a form of sexual abuse in which an individual is manipulated or coerced into sexual activity for another person’s benefit. This may involve threats, coercion, bribery, or violence.
Perpetrators often hold power over their victims due to factors such as age, gender, sexual identity, physical strength, or social status.
Indicators may include:
· Self-harm or significant changes in emotional wellbeing
· Developing inappropriate or unusual relationships or associations
· Displaying inappropriate sexualised behaviour (including language, dress, or conduct)
· Unexplained acquisition of money, clothing, or mobile phones

Cyber Bullying
Cyber bullying occurs when an individual is repeatedly targeted through digital platforms, including social media, messaging apps, emails, or online forums, with the intent to harm, humiliate, intimidate, or isolate.
It may include:
· Harassment or intimidation
· Racist, homophobic, or disability-related abuse
· Public shaming or spreading harmful content
The key distinction is that the abuse is carried out using technology rather than face-to-face interaction.

Forced Marriage
A forced marriage is one in which one or both individuals do not (or cannot) consent to the marriage and are subjected to coercion, pressure, or abuse.
This is distinct from an arranged marriage, where both parties willingly consent to the involvement of a third party in the process.
Under the Anti-Social Behaviour, Crime and Policing Act 2014, it is a criminal offence to force someone into marriage.

Mate Crime
“Mate crime” occurs when a vulnerable person is befriended by someone who then exploits, abuses, or takes advantage of them.
This type of harm:
· Is often carried out by someone known to the individual
· Frequently takes place in private settings
· May not always meet the threshold of a criminal offence, but still causes significant harm
There have been Serious Case Reviews involving individuals with learning disabilities who have been seriously harmed or killed by those posing as friends.

Radicalisation
Radicalisation is the process by which individuals are influenced to adopt extremist views, potentially leading to support for terrorism or engagement in extremist activities.
This may occur:
· Through direct relationships
· Via online platforms and social media
The UK Government’s Prevent Strategy aims to stop individuals from becoming involved in terrorism or supporting extremist causes. Although such cases are rare, individuals may still be vulnerable to extremist ideologies or prejudiced narratives.
Concerns should be reported in line with safeguarding procedures, and referrals to Prevent can be made via the Designated Safeguarding Lead (DSL).
The Charity Commission requires all charities to:
· Actively prevent abuse linked to extremism
· Report concerns to the Local Authority
Further guidance is available in Appendix SGA/10 – Prevent Duty. Details of mandatory Prevent training requirements for staff and volunteers are outlined in Procedure 16: Mandatory Safeguarding Training Schedule 
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Appendix SGA/04 – Legal Framework, Principles and Safeguarding Approach

Legal Framework
Staffordshire Wildlife Trust operates within a clear legal framework for safeguarding adults at risk. Key legislation includes:
· The Care Act 2014 (England)
· Social Services and Well-being (Wales) Act 2014
· Public Bodies (Joint Working) (Scotland) Act
· Safeguarding Act 2018 (Isle of Man)
These laws set out how local authorities and organisations, including charities, must work together to protect adults at risk from abuse or neglect.
In England, where Staffordshire Wildlife Trust operates, safeguarding arrangements are informed by national legislation and guidance, including the Care Act (2014), Safeguarding Adults guidance (2005), and Charity Commission expectations. The Trust also works in line with local guidance from the Staffordshire and Stoke-on-Trent Adult Safeguarding Partnership Board.

Care Act 2014 – Key Principles
The Care Act outlines six key principles that underpin safeguarding practice:
· Empowerment – supporting people to make their own decisions and give informed consent
· Prevention – taking action before harm occurs
· Proportionality – ensuring the least intrusive response appropriate to the risk
· Protection – providing support for those in greatest need
· Partnership – working collaboratively with communities and services
· Accountability – ensuring transparency and accountability in safeguarding practice

Safeguarding Approach
Safeguarding is about protecting an adult’s right to live safely, free from abuse and neglect. It requires organisations and professionals to work together to both prevent harm and respond effectively where concerns arise.
This includes promoting the individual’s wellbeing and, where appropriate, taking into account their views, wishes, feelings and beliefs when deciding on any action. It is recognised that adults may have complex relationships and may be ambivalent, unclear or unrealistic about their personal circumstances (Care Act Guidance 2014).  

Organisational Approach
Although Staffordshire Wildlife Trust does not currently deliver targeted activities specifically for adults at risk, we recognise that contact may arise through our work. The Trust is committed to maintaining a culture that safeguards and promotes the welfare of all individuals we engage with.
This is achieved through:
· Ensuring staff, volunteers and trustees can recognise signs of abuse, neglect and harm
· Promoting understanding of when and how to raise concerns with appropriate professionals
· Embedding safeguarding within safer recruitment, training and governance processes
· Providing regular updates and guidance through training, team meetings and internal communications
All staff receive guidance on recognising signs and symptoms of abuse, and safeguarding remains a standing consideration within team discussions and organisational practice.

Safeguarding in Practice
Safeguarding is embedded across all Trust activity. Adults at risk may be encountered through:
· Visitor experiences
· Volunteering opportunities
· Community engagement work
All activities are planned and risk assessed to ensure the safety and wellbeing of participants, staff and volunteers. The Trust is committed to providing a safe, inclusive and supportive environment in all areas of its work.
[bookmark: dutyreferapp]

Appendix SGA/05 – Duty to Refer. Legal Context and Guidance. 

The Charity Commission requires organisations working with adults at risk to have appropriate measures in place to identify, respond to and report concerns of abuse or neglect.
The Care Act 2014 provides the legal framework for safeguarding adults in England. It places a duty on organisations to refer safeguarding concerns and cooperate with Local Authority enquiries.
Where a Local Authority believes an adult at risk may be experiencing or is at risk of abuse or neglect, it must carry out (or arrange) an enquiry. This may involve partner agencies such as the Police or health services. Organisations such as Staffordshire Wildlife Trust may be required to share relevant information to support this process.
Local Authorities are responsible for determining what action is required to prevent or stop abuse or neglect, taking into account the adult’s views, wishes and wellbeing. All organisations must cooperate with these enquiries and provide information when requested.
In addition to reporting concerns about adults at risk, the Trust must also respond to and escalate concerns relating to the behaviour or conduct of staff, trustees or volunteers.
Full details of reporting processes are set out in the Trust’s Safeguarding Procedures.
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Appendix SGA/06 – People in a Position of Trust (PiPoT) Guidance. 

A Person in a Position of Trust (PiPoT) is any individual (paid or unpaid) who works with adults with care and support needs as part of their role.
Types of Concerns
Concerns may arise where a PiPoT has:
· Behaved in a way that has harmed, or may have harmed, an adult or child
· Committed a criminal offence against, or related to, an adult or child
· Behaved in a way that indicates they may pose a risk of harm to adults with care and support needs
Concerns may arise both within the workplace and in an individual’s personal life. Examples include:
· Allegations of domestic abuse where the individual also works or volunteers with adults at risk
· Allegations relating to harm against children where the individual works with adults at risk
· Situations where an individual is subject to a safeguarding enquiry in one setting but also works or volunteers in another
Where concerns relate to personal/private life, if the Trust is the employing organisation, they would maintain the responsibility for oversight of a case.  
Reporting and Management
All concerns must be reported to the Trust’s Designated Safeguarding Lead (DSL). The DSL may notify the relevant Local Authority and, where appropriate, the Local Authority Designated Officer (LADO).
Where an individual works or volunteers across different areas, relevant Local Authorities must be informed. If there is a concern the individual may also pose a risk to children, the Trust should inform the relevant Local Area Designated Officer (LADO).  
All allegations will be managed promptly in line with the Trust’s internal allegations procedures. Unless doing so places someone at risk, the individual concerned should be informed of the allegation.
Information Sharing and Systems
The Trust uses appropriate systems to support safeguarding, including:
· Secure volunteer management systems (e.g. Team Kinetic) to store recruitment and DBS information
· From June 2026, Safer Wild, the federation-wide safeguarding system to record safeguarding concerns about volunteers, to reduce risk across the Wildlife Trust network
Duty of Care
The Trust has a duty of care to both:
· The adult at risk
· The individual subject to the allegation
Support will be provided to the individual concerned, including clear communication about the process, regular updates, and opportunities to respond to concerns and seek guidance.
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Appendix SGA/07– Supporting Adults with Mental Health Difficulties. 

Mental health can fluctuate over time, and individuals may experience changes in their wellbeing on a day-to-day, week-to-week or longer-term basis. Many people experiencing mental health difficulties do not access formal support services and, when well, may consider themselves able to live independently.
Where concerns arise about an individual’s mental health, they may not meet the criteria for a safeguarding referral. In such cases, staff and volunteers should be aware of alternative support pathways and encourage individuals, where appropriate, to seek help. This may include:
· Contacting their GP
· Accessing local mental health support services
· Attending Accident and Emergency (A&E) in urgent situations
· Seeking support from organisations such as Mind or Samaritans
Staff should also refer to the Trust’s internal Mental Health Guidance and, where available, seek support from a trained Mental Health First Aider.
Further guidance is available from external organisations, including The Ann Craft Trust, on supporting adults experiencing mental health difficulties in community and activity-based settings. There is also more guidance on the HR Wellbeing Share Point page. 
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Appendix SGA/08–Online Safety-Practical Guidance. 

All staff, trustees and volunteers have a responsibility to support online safety by:
· Talking to children and adults at risk about anything worrying they experience online
· Recognising the importance of the online world and encouraging open conversations about it
· Ensuring online safety is embedded as an ongoing part of engagement, not a one-off activity
· Agreeing and clearly communicating rules for the use of online platforms, involving participants where appropriate
· Using appropriate technical controls to manage access to online platforms and explaining their purpose
· Supporting individuals to understand and manage their privacy settings
All online communication must remain transparent and aligned with the Trust’s policies, including the Safeguarding Code of Conduct and Social Media and Images of people policies. Any concerns must be reported to the Designated Safeguarding Lead.
[bookmark: sixprinciplesapp]

Appendix SGA/09–Six Principles of Adult Safeguarding 

The Care Act sets out the following principles that should underpin the safeguarding of adults. 
Empowerment 
People are 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 this directly inform what happens.” 
Prevention 
It is better to take action before harm occurs. 
“I receive clear and simple information about what abuse is. I know how to recognise the signs, and I know what I can do to seek help.” 
Proportionality 
The least intrusive response appropriate to the risk presented. 
“I am sure that the professionals will work in my interest and they will only get involved as much as is necessary.” 
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 
Services offer local solutions through working closely 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.” 
Responsibilities of Staff and Volunteers  
Staff, trustees and volunteers have a responsibility to recognise and be alert to signs that all is not well with a person at risk. However, they are not responsible for diagnosing, investigating or providing a therapeutic response to abuse. In addition, not all concerns relate to abuse, there may well be other explanations. It is important to keep an open mind and consider what is known about the person at risk and his or her circumstances. No action should be taken without discussion with the Designated Safeguarding Lead. 
If any staff, trustees or volunteers have any concerns about the adult they are working with, they should contact a Designated Safeguarding Person.  Even if the concern is not a safeguarding one, the Designated Safeguarding Person can advise of support pathways so we can ensure we, as a Trust, are doing all in our remit to protect those we are engaging with.   
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Appendix SGA/10 – Prevent Duty 

1. Purpose and Scope  
The Prevent Duty is the duty in the Counter-Terrorism and Security Act 2015 on specified authorities to have due regard to the need to prevent people from being groomed by extremists. The current threat from terrorism in the United Kingdom can involve the exploitation of vulnerable people, including children of all ages, young people and adults, to becoming involved in violent extremist activity in support of terrorism, including some forms of environmental activism.  
Staffordshire Wildlife Trust does not have a statutory duty, however some of our Service Level Agreements (SLAs) or other contracted work with local authorities requires us to provide Prevent Duty guidance for staff and volunteers who are involved with said work.  
It is also good practice for SWT staff working in outward facing roles to be aware of indicators and procedures for reporting concerns as we may interact with people at risk of radicalisation, such as people experiencing extreme levels of climate anxiety, as part of our work with young people, in community organising, activism or through our social platforms.  
2. Roles and Responsibilities 
All staff: If any staff have a concern or think they may have seen indicators of radicalisation; they should raise their concerns with one of the Designated Safeguarding Leads  
Specific staff who are:  
· working with young people  
· working in community organising and activism 
· who are designated safeguarding leads 
are required to undertake Prevent Duty training, to be refreshed and updated every 2 years  
Prevent Training can be accessed here: https://www.gov.uk/guidance/prevent-duty-training 
Records of completion should be shared with HR and the Safeguarding team and recorded on individual competency forms.  
People Engagement Team Staff who are:  
· delivering training for contract with Staffordshire County Council’s Community Learning Service 
Should also complete module 'Prevent for Further Education & Training' on: https://etfoundation.co.uk/learning-library/prevent-for-the-further-education-and-skills-sector-202526/
Records of completion should be shared with HR and the Safeguarding team and recorded on individual competency forms.  
i. Promotion to SWT Contacts  
 “Staffordshire County Council’s Community Learning Service has a responsibility to raise awareness of Prevent and to promote values of openness, tolerance and free debate which are central to being a British Citizen” therefore all People Engagement Team Staff who are delivering training for contract with Staffordshire County Council’s Community Learning Service are required to promote the same values to learners, both inherently through the lesson planning and facilitation of sessions and directly through information sharing with learners. Please refer to the SWT [Community Learning Framework] Observation policy for further guidance.  
All other staff who undertake Prevent training, as detailed above, are not expected to raise awareness and promote the same values in a direct manner, but to use the knowledge gained in training to identify any causes for concern and report those concerns to the DSL, as detailed in the Safeguarding policy.  
ii. Reporting  
· All staff who undertake training in the Prevent Duty must understand the Notice, Check and Share approach:  
Notice: Be aware of any behaviour that leads to any safeguarding concerns including Prevent Duty related ones.  
Check: Check their concerns.  
Share: Refer any concerns around extremism or radicalisation via the safeguarding reporting channels.   
· Designated Safeguarding Leads are responsible for ensuring:   
• All appropriate staff have undertaken training in the Prevent Duty  
• All staff are aware of when it is appropriate to refer concerns about learners or colleagues to the Designated Safeguarding Lead  
• Policies and procedures to implement the Prevent Duty are in place and acted on where appropriate, reporting any concerns to the Local Authority  
· Referral Contacts: 
Local Authority Prevent Duty Policy: https://www.staffordshire.gov.uk/Education/Community-learning-service/ProviderInfo/Safeguarding-and-Prevent-duty-overview.aspx 
Prevent Co-ordinator Tel: 01785 232054 Email: Calum.Forsyth@staffordshire.pnn.police.uk 
Prevent Referral Email: ctu_gateway@westmidlands.police.uk   
Prevent Advice & Guidance Email: prevent@staffordshire.pnn.police.uk  
· Signs of Extremism and Radicalisation   
Get help for radicalisation concerns – GOV.UK (www.gov.uk) – Spot the signs of radicalisation 
Radicalisation and Extremism – Examples and Behavioural Traits (educateagainsthate.com) Warning signs of radicalisation 
[bookmark: incidentform]

Appendix SGA/11 – Safeguarding Incident Form
Please complete as much information as you have available 
	Your name:                                                            

	Your role: 

	Contact information (you): 
Address:                                                                                              Postcode: 
Telephone numbers:                                                                          Email address: 

	Individual’s name: 
	Individual’s date of birth: 
 

	Does the individual have a disability: 
Please state 
 

	Individual’s gender:  
· Male    
· Female 

	Next of Kin / carer’s name(s): 
 

	Contact information (Next of Kin /carers): 
Address: 
                                                                                              Postcode: 
Telephone numbers:                                                          Email address: 
 

	Have Next of Kin /carer’s been notified of this incident? 
· Yes 
· No 
If YES please provide details of what was said/action agreed:  
 

	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 or relationship to the Individual: 
 
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. 
 
 
  

	Individual’s account of the incident: 
 
 
  
 
 

	Please provide any witness accounts of the incident: 
 
  
 

	Please provide details of any witnesses to the incident: 
Name: 
 
Position or relationship to the Individual’s: 
 
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 or relationship to the Individual: 
 
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: 
 
 

	Your Signature: 
	 
 
	Print name: 
	 

	Date: 
	 


Send the completed incident form to compliance@staffs-wildlife.org.uk

[bookmark: indivrafrom]Appendix SGA/12 –  Individual Risk Assessment Form 
Individual Risk Assessment – For Individuals who may have a history of offending or risky behaviour.  
Part 1 – Individual Details 
	Surname 
	 
	Department  
	 

	Forename 
	 
	Location 
	 

	Risk Assessment Date 
	 
	Completed by 
	 

	Role/Event 
	 

	Level of Disclosure Required 
	Enhanced & Barred  
	Enhanced 
	Standard 
	N/A 


 
Part 2 – Disclosures that may relate to conflict of interest/additional vulnerabilities/instances of offending/risky behaviours 
	Nature of Issue 

	Issue 
	Date this occurred 
	Consequences 
	Age at time of issue 
	Length of time since issue 
	Is this issue relevant to this role/event 
	Other 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
	What is the seriousness of this disclosure/behaviour 

	 
 
 
 
 
 

	What are the circumstances surrounding the behaviour at the time 

	(Discuss relationships, family, health, housing, employment and location) 
 
 

	What is the individuals attitude to the behaviour 

	(Consider remorse, regret, responsibility) 
 
 
 

	What efforts have been made to address the disclosed behaviour 

	(Consider programmes of support/accountability that have been completed and changes in social/emotional situation) 
 
 


 
Part 3 – Health and Wellbeing 
	Does the individual have any physical, emotional or wellbeing issues which may affect their ability to participate  

	 
 
 
 


 
Part 4 – Considerations 
	Questions to consider have completed Sections 1 -3 
	Potential Responses – please select 
	Comments 

	Have the individuals' circumstances changed since the disclosed behaviour 
	Yes 
	No 
	 

	Does the nature of the role/event present any opportunities to repeat this behaviour 
	Yes 
	No 
	 

	Does the role/event involve regular unsupervised contact with vulnerable people 
	Yes 
	No 
	 

	Does the role/event involve direct contact with members of the public 
	Yes 
	No 
	 

	Does this role/event involve direct responsibility for finance or items of value 
	Yes 
	No 
	 

	Does the role/event involve caring for or supervising people 
	Yes 
	No 
	 

	Is the individual barred from regulated activity 
	Yes 
	No 
	Does not require DBS check for role so unknown 

	Are SWT satisfied with the individual's explanation of the circumstances of the behaviour 
	Yes 
	No 
	Unsure 
	 

	How serious do SWT consider the behaviour to be 
	Major  
	Moderate 
	Minor 
	 

	Did the offence occur recently? Within last 
	1 yr 
	3yrs 
	10yrs + 
	 

	Does the disclosure show a pattern of behaviour, or was it a one off 
	One-off 
	Repeat - frequent 
	Repeat - Infrequent 
	 

	Have the circumstances that contributed to the behaviour changed for the better 
	Yes 
	No 
	Maybe 
	 

	Did the individual disclose the behaviour/offence themselves or were they reported to you by another person? 
	Yes- they disclosed 
	No – no valid reason 
	No – with valid reason 
	Reported by another person/organisation (name who)  

	Are there any concerns in regard to the individuals motivations for participating  
	Yes 
	No 
	 

	What level of supervision will the individual receive 
	High 
	Moderate 
	Low 
	 


 
Part 5 – Mitigations of Risk and safeguards 
	Possible Risk 
	Risks to individual, role/event, other staff, public or service users 
	Control measures/management of risk 
	Risk Rating 
Low/Medium/High 
Green/Amber/Red 
	Review date 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	Trigger 
	Precautionary measures 

	1 
	 
	 

	2 
	 
 
	 

	3 
	 
 
	 

	4 
	 
 
	 

	5 
	 
 
	 

	6 
	 
 
	 


 
	What further action is required 

	 
 

	Who is responsible for taking this action and by when 

	 
 


 
 Forms should be sent to HR@ for staff and volunteers@ for volunteers, so they may be securely stored and shared only with appropriate staff (e.g. line mangers)
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Appendix SGA/13 –  Individual Accessibility Support Assessment Form

For individuals who may need support to volunteer/participate in events on our premises or run by SWT  
Part 1 – Individual Details 
	Surname 
	  
	Forename 
	  

	Location  
	  
	Department  
	  

	Risk Assessment Date 
	  
	Completed by 
	  

	Role/Event  
	  
	Review due date 
	  

	Level of Disclosure Required 
	Enhanced & Barred 
	Enhanced 
	Standard 
	N/A 

	 
	 
	 
	 
	 
	 


 Part 2 – Information disclosed regarding vulnerabilities/support required 
	Condition, Impairment or Vulnerability Concern 
	How long this will be a factor  
	Effects on individual  
	Effects on other people/event activities/work  
	Adjustments or Support required  

	  
 
	  
	  
	  
	  

	  
 
	  
	  
	  
	  

	  
 
	  
	  
	  
	  

	  
 
	  
	  
	  
	  


 
	Are there any additional concerns or considerations that need to be put in place?  

	  
  
  
  
  

	Do you want other team members/event attendees to be made aware and if so, to what extent?  

	  
  

	The following adjustments could support me to participate: 

	  
  
  

	What efforts have been made to address the items noted above (For use in review)  

	  
  


Part 3 – Health and Wellbeing 
	Does the individual have any physical, emotional or wellbeing issues which may affect their ability to participate 

	  
  
  
  
  


 
	Does the individual have any appointments, commitments or other circumstances that may require adjustments to their schedule?  

	   
  
  


 
	We know that some staff, volunteers and event attendees do arrange to car share or offer lifts to each other. Staffordshire Wildlife Trust encourages people to be supportive and kind to others, but any transportation arrangements made to travel to and from place of work/events are not part of the Trust’s remit and are not covered by this risk assessment.    

	Discussed and agreed on date:  
By:  
  
  


Part 4 – Mitigations of Risk and safeguards 
	Possible Risk 
	Risks to individual, role/event, other staff, public or service users 
	Control measures/management of risk 
	Risk Rating 
Low/Medium/High 
Green/Amber/Red 
	Review date 

	  
  
	  
	  
	  
	  

	  
  
	  
	  
	  
	  

	  
  
	  
	  
	  
	  

	  
  
	  
	  
	  
	  

	  
  
	  
	  
	  
	  


 
	Trigger 
	Precautionary measures 

	1 
 
	  
	  

	2 
	  
  
	  

	3 
	  
  
	  


  
	What further action is required 

	  
   
  
 
 

	Who is responsible for taking this action and by when 

	 

	Notes from review  
	Name of Person carrying out review  
	Date 

	 
 
 
 
 
 
 
 
	 
	 



Forms should be sent to hr@ for staff and volunteers@ for volunteers, so they may be securely stored and shared only with appropriate staff (e.g. line mangers)
A copy of this form maybe shared with the individual, if appropriate. 
[image: I:\Communications\02 Design\Designer Pack for Staffs Wildlife Trust Posters\Illustrations, footers, and silhouettes\Footers\Footer 2_Kelp.png]
3

image1.png
Staffordshire
Wildlife Trust




image2.png




image3.png
Staffordshire
Wildlife Trust





