Loose Ends Newbury Safeguarding Policy

9th June 2025
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Statement of Commitment
Loose Ends Newbury (LEN) is committed to ensuring that clients and volunteers, and others involved with the charity have the right to be free from abuse and neglect regardless of their personal circumstances. It is committed to promoting and protecting an individual’s human rights, independence and wellbeing and ensuring they are treated with dignity and respect.  It provides a positive contribution to a strong and safe community and recognises the right of every individual to stay safe.
[bookmark: _Toc200025849]Introduction
LEN provides the following services by offering:
hot meals
mini food parcels
toiletries
clean clothes
start-up boxes for newly housed clients.  
[bookmark: _Toc200025850]Scope
The scope of this Safeguarding Policy is broad ranging and in practice it will be implemented via a range of policies and procedures. 
These include: 
Grievance and disciplinary procedures – to address breaches of procedures/ policies
Appropriate behaviour and rules for Clients as set out in the Handbook
Health and Safety policy, mitigating risk to staff and clients
Equal Opportunities policy– ensuring safeguarding procedures are in line with this policy, in particular around discriminatory abuse and ensuring that the safeguarding policy and procedures are not discriminatory
Data protection (how records are stored and access to those records).
Confidentiality ensuring that service users are aware of your duty to disclose.
Volunteer induction.
Volunteer training.
Whistleblowing –ability to inform on other staff/ practices within LEN
[bookmark: _Toc200025851]Definition of a Vulnerable Adult
A vulnerable adult is defined as a person, over the age of 18, who is at risk of harm.
This may include a person who is elderly; frail; has a mental illness including dementia; has a physical or sensory disability; has a learning disability; has a severe physical illness; is a substance misuser; is homeless; and carers of any of the above.
[bookmark: _Toc200025852]Situations involving vulnerable adult
Contact with vulnerable adults will include;

handing out food and other necessary items
conversation / chatting / talking
referrals / signposting
working alongside other volunteers

You may also become aware of situations that cause you concern that would be under the scope of the policy which don’t directly occur within a session. For example, you may be aware of a change in someone’s personal circumstance which is having a negative impact on their wellbeing. You should  make your supervisor aware to ensure appropriate action is taken. 
[bookmark: _Toc200025853]Purpose and Aims
This policy aims to ensure that LEN undertakes its responsibilities with regard to protection of vulnerable adults and responds to concerns appropriately. The policy sets up a framework to support volunteers in what they do and clarifies LEN’s expectations.
Safeguarding is about embedding practices throughout LEN for the protection of vulnerable adults wherever possible. 
Safeguarding duties apply to an adult who:
· has needs for care and support - either physical or mental (whether or not the local authority is meeting those needs).
· is experiencing, or is at risk of, abuse or neglect
· and 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.
[bookmark: _Toc200025854]Types of Abuse (further info in Appendix 1)
Abuse can take different forms, including:
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Physical abuse
Sexual abuse
Psychological or Emotional abuse
Neglect or Omission to act
Financial or material abuse
Child Sexual Exploitation
Modern Slavery
Self-Neglect
Domestic Abuse
Organisational Abuse
Discriminatory Abuse
Harassment
Radicalisation


[bookmark: _Toc200025855]Responsibilities
[bookmark: _Toc200025856]Trustees
Trustees have responsibility to ensure the Safeguarding Policy is in place, appropriate, monitored and reviewed and that training is provided where appropriate.  Additionally, they will ensure that the local arrangements for safeguarding and DBS checks are in place. 
Trustees will also develop and maintain effective links with relevant agencies. e.g. through attendance at strategy meetings, and other meetings as necessary.
Resources will be committed where necessary to provide DBS records checks on volunteers. This will be monitored by the Designated Safeguarding Lead (DSL) .
[bookmark: _Toc200025857]Reporting
If you have a safeguarding concern (in accordance with the definition set out in Appendix 1) you should follow the following process;
You (reporter) have a safeguarding concern

Share your concern with the supervisor on duty

Supervisor advises whether to complete Safeguarding Reporting Form (Appendix 2) or just Incident Log

Complete relevant forms (as advised by Supervisor)**
(The Safeguarding Reporting Form is located in the Safeguarding folder on the shelf in office)

Send email to Designated Safeguarding Lead to advise of Safeguarding Reporting Form being completed

Designated Safeguarding Lead discusses concern with reporter

Designated safeguarding lead either decides not to refer or sends referral (via emailed image of form) to West Berkshire Safeguarding Team where they act accordingly.
Staff who have initiated protection concerns will be contacted by the Designated Safeguarding Lead as soon as possible / within a week.

**NOTE: No safeguarding concern can be acted upon without a full name, contact number/address, and ideally a date of birth of the person you are concerned about. It is your obligation to try to obtain this information. 
The person may refuse to give you the information you need. You can use the following script to help you engage with the person of concern;
‘You have shared some very personal information with me, which is very brave. I feel that this information should be shared with the safeguarding team so that they know what you are experiencing. They may be able to help.  It would be kept confidential between them and you but I feel it’s important to tell them. Would you be happy for me to take some details to pass on?’
The Designated Safeguarding Lead will keep a record of all matters reported to them, the actions taken and the outcome and will undertake any follow-ups if necessary. They will monitor reports to identify any trends or issues that have wider significance for safeguarding at LEN.
[bookmark: _Toc200025858]Designated Safeguarding Lead
Designated Safeguarding Lead
Name: Gill Downs
Tel: 07792 985413
Email: gill.downs@looseendsnewbury.org

Deputy Designated Safeguarding Lead
Name: Alice Fogg
Tel:  07444 324686
Email: alice.fogg@looseendsnewbury.org

Contact for West Berks Council 01635 519056 or email safeguardingadults@westberks.gov.uk

The Designated Safeguarding Lead will take responsibility for safeguarding on behalf of the Trustees and will monitor and review procedures reporting to the Board. This Designated Safeguarding Lead will organise support for volunteers who may have experienced client and/or volunteer difficulties as is appropriate. The Designated Safeguarding Lead is responsible for documenting any concerns confidentially, including date, time, names, concern, actions and feedback.

On becoming a member of LEN, all volunteers will be checked via the DBS process. This will ensure all volunteers working with vulnerable adults will be appropriately screened. 
[bookmark: _Toc200025859]Volunteers
All volunteers have responsibility to follow the guidance in this policy and related policies, and to pass on any welfare concerns regarding, either fellow volunteers or clients, to the appropriate supervisor.
All volunteers will promote good practice by being an excellent role model, contribute to discussions about safeguarding and to positively involve people in developing safe practices.
All volunteers must be aware that they have a duty to share information with other agencies in order to safeguard any vulnerable adults. The public interest in safeguarding vulnerable adults may override confidentiality interests. However, information will be shared on a need-to-know basis only, as judged by the Designated Safeguarding Lead.
All volunteers must be aware that they cannot promise clients or other volunteers or their families / carers that they will keep secrets.
[bookmark: _Toc200025860]Role of Supervisor
The Supervisor of each session has responsibility to act on any safeguarding concerns. The supervisor will receive staff concerns about safeguarding and support them to report it in accordance with Section 8.2 of this policy.
[bookmark: _Toc200025861]Safe Recruitment
LEN ensures safe recruitment of volunteers through the following processes:
· Providing the following safeguarding statement in recruitment adverts or application details – ‘recruitment is done in line with safe recruitment practices’ 
· Job or role descriptions for all roles involving contact with or knowledge of vulnerable adults will contain reference to safeguarding responsibilities. 
· As part of the recruitment process, all volunteers are required to apply via a written application form. Volunteers are required to supply two referees, and these are always followed up by the recruitment officer. Volunteers (over 18s only) are welcomed equally regardless of race, gender, sexual orientation or gender expression, religion or age.
· Session volunteers are required to attend two inductions sessions under the supervision of a supervisor. If it is agreed the volunteer is suitable and they wish to proceed, then membership to LEN will be offered. Membership requires the recruit to agree to the Policies set out in the handbook.  
· DBS checks will be conducted on all applicants to LEN. It is a criminal offence for individuals to apply to work with vulnerable adults in a wide range of posts if barred by DBS.  
· LEN commits resources for induction, training of volunteers, effective communications, and support mechanisms in relation to Safeguarding.
[bookmark: _Toc200025862]Induction
Induction will include: 
discussion of the Safeguarding Policy (and confirmation of understanding)
discussion of other relevant policies
ensuring familiarity with reporting processes, the roles of the session Supervisor and Designated Safeguarding Lead.
initial training on safeguarding including safe working practices, safe recruitment, understanding vulnerable adult protection and what to look for/notice that may constitute abuse
a handbook provides information about session roles and responsibilities.
[bookmark: _Toc200025863]Training
Training is a key part of the volunteering role.  This is to protect your safety and make sure that sessions run smoothly with as little variation as possible. Safeguarding training will be offered.

All staff who, through their role, are in contact with vulnerable adults will have access to safeguarding training Level 1. They will be given access to this training via an online platform during their induction period. In addition to this, the following training will also be given:
Food Hygiene - a mandatory requirement from West Berks Council so that we comply with Food Hygiene regulations
First Aid 
Behaviour Management 
Drug and Alcohol Awareness
[bookmark: _Toc200025864]Professional and Other Boundaries
Professional boundaries are what define the limits of a relationship whether volunteer and volunteer or volunteer and client. They are a set of standards we agree to uphold that allows this necessary and often close relationship to exist while ensuring the correct detachment is kept in place.
LEN expects staff to protect the professional integrity of themselves and the charity.
If the professional boundaries and/or policies are breached this could result in disciplinary procedures
Giving and receiving gifts from clients: LEN does not allow volunteers to give gifts to or receive gifts from clients. However, gifts may be provided by the organisation as part of a planned activity.
Staff contact with user groups. Personal relationships between a volunteer and a client who is a current service user is prohibited. This includes relationships through social networking sites such as facebook.
It is also prohibited to enter into a personal relationship with a person who has been a client during the past 12 months.
The following are examples of other conduct that is not permitted:
Use of abusive language
Use of punishment or chastisement
Passing on service users’ personal contact details
You should not be giving clients lifts or going to their home
Selling to or buying items from a service user
Accepting responsibility for any valuables on behalf of a client
Accepting money as a gift/borrowing money from or lending money to service users
Personal relationships with a third party related to or known to service users
Accepting gifts/rewards or hospitality from an organisation as an inducement for either doing/ not doing something in their official capacity

[bookmark: _Toc200025865]Other guidance
The LEN Handbook also contains guidance on volunteers conduct.
Our clients may be the victim of abuse, and also the perpetrators. Any volunteer can obtain advice from the supervisor or Adult or Child Safeguarding teams. The Designated Safeguarding Lead should be informed of any concerns of this nature, to ensure records are kept and other supervisors/volunteers are made aware.
Any concerns that our clients have inappropriate contact with children should also need to be reported in the same way.
[bookmark: _Toc200025866]Monitoring
LEN Trustees will monitor the following Safeguarding aspects:
Safe recruitment practices 
DBS checks undertaken
References checked
Records made and kept of inductions/supervision sessions 
Training – register / record of training.
Monitoring whether concerns are being reported and actioned
Checking that policies are up to date and relevant
Reviewing the current reporting procedure in place
Presence and action of Designated Safeguarding Lead responsible for Safeguarding is in post
Managing information

Information will be gathered, recorded and stored in accordance with the Data Protection Policy and Privacy Policy.
[bookmark: _Toc200025867]Reviewing this Policy
LEN will make clients aware of the Safeguarding Policy by: 
posting a safeguarding statement where it is visible to clients
informing clients if the need arises

We are committed to reviewing our policy and good practice annually. This policy was last reviewed on: 14th April 2025.

Signed:  

Designated Safeguarding Lead
Date: 14th April 2025














Appendix 1
Examples of abuse and identifying concerns

Physical – including hitting, slapping, scratching, pushing, kicking, restraint, inappropriate sanctions.

Sexual abuse – including rape, sexual assault or sexual acts which the adult has not consented to, pressures into consenting, non-contact sexual abuse can include pornography, voyeurism, serious teasing or inuendo.

Psychological/emotional abuse – including threats of harm, abandonment, humiliation, harassment, verbal abuse, isolation, withdrawal of supportive /social networks. 

Financial/material abuse – including theft, fraud, exploitation, pressure in connection with wills/property/inheritance/financial transactions. Misuse or misappropriation of property/possessions/ benefits.

Neglect – including ignoring medical/physical care needs, failure to provide access to appropriate health/social care services. Withholding medicines, adequate nutrition and heating.

Discrimination – including racial/sexual harassment. Discrimination on grounds of race, gender, age, sexuality, disability, religion. Slurs.

Organisational abuse – including neglect and poor care practices within an institution or care setting. May be due to poor practices, neglect, poor professional standards.

Domestic abuse – including physical violence, harassment, humiliation, and any of the above.

Modern slavery – including human trafficking, slavery, domestic servitude, controlling or coercive behaviour. 

Self-neglect – including neglecting one’s own personal hygiene, health, including self-harm.
[bookmark: _Toc200025868]What is an adult safeguarding concern?
An adult safeguarding concern is any worry about an adult who has or appears to have care and support needs, that they may be subject to, or may be at risk of, abuse and neglect and may be unable to protect themselves against this. The adult does not need to be already in receipt of care and support. 
A concern may be raised by anyone, and can be:
· An active disclosure of abuse by the adult, where the adult tells a volunteer that they are experiencing abuse and/or neglect; 
· A passive disclosure of abuse where someone has noticed signs of abuse or neglect, for example unexplained injuries; 
· An allegation of abuse by a third party, for example a family/friend or neighbour who have observed abuse or neglect or have been told of it by the adult; 
· A complaint or concern raised by an adult or a third party who doesn't perceive that it is abuse or neglect. 
· A concern raised by staff or volunteers, others using the service, a carer or a member of the public; 
· An observation of the behaviour of the adult at risk;
· An observation of the behaviour of another;
Some concerns may not be strictly adult safeguarding concerns but more of a general welfare concern. All concerns should be responded to, and the West of Berkshire Safeguarding Adult Board should be satisfied that concerns are being addressed appropriately through their oversight of safeguarding practice.
















Appendix 2
Loose Ends Newbury
Safeguarding Adults at Risk
Reporting Form
Use this form to record a concern that you have about an Adult at Risk at LEN. 
If this isn’t strictly a safeguarding incident but more a general concern please complete Sections A, C and F
Remember, if it is an emergency and the person is in immediate danger, phone the police on 999.
Otherwise, once completed, please pass this form to the Loose Ends Designated Safeguarding Officer. See the Loose Ends Safeguarding Policy for details. 
IMPORTANT: Please write clearly and only write facts of what you heard or saw, even if the language used was unpleasant. 
	Date of incident
	

	Time of incident
	

	Location of incident
	

	Section A: DETAILS OF ADULT AT RISK 

	Name
	

	Date of Birth
	

	Address
	

	Telephone number
	

	Section B: HOW YOU BECAME AWARE OF THE ALLEGED ABUSE OR NEGLECT
(tick as appropriate)

	I witnessed an incident directly
	

	I have concerns based on potential indicators of abuse or neglect
	

	The adult told me directly about abuse or neglect they are experiencing
	

	Someone else told me about potential abuse or neglect of an adult.

	

Their name is:
Their relationship to the adult is:
Their contact details are:



	Section C: FULL DETAILS OF THE ALLEGED ABUSE OR NEGLECT

	DETAILS 
Please give full details of the incident/concern/allegation of abuse or neglect

	What exactly did you see/ hear/ witness?


IMPORTANT: Please write clearly and only write facts of what you heard or saw. Use exact words, even if the language you heard was unpleasant. 

If you do need to clarify anything, please state clearly that is it your opinion or assumption. 



	

	Where (exact location/venue)
	


	When the incident is alleged to have taken place (date and time)
	


	YOUR OBSERVATIONS
Please include your observations here:

	A description/ location of any visible injuries 
	





	A description of the adult’s behaviour, their physical or emotional state
	





	ADULT AT RISK REPORTING THE ABUSE OR NEGLECT
Only complete this section if the adult at risk reported the incident to you. Record exactly what the adult has said happened using their exact words, even if this is unpleasant language, and anything you said to the adult. Remember you should not investigate, but simply record here. 

	







	SECTION D: ALLEGED ABUSER
Do you have any details about the alleged abuser Y / N

	Name: 
	

	Address:
	

	Tel number:
	

	Their relationship (if any) to the adult at risk:
	

	Is the alleged abuser a member of staff/ volunteer/trustee or working with the charity in any way?
	
        YES

If so,
Their role    ……………………

IMMEDIATELY REPORT THIS TO THE DESIGNATED SAFEGUARDING LEAD



THANK YOU FOR COMPLETING THIS FORM.
PLEASE NOW PASS THIS FORM TO THE DESIGNATED SAFEGUARDING OFFICER OR SAFEGUARDING LEAD. 
Please remember your responsibility for data protection. Do not leave this information in an insecure location or discuss with anyone else. 

THE REST OF THIS FORM SHOULD BE COMPLETED BY DESIGNATED SAFEGUARDING LEAD
	SECTION E: REPORTING EXTERNALLY


	Have you reported this to the Adult Social Care Team?
	
          YES            NO   
   



	Who did you speak to
	

	Date and time reported
	

	Case referene number (if any)
	

	Advice given by Social Care team
	

	Have the police been informed? 
	
          YES            NO   
   



	If yes, who did you speak to?
	

	Any case reference number?
	

	What action are the police taking, if any?
	

	Detail any other partner organisations you have shared this information with, and reasons? Please include name and contact details. 
	

	SECTION F: ADULT AT RISK’S CONSENT AND WISHES


	Is the adult at risk aware that you are reporting the concern to Social Care, Police or other agencies?
	
          YES            NO   
   



	Have they consented to this?
	

	Please complete here any further information in respect of their wishes
	








	Any further action you will take
	



THANK YOU FOR COMPLETING THIS FORM. 
PLEASE NOW FILE THIS INFORMATION SECURELY AFTER COMPLETING AND REPORT TO THE TRUSTEE BOARD THE NATURE OF THE CONCERN AND WHAT ACTION WAS TAKEN. 
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