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Introduction 
Staff and volunteers’ awareness of children, young peoples and vulnerable adults’ safety and protection issues are 
incorporated into the CADAS Induction Training and are integrated throughout our policies and procedures. 

This Safeguarding Policy should be read in conjunction with the CADAS Staff Handbook.   

To achieve a safe service for children, young people and vulnerable adults the policy aims to:  
 

1) Raise staff and volunteer awareness and provide on-going training 
2) Underpin the recruitment of paid staff and volunteers 
3) State procedures to follow in the event of any safeguarding issue arising or suspected 

 

Standards and Responsibility 
CADAS has adopted the Cumbria Safeguarding Children Partnership (CSCP) Guidance on Safe Working Practice for 
Adults who work with Children and Young People, which defines the acceptable minimum standards of practice for all 
staff who work with children, young people and vulnerable adults. (For definitions, please see Appendix 6) 

CADAS practice and procedures will be reviewed and developed annually. 

 

CADAS’ commitment 
• Preventing the abuse and mistreatment of vulnerable adults, children and young people. 
• Promoting increased awareness and recognition of the issues surrounding the abuse and mistreatment of 

vulnerable adults, children and young people. 
• Ensuring that when abuse is suspected, appropriate action is taken to safeguard vulnerable adults, children 

and young people from further harm or exploitation. 
• Ensuring that allegations about abuse/mistreatment are investigated thoroughly, efficiently and consistently 
• Respecting the rights of all people to live their chosen lifestyle with privacy, dignity, independence, choice 

and fulfillment. 
 

Underpinning Principles 
1. The welfare of the child is paramount. 
2. It is the responsibility of all adults to safeguard and promote the welfare of the children and young people.  

This responsibility extends to a duty of care for those adults employed, commissioned or contracted to work 
with children and young people. 

3. Adults who work with children are responsible for their own actions and behaviour and should avoid any 
conduct which would lead any reasonable person to question their motivation and intentions. 

4. Adults should work in an open and transparent way. 
5. The same professional standards should always be applied regardless of race, gender, sexuality or religious 

beliefs and disabilities. 
6. Staff should continually monitor and review their practice. 
7. It is the policy of CADAS to work in partnership and collaboration with relevant organisations to uphold the 

right of vulnerable adults to protection from harm and exploitation.  
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Focus of policy 
1. Prevention 
2. Protection 
3. Support 

 
1 & 2: Prevention and Protection 

At all times you should work with children, young people and vulnerable adults in a non-discriminatory way. 

All adults, children and young people within CADAS have the right to: 

• Respect 
• Tolerance 
• Understanding 
• Be listened to 

 

By following the safeguarding procedures below and ensuring staff work with professional conduct, CADAS is taking 
reasonable steps to prevent children, young people and vulnerable adults from coming to harm and protect them from 
external dangers. 

3: Support 
✓ Of children, young people and vulnerable adults 

CADAS will offer all children, young people and vulnerable adults appropriate levels of support and be mindful that they 
are unique individuals who have different experiences and different needs. 

✓ Of employees and volunteers 
CADAS will offer support to its employees and volunteers by providing line management support, clear instruction and 
information in relation to expectations of adult behavior, training and guidance. We will ensure all staff are trained to 
have an awareness of safeguarding issues and have a clear understanding of these procedures. 

Relevant definitions 
The term ‘staff’ relates to adult staff and volunteers who work in the name of CADAS. 

The term ‘young person,’ means a child/young person or young person up to the age of 18 years old. 

An adult at risk (or vulnerable adult) is any person who is aged 18 years or over and at risk of abuse or neglect because 
of their needs for care and or support (NHS England, 2017)  

 

Definitions of Abuse 
The Department of Health’s definition of abuse states that: 

Abuse is a violation of an individual’s human and civil rights by any other person or persons. Abuse may consist of a single 
act or repeated acts. It may be physical, verbal or psychological, it may be an act of neglect or an omission to act, or it 
may occur when a vulnerable person is persuaded to enter into a financial or sexual transaction to which he or she has not 
consented, or cannot consent. Abuse can happen in any relationship and may result in significant harm to, or exploitation 
of, the person subjected to it. 
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Currently, the Department of Health identifies six categories of abuse – Physical, psychological/emotional, sexual, 
neglect and acts of omission, financial or material, and discriminatory. 

Physical abuse: 

Hitting, smacking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm. 
When a parent or carer feigns the symptoms of, or deliberately causes ill health to a child/young person whom they are 
looking after, it may be a case of Fabricated and Induced Illness (FII) - the county-wide protocol for FII is located on the 
CSCP’s website. 

Psychological/Emotional abuse: 

The persistent emotional ill treatment such as to cause severe and persistent adverse effects on their emotional 
development. Some level of emotional abuse would be involved in all types of ill treatment of a child/young person or 
vulnerable adult, though it may occur alone. 

Sexual abuse: 

Forcing or enticing a child, young person or vulnerable adult to take part in sexual activities, whether or not they are 
aware of what is happening. The activities may involve physical contact, including penetrative or non-penetrative acts. 
Non-contact activities, such as the involving, viewing or the production of pornographic material, watching sexual activity 
or encouraging children, young people and vulnerable adults to behave in sexually inappropriate ways. 

Neglect and acts of omission (including Institutional abuse): 

The persistent failure to meet a person’s basic physical and/or psychological needs i.e. food, warmth, shelter, clothing, 
care and protection, likely to result in the serious impairment of their health or development. 

Neglect and poor professional practice may take the form of isolated incidents or may be indicative of pervasive ill 
treatment or gross misconduct. The abuse or mistreatment may be acts of omission (failure to act) or commission 
(institutional). 

Neglect and acts of omission can include: 

• Ignoring medical or physical care needs – by not noticing a medical or physical need 
• Failing to provide access to health, social, or educational service 
• Failing to respond to a valid concern or request 
• Withholding the “necessities of life” such as food, fluids, heating, medication or clothing 

 
Institutional abuse (or acts of commission) can include: 

• Excessively rigid routines 
• Lack of personal possessions 
• Changes in accommodation without agreement such as: 

➢ Suddenly having to share a room 
➢ Being move to another room 

• Lack of privacy, dignity or respect 
 

Financial or Material abuse: 

May include theft, fraud, exploitation, pressure or misappropriation in connection with wills, property or other financial 
transactions. 
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Discriminatory abuse: 

Abuse that focuses on culture, race, gender, religion, sexual orientation, age, physical or mental disability and mental 
health. 

 

Roles & Responsibilities of CADAS staff 
Cumbria Safeguarding Children Partnership (CSCP).   

This is the key statutory mechanism for agreeing how agencies will co-operate to safeguard and promote the welfare of 
children within Cumbria. 

The statutory agencies represented on the CSCP all have formal responsibilities to make arrangements to safeguard and 
promote the welfare of children under the Children Act 2004 in addition to their normal statutory duties.  Involving the 
voluntary sector is not only good practice but crucial as it is recognised that a lot of statutory services are outsourced. 

For more information on specific duties and responsibilities of Cumbria CSCP and the Local Authority go to 
www.cumbriaCSCP.com 

Adult Social & Cultural Directorate (ASCD - Cumbria County Council) 

Leads on the multi-agency approach to safeguarding vulnerable adults in Cumbria. 

                    

CADAS Countywide Designated Persons and Safeguarding Leads (correct Sept 2020) – 

Leigh Williams (CEO); Lisa Robinson (Countywide Services Manager); Carrie Bertram (Service User Co-ordinator) 

 

Designated Person(s) are responsible for: 

▪ Ensuring policies and procedures are current and up-to-date 
▪ Training and support of the staff 
▪ Dealing with safeguarding issues  
▪ Leading on issues of allegations made against staff 
▪ Participating/contributing to the CSCP sub groups and attending other meetings at a county level when 

required 
▪ Centrally coordinating the necessary information for local areas 
▪ Disseminating and implementing CADAS’s safeguarding procedures locally 
▪ Receiving information from staff, volunteers, children, young people, vulnerable adults plus parents, guardians 

and Carers about safeguarding concerns and maintaining records of this information 
▪ Assessing this information promptly and taking appropriate action 
▪ Any Safeguarding issue that involves contact with someone from an outside organisation (i.e. someone 

contacts CADAS with a query or issue or we contact/refer to someone else including Statutory Services) should 
be recorded and decisions taken as normal but all correspondence and information must be sent to the 
Safeguarding Lead for information 

▪ Familiarity with Social Services and police procedures for investigating abuse and making referrals. 
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CADAS Head Office Team 
This team will: 

• Follow up and verify references, enhanced DBS disclosures and qualifications for new employees 
• Co-ordinate and administrate DBS checks for existing staff (every 3 years) plus administration of the annual 

declaration document. 
 

All CADAS Staff 
All CADAS staff have a responsibility to be vigilant and sensitive and to prioritise the well-being of children, young 
people and vulnerable adults.  All adults have a duty to keep children, young people and vulnerable adults safe and 
protect them from sexual, physical and emotional harm. Failure to do so may be regarded as neglect. 

Staff should: 

• Understand and adhere to the Safeguarding Policy and Procedures at all times. 
• Maintain their awareness of safeguarding issues. 
• Understand their responsibilities as part of their role. 
• Identify their personal training needs. 
• Ensure that appropriate concerns and challenges are made in accordance with CADAS procedures. 
• Take responsibilities for their own actions and behaviour. 
• Avoid any conduct, which would lead any reasonable person to question their motivation and intentions. 
• Ensure they have contact numbers for CADAS’s Safeguarding Lead(s)  
• Cumbria Safeguarding Hub on 0333 240 1727 and the NSPCC Helpline 0808 800 5000 programmed into their 

work mobile phone. 
 

Safeguarding Procedures 
1. Referring Concerns & Disclosures 

Children, young people or vulnerable adults may choose to tell CADAS staff what they are experiencing or concerns 
may be raised by the individual’s physical condition or behaviour.  Either way, as soon as an issue is brought to the 
attention of staff they should act immediately. 

i) Referring and reporting procedure for front-line staff 
• As soon as possible after a disclosure, the staff member should write down what was said and any comments 

that were made as close to the person’s own words as possible.  
• Any handmade notes should be dated, signed and copied 
• Any concerns staff may have or any direct disclosures that have been made to them should be immediately 

passed onto a Designated Person by telephone who will take responsibility from that point forward.  
 

The following should be remembered: 

✓ Listen to what the person is saying.  Try to understand what is being said without putting your own 
interpretation on the conversation. 

✓ Do not ask closed questions or interrogate the speaker as this could be interpreted as leading them and could 
damage any future investigation. 

✓ If a child, young person or vulnerable adult asks you to promise total confidentiality, you should explain you 
might not be able to do this, as you may have to pass concerns onto others in order to keep them or someone 
else safe, but that CADAS will always keep the individual concerned informed and in agreement. 
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✓ Ensure any personal feelings of shock or distaste at the situation are not conveyed through your body 
language. 

 

Out of Hours – if a staff/volunteer member cannot contact senior support and feels the child, young person or vulnerable 
adult is in immediate danger then they should contact Social Care via the Hub on 0333 240 1727 

NB - In the unlikely event that this number is unavailable due to a fault please call 01768 895019. This should only be 
used in exceptional circumstances and should not be used during office hours (9am to 5pm Monday to Thursday and 
9am to 4.30pm Friday). 

 
Outside office hours - The Emergency Duty Team (EDT) operates an out of hours service - 01228 52669. The Emergency 
Duty Team is one social worker covering the whole county. The EDT service is an emergency only response with the 
social worker available to provide a response where the needs of the child indicate this. 

In addition, The NSPCC provides a free 24 hour child protection help line, which provides confidential volunteering, 
information and advice. The telephone number is 0808 800 5000. If using the service, please state at the onset that 
you are an adult seeking advice and information so that your call can be directed to an appropriate person. 

ii) Referral procedure for CADAS management member designated person(s) 
After being contacted by a member of staff who has serious concerns or had a disclosure made to them the Designated 
Person will: 

• Assess whether this is a safeguarding issue for children and young people OR vulnerable adults and refer to 
the appropriate Thresholds Guidance stored in the safeguarding folder on the CADAS server. The most up 
to date CSCP Threshold Document can be found on the CSCP website 
www.cumbriasafeguardingchildren.co.uk  

 
Consult with the parent, guardian or carer plus child, young person or vulnerable adult except where it might:  

• Increase the risk to the child, young person or vulnerable adult (e.g. by the response it may prompt or by 
leading to an unreasonable delay). 

• Lead to the risk of loss of evidential material (if there is evidence that a crime may have been committed). 
• Place a member of staff from any agency at risk due to the potential reaction of the person. 

 

The Designated Lead must decide on the referral route for Children, Young People and Vulnerable Adults and record 
all written and verbal concerns from front line staff on the Safeguarding Concern Reporting & Action Form (Appendix 
9). 
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Cumbria Safeguarding Hub – notes: 
 
Concerned about a child or young person? 

If you are a professional with a serious concern about a child or young person that needs immediate protection contact 
the Cumbria Safeguarding Hub, you will be asked to complete a single contact form. 

Where immediate protection is not required you will be expected to complete a single contact form, informed by an 
Early Help Assessment where possible, in the first instance. 

Please see the CSCP Information Sharing Protocol for good practice notes and details for sharing confidential 
information. 

Ask yourself - Does the child need an immediate child protection response? 

If so continue to report your concern to the Cumbria Safeguarding Hub (see contact details above). They are a team 
of social workers, police and health workers who will give you advice or take action if required. 

 

2. Recruitment 
While most adults seeking to work with children, young people and vulnerable adults do so for positive reasons, there 
are a small minority of people who are unsuitable to work with children, young people and vulnerable adults. It is 
necessary to recruit people who can be trusted and have the right skills, qualifications and expertise to prevent bad 
practice in a range of situations. 

• CADAS’ recruitment processes are influenced by good practice in terms of safeguarding, equality and diversity 
and the participation of service users of all ages; 

• In order to ensure the health, welfare and safety of children, young people and vulnerable adults, staff must 
be competent to do the job and they must be suitable. 
 

3. Guest Workers 
 

Guest workers (for example; work placements, visiting partner representatives) should be expected to read key CADAS 
policies including Safeguarding and Health and Safety and sign a declaration form to say that they have read, understood 
and will work within such policies and procedures. 

• Their details should be recorded on a specific form and retained in a confidential and secure personnel file. 
• They should be asked to produce evidence of a recent DBS Disclosure and, if this is not obtainable, they 

should not work alone at any time. 
• All guest workers should also be expected to provide at least two references. 
• If they are to become regular ‘guests’ then it should be a condition of the partnership agreement that the 

partner is responsible to ensure workers undertake an enhanced DBS check, as a commitment to their own 
safeguarding code of conduct. 

 

 

https://www.cumbriasafeguardingchildren.co.uk/LSCB/professionals/informationsharing.asp
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4. Training and Ongoing Support 
The support process for staff will cover: 

• Induction 
• Annual training and refreshment on CADAS’ policies and procedures. 
• Substantial supervision and ongoing training covering duty of care, code of conduct, legal obligations, signs 

and symptoms of abuse, handling disclosures and good safeguarding practice which should be revisited 
every 3 years. 

• The opportunity to discuss and share concerns at confidential team meetings, supervision and IPR’s 
(Individual Performance Reviews). 

• Training will be relevant to individual roles/job description so that front line staff receive Level 1 or 2 training 
and Designated Person(s) and Managers and are trained to a higher Level 2 or 3. 

 

5. Code of Conduct 
CADAS’ commitment to safeguarding children, young people and vulnerable adults is enforced by staff working within 
an identified code of conduct. 

This includes: 

• Upholding the standards outlined in CADAS’s policies and procedures. 
• Protecting children, young people and vulnerable adults from coming to any harm. 
• Reporting any suspicion of abuse. 
• Empowering children, young people and vulnerable adults so that they feel confident in reporting abuse, 

inappropriate behavior and bad practice. 
• Maintaining Professional boundaries and avoiding behavior and personal conduct in and out of the 

workplace, which does not comprise their role in the work setting. 
• Using professional judgment surrounding physical contact, consider the situation and the individual’s needs 

at the time. Be aware of any cultural or religious views regarding contact and be prepared for all physical 
conduct to be open to scrutiny. 

 

6. Disciplining Poor Conduct 
CADAS has clearly defined procedures for reporting and managing issues surrounding poor and inappropriate conduct 
– i.e. the Grievance and Disciplinary Policy and Whistle Blowing Policy. Please see Appendix 4 for Definitions of 
Unacceptable Behaviour. 

 

7. Supervision Ratios 
Children, young people and vulnerable adults should be adequately supervised – there must be enough adults to 
provide the appropriate level of supervision.  CADAS use the NSPCC recommended guidelines (NSPCC - working with 
children and vulnerable adults) 

 

8. Integrated and Multi-Agency Partnership Working 
It is essential that, at the onset of any piece of partnership work, all organisations discuss and record an agreement 
which defines the lead agency in terms of the project or who will take responsibility for certain tasks such as reporting 
and investigating safeguarding issues. 

https://learning.nspcc.org.uk/research-resources/briefings/recommended-adult-child-ratios-working-with-children/
https://learning.nspcc.org.uk/research-resources/briefings/recommended-adult-child-ratios-working-with-children/
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It is also essential to discuss each organisation’s relevant policies and procedures so that any areas of potential conflict 
regarding ethos or practice can be identified and resolved before the work takes place. 

If no agreement is in place, CADAS staff must ensure that the workers present at the time (in writing) specific roles and 
responsibilities in terms of reporting and following up any incident and discuss with their Line Managers. 

 

9. Whistle blowing 
In order to meet the terms of the Freedom of Information Act (2000) and General Data Protection Regulation (2016) 
CADAS is committed to the following in terms of ‘whistle blowing’: 

• Staff should be able to voice concerns made in good faith, without repercussion. This will be ensured by 
professional handling of all cases of allegation in accordance to other CADAS policies and procedures 
ranging from disciplinary and grievance to confidentially. 

• Staff should be very clear of their responsibility to highlight issues that may put children, young people and 
vulnerable adults at risk. 

 

10. Confidentiality and consent 
Children and young people under the age of 16 years are entitled to the same duty of confidence as vulnerable adults 
if it appears they have the ability to understand choices and their consequences. 

The Mental Capacity Act 2005 provides a statutory framework to empower and protect vulnerable adults who are not 
able to make their own decisions. The Act is underpinned by the following key principles which all have a bearing on 
decision making in adult protection cases: 

1. A presumption of capacity – every adult has the right to make their own decisions and must be assumed to 
have capacity to do so unless it is proved otherwise. 

2. The right for individuals to be supported to make their own decisions – people must be given all appropriate 
help before anyone concludes that they cannot make their own decisions. 

3. That individuals must retain the right to make what might be seen as eccentric or unwise decisions. 
4. Best interests – anything done for or on behalf of people without capacity should be least restrictive of their 

basic rights and freedoms. 
 

However, there are certain situations where it is not in the best interest of a child, young person or vulnerable adult to 
maintain confidentiality. 

The law permits the disclosure of confidential information to safeguard children, young people and vulnerable adults 
if the person to whom a duty of confidence is owed has the mental capacity to give consent and in fact consents to 
the disclosure. 

CADAS expects that any issue related to a member of staff by a child/young person under the age of 16 years which 
indicates there is a safeguarding issue must be shared with the Area Designated Person who will take the matter 
forward. 

If a young person of 16 – 18 years requests that information shared remains confidential CADAS staff should respect 
that. However, where other, younger children may be at risk staff should inform the young person that they may need 
to take action. 

Wherever possible, CADAS staff/volunteers should aim to seek consent before disclosing confidential information. 
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11.  Confidentiality when sharing information 
If a staff member shares information with appropriate personnel (Designated Lead, Line Manager/Social 
Services/Children’s Services/Police) in good faith they are exempt from civil action as long as they maintain high levels 
of confidentiality. 

Where there are concerns about a child/young person or vulnerable adult, this information should be a proportionate 
response to the need to protect the individual and only be shared on a “need to know” basis and should not be widely 
shared with other colleagues or members of the Board of Trustees for example. 

If the person’s identity does not need to be disclosed then the information should be used anonymously. 

If in doubt check with a senior member of staff before sharing any information. 

 

12.  Confidentiality when recording and storing information 
CADAS’s General Data Protection Regulation (GDPR) Policy gives clear guidance on the recording and storing of 
sensitive information. General records kept by CADAS staff and projects include referral form information: 

• Name, address, GP details, phone number and details of parent/guardians/carers and/or emergency 
contact numbers.  Medical details form with parental/guardian consent if under 18. 

• Attendance records / case notes/ supervision notes. Young people and/or parent/guardian can see these 
details if requested. 

• It is important to store any safeguarding information in a separate secure place away from general records, 
in a place accessible only to nominated personnel.  

 

13.  Children and young people who display sexually inappropriate or sexually aggressive behaviours 
On occasions there may be a child, young person or vulnerable adult who you become aware is dealing with their 
peers in a sexually inappropriate or sexually aggressive manner. 

There are several reasons for such behaviors. It can be distressing to other young people and staff. 

An immediate response is to make it clear to them that such behavior is not acceptable and should stop immediately. 
As this area of work may require specialist advice and guidance the Designated Lead should be informed of concerns. 
The Designated Lead should then discuss the situation with CADAS’s Line Manager/and Social Services at the earliest 
opportunity. 

 

HANDLING INFATUATIONS 

It is not uncommon for young people and/or vulnerable adults to develop attachments with positive and supportive 
role models and CADAS workers are no exception. Young people may develop heterosexual or homosexual 
infatuations with staff and the situation needs to be handled effectively and sensitively to maintain the dignity of all 
concerned. 

 

CADAS staff should be aware that in these situations words or gestures may be misinterpreted and as such they are 
more open to allegations. In this situation staff should: 

• Record and report any incidents or indications immediately (to the line manager or colleague) 
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• Acknowledge and maintain professional boundaries. 
 

14. Working with sexually active young people 
Most young people under the age of 18 will have an interest in sex and sexual relationships. 

All young people, regardless of gender or sexual orientation who are believed to be engaged in, or planning to engage 
in, sexual activity should have their needs for health education, support and/or protection assessed in some way (this 
may be part of an annual needs assessment of the groups or on an individual basis for different young people). 

Areas to consider when assessing need: 

• Power imbalances are very important and can occur through differences in size, age and development and 
where gender, sexuality, race and levels of sexual knowledge are used to exert such power (of these, age 
may be a key factor, e.g. a 15 year old girl and a 25 year old man). 

• There may also be an imbalance of power if the young person’s sexual partner is in a position of trust in 
relation to them, for example a teacher, youth worker or carer. 

• Sex being used for favours, i.e. exchanging sex for clothes, cd’s, trainers, alcohol, drugs, and cigarettes and 
so on. Young people may also have large amounts of money or other valuables, which cannot be accounted 
for. 

• If the young person has a learning disability, disorder or other communication difficulty they may not be 
able to communicate easily to someone that they are, or have been abused, or subjected to abusive 
behavior. The Sexual Offences Act recognises the rights of people with a mental disability to a full life, 
including a sexual life. However, there is a duty to protect them from abuse and exploitation. 

• Whether the person is competent to understand and consent to the sexual activity they are involved in. 
• Whether overt aggression, coercion or bribery was involved including misuse of substances/alcohol as a 

method of disinhibition. 
• Whether the young person’s own behavior, for example through misuse of substances, including alcohol, 

places them in a position where they are unable to make an informed choice about the activity. 
• Any attempts to secure secrecy by the sexual partner beyond what would be considered usual in a teenage 

relationship. 
• Whether methods used to secure compliance and/or secrecy by the sexual partner are consistent with 

behaviors considered to be ‘grooming’. 
 

i. Sexually active young people under 13 
CADAS staff must notify the police (via the Designated Lead) as soon as possible when a criminal offence has been 
committed or is suspected of having been committed against a child unless there are exceptional reasons not to do 
so. 

ii. Sexually active young people aged between 13 and 16 
The 2003 Sexual Offences Act reinforces that, whilst mutually agreed, non-exploitative sexual activity between 
teenagers does take place and that often no harm comes from it, the age of consent should still remain at 16. This 
acknowledges that this group of young people is still vulnerable, even when they do not view themselves as such. 

Although the age of consent remains at 16, the law is not intended to prosecute mutually agreed teenage sexual 
activity between two young people of a similar age, unless it involves abuse or exploitation. 

Under the 2003 Act, young people, including those under 16, will continue to have the right to confidential advice on 
contraception, condoms, pregnancy and abortion. 
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The Act states that, a person is not guilty of aiding, abetting or counseling a sexual offence against a child where they 
are acting for the purpose of: 

 

• Protecting a child from pregnancy or sexual transmitted infection. 
• Protecting the physical safety of a child. 
• Promoting child’s emotional well-being by the giving of advice. 

 

iii. Sexually active young people between 16 and 18 
Although sexual activity in itself is no longer an offence over the age of 16, young people under the age of 18 are still 
offered the protection of Safeguarding Procedures under the Children Act. Consideration still needs to be given to 
issues of sexual exploitation though prostitution and abuse of power in circumstances outlined above. This also applies 
to safeguarding the needs of vulnerable adults over the age of 18 in CADAS’s care. 

Young people over the age of 16 and under the age of 18 are not deemed able to give consent if the sexual activity 
is with an adult in a position of trust or a family member as defined by the Sexual Offences Act 2003. 

CADAS staff must use this policy, the Fraser Guidelines, and CSCP Thresholds (see Appendix 7) for Referral when 
determining what they can and cannot do regarding safeguarding young people in terms of their sexual health and 
practice. 

 

15.  Using technology within work or for communicating with young people or vulnerable adults 
This includes: digital cameras, Bluetooth technology, film, mobile phones, web cams, blogs, instant messaging and 
social networking sites. 

▪ Any communication between staff and children, young people and vulnerable adults should remain within 
professional boundaries. 

▪ Staff should never use or give out their personal contact details. 
▪ Personal subject matter should be avoided. 
▪ Workers should not take photographs or film without consent from young people or vulnerable adults and 

their parents/guardians or carers and never on personal mobile phones. 
▪ Young people and adults should be aware they are being photographed or filmed and the reason why. 
▪ Text messaging is not an appropriate way to respond to a young person in crisis or risk of harm 
▪ Staff should be aware of developments in technology and the impact that may have on their sessions or the 

people they work with for both cultural and safety reasons. 
 

Inappropriate texts, photos or emails should not be deleted and must be kept as evidence. It should be reported to a 
colleague or manager immediately, if this is not possible a professional note or record should be made and shown to a 
colleague at the earliest opportunity. The Designated Lead will log all such incidents and take action as necessary. 

 

16. Working with young people to keep themselves safe 
Fundamentally, CADAS’ work is about empowering young people, encouraging them to participate, take responsibility 
and make informed decisions. 

CADAS staff/volunteers work with young people in line with a curriculum framework based on the Every Child Matters: 
Change for Children in Schools policy (DfES 2004). One of the 5 identified outcomes being Stay Safe. 
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CADAS staff should use some sort of (auditable) needs assessment process to identify what safety areas are key for the 
young people they work with as a method of good practice. 

Ways of creatively involving young people in managing their own safety this way include: 

• Posters and visual information on venue walls and toilet doors educating young people as to what is 
unacceptable behavior and signposting them to specialist services. 

• Establishing peer mentors and identified support systems within the project. 
• Using a young person’s committee to re vamp the organisation’s safeguarding policies and procedures into 

more young people friendly formats and ensuring they are accessible. 
 

17. Working with vulnerable adults to keep themselves safe 
CADAS will ensure that vulnerable adults have open accessibility and factual information available about protecting 
themselves and will initiate an individual initial care plan that may include personal risk assessment and additional 
support in order to participate fully and safely in CADAS activities. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

The 2004 Children Act places a duty on organisations and individuals to safeguard and promote the wellbeing of children 
and young people.  

The standards and procedures in this document link to those of Cumbria Safeguarding Children Partnership (CSCP) 
procedures and protocols 2015 and their response to ‘Working Together to Safeguard Children’ 2018 in addition to those 
of Cumbria Safeguarding Adults Board which are concurrent with the 2006 Safeguarding Vulnerable Groups Act. 
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Appendix 1 – Cumbria Local Safeguarding Children Board Links 
 

Cumbria Local Safeguarding Children Board Procedures Manual can be accessed at: 

http://cumbriaCSCP.proceduresonline.com/  

Please bookmark/favourite this link. 

Support 

Top tips - Cumbria Local Safeguarding Children Board Procedures Manual (PDF) 

User Guide - Cumbria Local Safeguarding Children Board Procedures Manual (PDF) 

Working Together to Safeguard Children (2018).pdf 
 

Cumbria Safeguarding Children Partnership  
Cumbria House 
117 Botchergate 
Carlisle 
Cumbria 
CA1 1RD 

Email:  CSCP@cumbria.gov.uk 

 
 

Secure email sharon.mitchell@cumbriacs.cjsm.net 

Safeguarding Hub referrals to be emailed to Safeguarding Hub safeguardinghub.fax@cumbria.gov.uk 

Multi-Agency Training 

Email CSCP.Training@cumbria.gov.uk   

For referral process, forms and training go to: www.cumbriasafeguardingchildren.co.uk  

 

 

 

 

http://cumbrialscb.proceduresonline.com/
http://www.cumbrialscb.com/eLibrary/view.asp?ID=62208
http://www.cumbrialscb.com/eLibrary/view.asp?ID=60790
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Working_Together_to_Safeguard_Children-2018.pdf
mailto:CSCP@cumbria.gov.uk
mailto:sharon.mitchell@cumbriacs.cjsm.net
mailto:safeguardinghub.fax@cumbria.gov.uk
mailto:CSCP.Training@cumbria.gov.uk
http://www.cumbriasafeguardingchildren.co.uk/
http://cumbrialscb.proceduresonline.com/
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Appendix 2 – Adult Social Care Offices 
Adult Social Care operating hours 

Please contact your local Adult Social Care office at the following times: 

Monday to Thursday: 9am to 5pm 

Friday:  9am to 4.30pm 

At all other times (including bank holidays) please contact the Emergency Duty Team on 01228 526690. 

Allerdale 

West Cumbria House 
Jubilee Road 
Lillyhall 
Workington 
CA14 4HB 
Telephone: 0300 303 3589  
Email:workingtonssd@cumbria.gov.uk  

Barrow in Furness 

4th Floor 
Craven House 
Michaelson Road 
Barrow in Furness 
LA14 1FD 
Telephone: 0300 303 2704 
Fax: 01229 404054  
Email:barrowssd@cumbria.gov.uk 

Carlisle 

3rd Floor 
Cumbria House 
117 Botchergate 
Carlisle 
CA1 1RD 
Telephone: 0300 303 3249 
Fax: 01228 226655 
Email:carlislessd@cumbria.gov.uk      

Copeland 

Blencathra House 
Tangier Street 
Whitehaven 
CA28 7UW 
Telephone: 0300 303 3589 
Fax: 01946 506433 
Email:whitehavenssd@cumbria.gov.uk  

 

Eden 

Adult Social Care 
PO Box 224 
Penrith 
CA11 1BP 
Telephone: 0300 303 3249 
Fax: 01768 812262 
Email:penrithssd@cumbria.gov.uk    

South Lakes 

County Offices 
Kendal 
LA9 4RQ 
Telephone:  0300 303 2704 
Fax: 01539 713354 
Email:kendalssd@cumbria.gov.uk    

 

 

 

 

 

 

mailto:workingtonssd@cumbria.gov.uk
mailto:barrowssd@cumbria.gov.uk
mailto:carlislessd@cumbria.gov.uk
mailto:whitehavenssd@cumbria.gov.uk
mailto:penrithssd@cumbria.gov.uk
mailto:kendalssd@cumbria.gov.uk
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Appendix 3 – Stay Safe: A Young Person’s Guide to Child Protection 
You have rights.  Attending a youth project should be fun.  You should feel safe and enjoy yourself. You can’t do this 
if you feel unhappy – if someone is bullying or abusing you. 

Something is wrong if someone: 

▪ Constantly teases you, shouts at you, calls you names 
▪ Threatens, hits, kicks or punches you 
▪ Touches you or does anything that makes you feel uncomfortable 
▪ Makes suggestive remarks or tries to pressurize you into sexual activity 
▪ Damages or steals your belongings 
▪ Does anything that makes you feel hurt, lonely, worried, embarrassed or unsafe 

 

What to do if you are being bullied or abused, try to: 

▪ Be firm and tell the person to stop 
▪ Make a lot of noise and attract attention 
▪ Get away from the situation as quickly as possible, go to a public place to find help or call the police (999) 
▪ Tell an adult you can trust 
▪ Keep a record of what happened, when and what time and if there was anyone who may have seen what 

happened 
 

If anything like this happens to you do not wait for it to happen again.  Talk to someone you can trust, a youth worker or 
call this free 24 hr helpline:  Child Line 0800 11 11 

 

To keep safe always: 

▪ Tell someone you can trust so they can help you 
▪ Avoid being alone or with just one other person 
▪ Trust your instincts about people you meet 
▪ Avoid going to other people’s homes by yourself 
▪ Travel with a friend – don’t go in a car by yourself 
▪ Carry a mobile phone, phone card or some change or remember the reverse charges number 0800 REVERSE  

 
 
 
 

 

Appendix 4 – Definitions of Unacceptable Behaviour 
 

1. Being alone with children and young people, unless this is a necessary part of the job or role description. 
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2. Giving impromptu lifts in own vehicles outside normal working duties unless consent has been given by 
parents/guardians and Line Manager. 

3. Inviting children or young people home. 
4. Abuse of power and trust – any sexual relationships with young people (consenting or not) – inside and out of 

work. The 2003 Sexual Offences Act ensures it is a criminal offence for anyone in a position of trust aged 18 or 
over to engage in sexual activity with a young person under the age of 18. It is a criminal offence for any adult 
to display any sexual behavior toward a child.  This includes non-penetrative acts such as causing a child to 
watch pornography and ‘grooming’. 

5. Establishing social contact and friendship outside of the work setting. This includes communication via texts 
and emails. 

6. Any form of conduct, which may be mistaken for being sexually suggestive or provocative. 
7. Horseplay, tickling or play fights. 
8. The use of sarcasm or inappropriate humour, which demeans or makes fun of a child, young person or 

vulnerable adult. 
9. Managing behaviour through physical punishment. 
10. Accessing, storing or making indecent images. 
11. Accessing adult pornography though the use of organizational equipment or bringing personal equipment 

containing such images into the workplace. 
12. Permitting abusive peer activities (for example racism, bulling or homophobia) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 5 – Recruitment – Additional Info 
Competence is a pre-requisite for any position and evidence of relevant experience, training and/or qualifications will 
be required. If not a pre-requisite, competence may be gained by relevant experience. 

Suitability checks will be made on applicants who apply to work with (and who will have regular access to) children, 
young people and vulnerable adults including long term volunteers. 
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The checks for suitability will entail: 

• The completion of an application form. 
• Matching the applicant to the job and person specification. 
• A declaration from the applicant regarding any criminal record. 
• Taking up two references. 
• Completing an enhanced disclosure check from the Disclosure & Barring Service. 
• A six month Probationary period and Induction period. 
• Check they are on the vetting and barring list. 

 
Where candidates have stated they possess qualifications (including driving), original certificates will be produced and 
checked to validate the qualification (plus driving license, MOT, insurance and so on).  If original certificates are not 
available certified copies will be requested. 

Staff must also provide a copy of their insurance policy showing that they are insured to use their vehicles for CADAS 
work. 

 

Disclosure and Barring Service 
DBS Standard Disclosure: This check is designed for anyone working with children or vulnerable adults in occupations 
and professions that are exempted from the Rehabilitation of Offenders Act 1974.  These disclosures will show any 
current or ‘spent’ convictions, cautions, reprimands and warnings held on the Police National Computer.  It may also 
search the barred lists (formerly called Protection of Children Act (POCA) List & Protection of Vulnerable Adults (POVA) 
List) and information on Section 142 of the Education Act.  

DBS Enhanced Disclosure: This check is for anyone who is to be involved in regular contact with, caring for, training, 
supervising or being in sole charge of children or vulnerable adults.  In addition to the level of checks made for a 
Standard Disclosure, the Enhanced Disclosure will include a check on local police records. Where these records contain 
additional information that might be relevant to the post applied for, the Chief Police Officer may release this 
information.  An Enhanced Disclosure may include ‘approved information’. 

CADAS staff are required to have Enhanced DBS Disclosures. 

All adults who may have unsupervised access to children, young people and vulnerable adults should have an 
Enhanced DBS Disclosure check. 

The staff handbook with DBS guidelines enclosed will be given to the new staff member(s) on appointment and a 
system to follow up the process as efficiently as possible will be in place between the CADAS Finance Team and Line 
Managers. 

 

 

As DBS checks can often take a number of months to complete, staff can commence their roles  

ONLY IF: 

✓ All other robust suitability checks have been made and verified. 
✓ They have gone through the local induction process regarding safeguarding (reading and understanding the 

Staff / Volunteer Handbook including this policy) and have attended or are booked to attend the central 
CADAS safeguarding training. 
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✓ They do not work unsupervised or alone with children, young people or vulnerable adults until their DBS 
clearance has been returned and CADAS Finance Dept and Line Managers are in agreement. 

 

DBS checks should be re-done every three years in accordance with Bichard and Warner recommendations and CADAS 
current and future contracts. Alternatively, staff with a new DBS certificate can register on the update service which can 
be checked annually. 

Any staff member found guilty of a criminal offence; or are under investigation for any offences against children, young 
people or vulnerable adults must declare this to their Line Manager immediately.  In turn, the Line Manager must 
consult with the Safeguarding Designated Lead and a case review will commence immediately in line with the 
organisation’s disciplinary procedure. 

 
 
 

Appendix 6 – Definition of ‘Vulnerable Adult’ 
The term Vulnerable Adult may apply to people at increased risk of abuse or mistreatment due to some of the following 
factors: 

• They may be unaware of their rights 
• They may be socially isolated 
• They may not know how to complain or who to complain to 
• They may have communication difficulties in making some decisions 
• They may have low self-esteem 
• They may be discriminated against because of age or disability 
• They may not have access to health care 
• They may be dependent on others for their basic health care needs 
• They may need help with personal care 

 
In CADAS this may apply to a colleague, a volunteer or a young person we work with. 
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Appendix 7 – CSCP Scaling Tool - www.cumbriasafeguardingchildren.co.uk 
Scale  Team Criteria/Threshold 
1 Child 

Protection 
Little evidence of risk of harm decreasing or further harm identified.  The local 
authority to consider the use of public law outline or legal proceedings. 

2 
 

Child 
Protection 

Initial Child Protection Conference convened and a multi-agency decision about 
risk of harm agreed. 
Children will be subject to child protection planning. 
If progress is evidenced, step down to Child in Need or Early Help to be discussed 
in the Core Group prior to the Review Child Protection Conference.   

 
3 

 
Child In Need 

Children’s needs are not being consistently met by parents despite CIN plan. 
Children not being consistently kept safe from harm. 
This may be a single incident or an accumulation of events. Strategy Meeting 
initiated and multi-agency decision for Section 47 enquiries required.  

4 Child In Need Child and Family demonstrate commitment to change and willingness to engage 
but progress against plan is slower than expected.   
Step down from child protection plan to CIN plan, parents have evidenced that 
they can keep their children safe and the children are no longer at risk of 
significant harm. 

5 Child In Need Child and Family assessment meets CIN threshold, child subject to CIN plan led by 
Social Worker. 
Child in Need Reviews held six weekly, progress is demonstrated and child/family 
working towards closure to Child In Need or support via Early Help. 

6 Child and 
Family 
Assessment to 
be undertaken  

Threshold met for Child and Family assessment, single contact form put in to the 
Safeguarding Hub.  
Outcome of a discussion at the Early Help and Family Support Panel -Child and 
Family Assessment agreed and Social Work Team Manager will progress this. 
When a Child and Family Assessment has been completed, following a discussion 
at the Early Help and Family Support Panel and deemed NFA by Social Care, the 
Team Manager brings the assessment/case back to the panel to develop an Early 
Help plan. 

7 Early Help  
 

There is evidence of the plan not progressing or is ‘stuck’ or where there is further 
unmet needs identified, consideration to be given to what new approach would 
support change. 
Agencies should attempt to support family with the new worry. 
If worries persist contact your Area Early Help Officer to put a referral in to the 
Early Help and Family Support panel. 
Unmet needs and work undertaken to be evidenced in referral.   

8 Early Help  Team Around Family Meetings will be convened.  
Child’s needs met through a multi-agency plan.  
The plan should be SMART focused on the worries and reviewed by TAF 
membership with family.    

9 Early Help 
/Universal 

Support needed from additional agency Early Help Assessment initiated.  Multi 
agency plan coming to a conclusion, child’s needs can be met and monitored via 
single agency / universal services.   

10 Universal 
Services 

Needs met by Universal Services, e.g. school.  
Single agency response only. 

http://www.cumbriasafeguardingchildren.co.uk/
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Appendix 8 - Safeguarding Procedure Flowchart 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Member of staff becomes aware of concerns about a child, young 
person or vulnerable adult’s welfare or safety. 

If the child or vulnerable adult requires immediate medical attention 
arrange this and inform medical staff that there may be a child 

protection/adult safeguarding issue.  

Member of staff reports the 
concern to Safeguarding 

Lead who will take 
responsibility from that point 

forward.   

Safeguarding Lead decides on the referral route for the child, young 
person or vulnerable adult. Concerns and actions are recorded and 

parents, carers or guardians are informed. 

If there is no senior support available and the child or 
vulnerable adult is in immediate danger staff members 

must call the Safeguarding Hub on 0333 240 1727 

Safeguarding Lead & Management review our Safeguarding Children, 
Young People & Vulnerable Adults Policy in relation to the concern.  

Designated lead sends report form to parties involved. 

Our safeguarding procedure includes a policy review every 12 months.  

Member off staff completes 
a Safeguarding 

Notes/Actions Form as soon 
as possible after becoming 

aware of a concern. 
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Appendix 9 – Safeguarding Concern Reporting & Action Form 
Safeguarding Concern – Reporting & Action Form 

Staff Member Raising the Concern  

Safeguarding Lead Providing Advice & 
Support 

 

Date, Time & Method of Contact with 
Safeguarding Lead 

 

 

Details of Concern; Date of Occurrence or 
Disclosure, Name of client/staff 
member/volunteer 

 
 
 
 

Details of concern; Who, What, Where, When?   
 
 
 

Detail any advice already given to the above 
named person; 

 
 
 
 
 

Advice Given by Safeguarding Lead  
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Safety Plan Completed    Yes    No  RIC Completed  Yes    No  RIC Score:    
 

Let Go referral   Yes    No  MARAC Referral  Yes    No  Signposted Yes    No      Detail:    
 

 

 

Timetable of Actions 
Action for Staff Member Action for Safeguarding lead Deadline Tick When Done 
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Evidence &/or Feedback on Completed Actions 
Date and contact name/details, printed emails if applicable, CSCP reporting acknowledgement if applicable. 
Date Evidence/Feedback Attached or Saved? 

  
 
 

 

  
 
 

 

  
 
 

 

  
 
 
 
 

 

  
 
 

 

When the concern is resolved or signposted to more appropriate services it can be closed by the Safeguarding Lead Only 
Name & Signature of Safeguarding Lead closing the concern  

Date concern is closed  


