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1. Introduction  

  

This Policy recognises that adults we support can suffer abuse, ill treatment and 

discrimination and this is an infringement of their human and civil rights. The primary aim of 

the policy is to prevent abuse from taking place. The purpose of this Policy is to ensure that 

people who use our service are safe and not left at risk. It provides clear procedures for 

staff to report alleged cases of abuse in a consistent way and how to alert those 

incidents/suspicions. It provides guidance for managers in how to make a Safeguarding 

Adults at Risk report to the Local Authority and/or Police.  

  

2. Statement of Intent  

  

Pure College is committed to safeguarding adults at all times. Pure College will work in 

partnership on the prevention, identification and investigation of abuse and the protection 

and support of people who may be at risk. If there are allegations or suspicions of abuse 

Pure Innovations will ensure that this is reported following Local Authority arrangements. 

This Policy and procedures will support local multi-agency codes of practice and guidance 

that have been written and lead by Local Authorities in response to No Secrets, the national 

guidance on adult abuse.  

  

Pure College recognises that all adults have the right to live their lives free from violence, 

fear and abuse. This can be maximised by promoting the empowerment and well-being of 

adults at risk through service provision. Pure College acts in a way that supports the rights 

of the individual to lead an independent life based on personal choice. This involves 

supporting individuals to take positive risks and effective management of risk taking. Clear 

risk assessments should ensure that any risk is identified and shared with the individuals 

concerned.  

  

The policy applies to all staff and volunteers and visitors.  

 

STATUTORY FRAMEWORK 

The College aims to meet all relevant legislative requirements and good practice in 

safeguarding. There are a number of statutory regulations which place a responsibility on 

the College to protect children and young people.  

This statutory framework includes:  

 Keeping Children Safe in Education 2021, Working Together to Safeguarding Children 

2018, the Safeguarding Vulnerable Groups Act 2006, The Protections of Freedom Act 

2012 and the Prevent Duty Guidance are the key documents upon which this policy is 

based 

 Prevent Duty Guidance for Further Education Institutions in England and Wales July 

2015 

 The Children Act 2004, which is fundamental to professionals working with children and 

young people in the UK 

 The Protection of Children Act 1999 requires employers to carry out Criminal Record 

Checks before employees are allowed to come into contact with children 



  

 

  

 The Education Act 2002 requires that governing bodies of FE providers have a statutory 

duty to make arrangements to safeguard and promote the welfare of children and 

young people 

 The Sexual Offences Act 2003 makes it is an offence for a person over 18 (e.g. a 

lecturer/teacher or other member of the College team ) to have a sexual relationship 

with a child under 18 where that person is in a position of trust in respect of that child, 

even if the relationship is consensual. This applies where the child is in full-time 

education and the person works in the same establishment as the child, even if s/he 

does not teach  

 The Safeguarding Vulnerable Groups Act 2006 which sets out the type of activity in 

relation to children and adults at risk for which employers and individuals will be subject 

 The Protection of Freedoms Act 2012 which changed the definition of Regulated Activity 

including who is eligible for a barred list check 

 The Equality Act 2015 

 The Mental Capacity Act 2005 

 SEN Code of Practice 2015 

 

  

3. Care Act 2014  

  

Pure College recognises the needs identified throughout the Care Act 2014 to ensure that 

Adults are safe and free from abuse or neglect whilst promoting their wellbeing.  

  

Pure College follows the 6 key principles set out within the Care Act statutory guidance as 

detailed in every day practice to ensure we work together with adults.  

Empowerment  

People being supported and encouraged to make their own decisions and informed consent.  

‘I am asked what I want as the outcomes from the safeguarding process and these directly 

inform what happens.’  

Prevention  

It is better to take action before harm occurs.  

‘I receive clear and simple information about what abuse is, how to recognise the signs and 

what I can do to seek help.’  

Proportionality  

The least intrusive response appropriate to the risk presented.  

‘I am sure that the professionals will work in my interest, as I see them and they will only 

get involved as much as needed.’  

Protection  

Support and representation for those in greatest need.  



  

 

  

‘I get help and support to report abuse and neglect. I get help so that I am able to take part 

in the safeguarding process to the extent to which I want’  

 Partnership  

Local solutions through services working with their communities. Communities have a part to 

play in preventing, detecting and reporting neglect and abuse.  

‘I know that staff treat any personal and sensitive information in confidence, only sharing 

what is helpful and necessary. I am confident that professionals will work together and with 

me to get the best result for me.’  

  

Accountability  

Accountability and transparency in delivering safeguarding.  

‘I understand the role of everyone involved in my life and so do they’.  

 

  

4. Recruitment  

  

The following recruitment procedures are applicable to applicants applying to work, (paid or 

unpaid), with adults at Risk at Pure College:  

  

 All applicants are asked to complete a disclosure form detailing any criminal convictions  

 All suitable applicants are invited to attend an interview, of which there will be a 

minimum of two individuals on the interview panel  

 All successful applicants must provide two satisfactory references prior to starting work   

 All successful applicants need to complete a DBS form and will not commence lone 

working until a satisfactory DBS is returned  

  

  

5. Induction & Training  

  

Newly appointed employees recruited to work with adults will complete a six month 

probationary period and comprehensive induction training and mentoring which will include:   

 The structure of Pure College, including clarification on the roles and responsibilities of 

employees within the organisation and the Company’s aims and objectives   

 A record of employees training and development requirements   

 Clear details of the expectations, roles and responsibilities of all newly appointed 

employees  

 Agreeing and signing up to the organisation's adults safeguarding policy and procedures  

 Safeguarding training and a copy of the organisation's Code of Conduct   

 The contact details, role and responsibility of Pure’s lead person in adults safeguarding   

 Refresher training every 2 years   



  

 

  

  

   

  

6. Definition of an Adult at Risk   

  

An Adult at Risk is a person aged 18 years or over:  

  

“Who is or may be in need of community care services by reason of mental or other 

disability, age or illness; and who is or may be unable to take care of him or herself, or 

unable to protect him or herself against significant harm or exploitation” (Who Decides – 

The Lord Chancellors Department 1997)  

   

7. Abuse Definition  

  

Abuse is an act or omission by another person that causes significant harm to the physical 

emotional or social wellbeing of a person at risk.  

  

Abuse is behaviour towards a person that causes him/her harm, or endangers their life or 

their civil and human rights.  

  

  

8. Types of Abuse  

  

The main forms of abuse are:  

 Physical abuse  

 Neglect or act of omission   

 Sexual abuse  

 Psychological or emotional abuse  

 Financial or material abuse  

 Discriminatory abuse  

 Institutional abuse  

 Honour Based Violence 

 Peer on Peer abuse 

 Forced Marriage 

• bullying including cyber-bullying 

• children missing education 

• child missing from home or care 

 Domestic Violence  

 Modern Slavery  

 Self-Neglect  

• domestic violence 

• drugs 

• fabricated or induced illness 

• Faith abuse 

• gangs and youth violence 



  

 

  

• gender-based violence/violence against women and girls (VAWG)  

• hate crimes 

• mental health 

• missing children and adults 

• private fostering 

• preventing radicalisation  

• relationship abuse 

 

These are not mutually exclusive and more than one type of abuse may be occurring  

 

Specific Safeguarding Issues 

 

Sexting - if any team members are aware of an incident involving sexting (also known as 

‘youth produced sexual imagery’), they must report it to the DSL immediately. Staff must 

not: 

  

 view, download or share the imagery, or ask a student to share or download it 

 delete the imagery or ask the student to delete it 

 ask the student(s) who are involved in the incident to disclose information regarding the 

imagery (this is the DSL’s responsibility)  

 share information about the incident with other members of the team, the student(s) it 

involves or their, or other, parents and/or carers 

 say or do anything to blame or shame any young people involved  

The College team member should explain that they need to report the incident and reassure 

the student that they will receive support and help from the DSL.  

 

Child on child sexual violence and sexual harassment 

 

Where any reports are made of child on child sexual violence or sexual harassment these 

must be dealt with seriously and quickly.  Where such an allegation is made, the DSL will 

conduct a thorough risk assessment that considers:  

 

 The victim, especially their protection and support 

 The alleged perpetrator: and  

 All the other students (and, if appropriate, team members) at the College, especially 

any actions that are appropriate to protect them.  

Allegations and the investigation will be recorded.  Any subsequent risk assessment will be 

communicated to all team members that are required to know.  Both victim and (alleged) 

perpetrator will receive appropriate support mechanisms from the College on a case by case 

basis.  

 

Consensual and non-consensual sharing of indecent images and videos 

The College will ensure that the team are aware to treat the consensual and non-consensual 

sharing of nude and semi-nude images and/or videos (also known as sexting or youth 

produced sexual images) as a safeguarding concern. Staff will receive appropriate training 



  

 

  

around how to deal with instances of sharing nudes and semi-nudes in the College 

community, including understanding motivations, assessing risks posed to learners depicted 

in the images, and how and when to report instances of this behaviour. Staff will be aware 

that creating, possessing, and distributing indecent imagery of learners is a criminal offence, 

regardless of whether the imagery is created, possessed, and distributed by the individual 

depicted; however, staff will ensure that learners are not unnecessarily criminalised. Where 

a member of staff becomes aware of an incidence of sharing nudes and/or semi-nudes, they 

will refer this to the DSL/DSO as soon as possible. Where a student confides in a team 

member about the circulation of indecent imagery, depicting them or someone else, the 

team member will:  

 Refrain from viewing, copy, printing, sharing, storing or saving the imagery.  
 

 Tell the DSL immediately if they accidentally view an indecent image and seek support.  
 

 Explain to the student that the incident will need to be reported.  
 

 Respond positively to the student without blaming or shaming anyone involved, and 
reassuring them that they can receive support from the DSL. 
 

 Report the incident to the DSL. The DSL will attempt to understand what the image 
contains without viewing it and the context surrounding its creation and distribution – 
they will categorise the incident into one of two categories:  
 

 Aggravated: incidents which involve additional or abusive elements beyond the creation 
and distribution of indecent images of students, including where there is an adult 
involved, where there is an intent to harm the student depicted, or where the images are 
used recklessly.  
 

 Experimental: incidents involving the creation and distribution of indecent images of 
students where there is no adult involvement or apparent intent to cause harm or 
embarrassment to the student. For there to be a good and clear reason to view imagery, 
the DSL would need to be satisfied that this action is:  
o The only way to decide about whether to involve other agencies because it is not 

possible to establish the facts, e.g., the contents of the imagery, from the 
student(s) involved.  

o Necessary to report it to a website, app or suitable reporting agency to have the 
image taken down, or to support the student or their parent in making a report.  

o Unavoidable because the student has presented the image directly to a staff 
member or the image has been found on a college device or your College network.  

 
 Where it is necessary to view the imagery, e.g., if this is the only way to decide about 

whether to inform other agencies, the DSL should:  
 Never copy, print, share, store or save them as this is illegal – if this has already 

happened, contact the local police for advice and to explain the circumstances.  
 Discuss the decision with the Head of College or Governor with Safeguarding 

responsibility  
 Make sure viewing is undertaken by the DSL or a deputy DSL with delegated authority 

from the Head of College or Governor with Safeguarding responsibility  



  

 

  

 Make sure viewing takes place with another member of staff present in the room, ideally 
the Head of College or Governor with Safeguarding responsibility  

 This staff member does not need to view the images.  

 Wherever possible, make sure viewing takes place on the college premises, ideally in the 

Head of College’s office or Governor’s office.  

 Make sure, wherever possible, that they are viewed by a staff member of the same sex 

as the student in the images.  

Record how and why the decision was made to view the imagery in the safeguarding 
records, including who was present, why the nudes or semi-nudes were viewed and any 
subsequent actions. Where the incident is categorised as ‘aggravated’, the situation will be 
managed in line with the college’s Peer-on-peer Abuse Policy.  
 
Where the incident is categorised as ‘experimental’, the learners involved are supported to 
understand the implications of sharing indecent imagery and to move forward from the 
incident. Where there is reason to believe that indecent imagery being circulated will cause 
harm to a learner, the DSL escalates the incident to Adult Social Services. Where indecent 
imagery of a learner has been shared publicly, the DSL will work with the learner to report 
imagery to sites on which it has been shared and will reassure them of the support 
available. 

 

    

Abuse can be:  

 Deliberate  

 Passive  

 An isolated incident  

 Unknowing  

 Repeated  

 Failure to undertake care  

 A criminal offence  

 Active  

  

9. ALLEGATIONS AGAINST STAFF  

 

If you have concerns about a member staff, or an allegation is made about a member of 

staff posing a risk of harm to students, speak to the DSL.  

If the concerns/allegations are about the DSL, speak to the Governor with overall 

responsibility for Safeguarding.  The College will consult with the LADO regarding allegations 

against team members.  This is to consider the nature, content and context of the allegation 

and agree a course of action, including whether further enquiries are necessary to enable a 

decision on how to proceed, and whether it is necessary to involve the police and/or 

children’s social care services.  

Where an allegation is about the DSL, the Governor and not the DSL, will carry 
out the actions below. 

The DSL will inform the accused individual that there are concerns or allegations and of the 

likely course of action as soon as possible after speaking to the LADO (and the police or 

children’s social care services, where necessary).  



  

 

  

Where the police and/or social care services are involved, the DSL will only share such 

information with the individual as has been agreed with those agencies.  The DSL will liaise 

with the LADO, police, and/or social care to carefully consider whether suspension of the 

individual from contact with students at the College is required or whether alternative 

arrangements can be put in place.  Advice will be sought from the LADO, police and/or 

children’s social care services, as appropriate.  If immediate suspension is considered 

necessary, the rational for this will be agreed by the DSL.  The record will include 

information about the alternatives to suspension that have been considered, and why they 

were rejected.  Written confirmation of the suspension will be provided to the individual 

facing the allegation or concern within 1 working day, and the individual will be given a 

named contact at the College and their contact details.  

 

If it is agreed by the LADO, police, or social care that no further action is to be taken in 

regard to the subject of the allegation or concern, the DSL will record this decision and the 

justification for it and agree with the LADO what information should be put in writing to the 

individual and by whom, as well as what action should follow both in respect of the 

individual and those who made the initial allegation.  

 

If it is decided that further action is needed, The DSL will take steps as agreed with the 

LADO to initiate the appropriate action in the College and/or liaise with the police and/or 

social care services as appropriate.  

 

Relevant support will be provided for the individual facing the allegation or concern, 

including appointing a named representative to keep them informed of the progress of the 

case and considering what other support is appropriate.  

 

The DSL will inform the parents or carers of the student involved about the allegation as 

soon as possible if they do not already know (following agreement with social care services 

and/or the police, if applicable).  

 

The DSL will also inform the parents or carers of the requirement to maintain confidentiality 

about any allegations made against a team member while investigations are ongoing.  

Any parent or carer who wishes to have the confidentiality restrictions removed in respect of 

a member of a team member will be advised to seek legal advice.  

 

The DSL will keep the parents or carers of the student involved informed of the progress of 

the case and the outcome, where there is not a criminal prosecution, including the outcome 

of any disciplinary process (in confidence).  

 

NOTIFYING DBS IF THE ABUSE RELATES TO A MEMBER OF STAFF 

 

The College will refer to the DBS, anyone who has harmed a child or adult or poses a risk of 

harm to a child, or if there is reason to believe the member of staff has committed an offence 

and has been removed from working in regulated activity. The duty will also apply in 

circumstances where an individual is deployed to another area of work that is not in regulated 

activity or they are suspended. 

 



  

 

  

CONFIDENTIALITY 

Confidentiality and trust should be maintained as far as possible, but team members must 

act on the basis that the safety of the student is the overriding concern.  The degree of 

confidentiality will be governed by the need to protect the student.  The student must be 

informed at the earliest possible stage of the disclosure that the information will be passed 

on. Discussions of the case must only be with the appropriate member of staff and any 

discussion must be private and shared on a need to know basis.  Fears about sharing 

information must not be allowed to stand in the way of the need to promote the welfare and 

protect the safety of students.  The College Is committed to protecting the rights and 

privacy of individuals, including students, the team and others, in accordance with the 

General Data Protection Regulations (GDPR) set out in the Data Protection Act 2018  that 

allows for disclosure of personal data where this is necessary to protect the vital interests of 

students.  Please refer to the College suite of data policies. 

 

  



  

 

  

10. Indicators of Abuse  

  

Factors suggesting the need for investigation  

  

It is important to be aware of indicators of abuse. The presence of one or more of these 

doesn’t necessarily mean that a person at risk is being abused. However, they may reflect 

the potential for abuse in a given situation and suggest the need for further investigation. It 

is important to be aware of these factors because the nature of the adult’s disability, their 

mental capacity or their ability to communicate may increase the likelihood of abuse 

remaining undiscovered. Different indicators of abuse are not mutually exclusive to one 

category and the same indicators may present across the various categories of abuse.  

  

Examples of possible indicators of physical abuse  

  

 Injuries inconsistent with or not fully explained by the account given  

 History of unexplained injuries or falls  

 Bruising on the torso, back, buttocks or thighs or in well protected areas such as 

the inside of the leg or upper arm or on each side on soft parts of the body  

 Marks of the body in the shape of an object  

 Finger mark bruising  

 Signs of misuse of medication such as over or under medication  

  

Examples of possible indicators of neglect  

  

 Malnutrition, rapid or continuous weight loss, complaints of hunger or thirst  

 Indications of untreated medical problems  

 Failure to provide hearing aids, mobility aids, glasses and dentures  

 Failure to adhere to agreed care plans and risk assessments  

 Poor personal hygiene  

  

  

  

Examples of possible indicators of sexual abuse  

  

 Bruising, bleeding or pain in genital, vaginal or anal area  

 Torn, stained or bloody underclothing or bedding  

 Overt sexual behaviour or language  

 Unexplained behaviour or mood swings  

 Reluctance to be alone with an individual known to them  

 Fear of care giver offering help with personal care  

  

Examples of possible indicators of psychological or emotional abuse  

  

 Fear or agitation  

 Low self-esteem  

 Loss of interest, emotional withdrawal or symptoms of depression  



  

 

  

 Self harm  

 Significant weight loss or gain  

 Denial of privacy, choice, freedom of movement  

  

Examples of possible indicators of financial or material abuse  

  

 Certain others are financially dependent on the vulnerable adult  

 Disparity between assets and living conditions  

 Responsible person fails to account for expenses incurred on behalf of others • 

Misuse of individuals benefits  

 Accessing or utilising individuals personal goods inappropriately (e.g. food, 

vehicles etc.)   

 Personally benefitting from reward schemes  

  

Examples of possible indicators of discriminatory abuse  

  

 Anxiety/depression through lack of opportunities for religious observance  

 Excluded from decision making forums  

 Loss of weight through lack of provision of culturally appropriate diet  

  

Examples of possible indicators of institutional abuse  

  

 Lack of privacy and personal care  

 Use of restraint except where there has been clear multi-agency risk assessment 

and planning  

 Breaches of confidentiality  

 Lack of person centred planning  

 Inflexible services based on the convenience of the provider rather than the 

person receiving the services  

  

Examples of possible indicators of Domestic Violence  

  

 Physical Abuse  

 Sexual Abuse  

 Psychological Abuse  

 ‘Honour’ based violence  

 Low self-esteem  

 Verbal Abuse and humiliation in front of others  

 Feeling that the abuse is their fault when it is not  

 Isolation from family/friends  

 Fear of outside intervention  

  

Applies within known relationships or within the same household   

  

Examples of possible indicators of Modern Slavery  

  



  

 

  

 Human trafficking  

 Forced labour  

 Domestic servitude with exploitation  

 Slave masters  

 Inhumane treatment  

 Sexual exploitation, such as escort work, prostitution and pornography  

 Signs of physical or emotional abuse  

 Appearing to be malnourished, unkempt or withdrawn  

 Lack of personal effects   

 Fear of law enforcers  

   
Examples of possible indicators of Self-neglect  

  

 Inability or unwillingness to take medication or treat illness or injury  

 Non compliance with health or care services  

 Failure to care for one’s own essential surroundings such as hoarding   

 Malnutrition and/or dehydration  

 Lack of essential food, clothing or shelter  

 Living in squalid or unsanitary conditions  

  

  

 11 Prevent  

  

Pure College has a Prevent Policy in place to ensure that people who use our services are 

safe. If any member of Pure College staff or volunteer is worried that a child, young person 

or vulnerable adult is at risk of being radicalised they should report it to their line manager 

immediately following the procedures set in the Pure College Policies for Safeguarding Adults 

at Risk and Safeguarding Children and Young Person’s.  

  

  Examples of possible indicators of radicalisation or extremism    

  

 spending increasing time in the company of other suspected extremists;  

 changing their style of dress or personal appearance to accord with the group;  

 their day-to-day behaviour becoming increasingly centred around an extremist 

ideology, group or cause;  

 loss of interest in other friends and activities not associated with the extremist 

ideology, group or cause;  

 possession of material or symbols associated with an extremist cause  

 (e.g. the swastika for far right groups);  

 attempts to recruit others to the group/cause/ideology; or  

 communications with others that suggest identification with a group/cause/ideology.  

  

  

  



  

 

  

12 Mental Capacity and Consent  

  

Mental Capacity  

  

The assumption that adults have the mental capacity to make informed choices about their 

own safety and how they lead their lives, however, issues of mental capacity and the ability 

to give informed consent are central to decisions and actions in  

Safeguarding Adults. Interventions need to take into account the mental capacity if 

individual to make informed choices about the way they want to live and the risks they want 

to take. Mental capacity is time and decision specific, meaning a person may be able to 

make some decisions but not others at a particular time.   

   

Consent  

  

It is always essential in safeguarding to consider whether the adult at risk is capable of 

giving consent. Points to consider regarding an adult with mental capacity:  

 The adults consents to the abusive activity (if consent is believed to have been given 

under duress, for example, as a result of exploitation, pressure, fear, intimidation or 

family loyalty), consideration should be given to the need to disregard the adult at 

risks wishes  

 The adult at risk does not consent to a Safeguarding Adults investigation going ahead 

and there are no public interest issues, risk to others and criminal activity 

considerations, then their wishes must be respected. However, the person must be 

given the relevant information and have the opportunity to consider all the risks and 

fully understand them and the likely consequences of that decision over the short and 

long term  

  

13  Data Protection, Management of Confidential Information and   

Information Sharing  

  

Pure College is committed to managing confidential information in accordance with Data 

Protection guidelines  

  

Pure College recognises that students have a right to confidentiality, unless Pure College 

considers they, or others, could be at risk of abuse and/or harm  

  

Seven Golden Rules for Information Sharing  

1. Remember that the Data Protection Act 1998, General Data Protection Regulations, 

(GDPR), 2018 and human rights laws are  not  barriers to justified information sharing 

but provide a framework to ensure that personal information about living individuals is 

shared appropriately;  

2. Be open and honest with the individual (and/or their family/carers, where appropriate) 

from the outset about why, what, how and with whom information will, or could be 

shared, and seek their agreement, unless it is unsafe or inappropriate to do so;  



  

 

  

3. Seek advice from other practitioners if you are in any doubt about sharing the 

information concerned, without disclosing the identity of the individual where possible;  

4. Share with informed consent where appropriate and, where possible, respect the wishes 

of those who do not consent to share confidential information. You may still share 

information without consent if, in your judgement, there is good reason to do so, such as 

where safety may be at risk. You will need to base your judgment on the facts of the 

case. When you are sharing or requesting personal information from someone, be certain 

of the basis upon which you are doing so. Where you have consent, be mindful that an 

individual might not expect information to be shared;  

5. Consider safety and well-being: Base your information sharing decisions on 

considerations of the safety and wellbeing of the individual and others who may be 

affected by their actions;  

6. Necessary, proportionate, relevant, accurate, timely and secure: Ensure that the 

information you share is necessary for the purpose for which you are sharing it, is shared 

only with those people who need to have it, is accurate and up-to-date, is shared in a 

timely fashion, and is shared securely;  

7. Keep a record of your decision and the reasons for it - whether it is to share information 

or not. If you decide to share, then record what you have shared, with whom and for 

what purpose.  

  

14 Responsibilities  

  

 Role of Governors:  

 Promote and support the aims of this Policy  

 Ensure that the Head of College and staff have the appropriate authority and resources 

to implement this Policy  

 The Charity Commission requires charities to report serious incidents. If a serious 
incident takes place within your charity, it is important that there is prompt, full and 
frank disclosure to the Commission. You need to report what happened and, importantly, 
let the Commission know how you are dealing with it, even if you have also reported it to 
the police, donors or another regulator.  
o This guidance helps charity trustees identify serious incidents. It also explains how to report 

them and what to report.  

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity  

   

Role of Designated Lead:  

Discuss concerns with the designated officer at College to decide if further action is 

required  

    

Contact for Designated Lead:   

  

Amanda Noon: Tel 07595089786 - or 0161 474 5900  

Head of College - TBC 

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
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 You should not allow the absence of the designated person to delay your contact with 

LA adults Safeguarding team, if required  

 Will make themselves aware of the Safeguarding contact for referral and/or advice for 

the Local Authority area they are responsible for   

 Will follow the LA Adult Safeguarding Policy and Procedures  

  

Role of Head of College and DSL:  

 Ensure that staff attend Safeguarding Adults training appropriate to their job role and 

receive refresher training every two years  

 Inform staff that they have a duty to report  

 Show the alerter you have listened to their concern and inform them of  the action you 

are going to take  

 Ask staff to factually record what they have been told /heard/seen/suspected  

 Record actions on ‘Safeguarding Report Form’, (Appendix 1)  

 Use full names, dates and timings, this must be legible, and sign and dated  

 Record exactly what has been said  

 Distinguish between fact and opinion  

 Complete appropriate body map, (where applicable), (Appendix 2)  

 Do not take photographs of injuries unless you have been directed to so by the Social 

Work and/or Safeguarding Team  

 Follow the LA Multi Agency Safeguarding Policy and Procedures  

  

   

Any formal Safeguarding which is reported to the local authority  or any 

individual who intends to commit suicide imminently will be reported to the 

Head of College and Governor responsible for Safeguarding as soon as 

practicable on the day. They will review the incident and discuss with 

reporting member of staff if any further action is needed.  

  

  

 Formal report to  

be made to  local 

authority  or 

contract lead  

  
 

 

 

 

 

Advise Safeguarding Lead  
via phone as  
soon as practicable or in 

absence Governor 

responsible for 

safeguarding  
 

 

 

 

  

  

  

 

 
  

  

  

Send internal report  to DSL 

on the day to review and 

feedback given if required  

Decision to be 
taken if internal  

12review meeting  

required   



  

 

  

  

 

  

Role of Staff and Volunteers:  

 All staff and volunteers working for Pure College have a duty to report any allegations or 
suspicions of abuse of a person at risk to a manager or supervisor.  They must:  

 Respond quickly if the person at risk is in immediate danger it may be necessary, even 

before reporting, to take action to ensure their safety by calling for the emergency 

service or for urgent medical attention or by removing them to a safe place  

 Report as soon as possible. Failure to report could result in forensic evidence being 

lost/contamination of investigation  

 You must not discuss your suspicions or what you have witnessed with anyone other 

than a manager   

 In case of sexual assault you must preserve evidence by ensuring the person does not 

bathe, change their clothes or take fluids before being medically examined  

 Be factual when reporting, record notes accurately by  recording times, dates, names and 

signatures  

 Use full names, dates and timings, this must be legible, and sign and dated  

 Record exactly what has been said  

 Distinguish between fact and opinion  

 Do not ask leading questions, this can also jeopardise investigations, if unsure seek 

advice from a manager  

 Do not take photographs of injuries  

  

15 Operational Procedures   

 

It is the role of the staff member to assess the seriousness by considering:  

  

 The nature and extent of abuse  

 The length of time it has been occurring  

 The impact on the individual being allegedly abused  

 The risk of repeat acts if unaddressed  

 The risk to others – public interest  

 Is it a criminal act?  - do the police need to be notified?  

 Make an initial response based on what you know at the time e.g. (not exclusive)  

o Is the student safe?  

o Does the student need medical attention?  

o Is the student distressed?  

o Can you check completed communication books, accident forms, parent/carer 

contact forms etc? - Previous history  

o Ask Pure College support staff, where appropriate, (if not alerting the potential 

abuser)  

o Speak to other students, where appropriate  

 In cases of serious safeguarding reports ensure Governor for Safeguarding is aware   

  

 



  

 

  

Avoid using leading questions or making suggestions about what has happened  

  

Written records can:  

 Be used as evidence in a court  

 Used in strategy meetings and/or case conferences  

 Assist with future planning/risk assessments  

 Are a permanent record of actions and decisions taken  

  

Pure College will hold a safeguarding adults file where current and archived report forms 

will be kept. This file is kept locked in a secure place where only relevant managers can 

have access to it.  Reports that have required no further action or monitoring will be 

destroyed after 12 months in confidential waste.  

  

16 Safeguarding – Decision Not to Report  

  

There may be an occasion whereby a Safeguarding concern is not reported immediately. In 

these instances, the Manager dealing will liaise with the DSL/Head of College  or in their 

absence the Governor with Safeguarding responsibility and disclose full facts regarding the 

matter. An internal safeguarding log will be kept detailing the decisions and plan which 

needs to include reviews of decisions made.    

   

  

17 Whistleblowing  

  

Whistleblowers are protected by the Public Interest Disclosure Act 1998. The Act protects 

public, private and voluntary sector workers from victimisation in employment following a 

disclosure which fits into certain criteria, (see Whistleblowing Policy).  

  

You would always be expected to try and address a safeguarding issue through the normal 

channels of reporting to your line manager, in the first instance. If this is not satisfactory 

then you should report to a more senior manager and/or the Chief Executive. If this is not 

successful or there is a reason why you cannot do this then you should refer to Pure 

Innovations Whistleblowing policy.  The Whistleblowing policy is intended to provide you 

with an avenue within Pure Innovations to raise concerns. Pure Innovations hopes you will 

be satisfied with any action taken. If you are not, and if you feel it is right to take the 

matter outside the organisation it provides you with suggested contacts where you can seek 

advice. It is important not to breach confidentiality in who you talk to.   

  

   

18 Reporting to Board  

  

Pure College Board of Governors has Safeguarding as a set agenda item for every meeting.   

  

Any formal Safeguarding which is reported to the local authority or any individual who has 

attempted to commit suicide will be reported to board.  

  



  

 

  

A decision may be made by the DSL or Head of College to inform board members of a 

safeguarding incident prior to a board meeting if the severity is likely to impact the 

operations of Pure College 

     

   

19 Policy Review  

  

This policy shall be reviewed annually or sooner should the need arise by the designated 

lead.  

   

20 Policy Breaches  

  

Action will be taken against any employee who does not follow procedure and therefore 

could leave people at risk. Failure to adhere to this policy will be dealt with under the 

company's disciplinary policy.  

  

  



  

 

  

 

APPENDIX 1    

  

  

Safeguarding Report Form  

  
Date & Time of Incident/Allegation:    Person(s) 

Involved:_________________ Reported by: ____________Reported to: 

__________ Time Reported:_____  

Detail of what’s been reported:   

  

  

  

  

  

  

Log of Actions Taken:      

  

  

  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

  

  

  

  

Date  Time  Signature  



  

 

  

  

  

      

 
  

 Outcome, (please tick one and add to comments below):  

   

a) Reported under Safeguarding – eg which local authority,  health   

  

b) Not reported & monitoring in-house    

  

Log of  Actions Taken:    

  

  

  

  

  

  

  

  

  

Date   Time   Signature   

      



  

 

  

  

c) Not reported & not monitoring – not progressing as a safeguarding   

  

d) Not reported due to circumstances. DSL/Hed of College or Safeguarding Governor 

Aware    

  

  

Has any of the following been updated as a result of the Safeguarding (please tick one 

and add to comments below):  

  

• Student’s personal risk assessment   

  

• Student in work placement risk 

assessment  

  

• Student’s behaviour support plan   

  

Comments:   

  

  

  

  

Signed by:______________________________________________________  

Print Name:_____________________________________________________  

Date:___________________________________________________________ 

Comments:   

  

  

  

  

Approved by, (Signature):____________________________________________  

Print Name:_______________________________________________________ 

Date:____________________________________________________________  

  



 

APPENDIX 2  

  

BODY MAP – (refer to guidance notes for completing)  

Name of client:…………………………………………………  

 

 

 

  

 

BODY MAP COMPLETED BY  :  

   

STAFF NAME  :…………………………………………….SIGN:…………………………………………..  

   

DATE:………………..   DAY:…………………. TIME:…………………..  

   

NOTE ANY RELEVANT DETAILS:   
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APPENDIX 3 

  

  

  

Guidance Notes for Completion of Body Maps   

  

  

 Use the body map to mark off and detail any injury you have seen/been told about. 

Check areas that are clearly visible to you.   

 

 Draw and write on the body map in black ink.   

 

 Provide details for each injury, e.g. approximate size of wound, colour of bruise etc.  
o using arrows (a ruler is provided to assist with measurement)  

 

 Where a body map has been completed due to an known accident please attach to 

accident form  

 

 Where a body map has been completed due to suspected abuse the form should be 

handed to the line manager the alert is being reported to  
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APPENDIX 3    

  

Adults Safeguarding Reporting Contact Numbers  

  

SALFORD  

The safeguarding number for Salford is: Tel: 
0161 631 4777 – 24 hours  
e-mail : worriedaboutanadult@salford.gov.uk  

  

  

MANCHESTER  

To report suspected abuse or neglect of an adult or a child, contact us: Telephone: 0161 

234 5001  

email: mcsreply@manchester.gov.uk  

  

  

TRAFFORD  

Adult Social Care Contact Details   

For queries relating to Safeguarding Adults, in the first instance please contact the Community 

Screening Team at:  

Phone: 0161 912 5135  

Out of Hours contact the Emergency Duty Team: 0161 912 2020 or email to:  

edt@trafford.gov.uk  

  

  

OLDHAM  

Between 9am and 5pm Telephone number: 0161 770 7777  Out of Hours 

(Adult Social Care) Telephone number 0161 770 6936 

safeguarding.adults@oldham.gov.uk   

  

  

TAMESIDE  

Tameside Adult Safeguarding  

0161 342 5243  

Out of Hours Team on 0161 342 2222  

  

STOCKPORT  

Adult Safeguarding   

The Adult Social Care Team is the first point of contact for general enquiries and concerns. Tel:0161 

217 6029.   

Out of Hours Service on 0161 718 2118   

file://///ses.local/socialcare/emergencies
file://///ses.local/socialcare/emergencies
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Rochdale  

  

  

0300 303 8886   

Adult Care Service  

Number One Riverside  

Smith Street  

Rochdale OL16 1XU   

Out of hours emergencies   

6pm-8am  

Monday-Friday and anytime weekends and Bank Holidays  

0300 303 8875   

  

Bury   

Mon, Tues, Thur, Fri 9am - 5pm, Wed 10am - 5pm - 0161 253 5151  

Out of hours - 0161 253 6606  

  

Bolton  

Bolton Council  

01204 331500  

SafeguardingAdults@bolton.gov.uk  

  

Wigan  

Central Duty Team 24hours  

Tel: 01942 828 777   

Email: ssdcdt@wigan.gov.uk   

Fax: 01942 828790   

  

  

  

  


