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Safeguarding Policy

Introduction  

Safeguarding is the practice of protecting children and vulnerable adults from harm, physically and emotionally.  

OCHL works with children, young people and/or at-risk adults. The purpose of this policy is:  
  
• To protect children, young people and at-risk adults with whom we may interact   
• To provide the overarching principles that guide our approach to safeguarding.  
• To comply with all legal obligations placed upon OCHL by the Safeguarding Vulnerable Groups Act 2006 

(England and Wales] and the Protection of Vulnerable Groups (Scotland) Act 2007 (Scotland). 
   
This policy statement applies to anyone working on behalf of OCHL, including board members, paid staff, 
volunteers and agency staff.  

This policy has been drawn up based on legislation, policy and guidance that seeks to protect children, young 
people and at-risk adults during the recruitment and selection process and safeguarding issues that arise 
during employment in circumstances where children or service users are placed at risk, or where they could 
have been placed at risk.  

• Children and young people are defined as a person or people aged under 18 years.   
• At-risk adults are defined as a person aged 18 years or over, who is:   

• In need of community care services by reason of mental or other disability, age or 
illness;   

• Unable to take care of him or herself;   
• Unable to protect him or herself against harm or exploitation.  

  
We believe that we have a responsibility to promote the welfare of all children, young people and at risk adults, 
to keep them safe and to carry out our activities in a way that protects them and doesn’t expose them to any 
undue risks. We also believe that all children, young people and at-risk adults, regardless of age, disability, 
gender reassignment, race, religion or belief, sex, or sexual orientation have a right to equal protection from all 
types of harm or abuse.    
   
It is very important to understand the process that you are required to follow if a safeguarding concern arises.  
Examples of safeguarding concerns could be that:  

• you witness a parent or carer physically abusing a child or young person  
• you are concerned that a volunteer is, or has been, subjected to psychological abuse (such as being 

denied adequate breaks or access to food and water while volunteering)  
• talking to a vulnerable person leads to concern that they are at risk.   
   
Please note that you do not need to have absolute certainty that there is a safeguarding issue to report a 
concern (using the process outlined in Appendix A). If you suspect, or are made aware that others suspect, that 
any child, young person, or at-risk adult is at risk of physical or psychological abuse or neglect then you should 
report this, using the process outlined in this policy. This will ensure that all potential concerns are followed up 
in a reasonable, confidential and appropriate manner.  

Responsibilities under this policy 
   
OCHL will:   
  
• Appoint a Safeguarding Lead who may be a board member or a member of staff 
• Ensure all staff have access to, are familiar with, and know their responsibilities within this policy.  
• Ensure advertisements for job roles will specify clearly whether the work involves regulated activity/work 
• Ensure that offers of employment are made conditional on the receipt of a satisfactory disclosure check 

where necessary. 
• Ensure that existing employees are required to provide a satisfactory disclosure check where their work 

becomes a regulated activity. 
• Follow up on reports of safeguarding concerns promptly and according to due process (see Appendix A).   
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• Regularly review whether safeguarding checks (such as Disclosure and Barring Service employment 

check) are required.   
   
All board members, staff and volunteers will:   
  
• Read and make themselves familiar with this Safeguarding Policy.   
• Ensure they understand their requirement to report any safeguarding concerns quickly and in line with our 

reporting procedure (see Appendix A). 

   
How to report a safeguarding concern 
   
If you have a complaint or concern relating to safeguarding, you should report it immediately to [your line 
manager/the safeguarding lead].  If you do not feel comfortable reporting it to your line manager (for example if 
you feel there may be a lack of understanding of the seriousness of the situation, or if that person is implicated 
in the concern), you may report the concern to any other appropriate staff member, the [senior member of staff/
chair]  
   
(See Appendix A ‘Reporting and responding to a safeguarding concern’ for full details).  
  
How we will respond to a safeguarding concern 
   
We will ensure that safe, appropriate and accessible means of reporting safeguarding concerns are made 
available to all our board members, staff and volunteers.   
   
Anyone reporting concerns or complaints through formal whistleblowing channels (or if they request it), will be 
protected by our Whistleblowing Policy.   
   
We will also accept complaints from external sources such as members of the public, partners and official 
bodies, where these relate to our work.     
   
We will follow up safeguarding reports and concerns according to this policy and our legal and statutory 
obligations. See Appendix A ‘Reporting and responding to a safeguarding concern’ for full details.  
   
We will apply appropriate disciplinary measures to board members, staff and volunteers found in breach of this 
policy.  
  
Confidentiality   
   
It is essential that confidentiality is maintained at all stages of the process when dealing with safeguarding 
concerns. Information relating to the concern and subsequent case management should be shared on a need 
to know basis only and should be kept secure at all times. 

Review  
  
This policy will be reviewed by the board at least on an annual basis and when there is a change to the 
relevant legislation.   
   

APPENDIX A  

Reporting and responding to a safeguarding concern 
   
Report Is received   
   
Reports can reach us through various routes such as a letter, e-mail, text or message on social media.  It may 
also be in the form of informal discussion or rumour. If you hear something in an informal discussion or chat 
that you think is a safeguarding concern, you should immediately report this to [your line manager/ 
safeguarding lead/senior staff member/chair].   
   
a. If a safeguarding concern is disclosed directly to you, you should bear the following in mind:   

  
• Listen  
• Empathise with the person  
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• Ask who, when, where, what but not why  
• Repeat/ check your understanding of the situation  
• Report to to [your line manager/ safeguarding lead/senior staff member/chair] (see below)     

b. The person receiving the report should then document the following information:  
  
• Name of person making report  
• Name(s) of alleged survivor(s) of safeguarding incident(s) if different from above  
• Name(s) of alleged perpetrator(s)  
• Description of incident(s)   
• Dates(s), times(s) and location(s) of incident    

   
c. The person receiving the report should then forward this information to the [safeguarding lead/senior staff 

member/chair] within 24 hours.   
   
d. Due to the sensitive nature of safeguarding concerns, confidentiality must be maintained during all stages 

of the reporting process, and information shared on a limited ‘need to know’ basis only. This includes senior 
management and/or board members who might otherwise be informed of a serious incident.   

   
e. If you are not satisfied that the organisation is appropriately addressing the report, you have a right to 

escalate the report to the senior staff member, chair or member of the board. You will be protected against 
any negative repercussions because of this report, see our Whistleblowing Policy for more information.  

  
Assess how to proceed with the report   

a. Determine whether it is possible to take this report forward:  
  

• Does the reported incident(s) represent a breach of safeguarding policy?  
• Is there sufficient information to follow up this report?   

   
b. If there is insufficient information to follow up the report, and no way to ascertain this information (for 

example if the person making the report did not leave contact details), the report should be filed in case it 
can be of use in the future and look at any wider lesson learning can be taken forward.   

   
c. If the report raises any concerns relating to children under the age of 18, seek expert advice immediately 

via the NSPCC Safeguarding Helpline. If at any point in the process of responding to the report (for 
example during an investigation) it becomes apparent that anyone involved is a child under the age of 18, 
the Decision Maker should be immediately informed and should seek expert advice before proceeding.   

  
d. If the decision is made to take the report forward, ensure that you have the relevant expertise and capacity 

to manage a safeguarding case.  You may need to use independent external support experienced in this 
field.   

   
e. Clarify what, how and with whom information will be shared relating to this case.  Confidentiality should 

always be maintained, and information shared on a need-to-know basis only.  Decide which information 
needs to be shared with which stakeholder as information needs may be different.   

Appoint roles and responsibilities for case management   
  

a. If this has not already been done. appoint a Decision Maker for the case.  The Decision Maker should be a 
senior staff member or board member, not implicated or involved in the case in any way.   

   
b. If the report alleges a serious safeguarding violation, you may wish to hold a case conference.  This should 

include:  
  

• Decision Maker  
• Person who received the report (such as the line manager)  
• Safeguarding Lead.   
  
The case conference should decide the next steps to take, including any protection concerns and support 
needs for the survivor and other stakeholders (see below).  
  

Provide support to survivor where needed/requested   
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a. Provide appropriate support to survivor(s) of safeguarding incidents. Please note that this should be 

provided as a duty of care even if the report has not yet been investigated.   
  

b. All decisions made around the support being provided should be led by the survivor.   
  
Assess any protection or security risks to stakeholders   
   
a. For reports relating to serious incidents: undertake an immediate risk assessment to determine whether 

there are any current or potential risks to any stakeholders involved in the case and develop a mitigation 
plan if required.   
  

b. Continue to update the risk assessment and plan on a regular basis throughout and after the case as 
required.  

  
Decide on next steps   

  
a. The Decision Maker decides the next steps.  These could be (but are not limited to):  

  
• No further action (for example if there is insufficient information to follow up, or the report refers to 

incidents outside the organisation’s remit)   
• Investigation is required to gather further information   
• Immediate disciplinary action if no further information needed   
• Referral to relevant authorities, this would include reporting to the senior staff member, and to the board 

where appropriate  
  
b. If the report concerns associated personnel (for example contractors, consultants or suppliers), the 

decision-making process will be different.  Although associated personnel are not staff members, we have a 
duty of care to protect anyone who comes into contact with OCHL from harm. We cannot follow disciplinary 
processes with individuals outside our organisation, however decisions may be made for example to 
terminate a contract with a supplier based on the actions of their staff.   

   
c. If an investigation is required and the organisation does not have internal capacity, identify resources to 

conduct the investigation. Determine which budget this will be covered by.   

Make decision on outcome of investigation report   
   
a. The Decision Maker decides based on the information provided in the investigation report. Decisions 

relating to the Subject of Concern should be made in accordance with existing policies and procedures for 
board member, staff or volunteer misconduct.   

   
b. If at this or any stage in the process criminal activity is suspected, the case should be referred to the 

relevant authorities unless this may pose a risk to anyone involved in the case.  In this case, the Decision 
Maker together with other senior staff will need to decide to decide how to proceed.  This decision should 
be made bearing in mind a risk assessment of potential protection risks to all concerned, including the 
survivor and the Subject of Concern.  

c. OCHL is legally required to send information to the Disclosure and Barring Service if a decision is taken to 
dismiss and employee or remove them from working in regulated activity/work.  

  
Conclude the case   
   
a. Document all decisions made resulting from the case clearly and confidentially.   
   
b. Store all information relating to the case confidentially, and in accordance with policy and local data 

protection law.   
   
c. Record anonymised data relating to the case to feed into organisational reporting requirements (e.g. 

serious incident reporting to the board), and to feed into learning for dealing with future cases.   
  
  
Adopted 19th February 2024
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