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1. Safeguarding Contacts

Designated Safeguarding Officer (DSO): | Deputy Safeguarding Officer:

Lee Gibbons, Julie Adcock,

Operations Manager CEO

Tel: 07884 141299/ 01362 685860 Tel: 01362 853018

Email:

lee.gibbons@asdhelpinghands.org.uk Email: asdhelpinghands@gmail.com

2. Introduction

ASD Helping Hands is committed to safeguarding adults and promoting their right to live
safely, free from abuse, neglect, exploitation and avoidable harm.

This policy sets out the responsibilities of staff, volunteers, trustees and anyone working
on behalf of ASD Helping Hands in relation to safeguarding adults. It explains how
concerns should be recognised, responded to, recorded and reported.

This policy applies to all adults aged 18 and over who come into contact with ASD
Helping Hands through its services, events, activities, outreach, training, advice work or
any other part of its operations.

3. Purpose

The purpose of this policy is to:
e protect adults who may be at risk of abuse or neglect;
e provide clear safeguarding procedures for staff, volunteers and trustees;
e support a culture of dignity, respect, empowerment and safety;
e ensure concerns are acted upon promptly and appropriately; and

e support safer working practice across the organisation.

4. Aims
With this Safeguarding Adults Policy, ASD Helping Hands aims to:

e raise awareness of adult safeguarding responsibilities across the organisation;

e actively promote good safeguarding practice amongst staff, trustees and
volunteers;

e create a safe environment across all services and activities;
e respectand promote the rights, wishes, feelings and wellbeing of adults;
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e recruit, train, supervise and support staff and volunteers to adopt best practice;
e respond appropriately to concerns, allegations and disclosures; and

o workin partnership with statutory and other relevant agencies where
safeguarding concerns arise.

5. Scope and Definition

For the purposes of this policy, safeguarding adults relates to adults aged 18 or over
who have needs for care and support, whether or not those needs are being met, and
who may be experiencing or be atrisk of abuse or neglect and are unable to protect
themselves as a result. This reflects the Care Act safeguarding framework.

ASD Helping Hands recognises that anyone can experience abuse or neglect, and that
safeguarding practice should be person-centred, proportionate and focused on
outcomes.

6. Safeguarding Principles

ASD Helping Hands will work in line with the six principles of adult safeguarding:

¢ Empowerment - supporting adults to make their own decisions and give
informed consent.

e Prevention -taking action before harm occurs.

e Proportionality — responding in the least intrusive way appropriate to the risk.
e Protection - supporting those in greatest need.

e Partnership —working with others to prevent and respond to abuse.

e Accountability — being transparent and responsible in safeguarding practice.

7. Safer Recruitment

It is important that all staff and volunteers who work with or may have contact with
adults at risk, whether full-time, part-time, paid or unpaid, are subject to appropriate
recruitment and selection procedures. These procedures are designed to obtain as
much information as possible about the individual’s suitability for the role and to reduce
the risk of harm.

7.1 Stage 1 -Pre-recruitment

From the outset, any role that involves work with adults at risk must clearly state this in
the job description, person specification and any advert.

Job adverts and recruitment information should include:

o reference to the role involving work with adults at risk, where applicable;
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e the organisation’s commitment to safeguarding;

e whetherthe postis exempt from the Rehabilitation of Offenders Act 1974;
o whether a DBS checkis required and, if so, at what level; and

o reference to ASD Helping Hands’ Equality Policy.

The level of DBS check required must be considered before a post is advertised.
Eligibility must be based on the duties of the post and current DBS guidance.

7.2 Stage 2 - Pre-application Information

An application pack for relevant roles should include:
e job description;
e person specification;
e application form;
o safeguarding statement;
e Equality Policy;
¢ Policy on the Recruitment of Ex-Offenders;
¢ information about DBS checks where relevant; and
o details of the selection process.

7.3 Applicant Information
Applicants should be asked to provide:

o« full name, address and contact details;

¢ employment history and relevant experience;

e explanation of any gaps in employment or volunteering history;
e qualifications and relevant training; and

o details of at least two referees who are not relatives and who can comment on
the applicant’s suitability.

7.4 Shortlisting

Applicants will be shortlisted against the person specification using a consistent
scoring process.

Any gaps, discrepancies or concerns arising from the application must be explored at
interview.

7.5 Interview

Interviews should be conducted by at least two people where possible.
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Interview questions should explore:
e suitability for the role;
e values and attitudes towards safeguarding;
e understanding of professional boundaries;
e ability to respond appropriately to concerns; and
e any gaps or concerns identified during shortlisting.

7.6 Checks and References

Two references should be obtained before appointmentis confirmed wherever possible.
Where arole is eligible, the appropriate DBS check must be completed before the
individual starts unsupervised work. No one should begin regulated activity with adults
until the relevant checks and approvals are complete. DBS guidance makes clear that
eligibility depends on the specific adult workforce activity being carried out.

7.7 Induction and Training

All new staff and volunteers will receive an induction that includes:

o this policy;

reporting procedures;

code of conduct;

boundaries and safer working practice; and

safeguarding training appropriate to their role.

All staff and volunteers must read and confirm that they understand this policy.

8. Roles and Responsibilities

8.1 All Staff, Volunteers and Trustees

All staff, volunteers and trustees have a duty to promote the welfare, safety and rights of
adults and to respond appropriately to any concern, suspicion, allegation or disclosure.

They must:
e be aware of this policy and follow it;
e complete safeguarding training as required;
e recognise possible signs of abuse or neglect;
e report concerns promptly;

e record concerns accurately; and
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e maintain appropriate confidentiality.

8.2 Designated Safeguarding Officer

The Designated Safeguarding Officer is responsible for:
e receiving safeguarding concerns and disclosures;
e advising staff and volunteers on next steps;

e making referrals to Adult Social Services, the Police or other appropriate
agencies;

e maintaining secure safeguarding records;

e ensuring staff and volunteers receive safeguarding information and training;
e ensuring safer recruitment practices are followed; and

e reviewing this policy regularly and updating it when needed.

8.3 Managers and Supervisors

Managers are responsible for ensuring that staff and volunteers understand this policy,
know how to raise concerns and receive the supervision and support needed to
safeguard adults effectively.

9. What is Abuse?

Abuse is a violation of a person’s human and civil rights by another person or persons.
Abuse may consist of a single act or repeated acts. [t may be deliberate or the result of
neglect or poor practice.

Abuse can take many forms, including:
e physical abuse;
e domestic abuse;
e sexual abuse;
e psychological or emotional abuse;
+ financial or material abuse;
e modern slavery;
e discriminatory abuse;
e organisational abuse;
e neglect and acts of omission;
o self-neglect; and

e abuse involving exploitation, coercion, control or manipulation.
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These categories reflect current adult safeguarding guidance under the Care Act
framework.

10. Recognising Concerns

Concerns may arise through:
e adirectdisclosure;
e signsorindicators of abuse or neglect;
e achange in behaviour, mood, presentation or circumstances;
e concerns raised by a third party; or
e observed poor practice or boundary concerns.

Staff and volunteers should not ignore concerns, even where the signs are unclear or
the adult does not describe the situation as abuse.

11. Responding to a Disclosure

If an adult discloses abuse or neglect, staff and volunteers should:
e staycalm;
e listen carefully;
o take the concern seriously;
e reassure the person that they have done the right thing in telling you;
e explain that you may need to share the information with people who can help;
e avoid asking leading questions;
e avoid investigating;
e make an accurate written record as soon as possible; and
e report the matter immediately to the DSO.
Staff and volunteers must not:
e promise to keep the information secret;
e confront the alleged abuser;
e investigate the matter themselves;
e askunnecessary or leading questions;
e make assumptions; or

e discuss the matter with people who do not need to know.
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12. Reporting Safeguarding Concerns

Any safeguarding concern must be reported to the Designated Safeguarding Officer as
soon as possible on the same day.

If the DSO or Deputy is unavailable, or if the concern relates to them, the concern must
be reported directly to Adult Social Services, the Police, or another appropriate senior
person in line with safeguarding procedures.

If there is an immediate risk of harm, emergency services must be contacted without
delay.

ASD Helping Hands will not investigate allegations itself. Safeguarding concerns will be
referred to the appropriate statutory agencies for consideration and action.

13. Consent and Making Safeguarding Personal

ASD Helping Hands will, wherever possible, involve the adult in decisions about how
concerns are responded to.

Where it is safe and appropriate, consent should be sought before sharing information.
However, lack of consent will not prevent information being shared where there is a
legal duty, a vital safeguarding concern, a serious risk to the person or others, concerns
about coercion or undue influence, or where a crime may have been committed.
Current adult safeguarding guidance emphasises consent and involvement but makes
clear that professionals may still need to raise a concern without consent in some
circumstances.

The wishes and feelings of the adult should always be considered, alongside risk and
legal responsibilities.

14. Mental Capacity

ASD Helping Hands recognises that some adults may have difficulty making certain
decisions at certain times, and that any issues relating to decision-making must be
considered in line with the Mental Capacity Act 2005.

The Charity will work on the basis that every adult has capacity to make their own
decisions unless it is established otherwise. Staff and volunteers must not assume that
a person lacks capacity simply because they appear to make an unwise decision, have
a diagnosis, need support with communication, or behave in a way others do not
understand.

Where there are concerns about an adult’s ability to understand, retain, weigh up or
communicate a decision, advice should be sought from the Designated Safeguarding
Officer and, where appropriate, from relevant professionals or statutory services.

Any action taken on behalf of a person who lacks capacity must be lawful, necessary,
proportionate and in their best interests. Staff and volunteers must not make formal
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assessments of capacity unless they are trained and authorised to do so as part of their
role.

15. Prevent and Radicalisation

ASD Helping Hands recognises that safeguarding includes protecting adults from
exploitation linked to extremism, radicalisation and terrorism.

Radicalisation is the process by which a person may come to support extremist views,
ideologies or acts of terrorism. Staff and volunteers should be alert to concerns that an
adult may be vulnerable to exploitation, coercion or harm in this context, just as they
would for any other form of abuse or harm.

Any concern that an adult may be at risk of radicalisation should be treated as a
safeguarding concern and reported without delay to the Designated Safeguarding
Officer. The Charity will consider whether the concern should be referred to the
appropriate safeguarding agency, the Police, or other relevant Prevent or multi-agency
safeguarding processes.

Any response should be proportionate, person-centred, and focused on reducing harm
while respecting the adult’s rights and dignity.

16. Confidentiality and Information Sharing
Every effort should be made to maintain confidentiality for all concerned.
Information will be handled on a need-to-know basis only. ASD Helping Hands cannot

guarantee confidentiality where there is a safeguarding concern, because information
may need to be shared with relevant agencies in order to protect the adult or others.

Recorded safeguarding information will be stored securely and access will be limited to
authorised individuals.

Where possible, the adult will be kept informed about what action is being taken and

why.

17. Responding to Allegations Against Staff, Volunteers or Trustees

Any allegation or concern about the behaviour of a staff member, volunteer or trustee
towards an adult must be treated seriously and reported immediately to the DSO.

If the concern relates to the DSO, it must be reported to the CEO or Chair of Trustees.

Appropriate action will be taken to ensure safety, preserve evidence and refer to the
relevant statutory agencies. Internal procedures, including disciplinary or volunteer
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procedures, may also be followed where appropriate, but these will not replace external
safeguarding referrals.

18. Good Practice and Professional Boundaries

Staff and volunteers should always:
e treat adults with dignity and respect;
e workin atransparent and professional way;
e maintain appropriate boundaries;
e avoid favouritism or dependency;

e avoid spending unnecessary time alone in closed or unobserved situations
where risk is increased;

e use only approved communication methods; and

e reportanyincident, accident, boundary concern or poor practice issue promptly.
They must never:

e engage in abusive, exploitative, degrading or discriminatory behaviour;

o« forminappropriate relationships with adults using services;

e misuse their position of trust;

e accept or give inappropriate gifts, money or favours; or

e ignore concerns or minimise disclosures.

19. Recording

All safeguarding concerns, disclosures, incidents and actions taken must be recorded
promptly, accurately and factually.

Records should include:
e date andtime;
e who was involved;
¢ whatwas seen, heard or disclosed;
o what action was taken; and
¢ who the concern was passed to.

Records must be signed, dated and stored securely.
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20. Training

All staff and volunteers will receive safeguarding information during induction.

Those working directly with adults, or whose role may bring them into contact with
safeguarding concerns, will receive training appropriate to their role and refresher
training as required.

The DSO and Deputy should receive a higher level of training suitable to their

responsibilities.

21. Whistleblowing

ASD Helping Hands recognises that staff and volunteers may become aware of poor
practice, misconduct or safeguarding failings within the organisation.

Any such concerns can and should be raised through the Whistleblowing Policy.
Safeguarding concerns must always be acted upon and must never be ignored because
they involve a colleague, manager, trustee or volunteer.

22, Online Safety and Digital Contact

Where ASD Helping Hands works with adults through online platforms, email,
messaging, video calls or digital groups, safeguarding responsibilities remain the same.

Staff and volunteers must:
e use approved systems and professional boundaries;

e avoid using personal accounts for service-related contact unless explicitly
authorised;

e reportany online safeguarding concern; and

« follow data protection, confidentiality and IT policies.

23. Further Contact Details
Norfolk Adult Social Services
Tel: 0344 800 8020

Suffolk Customer First
Tel: 0808 800 4005

Police
101 /In an emergency 999

You may also wish to insert the exact current Norfolk adult safeguarding team details
you want the policy to use before finalising.
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24. Relevant Guidance and Legislation

This policy should be read alongside current legislation and guidance, including:

Care Act 2014 and Care and Support Statutory Guidance;
Mental Capacity Act 2005;

Human Rights Act 1998;

Equality Act 2010;

Safeguarding Vulnerable Groups Act 2006;

Data Protection Act 2018;

UK GDPR;

Disclosure and Barring Service guidance; and

local multi-agency safeguarding procedures.

25. Related Policies

This policy should be read alongside:

Safeguarding Children and Young People Policy;
Recruitment and Selection Policy;

Volunteer Policy;

Equality Policy;

Data Protection Policy;

Confidentiality Policy;

Comments, Compliments and Complaints Policy;
Lone Working Policy;

Internet and Email Usage Policy;

Training and Development Policy; and

Whistleblowing Policy.

26. Review

This policy will be reviewed annually, or sooner if there are changes to legislation,
guidance, local procedures or organisational practice.
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