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The Data Protection Act 1998 contains principles affecting employees’ and other personal records. Information protected by the Act includes not only personal data held on computer but also certain manual records containing personal data, for example employee personnel files held in a structured filing system. The purpose of these rules is to ensure you do not breach the Act. 
Families First Southampton holds confidential personal information about our employees and our customers – both children and their parents / carers, for example their names and home addresses. This information is held either in a password protected computer database system, or in a locked filing cabinet. Information held is kept to the minimum needed to operate the family support and to fulfill the requirements of our registration. Access to it is granted on a need-to-know basis. 
If you are in any doubt about what you can or cannot disclose and to whom, do not disclose the personal information until you have sought further advice from 
Joe Wright


Families First Southampton Protection Officer 
You should be aware that you can be criminally liable if you knowingly or recklessly disclose personal data in breach of the Act. A serious breach of data protection is also a disciplinary offence and will be dealt with under the company’s disciplinary procedures. If you access another employee’s personnel records without authority, this constitutes a gross misconduct offence and could lead to your summary dismissal.
1.1 The Data Protection Principles

There are eight data protection principles that are central to the Act. Paint Pots Nursery and all its employees must comply with these principles at all times in its information-handling practices. In brief, the principles say that personal data must be: 

1. Processed fairly and lawfully and must not be processed unless certain conditions are met in relation to personal data and additional conditions are met in relation to sensitive personal data. The conditions are either that the individual has given consent to the processing, or the processing is necessary for the various purposes set out in the Act. Sensitive personal data may only be processed with the explicit consent of the individual and consists of information relating to:

· race or ethnic origin

· political opinions and trade union membership

· religious or other beliefs

· physical or mental health or condition

· sexual life

2, Safeguarding Vulnerable Adults Policy. 
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Safeguarding Adults Policy
July 2019

The Designated Safeguarding Lead Officer for Families First Southampton is:  Marina Murphy 
You may call direct on 07443 472726 or email marinainthevalley@outlook.com
3.1. Introduction

Safeguarding children and adults is everyone’s business. The Trustees and Senior Managers of Families First, recognise the importance of the services it provides to the fathers they support to remain involved in the care of their children, with good communication between fathers and their partners in the best interests of their children and to reduce the social isolation of the father. 
They further recognise other children, young people and adults who engage with its services may be in need of support or protection. Therefore, Trustees and Manager’s understand the responsibility to safeguard across the organisation and to uphold the key message that safeguarding is ‘everyone’s responsibility’.
We believe that every individual who accesses our services should be treated with dignity and respect. We are committed to safeguarding all adults and children coming into contact with our charity, regardless of gender, ethnicity, disability, sexuality or beliefs. 

This policy outlines our commitment and practices, to ensure any adult who requires support, or protection from harm or abuse, will receive the best possible support and care.  We also provide full details of how we support the welfare and protection of all children and young people in our Children’s Safeguarding Policy, which is available on request, and made available to all our staff and volunteers.

The purpose of this document is to guide all members of our team at Families First, to identify and respond appropriately when adults may be at risk of harm, abuse or neglect. We aim to keep the individual at the centre of any safeguarding response and to stay in control of as much of the decision-making process as possible. 

Everyone working with Families First, including its trustees, employees and volunteers, are responsible for ensuring that adults ‘at risk’ are safe. We uphold the policy and procedures for safeguarding from our Local Safeguarding Adults Board (4LSAB) Hampshire, Isle of Wight, Portsmouth and Southampton. 

We will also work with law enforcement agencies such as the police and other government or regulatory agencies where an allegation suggests that a criminal offence may have been committed.

	Contact details for Southampton Safeguarding Adults

	Southampton Adult Safeguarding Services

Email: adult.contact.team@southampton.gov.uk
	023 8083 3003

	Out of Hours: Social Services (evenings & weekends)
	023 8023 3344

	In an emergency call 999

	Adult Social Care, Southampton City Council, Civic Centre, Southampton, SO14 7LY


2. Principles

Families First will adopt and uphold the Local Safeguarding Adult’s Board recommended policies and reflect that advice and guidance throughout this policy whose key principles are outlined below:

1.1 2.1 The Six Principles of Adult Safeguarding

· Principle 1 Empowerment - presumption of person-led decisions and informed consent.
· Principle 2 Prevention - it is better to take action before harm occurs.

· Principle 3 Proportionality - proportionate and least intrusive response appropriate to the risk presented.
· Principle 4 Protection - support and representation for those in greatest need.
· Principle 5 Partnership - local solutions through services working with their communities. Communities have a part to play in preventing, detecting and reporting neglect and abuse.
· Principle 6 Accountability - accountability and transparency in delivering safeguarding.
1.2 2.2 Underpinning Principles

The Care Act 2014 outlines a number of fundamental principles that must now underpin the care and support within adult safeguarding. There is also a strong influence from the ‘wellbeing principle’.

The wellbeing principle applies whether carrying out care and support functions, or making a decision, or safeguarding. It applies to adults with care and support needs and their carers.

“Wellbeing” is a broad concept, and it is described as relating to the following areas in particular:

· personal dignity and respect

· physical and mental health and emotional wellbeing

· protection from abuse and neglect

· choice and control by the individual over day-to-day life (including care and support and the way it is provided)

· participation in work, education, training or recreation

· social and economic wellbeing

· domestic, family and personal relationships

· suitability of living accommodation

· the individual’s contribution to society

Promoting “wellbeing” means actively seeking improvements, for the adult with care and support needs (regardless of whether they have eligible needs or not) and informal carers.

Prevention is also critical to the vision of the Care Act 2014. All those working with adults who may be in need of support, must work actively to promote wellbeing and independence rather than waiting to respond once an adult has reached a crisis point. 

Making Safeguarding Personal (MSP) is about responding in safeguarding situations in a way that enhances involvement, choice and control, as well as improving quality of life, wellbeing and safety. It is about seeing people as experts in their own lives and working alongside them with the aim of enabling them to resolve their circumstances and support their recovery. 

This approach informs planning of individual care packages, delivery of universal services and strategic planning. Service commissioners and providers, along with our services at Families First, will assume that individuals are best placed to judge their own wellbeing and be respectful of their individual views, beliefs, feelings and wishes. 

1.3 2.3 Aims of Our Policy

· Adopting person led safeguarding, respecting and promoting the rights, wishes and feelings of adults.  

· Listening to and working alongside adults actively to provide support and representation for them as needed.

· Creating a safe and healthy environment within our organisation and the services it provides, avoiding situations where abuse may occur. 

· On-going training, supervision and support for staff and volunteers to adopt local multi-agency good practice.  

· Raising the awareness of the duty of care responsibilities relating to adults throughout the staff and volunteer team, assessing risk and responding to concerns proportionately.  

· Actively encouraging good practice amongst all staff, and volunteers and promoting wider awareness wherever possible i.e. partnership organisations and user groups.

· Staff and volunteers who work with adults will be subject to Safer Recruitment processes and the appropriate level of Criminal Records check through the Disclosure & Barring Service.

· Responding to any allegations appropriately and implementing the appropriate disciplinary and appeals procedures.

· Requiring staff and volunteers to adopt and abide by the 4LSAB Adult Safeguarding Policy and procedures.  

Managing allegations against staff or volunteers appropriately, referring any member of staff or volunteer to the appropriate agencies, including the Disclosure & Barring Service if required.

2. 3. Abuse of Adults and Safeguarding

Safeguarding adult’s means protecting an adult’s right to live in safety, free from abuse and neglect. It is about people and organisations working together to prevent and stop both the risks and experience of abuse and neglect, while at the same time making sure that the adult’s wellbeing is promoted including, where appropriate, having regard to their views, wishes, feeling and beliefs in deciding on any action. This must recognise that adults sometimes have complex interpersonal relationships and may be ambivalent, unclear or unrealistic about their personal circumstances.

2.1 3.1 The Care Act 2014 Definition of an Adult Needing Care and Support
Under the Care Act 2014 the Government expects local authorities and others to help people with care and support needs, ‘who may be at risk of abuse or neglect as a result of those needs’, to keep safe. This must not mean preventing them making their own choices and having control over their lives. 

3.2 Criteria of an Adult at Risk:

Safeguarding procedures apply where a local authority makes an enquiry or require others to do so on their behalf if they reasonably suspect an adult meets the following criteria:

Any adult aged 18 or over, who has needs for care and support (whether or not the local authority is meeting any of those needs)
· and is experiencing, or is at risk of, abuse or neglect
· and as a result of those care and support needs is unable to protect themselves from either the risk of, or the experience of abuse and neglect
(Care and Support Statutory Guidance, published under the Care Act 2014, Department of Health)
This may include a person who:

· Is elderly or frail

· Has a mental health difficulty

· Has a physical disability

· Has a learning disability

· Has a severe physical illness

This may include a situation where a person receives care or is currently unable to protect themselves, for instance, someone who:

· Is misusing substances

· Is someone who is homeless

· Is in an abusive relationship

· Is vulnerable due to context or experience e.g. bereavement, poverty

2.2 3.3 Person Led Safeguarding

Professionals are often wary of intervening in abusive situations if the adult does not want them to do so because of human rights and other issues.  These dilemmas are very real for staff but can lead to an approach of non-intervention which conflicts with the professional “duty of care”.

Person led adult safeguarding follows the principle of ‘no decision about me without me’ and means that the adult, their families and carers are working together with agencies to find the right solutions to keep people safe and support them in making informed choices. 

This person led approach to safeguarding leads to services which are: person-centred and focused on the outcomes identified by the individual; planned, commissioned and delivered in a joined up way between organisations; responsive and which can be changed when required.

2.3 3.4 Mental Capacity

People must be assumed to have capacity to make their own decisions and be given all practicable help before they are considered not to be able to make their own decisions. Where an adult is found to lack capacity to make a decision then any action taken, or any decision made for, or on their behalf, must be made in their best interests. 
Professionals and other staff have a responsibility to ensure they understand and always work in line with the Mental Capacity Act 2005. In all safeguarding activity due regard must be given to the Mental Capacity Act 2005. In all cases where a person has been assessed to lack capacity to make a decision, a best interest’s decision must be made. Even when a person is assessed as lacking capacity, they must still be encouraged to participate in the safeguarding process. 

3. 4. Definitions of Abuse and Harm

Harm: For the purpose of these procedures, the term harm is defined as: 

· A single act or repeated acts

· An act of neglect or a failure to act

· Multiple acts, for example, an adult at risk may be neglected and also being financially harmed

· Self-neglect 

This can mean: 

· Ill treatment (including sexual harm and forms of ill treatment which are not physical)

· The impact of not providing care, providing inappropriate care or other actions which are detrimental to health, wellbeing, maintaining independence and choice

· The impairment of, or an avoidable deterioration in physical or mental health

· The impairment of physical, intellectual, emotional, social or behavioural development 

Intent is not an issue at the point of deciding whether an act or a failure to act is harm; it is the impact of the act on the person and the harm or risk of harm to that individual. Harm can take place anywhere. Harmful acts may be crimes and informing the Police must be a key consideration. 

3.1 4.1 Where and How Abuse and Harm Might Occur

Abuse of adults may be perpetrated by a wide range of people, including spouses/partners, relatives and family members, professional staff, paid care workers, volunteers, other service users, neighbours, friends and associates, people who deliberately exploit people who might be at risk, strangers or the elderly. Mate crime happens when someone is faking a friendship in order to take advantage of a vulnerable person. 

There is often particular concern when abuse is perpetrated by someone in a position of power or authority who uses his or her position to the detriment of the health, safety, welfare and general well-being of a vulnerable person.  Abuse can occur in any setting. Abuse and crimes against adults may occur in different contexts. Actual or suspected abuse of persons at risk will trigger a safeguarding response in accordance with this policy.

We all need to look beyond single incidents or individuals to identify patterns of harm. Repeated instances of poor care may be an indication of more serious problems and of what is now described as organisational abuse. In order to see these patterns, it is important that information is recorded and appropriately shared. Patterns of abuse vary and include:

· Serial abusing in which the perpetrator seeks out and ‘grooms’ individuals. Sexual abuse sometimes falls into this pattern, as do some forms of financial abuse.

· Long term abuse in the context of an ongoing family relationship such as domestic violence between spouses or generations of persistent psychological abuse; or

· Opportunistic abuse such as theft occurring because money or jewellery was left lying around.

3.2 4.2 Types of Abuse

Physical abuse: including assault, hitting, slapping, pushing, kicking, misuse of medication, restraint or inappropriate physical sanctions. 

Sexual abuse: including rape, indecent exposure, sexual harassment, inappropriate looking or touching, sexual teasing or innuendo, sexual photography, subjection to pornography or witnessing sexual acts, indecent exposure and sexual assault or sexual acts to which the adult has not consented or was pressured into consenting or does not have the mental capacity to consent. 

Psychological abuse: including emotional abuse, threats of harm or abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, cyber bullying, isolation or unreasonable and unjustified withdrawal of services or supportive networks. 

Financial or material abuse: including theft, fraud, internet scamming, coercion in relation to an adult’s financial affairs or arrangements, including in connection with wills, property, inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits. 

Neglect and acts of omission: includes ignoring medical, emotional or physical care needs, failure to provide access to appropriate health, care and support or educational services, equipment, the withholding of the necessities of life, such as medication, adequate nutrition and heating. 

Discriminatory abuse: including forms of harassment, slurs or similar treatment because of race, gender and gender identity, age, disability, sexual orientation or religion. 

Domestic abuse and violence: including psychological, physical, sexual, financial, emotional abuse; ‘honour’ based violence. 

Organisational abuse: including neglect and poor care practice within an institution or specific care setting such as a hospital or care home, for example, or in relation to care provided in a person’s own home. This may be a one off incident or on-going ill-treatment. It can refer to neglect or poor professional practice as a result of the structure, policies, processes and practices within an organisation.

Modern slavery: encompasses slavery, human trafficking, forced labour and domestic servitude. Traffickers and slave masters use whatever means they have at their disposal to coerce, deceive and force individuals into a life of abuse, servitude and inhumane treatment. 

Self-neglect: This includes a broad spectrum of behaviour. The Care Act 2014 statutory guidance defines self-neglect as: “a wide range of behaviour neglecting to care for one’s personal hygiene, health or surroundings and includes behaviour such as hoarding”. Self-neglect is recognised as the failure or unwillingness to meet your own basic care needs required to maintain health.

Other forms of abuse to consider:

Domestic Abuse: is defined as any incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or abuse between those aged 16 or over who are or have been intimate partners or other family members regardless of gender or sexuality. Victims under the age of 18 should have support from Children’s Services. Controlling behavior is a range of acts designed to make a person subordinate and/or dependent by isolating them from sources of support, exploiting their resources and capacities for personal gain, depriving them of the means needed for independence, resistance and escape and regulating their everyday behaviour. Coercive behaviour is an act or pattern of acts of assaults, threats, humiliation and intimidation or other abuse that is used to harm, punish or frighten their victim.

Honour Based Violence: is a crime or incident, which has or may have been committed to protect or defend the honour of the family and/or community. It is a collection of practices, which are used to control behavior within families or other social groups to protect perceived cultural and religious beliefs and/or honour. Such violence can occur when perpetrators perceive that a relative has shamed the family and/or community by breaking their honour code.

Forced Marriage: is a term used to describe a marriage in which one or both of the parties are married without their consent or against their will.  A forced marriage differs from an arranged marriage, in which both parties consent to the assistance of their parents or a third party in identifying a spouse. Forced marriage can be a particular risk for people with learning difficulties and people lacking capacity.

Although forcing someone into a marriage and/or luring someone overseas for the purpose of marriage is a criminal offence the civil route and the use of Forced Marriage Protection Orders is still available and can be used as an alternative to entering the criminal justice system. It may be that perpetrators will automatically be prosecuted where it is overwhelmingly in the public interest to do so, however victims should be able to choose how they want to be assisted.

Female Genital Mutilation (FGM): involves procedures that include the partial or total removal of the external female genital organs for cultural or other non-therapeutic reasons. The practice is medically unnecessary, extremely painful and has serious health consequences, both at the time when the mutilation is carried out and later in life. The age at which the girls undergo FGM varies enormously, from new born through to marriage and first pregnancy.  FGM constitutes a form of child abuse and violence against women and girls. It is illegal under the Female Genital Mutilation Act 2003.

Human Trafficking: is defined as “the recruitment, transportation, transfer, harbouring or receipt of persons, by means of the threat or use of force or other forms of coercion, of abduction, of fraud, of deception, of the abuse of power or of a position of vulnerability or of giving or receiving of payments or benefits to achieve consent of a person having control of another person for the purpose of exploitation”.

Sexual exploitation: The term “sexual exploitation” means any actual or attempted abuse of a position of vulnerability, differential power, or trust, for sexual purposes, including, but not limited to, profiting monetarily, socially or politically from the sexual exploitation of another. 

Exploitation by radicalisation: The Home Office leads on the anti-terrorism PREVENT strategy, of which CHANNEL is part (refer to www.gov.uk for information). This aims to stop people becoming terrorists or supporting extremism. All local organisations have a role to play in safeguarding people who meet the criteria.  Contact should be made with Hampshire Police regarding any individuals identified that present concern regarding violent extremism. 

Internet/cyberbullying: can be defined as the use of technology, and particularly mobile phones and the internet, to deliberately hurt, upset, harass or embarrass someone else. It can be an extension of face-to-face bullying, with the technology offering the bully another route for harassing their victim, or can be simply without motive.  Cyberbullying can occur using practically any form of connected media, from nasty text and image messages using mobile phones, to unkind blog and social networking posts, or emails and instant messages, to malicious websites created solely for the purpose of intimidating an individual or virtual abuse during an online multiplayer game.

Hate crime: Hate crime is defined as any crime that is perceived by the victim, or any other person, to be racist, homophobic, trans-phobic or due to a person’s religion, belief, gender identity or disability. It should be noted that this definition is based on the perception of the victim or anyone else and is not reliant on evidence. 

Mate crime: Mate crime happens when someone is faking a friendship in order to take advantage of a vulnerable person. Mate crime is committed by someone known to the person. They might have known them for a long time or met recently. A ‘mate’ may be a ‘friend’, family member, supporter, paid staff or another person with a disability.

Abuse of Trust: A relationship of trust is one in which one person is in a position of power or influence over the other person because of their work or the nature of their activity. There is a particular concern when abuse is caused by the actions or omissions of someone who is in a position of power or authority and uses their position to the detriment of the health and well-being of a person at risk, who could be dependent on their care. There is always a power imbalance in a relationship of trust.

Abuse between Adults at Risk: Any organisations supporting these individuals have a responsibility to protect them from abuse as well as preventing them from causing harm to other adults. It is important the needs of the adult causing the harm are taken into consideration in the safeguarding responses for both parties.

Carers at Risk of Harm: Carers experiencing abuse by the person they offer care to can expect the same response as any person at risk of abuse. Carers also have a legal right to an assessment of their needs. A carer’s assessment should be seen as part of the overall assessment process. Sometimes both the carer and the supported person may be at risk of harm.

4. 5. Guidance on Raising Safeguarding Concerns

4.1 5.1 Raising a concern 

Families First will always raise a concern when there is reason to believe an adult at risk may have been, is, or might be the subject of harm, abuse or neglect by any other person or persons, this includes anyone self-neglecting. The local authority will determine if the concern meets the criteria for a Section 42 Enquiry and if not, what other actions may be taken. It is acknowledged that the route this information is received by the Local Authority could vary and for example may come from a third-party source where no action has been taken. However, doing nothing is not an option.

4.2 5.2 When to Raise a Concern 

A concern should be raised when there is reason to believe an adult at risk may have been, is, or might be the subject of harm, abuse or neglect by any other person or persons. This may include anyone self-neglecting. 

Urgent actions will be taken to safeguard anyone at risk of immediate harm if any of the following concerns are apparent: 

· active abuse is witnessed

· an active disclosure is made by an adult or third party

· there is suspicion or fear that something is not right or there is evidence of possible abuse or neglect

In circumstances where there are significant high immediate risks a response will be followed up within the same day.

4.3 5.3 Actions to be taken when Harm is Directly Observed or Disclosed by the Individual

When harm is directly observed by anyone at Families First, or an individual discloses any harm or abuse carried out against them, all efforts will be made by the observer to ensure the individual is safe and urgent steps taken to report to the Local Authority and the Police, if a crime appears to have been committed. 
4.4 5.4 Advice to Follow

It is vital to listen carefully to what the person is saying, reassure them they will be involved in decisions about what will happen and get as clear a picture as possible but avoid asking too many questions at this stage. Then you must be assured the individual is safe from harm or any further harm. This may mean contacting any/all of the emergency services. 

4.5 5.5 Listening to an Adult Disclose

· Accept what the person is saying – do not question the person or get them to justify what they are saying – reassure the person that you take what they have said seriously.

· Don’t ‘interview’ the person; just listen carefully and calmly to what they are saying. If the person wants to give you lots of information, let them. Try to remember what the person is saying in their own words so that you can make a record.

· You can ask questions to establish the basic facts but try to avoid asking the same questions more than once or asking the person to repeat what they have said- this can make them feel they are not being believed. 

· Don’t promise the person or others that you’ll keep what they tell you confidential or “secret”. Explain that you will need to tell another person, but you’ll only tell people who need to know so that they can help.

· Reassure the person that they will be involved in decisions about what will happen.

· Do not be judgmental or jump to conclusions.

· If the person has specific communication needs, provide support and information in a way that is most appropriate to them.

· There must be an assumption that the individual has capacity. Where there is doubt it may be necessary to undertake a full capacity assessment including issues of duress and coercion.

Careful consideration will need to be given regarding who else needs to know about the concern. The concern must/should not be discussed with the person alleged to have caused harm. 

4.6 5.6 Supporting Immediate Needs

In line with information sharing considerations, Families First may need to take the following actions:

· Make an immediate evaluation of the risk to the person at risk and any others who may be at risk.

· Take reasonable and practical steps to safeguard the person at risk as appropriate.

· Consider referring to the Police if the abuse suspected is a crime.

· If the matter is to be referred to the Police, discuss risk management and any potential forensic considerations.

· Consider the support needs of the person alleged to have caused harm if they are also an adult ‘at risk’.

· Arrange any necessary emergency medical treatment; note that offences of a sexual nature will require expert advice from the Police.

· If there is a need for an immediate Safeguarding Plan, we will refer to the relevant Adult Services or Emergency Duty Services if out of hours.

· Consider appropriate action in line with Families First’s disciplinary procedures if a staff member is suspected to have caused harm. 

4.7 5.7 Making a Written Record

As soon as possible on the same day, a chronological written record of what has been seen, been told or there are concerns about will be written down. Anyone else who saw or heard anything relating to the concern will also make a written record. 

The written record will need to include: 

· the date and time of the disclosure, or when you were told about or witnessed the incident/s 

· who was involved, any other witnesses including service-users and other staff exactly what happened or what you were told, in the person’s own words, keeping it factual and not interpreting what you saw or were told 

· the views and wishes of the adult

· the appearance and behaviour of the adult and/or the person making the disclosure

· any injuries observed

· any actions and decisions taken at this point

· any other relevant information, e.g. previous incidents that have caused you concern

Remember to: 

Wherever possible and practicable seek the persons consent to raise the concern. Where the person raises objections and there are significant risks, or if other adults or children may be at risk, it may be necessary to override their expressed wish not to consent. 

· include as much detail as possible

· make sure the written record is legible, written or printed in black ink, and is of a quality that can be photocopied

· make sure you have printed your name on the record and that it is signed and dated

· keep the record factual as far as possible. However, if it contains your opinion or an assessment, it should be clearly stated as such and be backed up by factual evidence. Information from another person should be clearly attributed to them

· keep the record/s confidential, storing them in a safe & secure place until needed

4.8 5.8 Referring a Concern

These procedures inform all staff and volunteers of Families First of what action they should take if they have a concern that should be passed on.

It is important that all staff and volunteers are aware that the first person that has concerns or encounters a case of abuse is not responsible for deciding whether or not abuse has occurred.

However, staff and volunteers have a duty of care to the adult to report any suspicions or concerns to their line manager or the safeguarding lead. Please refer to Appendix B for our reporting flow chart.

The safeguarding lead will ultimately decide whether to alert Adult Services in each case.

If an adult is at immediate and significant risk of harm, then 999 should be called urgently.

Concerns of abuse should be referred/reported to the area Adult Service team or emergency Social Services duty team, if urgent and outside normal office hours. In order to prevent a delay in raising concerns, alerts to the local authority should be made by contacting Adult services.

Southampton: T: 023 8083 3003
Out of hours: T: 023 8023 3344

Call 999 and request police if a crime has been committed.
4.9 5.9 Criminal Offences and Adult Safeguarding

Everyone is entitled to the protection of the law and access to justice, therefore consideration will be given to contacting the police where behaviour amounts to abuse and neglect, physical or sexual assault or rape, psychological abuse or hate crime, wilful neglect, unlawful imprisonment, theft, fraud, and certain forms of discrimination. Staff and volunteers are required to liaise with adult services and support any investigation that might be carried out.

4.10 5.10 Sharing Information

Sharing the right information, at the right time, with the right people, is fundamental to good practice in safeguarding adults, though this is often complex. The Care Act 2014 emphasises the need to empower people, to balance choice and control for individuals against preventing harm and reducing risk, and to respond proportionately to safeguarding concerns. 

When sharing people’s information, Families First recognise that: 

· Adults have a general right to independence, choice and self-determination including control over information about themselves. In the context of adult safeguarding these rights can be overridden in certain circumstances. 

· Emergency or life-threatening situations may warrant the sharing of relevant information with the relevant emergency services without consent.

· The law does not prevent the sharing of sensitive, personal information within organisations. If the information is confidential, but there is a safeguarding concern, sharing it may be justified. 

· The law does not prevent the sharing of sensitive, personal information between organisations where the public interest served outweighs the public interest served by protecting confidentiality – for example, where a serious crime may be prevented. 

· The Data Protection Act 2018 enables the lawful sharing of information. 

· An individual employee cannot give a personal assurance of confidentiality. 

Families First also support, train and inform staff and volunteers to: 

· Report safeguarding concerns in line with Families First policy – this is usually to Marina Murphy in the first instance except in emergency situations. 

· Implement good practice to try to gain the person’s consent to share information. 

· Use clear routes for escalation where a member of staff feels a manager has not responded appropriately to a safeguarding concern. 

· Follow our whistleblowing policy. 

· Share safeguarding information and understand the potential risks of not sharing it. 

· Know when to raise a concern with Adult Services. 

· Adopt the six safeguarding principles to underpin all safeguarding practice, including information sharing. 

5. 6. Managing Concerns of Other Adults’ Behaviour

5.1 6.1 Responding to allegations or concerns against another person, a member of staff or volunteer, 

5.2 parent, carer or service user

Unfortunately, those that live with, care for, work alongside or serve those that are vulnerable can be individuals who go on to abuse them. Should you ever have a concern about a person close to the adult who may be at risk be that a relative, or a member of your team for example you should:

· Take the allegation or concern seriously

· Consider any allegation or concern to be potentially dangerous to the adult who may be at risk

· Report to and inform (if appropriate) your Line Manager or Safeguarding Lead

· Record in writing on our Adult Incident Form all the details that you are aware of as soon as possible

· Families First’s Safeguarding Lead, or deputy, will inform relevant persons, i.e. Adult Services, and/or the Police if appropriate
· Any allegations involving a line manager/ senior team leader can be reported to a trustee, or direct to the local authority. Please refer to our Whistleblowing policy
5.3 6.2 Internal Investigation for Staff or Volunteers

When a complaint or allegation has been made against a member of staff or volunteer, he/she must be made aware of their rights under employment legislation and internal disciplinary procedures.  

It is the responsibility of senior managers and trustees, to conduct a thorough investigation in accordance with Families First’s Disciplinary Policy and Procedure.  

A risk assessment must be undertaken immediately to assess the level of risk to all service users posed by the member of staff/volunteer.  This must include whether it is safe for them to continue their role or any other role within the charity whilst the investigation is being undertaken.  The consideration of risk must be considered alongside the right of the employee.  Decisions not to suspend an employee or volunteer will be fully documented.  

Action to be considered will include the following:

· Is this a supervisory/training issue?

· Is it a matter for discipline/capability issue?

· Does discussion need to take place with other agencies, e.g. the Police and Adult Services?

· Is there a need to refer to Disclosure & Barring Service?

Any individual under supervision has the right to be notified about the cause for concern.  This should be done in joint consultation with Adult Services and the Police.  It is important that the timing of this does not prejudice the investigation.

5.4 6.3 Referring to the Disclosure and Barring Service

The Safeguarding Vulnerable Groups Act (2006) places specific duties on those providing ‘regulated’ health and social care activities. They must refer to the Disclosure and Barring Service (DBS) anyone who has been dismissed or removed from their role because they are thought to have harmed, or pose a risk of harm to, a child or adult with care and support needs. This applies even if they have left their job and regardless of whether they have been convicted of a related crime. The statutory guidance to the Care Act 2014 requires Designated Adult Safeguarding Managers to work with partner agencies to ensure that referral of individual employees to the DBS is carried out promptly and appropriately. 

5.4.1 Appendix 1: Adult Incident Reporting Form for Line Managers, Staff & Volunteers to pass to DSO

Families First Adult Safeguarding Incident Form

Date: ___/____/20___      
Time: 


Venue: 

Name of Person a risk or a concern: 





DOB/Age: 

Address (if known): 











Postcode: 

Telephone Number (if known):

Next of Kin: 

Address (if different from above): 











Postcode: 

Telephone Number (if different from above):

Are there children present? Yes/No

Name of child/ren:  







Age/s: 

Address: if different to above 











Postcode:

Is there a child protection concern? Contact Children’s Services or Police if appropriate. Please complete separate form. (Refer to our Safeguarding Children Policy if needed.)

Are you:

☐   Reporting your concerns 

or 

☐ Passing on those of someone else

Please give details on behalf of the adult (and child if appropriate):

Please give a brief description of what has prompted the concerns including dates, times etc. any specific incidents:

Any physical signs?  Behavioural signs? Indirect signs?

Have you spoken to the child/person?  If so what was said?

Has anybody been alleged to be the abuser?  If so, give details:

Have you consulted anybody?  If so give details:

Your name: 

Position:

To whom reported: 

Date of reporting: ___/___ /20___

Signature: 






 Date: ___/___/20__

This form should now be given to the Designated Lead by hand in a sealed envelope marked ‘Private and Confidential’.

5.4.2 Appendix 2: The role of the Safeguarding Adult Lead or Designated Safeguarding Officer

The Safeguarding Adult Lead (SAL) or DSO will take the lead on safeguarding for their organisation. 

Essential skills and experience 
The Safeguarding Adult Lead/DSO will: 

· Be someone with authority in the group such as a manager or team leader 

· A paid member of staff if possible 

· Have a Disclosure and Baring Service (DBS) check 

· Have at least two references which are followed up. 

Responsibilities 

· To be the first point of contact for all staff and volunteers to go to for advice if they are concerned about an adult (this may also need to be out of hours so staff and volunteers should always know how to contact them or a nominated Deputy). 

· To have a higher level of safeguarding training and knowledge than the rest of the staff and should have completed multi agency safeguarding training.

· To be responsible for ensuring that the organisation’s safeguarding policy is kept up to date and complete an Organisational Audit every two years. 

· To ensure that they comply with safe recruitment procedures for new staff members, volunteers and their induction. 

· To assess information from staff regarding concerns about adults at risk and make decisions about whether staff concerns are sufficient enough to notify adult services or whether other courses of action are more appropriate. 

· To liaise with the relevant DASM and LSAB for their sector and make safeguarding referrals. 

· To ensure that concerns are logged and stored securely.

· To have joint responsibility with the management committee or Board of Trustees to ensure that the organisation’s safeguarding policy and related policies and procedures are followed and regularly updated.

· To be responsible for promoting a safe environment for adults at risk. 

· To know the contact details of relevant statutory agencies e.g. adult services, Police, CCG, CQC, Local Safeguarding Adults Board. 


The SAL/DSO may wish to consider appointing a deputy in case of sickness or leave. 

It is not the responsibility of the SAL/DSO to decide whether a person has been abused or not - that is the responsibility of statutory agencies such as adult social care or the police. However, keeping adults safe is everybody’s business and all staff should know who to go to and how to report any concerns they may have about an adult being harmed or at risk of being harmed. 
Appendix 3: Safeguarding Code of Conduct – all staff and volunteers (within Families First Southampton Policy Manual). 
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3. Safeguarding Children Policy
July 2019

The Designated Safeguarding Lead Officer for Families First Southampton is
Marina Murphy 
You may call direct on 07443 472726 or email marinainthevalley@outlook.com
4.1. Introduction

Safeguarding children and adults is everyone’s business. The Trustees and Senior Managers of Families First, recognise the importance of the services it provides to the fathers they support to remain involved in the care of their children, with good communication between fathers and their partners in the best interests of their children and to reduce the social isolation of the father. 
They further recognise other children, young people and adults who engage with its services may be in need of support or protection. Therefore, Trustees and Manager’s understand the responsibility to safeguard across the organisation and to uphold the key message that safeguarding is ‘everyone’s responsibility’.
We believe that every individual who accesses our services should be treated with dignity and respect. We are committed to safeguarding all adults and children coming into contact with our charity, regardless of gender, ethnicity, disability, sexuality or beliefs. 

This policy outlines our commitment and practices, to ensure any child or young person who requires support, or protection from harm or abuse, will receive the best possible support.

We also provide full details of how we support the welfare and protection of adults who might be at risk or vulnerable, in our Safeguarding Adults Policy, which is available on request, and made available to all our staff and volunteers.

The purpose of this document is to guide all members of our team at Families First, to identify and respond appropriately when children may be at risk of harm, abuse or neglect. We uphold the policy and procedures for safeguarding from our Southampton Local Safeguarding Children’s Board.

We will also work with law enforcement agencies such as the police and other government or regulatory agencies where an allegation suggests that a criminal offence may have been committed.

	Contact details for Southampton Multi Agency Safeguarding Hub (MASH)

	Southampton Children’s Safeguarding Services

Email mash@southampton.gov.uk
	023 8083 3336

	Out of Hours: Social Services (evenings & weekends)
	023 8023 3344

	In an emergency call 999

	Southampton MASH, Southampton City Council, Civic Centre, Southampton, SO14 7LY


You may also call the NSPCC Helpline 080 8800 5000.
2. Safeguarding and promoting the welfare of children

Families First are committed to keeping the welfare of any child or young person who is involved at any point of our services paramount, ensuring that they are valued, listened to and respected. 

All children or young people, whatever their sex, disability, racial or ethnic background, religious beliefs or sexual orientation have a right to a safe and caring environment or service, and to be afforded protection from any form of exploitation or abuse. 

Everyone working or volunteering with us, including its trustees, employees and volunteers is responsible for ensuring all children are safe.

We consider anyone aged under 18 to be a child for the purposes of this safeguarding children’s policy. This includes the children of adult members, or service users of the charity. 

5.5 2.1 Aims of Our Policy
We will promote the welfare of all children participating in our services by:

· Implementing a robust recruitment and selection process with new staff or volunteers.

· Identifying a designated lead person for dealing with concerns or allegations of abuse and clear referral process.

· Providing training for all who work with us so that they are clear about their responsibilities especially regarding safeguarding best practice.

· Ensuring that any concerns of possible abuse are referred appropriately and co-operating with the work of statutory agencies as necessary.

· Structuring our services to help children to protect themselves and understand the importance of protecting others.

· Providing a whistleblowing policy that allows for an open and well-publicised way for adults and young people to voice concerns about abusive or unethical behaviour.

· Identifying and implementing good practice in relation to the care, protection and welfare of children.

· Developing a listening culture where children feel confident that if they have concerns someone will listen and take them seriously. 

3. Definitions of harm 

3.1 Abuse

A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others (e.g. via the internet). They may be abused by an adult or adults, or another child or children. 

Physical abuse 

A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional abuse

The persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development. It may involve conveying to a child that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond a child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction. It may involve seeing or hearing the ill treatment of another. It may involve serious bullying (including cyber bullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone.

Sexual abuse

Involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet). Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children.

Neglect

The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: provide adequate food, clothing and shelter (including exclusion from home or abandonment); protect a child from physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate care-givers); or ensure access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

This is not an exhaustive list and it must be recognised that it is not the role of staff / volunteers to make an assessment of whether children or young people have suffered harm. Staff / volunteers / child protection co-ordinator do have a duty to report any concerns about harm in accordance with the Local Safeguarding Children Board, Guidelines and Procedures.

3.2 Recognition of harm

The harm or possible harm of a child may come to the charity’s attention in a number of possible ways;

· Information given by the child, his/ her friends, a family member or close associate.

· The child’s behaviour may become different from the usual, be significantly different from the behaviour of their peers, be bizarre or unusual or may involve ‘acting out’ a harmful situation in play.

· An injury which arouses suspicion because;

· It does not make sense when compared with the explanation given.

· The explanations differ depending on who is giving them (e.g., differing explanations from the parent / carer and child).

· The child appears anxious and evasive when asked about the injury.

· Suspicion being raised when a number of factors occur over time, for example, the child fails to progress and thrive in contrast to his/her peers.

· Contact with individuals who pose a ‘risk to children’ (‘Guidance on Offences Against Children’, Home Office Circular 16/2005). This replaces the term ‘Schedule One Offender’ and relates to an individual that that has been identified as presenting a risk or potential risk of harm to children. This can be someone who has been convicted of an offence listed in Schedule One of the Children and Young Person’s Act 1933 (Sexual Offences Act 2003), or someone who has been identified as continuing to present a risk to children.

· The parent’s behaviour before the birth of a child may indicate the likelihood of significant harm to an unborn child, for example substance misuse, or previous children removed from their carers.
3.3 Recognising physical abuse

The following are often regarded as indicators of concern:

· An explanation which is inconsistent with an injury;

· Several different explanations provided for an injury;

· Unexplained delay in seeking treatment;

· The parents / carers are uninterested or undisturbed by an accident or injury;

· Parents are absent without good reason when their child is presented for treatment;

· Repeated presentation of minor injuries (which may represent a 'cry for help' and if ignored could lead to a more serious injury);

· Family use of different doctors and A&E departments;

· Reluctance to give information or mention previous injuries.

· All bruising in non-mobile children should be considered to be non-accidental and should be referred for an assessment.

· Bite marks, scars and fractures are all indicators of concern. 

· Burns and scalds can be difficult to distinguish between accidental and non-accidental and will always require experienced medical opinion. 

Any burn with a clear outline may be suspicious e.g.:

· Circular burns from cigarettes (but may be friction burns if along the bony protuberance of the spine);

· Linear burns from hot metal rods or electrical fire elements;

· Burns of uniform depth over a large area;

· Scalds that have a line indicating immersion or poured liquid (a child getting into hot water of its own accord will struggle to get out and cause splash marks);

· Old scars indicating previous burns/scalds which did not have appropriate treatment or adequate explanation.

· Scalds to the buttocks of a small child, particularly in the absence of burns to the feet, are indicative of dipping into a hot liquid or bath.

3.4  Recognising emotional abuse

Emotional abuse may be difficult to recognise, as the signs are usually behavioural rather than physical. The manifestations of emotional abuse might also indicate the presence of other kinds of abuse.

The indicators of emotional abuse are often also associated with other forms of abuse, however the following may be indicators of emotional abuse:

· Developmental delay;

· Abnormal attachment between a child and parent/carer e.g. anxious, indiscriminate or no attachment;

· Indiscriminate attachment or failure to attach;

· Aggressive behaviour towards others;

· Scapegoated within the family;

· Frozen watchfulness, particularly in preschool children;

· Low self esteem and lack of confidence;

· Withdrawn or seen as a 'loner' - difficulty relating to others.

3.5  Recognising sexual abuse and exploitation

Boys and girls of all ages may be sexually abused and exploited and are frequently scared to say anything due to guilt and/or fear. This is particularly difficult for a child to talk about and a full account should be taken of the cultural sensitivities of any individual child / family.

Recognition can be difficult, unless the child discloses and is believed. There may be no physical signs and indications are likely to be emotional/ behavioural.

Some behavioural indicators associated with this form of abuse are:

· Inappropriate sexual conduct;

· Sexually explicit behaviour, play or conversation, inappropriate to the child's age;

· Continual and inappropriate or excessive masturbation;

· Self-harm (including eating disorder), self mutilation and suicide attempts;

· Indiscriminate choice of sexual partners;

· Children who associate with other young people involved in exploitation;

· Children who have older boyfriends or girlfriends;

· An anxious unwillingness to remove clothes for - e.g. sports events (but this may be related to cultural norms or physical difficulties);

· Children who go missing for periods of time or regularly come home late;

· Children who regularly miss school or education or do not take part in education;

· Children who appear with unexplained gifts or new possessions;

· Children who misuse drugs and alcohol.
Some physical indicators associated with this form of abuse are:

· Pain or itching of genital area;

· Blood on underclothes;

· Pregnancy in a younger girl where the identity of the father is not disclosed;

· Physical symptoms such as injuries to the genital or anal area, bruising to buttocks, abdomen and thighs, sexually transmitted infections, presence of semen on vagina, anus, external genitalia or clothing.

A child under 13 years is not legally capable of consenting to sexual activity. Any offence under the Sexual Offences Act 2003 involving a child aged under 13 years is very serious and should be taken to indicate that the child is suffering, or is likely to suffer, Significant Harm. Cases involving children under 13 years old will always be discussed with the Designated Safeguarding Lead for Families First.
Under the Sexual Offences Act 2003, penetrative sex with a child under 13 years old is classed as rape. Where the allegation concerns penetrative sex, or other intimate sexual activity occurs, there would always be reasonable cause to suspect that a child, whether girl or boy, is suffering, or is likely to suffer, Significant Harm. There should be a presumption that the case will be reported to Children’s Services/MASH.

Sexual activity with a child aged under 16 years is also an offence. Where it is consensual it may be less serious than if the child were aged under 13 years but may, nevertheless, have serious consequences for the welfare of the young person. Consideration should be given in every case of sexual activity involving a child aged 13-15 as to whether there should be a discussion with other agencies and whether a referral should be made to Children’s Services/MASH. 

Sexual activity involving a 16 or 17 year old, even if it does not involve an offence, may still involve harm or the likelihood of harm being suffered. It is an offence for a person to have a sexual relationship with a 16 or 17 year old if they hold a position of trust or authority in relation to them.

3.6 Recognising Neglect

Evidence of neglect is built up over a period of time and can cover different aspects of parenting. Indicators can include:

· Failure by parents or carers to meet the basic essential needs e.g. adequate food, clothes, warmth, hygiene and medical care;

· A child seen to be listless, apathetic and unresponsive with no apparent medical cause;

· Failure of child to grow within normal expected pattern, with accompanying weight loss;

· Child thrives away from home environment;

· Child frequently absent from school;

· Child left with adults who are intoxicated or violent;

· Child abandoned or left alone for excessive periods.
3.7 Other forms of abuse to consider:

Domestic Abuse: is defined as any incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or abuse between those aged 16 or over who are or have been intimate partners or other family members regardless of gender or sexuality. Victims under the age of 18 should have support from Children’s Services. Controlling behavior is a range of acts designed to make a person subordinate and/or dependent by isolating them from sources of support, exploiting their resources and capacities for personal gain, depriving them of the means needed for independence, resistance and escape and regulating their everyday behaviour. Coercive behaviour is an act or pattern of acts of assaults, threats, humiliation and intimidation or other abuse that is used to harm, punish or frighten their victim.

Honour Based Violence: is a crime or incident, which has or may have been committed to protect or defend the honour of the family and/or community. It is a collection of practices, which are used to control behavior within families or other social groups to protect perceived cultural and religious beliefs and/or honour. Such violence can occur when perpetrators perceive that a relative has shamed the family and/or community by breaking their honour code.

Forced Marriage: is a term used to describe a marriage in which one or both of the parties are married without their consent or against their will.  A forced marriage differs from an arranged marriage, in which both parties consent to the assistance of their parents or a third party in identifying a spouse. Forced marriage can be a particular risk for people with learning difficulties and people lacking capacity.

Although forcing someone into a marriage and/or luring someone overseas for the purpose of marriage is a criminal offence the civil route and the use of Forced Marriage Protection Orders is still available and can be used as an alternative to entering the criminal justice system. It may be that perpetrators will automatically be prosecuted where it is overwhelmingly in the public interest to do so, however victims should be able to choose how they want to be assisted.

Female Genital Mutilation (FGM): involves procedures that include the partial or total removal of the external female genital organs for cultural or other non-therapeutic reasons. The practice is medically unnecessary, extremely painful and has serious health consequences, both at the time when the mutilation is carried out and later in life. The age at which the girls undergo FGM varies enormously, from new born through to marriage and first pregnancy.  FGM constitutes a form of child abuse and violence against women and girls. It is illegal under the Female Genital Mutilation Act 2003.

Human Trafficking: is defined as “the recruitment, transportation, transfer, harbouring or receipt of persons, by means of the threat or use of force or other forms of coercion, of abduction, of fraud, of deception, of the abuse of power or of a position of vulnerability or of giving or receiving of payments or benefits to achieve consent of a person having control of another person for the purpose of exploitation”.

Child Sexual exploitation CSE: “Sexual exploitation of children and young people under 18 involves exploitative situations, contexts and relationships where young people (or a third person or persons) receive ‘something’ (e.g. food, accommodation, drugs, alcohol, cigarettes, affection, gifts, money) as a result of them performing, and/or another or others performing on them, sexual activities. Child sexual exploitation can occur through the use of technology without the child’s immediate recognition; for example, being persuaded to post sexual images on the Internet/mobile phones without immediate payment or gain. In all cases, those exploiting the child/young person have power over them by virtue of their age, gender, intellect, physical strength and/or economic or other resources. Violence, coercion and intimidation are common, involvement in exploitative relationships being characterised in the main by the child or young person’s limited availability of choice resulting from their social/economic and/or emotional vulnerability”. (‘Safeguarding Children and Young People from Sexual Exploitation’, Supplementary Guidance to Working Together to Safeguard Children.)

Exploitation by radicalisation: The Home Office leads on the anti-terrorism PREVENT strategy, of which CHANNEL is part (refer to www.gov.uk for information). This aims to stop people becoming terrorists or supporting extremism. All local organisations have a role to play in safeguarding people who meet the criteria.  Contact should be made with Hampshire Police regarding any individuals identified that present concern regarding violent extremism. 

Internet/cyberbullying: can be defined as the use of technology, and particularly mobile phones and the internet, to deliberately hurt, upset, harass or embarrass someone else. It can be an extension of face-to-face bullying, with the technology offering the bully another route for harassing their victim or can be simply without motive.  Cyberbullying can occur using practically any form of connected media, from nasty text and image messages using mobile phones, to unkind blog and social networking posts, or emails and instant messages, to malicious websites created solely for the purpose of intimidating an individual or virtual abuse during an online multiplayer game.

3.7 Managing a disclosure
As well as noticing some of the above indicators of abuse, children can sometimes tell an adult that they are suffering from abuse or neglect. As a member of staff or volunteer you need to be able to manage those situations and ensure the child is listened to, believed, and the situation they describe reported to the Designated Safeguarding Lead at Families First. They will then take this forward to the appropriate agencies.

· Listen to what the child has to say with an open mind.

· Do not ask probing or leading questions designed to get the child to reveal more.

· Never stop a child who is freely recalling significant events.

· Make note of the discussion, taking care to record the timing, setting and people present, as well as what was said.*
· Do not ask children to write a statement.

· Never promise the child that what they have told you can be kept secret. Explain that you have responsibility to report what the child has said to someone else.

Remember, the designated lead for child protection in Families First must be informed immediately
3.8 Recording a concern or disclosure

A full record shall be made as soon as possible of the nature of the allegation and any other relevant information including using the Families First Southampton Child Cause for Concern - Initial Cause for Concern Form’ 

This should include information in relation to the date, the time, the place where the alleged abuse happened , your name and the names of others present , the name of the complainant and, where different, the name of the child who has allegedly been abused, the nature of the alleged abuse, a description of any injuries observed, the account which has been given of the allegation. 

6. 4. Guidance on Raising Safeguarding Concerns

If you are concerned about a child or young person, it is important to take action. There are several options available which Southampton Children’s Social Care have provided more information to help you decide what to do next. This information is relevant for both professionals and members of the public.
4.1 Referring concerns about a child

The designated safeguarding lead will act on behalf of Families First in referring concerns or allegations of harm to Southampton MASH (Multi Agency Safeguarding Hub).

The Southampton MASH (Multi-Agency Safeguarding Hub) is the single point of contact for all safeguarding concerns regarding children and young people in Southampton. It brings together expert professionals, called “MASH navigators”, from services that have contact with children, young people and families, and makes the best possible use of their combined knowledge to keep children safe from harm.
This team protects the most vulnerable children from harm, neglect and abuse by meeting goals specifically related to safeguarding, including:
· A faster, more co-ordinated and consistent response to safeguarding concerns raised about vulnerable children

· An improved ‘journey’ for the child or adult with a greater emphasis on early intervention and better informed services provided at the right time

· A more straightforward and responsive process for the professional or member of the public raising a concern, with clear guidance and support

· Closer partnership working, clear accountability and improved multi-agency communications

· A reduction in the number of inappropriate referrals and re-referrals

All referrals come to Southampton MASH as the single point of contact. If there is an allocated social worker, they are considered the best person to support the child, so the child is referred directly to them.

If there is no allocated social worker, then the MASH screening officers assess the immediate level of risk and ensure that sufficient information is gathered for the Manager to apply a BRAG rating.

4.2 BRAG rating

Blue: If the rating is Blue (there is no safeguarding concern) then the contact is directed to a Universal service or closed with no further action. 

Amber or Green: If the rating is Amber or Green, (there are concerns), the contact is passed to the MASH navigators. 

Red: If the rating is Red, (there is a potential child protection issue), the contact is passed to both the MASH navigators and the Child Protection Team at the same time, so they can start an assessment immediately.

6.1.1.1 4.3 Before making a MASH enquiry
MASH request that before making an enquiry to them, that agencies consider if the child or young person’s needs can be met by services from within their own agency, or by other professionals already involved with the family.
When it’s not an emergency situation but you are worried that a child may be at risk of abuse, harm or neglect, please look at advice on how to report a concern. You can also contact the MASH straight away on 023 8083 3336.
If the child does not currently have an allocated social worker, Southampton Children’s Services Multi-Agency Safeguarding Hub (MASH) will consider the information you have provided in the context of any known history of the children in the family. They will then consider the level of response required to ensure the child is safe and that their well-being is prioritised. This may require one of the following:

· A child protection enquiry under S47 of the Children Act for children believed to be at risk of or suffering child abuse

· A single assessment under S17 of the Children Act for children in need of additional support within their families

· Support from the Early Help service
· Continued involvement with universal services

4.4 Urgent referrals relating to Child Protection
If anyone at Families First believe that urgent action is needed because, for example, a child is in immediate danger they will phone 999.

If it is appropriate to phone the MASH then the call will be actioned on 023 8083 3336.

Out of hours: 023 8023 3344 

Information will be passed immediately to the manager who will make a decision on the risk level. You should follow up your telephone call by sending a completed Southampton Safeguarding Children form to the MASH within 24 hours.
It is not the role of the designated safeguarding lead to undertake an investigation into the concerns or allegation of harm.  It is the role of the designated safeguarding lead to collate and clarify details of the concern or allegation and to provide this information to Southampton MASH whose duty it is to make enquiries in accordance with Section 47 of the Children Act 1989.

4.5 All other concerns
You might feel that a child is not at risk of harm at the moment, but their family needs more support to stop anything from getting worse in the future. Southampton’s  Early Help Hub can help with this. The Families First safeguarding lead can call them on 023 8083 3311.
Sometimes families benefit from having a professional network of support around them to help with things like their family’s health, getting into work and improving school attendance. The support on offer through the Early Help Hub is based on what each family needs and it’s totally voluntary so it only takes place if the family agree to it. The team work with the whole family, helping to identify the areas of support needed and putting a plan together. The team contains multi-agency, skilled workers from many different services and backgrounds including:

· Social Workers

· Health Visitors

· School Nurses

· Education Welfare Officers

· Family Engagement Workers

· Youth Engagement Workers

· Youth Offending Service

4.6 Further Support through Early Help Hub – Families Matter

Families Matter is Southampton’s response to the Government’s Troubled Families agenda. A number of services are available locally that support the agenda. It is an approach which identifies Early Help for families who require support to prevent problems escalating. It is also an approach in which information, advice and guidance is available to parents and professionals, about parenting groups, 1:1 support or play services for families who need some support to help them parent their children. A number of preventative services work with families in Southampton including health services, schools, libraries and voluntary and community partners. Southampton’s Early Help Hub can help identify support and services that can assist families in need of help. They can be emailed for information on Families.Matter@southampton.gov.uk
4.7 Seeking Medical Attention

If a child has a physical injury and there are concerns about abuse:

If medical attention is required then this should be sought immediately by phoning for an ambulance, attending the Emergency Department or Minor Injury Unit depending on the severity of the injury. You should then follow the procedures for referring a child protection concern to Southampton MASH as before.  Any safeguarding concerns should be shared with the Ambulance staff/ Medical and Nursing staff in order that they can appropriately assess and treat the child and share relevant information.

4.8 Consent

Professional’s should seek to discuss any concerns with the family (including the child where appropriate) and where possible seek their agreement to making referrals. This should only be done where such discussion and agreement seeking will not place the child at an increased risk of significant harm. 

It should be noted that parents, carers or child may not agree to information being shared, but this should not prevent referrals where child protection concerns persist. The reasons for dispensing with consent from the parents; carer or child should be clearly recorded and communicated with Southampton MASH.

6.2 In cases where an allegation has been made against a family member living in the same household

6.3 as the child and it is your view that discussing the matter with the parent would place the child at

6.4 risk of harm, or where discussing it may place a member of staff / volunteer at risk, consent does

6.5 not have to be sought prior to the referral being made.
5. Recruitment and selection
It is important when recruiting paid staff and volunteers to adhere to Families First recruitment policy. This will ensure potential staff and volunteers are screened for their suitability to work with children and young people.  

Families First recognises its staff and volunteers being essential to its success. As well as appointing staff and volunteers with the right skills and attributes to fulfil our strategic aims and values, we also provide a robust recruitment and selection process to ensure all who are appointed are safely recruited to work with both vulnerable adults and children.

We work with the standards and processes outlines by the Disclosure and Barring Service (DBS) to make safer recruitment decisions and prevent unsuitable people from working with vulnerable groups, including children. 
A person who is barred from working with children or adults who are at risk will be breaking the law if they work or volunteer or try to work or volunteer with those groups. Families First understand they should never knowingly employ someone who is barred to work with these groups as they would be breaking the law. 
If there is an incident where a member of staff or volunteer has to be dismissed because they have harmed a child or adult, at risk or would have been if they had not left, Families First will notify the DBS.  Our full recruitment and selection process are available on request and is covered in safer recruitment training.
6. Allegations against staff members / volunteers 

If any member of staff or volunteer has concerns about the behaviour or conduct of another individual working within the group or organisation including:

· Behaving in a way that has harmed, or may have harmed a child;

· Possibly committed a criminal offence against, or related to, a child or

· Behaved towards a child or children in a way that indicates s/he is unsuitable to work with children;

 the nature of the allegation or concern should be reported to the Designated Officer for dealing with allegations within the organisation immediately. 

If there is a concern about any volunteer or staff member’s behaviour towards a child or an adult, they may be asked to step down or redeployed if appropriate. If they have voluntarily stepped down, resigned or retired due to their behaviour, under those circumstances Families First have a duty to refer concerns to the Disclosure & Barring Service. 

What we do if there is a serious complaint

If the complaint against any member of staff or volunteer or senior management team leads to any suspicion that a criminal offence may have been committed against a child the complaint will be referred to the police and LADO BEFORE any further investigation is carried out. Children’s Services via MASH will also be contacted if required. Families First will inform the person making the complaint of the referral and what will happen next. 


If a complaint that leads to a suspicion of abuse of a child that does not seem to be a criminal offence it will be referred to MASH, and they will refer to the Police if needed. 

Depending on the seriousness of the complaint, once the Local Authority Designated Officer (LADO) has investigated the complaint, or internally followed up if appropriate, the Designated Safeguarding Person will meet with the complainant to tell them the outcome.  Families First will always work with and take the advice of the Police, LADO and Children’s Services.

6.6 7. Sharing Information

In July 2018, the government published revised practice guidance “Information sharing Advice for practitioners providing safeguarding services to children, young people, parents and carers”. Below are the 7 golden rules of information sharing that this guidance recommends in line with the new data protection laws. 
1. Remember that the General Data Protection Regulations (GDPR), Data Protection Act 2018 and human rights law 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 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. Where possible, share information with consent, and where possible, respect the wishes of those who do not consent to having their information shared. Under the GDPR and Data Protection Act 2018 you may share information without consent if, in your judgement, there is a lawful basis to do so, such as where safety may be at risk. You will need to base your judgement on the facts of the case. When you are sharing or requesting personal information from someone, be clear of the basis upon which you are doing so. Where you do not 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 well-being of the individual and others who may be affected by their actions. 

6. Necessary, proportionate, relevant, adequate, 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 individuals who need to have it, is accurate and up-to-date, is shared in a timely fashion, and is shared securely (see principles). 

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. 

8. Confidentiality
Safeguarding and child protection raises issues of confidentiality which should be clearly understood by all.  Staff, volunteers and trustees have a professional responsibility to share relevant information about the protection of children with other professionals, particularly investigative agencies. 

Clear boundaries of confidentiality will be communicated to all. All personal information regarding a child will be kept confidential except when; it is suspected that a child under 18 years is the victim of abuse.

If a child confides in a member of staff and requests that the information is kept secret, it is important that the member of staff tells the child sensitively that he or she has a responsibility to refer cases of alleged abuse to the appropriate agencies for the child’s own sake. 

Within that context, the child should, however, be assured that the matter will be disclosed only to people who need to know about it.  Where possible, consent should be obtained from the child before sharing personal information with third parties. In some circumstances obtaining consent may be neither possible nor desirable as the safety and welfare of the child is the priority.
Where a disclosure has been made, staff should let the child know the position regarding their role and what action they will have to take as a result.

Staff should assure the child that they will keep them informed of any action to be taken and why. The child’s involvement in the process of sharing information should be fully considered and their wishes and feeling taken into account.

Child Protection issues are highly sensitive and staff who receives information about children or their families in the course of their work should share that information only within appropriate professional contexts. All safeguarding and child protection records should be kept secure.
Confidentiality should never be a barrier to sharing information that will protect a child. If in doubt discuss this with your Designated Safeguarding Lead.
Appendix are within Families First Southampton’s Policy Manual.
Appendix 1: Families First Southampton Child Cause for Concern - Initial Cause for Concern Form’ 

6.6.1 Appendix 2: Safeguarding Code of Conduct – all staff and volunteers

4. Families First Southampton Complaints Procedure
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4.1 Introduction

This policy is intended for use by anyone who has interaction with Families First Southampton as an organisation, a service provider or with Families First Southampton and its position on policy issues.

However, we recognise that from time to time there may be occasions when organisations or individuals may feel that the quality or level of service provided falls short of what they could reasonably expect or that Families First Southampton position on a policy issue has caused them harm.

Your continued goodwill is greatly valued by us and we would expect to resolve any day to day difficulties or complaints informally and as quickly as possible.  In the first instance we would expect you to raise any complaint directly with the member of staff concerned.

The more formal procedure outlined below is intended for use where informal communication has not resolved the problem.

4.2 Procedure

This is what you should do:

The complaint should be made either in person, or by telephone, fax, letter or email to the Chief Executive who will acknowledge, in writing within ten working days, the receipt of any complaint. In addition to stating the nature and circumstances of the complaint the complainant is strongly encouraged to state the remedial action they wish to be taken. If the complaint is about the ----, the complaint should be addressed to the Chair (marked ‘confidential’).  At this, and any subsequent stage, the complainant may be accompanied or supported by a friend, but not a legal representative.

This is what Families First Southampton will do:

The ---- will investigate the circumstances leading to the complaint and will communicate the results of the investigation to the complainant within a reasonable time – normally within 20 working days of the complaint being received.  If the complaint is found to be justified, the Chair of Trustees will agree any necessary further action with the complainant.

The complainant will have the right – if dissatisfied with the results of the enquiry – to put their case, in writing, to an appeal panel of three Trustee Board members, which will include at least one Honorary Officer. The appeal must be lodged within 20 days from the date of the original findings of the complaints procedure. The appeal will be dealt with within 20 days of receipt of the wish to appeal by the complainant.

If the appeal is found to be justified, the appeal panel will agree any necessary further action with the complainant.  The decision of the appeal panel is final and no further appeal is possible.

The Chair will keep the Trustee Board informed of the number and nature of complaints, and the outcomes.  S/he will report to the Board on this at least annually.

If you have a complaint, please contact:
Name :  Joe Wright
1 Spring Crescent
Portswood 
Southampton
SO17 2FZ
Tel 

Email
5. Families First Southampton -  Lone Working Policy
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5.1 Policy Statement 

Families First Southampton recognises that, during the course of their work, it may on some occasions for employees to work alone. This may occur as a regular part of an employee’s working practice or may occur on an occasional basis. In either situation it will arise from the understanding that this is the most appropriate and effective way of working Families First Southampton is committed to minimising the risk of lone working for its employees. The work of Families First Southampton is mainly within groups and working alongside other organisations. If meeting client’s particularly vulnerable children or adults, this should be undertaken in a place where the workers and clients are visible to other people. Two staff should visit clients in their own homes or a private place. 

Management will ensure that systems are adopted, and resources made available to support these systems, which will provide for worker safety. Training will be provided for all relevant staff members regarding the systems and procedures that have been adopted regarding to lone working.

All Lone Workers will be fully trained in the systems and procedures employed to ensure their safety, as well as training in the practical safety issues related to the content of their work. The training should include initial generic lone working training, induction into the specific role and provision made for ongoing training and supervision. Only experienced workers who have completed the relevant training should undertake lone working. Systems & Procedures The following are suggestions for measures to enhance lone working safety that can be implemented independently or incorporated into organisations’ own working practices. - At the development/introduction of the Lone Working Policy, the policy makers, managers and practitioners should meet together to review existing systems and working practices with regards to their effectiveness and any requirements for change. 

Future reviews of the Lone Working Procedures should be timetabled into the organisation’s meeting cycle. - A clear statement should be drawn up as to the purpose for the lone working within the organisation and circumstances relating to it.  Prior to any worker undertaking lone working with a young person, any potential hazards in that particular situation should be identified, recorded and a risk assessment should be completed in conjunction with the worker. - All relevant information about the young person, including information from referral agencies should be obtained and made available to the worker. - All initial visits should be undertaken by 2 workers.

Family Support working should be undertaken by more than one worker and codes of practice should be developed for these workers. - Clear records should be kept of all lone working being undertaken within the organisation. Workers should give a name, address and concise relevant information relating to the circumstances of a lone working visit. After a lone working visit the lone worker should phone to confirm the visit has finished the Procedures should be developed to cover actions to be taken if the worker fails to phone to base at the end of the visit, including time extensions, emergency passwords and ultimate actions of calls to the police

A record should be kept of any instances that constitute a threat or risk to the worker’s safety and any instances of actual harm. - Systems should be put in place to ensure the recording of all individual work with young people. - A training programme should be developed and delivered to all staff relating to lone working procedures. 

· Background information on family / young person they are to work alongside. 

· All first time visits to be done with two workers (this may differ within individual organisations). 
· Workers should have some knowledge of the working area & associated risks within that area - e.g. Drugs, criminal activity etc. 
Procedure 2 (relating to period of lone working) 
Before leaving, the worker should always inform a nominated member of staff of: 

· Where they will be going and any risk factors
· Approximately how long the visit will last. 
· What time they are expected to return Procedures need to be in place in the event of no contact from the worker, eg: Ring mobile of worker 
· Ring home/mobile of place visited • Ring worker’s contact • Ring senior management • Ring police 
Procedure 3 (Self Check) 

· Do a risk assessment, identifying any potential risks. 
· Check that mobile phones, personal alarms, torches etc, are fully charged and in good working order. 

· Always ensure you have a reliable contact and prearranged password in case of an emergency. 
· Always carry an up to date I.D card with picture. 

· Always keep timetable up to date - one for personal use and one to be left in office at all times.
·  Wear appropriate clothing – i.e. flat shoes/boots and clothing that will not restrict worker from making a quick departure. 

The Suzy Lamplugh Trust can be contacted for further information about these options. Training for Lone Workers Training is particularly important with lone working, to avoid panic reactions in unusual situations. All lone workers need to be sufficiently experienced and trained, and understand all risks and procedures before starting to work alone. Training should heighten staff awareness with regard to- 

1. Up to date Child Protection procedures, emergency duty arrangements and after hours working

2. Workers’ being street wise, aware of potential risks of violence, verbal / physical aggression and allegations

3. Maintaining a safe environment for staff and young people at all times, including practical issues such as the use of personal alarms and mobile phones.

4. Action to be taken if staff or young people are put at risk. 5. Worker to be de-briefed immediately. Persons to be affected by these guidelines All paid full / part-time staff, voluntary workers & young people. These guidelines to apply within a varied working context, at all times of day or night. However, within the hours of darkness, two workers should be present at all times, preferably one male & one female. Lone working has been acknowledged as “necessary” to progress in work with young people, however this work needs to be as secure and as safe as possible at all times.

The Suzy Lamplugh Trust

 PO Box 17818 London SW14 8WW

 Tel 020 8876 0305 Fax 020 8876 0891 

Email info@suzylamplugh.org Web www.suzylamplugh.org
6.                      Employment of Ex Offenders Policy
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As an organisation using the Criminal Records Bureau (CRB) Disclosure Service to assess applicants' suitability for positions of trust, Families First Southampton complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

Families First Southampton is committed to the fair treatment of its staff, volunteers, potential staff and volunteers, and users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

This Families First Southampton policy statement on the recruitment of ex-offenders is made available to all applicants at the outset of the recruitment process. 

We actively promote equality of opportunity to ensure the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.  We recognise that having a criminal record skills, qualifications and experience.  We recognise that having a criminal record does not mean a lack of skills, qualifications and experience and we are aware that high quality training leading to qualifications is available in many prisons.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

We encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is brought under separate, confidential cover to a named employee, to the interview, and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process. 

Unless the nature of the position allows Families First Southampton to ask questions about your entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974. 

We ensure that all those in Families First Southampton who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974 and Exceptions and the Police Act 1977. 
At interview, or in a separate discussion, we ensure that an open and measured discussion takes place about offences or other matter that might be relevant to the position. All information regarding offences is kept confidential in a secure lockable filing cabinet which is only accessed by personnel.  The successful applicant can request to be informed who in the organisations knows of the conviction and reasons for that. 

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request. 

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. 

Having a criminal record will not necessarily bar you from working with us. 
This will depend on the nature of the position and the circumstances and background of your offences.  However, failure to reveal relevant information could lead to withdrawal of an offer of employment, or dismissal if it comes to light following appointment. We have a duty to identify any risk to the organisation business, customers, clients, volunteers and employees.  

Please ensure that one of the following Criminal Conviction Forms are completed :- 
Criminal Conviction Form A : for positions that do not require a Disclosure

Criminal Conviction Form B : for positions that require a Disclosure 
7.                  Volunteers Policy
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7.1 Introduction

Families First Southampton has Volunteers and voluntary action are at the heart of the organisation and we welcome the involvement of volunteers in all aspects of our work to enhance and extend the work which is undertaken by our paid staff.

As an organisation, Families First Southampton strives to meet the standards of best practice involving volunteers which are set by the Investing in Volunteers (IiV) quality standard managed by the National Council for Voluntary Organisations (NCVO). Best practice is overseen by the families worker and owned by designated staff members with volunteer involvement responsibilities.

Families First Southampton encourages volunteers in all areas of our work to learn about and understand the work of an infrastructure support organisation such as Families First Southampton. Specific information is provided to volunteers to as part of an induction.

7.1.1 Our Commitment to Volunteering

Choice - Volunteering is undertaken as a matter of free choice. Volunteers are not obliged to undertake tasks they are not comfortable with.

Inclusion - Volunteering is open and accessible to all with fair, simple and consistent processes. Volunteers have influence in how things are organised.

Support - Volunteers are appropriately introduced to their role and provided with ongoing support and training appropriate to their individual needs, abilities and skills.

Safety - The safety and wellbeing of all volunteers is regularly reviewed and adequate insurance is in place. Volunteers are made aware of how to raise concerns and how they will be handled.

Reimbursement - All volunteers are appropriately and promptly reimbursed for their travel and other agreed out of pocket expenses incurred whilst carrying out their role.

Reward - Volunteers receive appropriate recognition for their efforts and often hear the words “thank you”.

Becoming a Families First Southampton Volunteer, we work closely with Southampton Voluntary Services (SVS) to identify volunteers. Other organisations are also aware of our need for volunteers. We advertise our opportunities in line with our commitment to Diversity and Equal Opportunities, targeting campaigns to minority, disenfranchised or hard to reach groups and within our resources will ensure accessibility to the information.

7.1.2  Volunteering  Enquiry

The families worker will make contact with individuals who express an interest in a volunteer role in the organisation within 10 working days of their enquiry and will arrange an opportunity to discuss the role in full. At this point individuals will be provided with a copy of the Volunteer Policy, if they have not already received it and they may be asked to complete a Volunteer Application Form to formalise an expression of their interest. The information recorded on an application form is treated as strictly confidential and stored in compliance with the Data Protection Act 1998.

7.1.3 Screening and Selection

The process for screening and selection will depend on the nature of the volunteering opportunity and the next step will involve either a formal interview, informal interview or a taster session. At this first point, time will be given to explore the motivations for the individual wishing to volunteer. All formal interviews which take place will include at least one of Families First Southampton Trustees. During an interview, we will seek some basic information about the prospective volunteer as well as ensuring that the placement will match the volunteer’s skills, experience and interests with Families First Southampton essential needs and requirements. For the majority of volunteering opportunities, two references will be required and volunteers will not commence unsupervised within a volunteering opportunity until these references have been received and are satisfactory. References will be accepted from current or previous employers, or character references from those who know the individual, though providing this is not a close relative. It is not our intention to put up any barrier for those who may find it difficult to provide details of referees and urge any prospective volunteer for whom this may be the case to seek advice from the families worker.

Some of the volunteering opportunities offered at Families First Southampton may require professional, technical or other qualifications. For these roles, volunteers will need to provide evidence of relevant qualifications or have independent confirmation of their experience.

In circumstances where a volunteer role involves performing activities with children, young people under the age of 18, or those which would deem an adult to be vulnerable, the volunteer will be advised that a criminal records check through the Disclosure and Barring Service (DBS check) will be required as part of the screening process for the role. The volunteer will be asked to provide identity documents and other relevant information to complete the check. Where possible, this will include at least one of the following primary identity documents, along with two trusted government documents (i.e. Marriage/civil partnership certificate, HM Forces ID card) or current and valid financial and social history documents (e.g. Bank or building society statement, Utility bill P45 or P60).

Primary identity documents : 

· Any current and valid passport

· Birth certificate (issued at the time of birth)

· Current driving licence / provisional licence (photo card and counterpart)

· Biometric residence permit

The volunteer will be given appropriate assistance in the completion of the Disclosure application form. Should the prospective volunteer be someone who has not resided in Great Britain long term, we will endeavour to obtain information about any criminal convictions or proceedings in countries outside the UK, though depending on resources available to meet the charges of such investigations. The volunteer will be invited to look at other suitable volunteering opportunities within the organisation which do not require a DBS disclosure.

Families First Southampton does not preclude people who wish to volunteer who have previous criminal convictions, but will look at each individual situation objectively and fairly without compromising its legal duty of care, taking into account:

· The relevance of any offence in relation to the proposed volunteering opportunity. 

· The nature of the former offence(s) and the seriousness of them. 

· The time when the offence(s) occurred and whether there has been any pattern of offending 

· The age and circumstances of the applicant at the time of the offence(s).

· Whether there has been any significant change of circumstances.

7.1.4 Diversity & Equal Opportunities

Families First Southampton is committed to the principles of diversity in all areas of its work. We are keen to ensure that our volunteers are representative of the community and the people who use our services. All abilities, backgrounds and needs are recognised, valued and respected as making a positive contribution to the work that we do. We are committed to monitoring and regularly evaluating our progress towards achieving diversity in all our staff including volunteers and expect volunteers to subscribe to the principles and practices of the Equal Opportunities Policy. In considering potential volunteers Families First Southampton will not discriminate on the grounds of age, disability or health condition, faith, race or ethnic origin, economic status, gender, sexual orientation, gender reassignment, marriage or civil partnership, pregnancy or maternity.

7.1.5 Volunteer Role Description

To ensure that our volunteers are clear as to what is expected of them and to ensure that the volunteers‟ roles are interesting, challenging and ultimately rewarding, all volunteers will receive a written Volunteer Role Description describing their role and related tasks before commencing volunteering. For some roles it will be possible for the volunteer to build on their role once their confidence and experience has grown.

Each Volunteer Role Description will include the following:

· The volunteer’s role title

· The function / purpose of the volunteer role 

· A list of tasks / activities envisaged for the role 

· Times / days for activities to take place of volunteering activity and  in some cases a Person Specification will be given, listing the skills and experience which are essential or desired for the role.

        Whilst Volunteering at Families First Southampton

7.2.1 Induction

Before taking up the voluntary placement, all volunteers in addition to receiving a copy of this policy will be guided through all relevant materials, policies and procedures.

Volunteers will undergo a period of induction which will include:

· An orientation of the place of volunteering 

· Showing volunteers where and how to use any relevant equipment 

· An introduction to relevant staff and volunteers 

· Information on the structure of the organisation

· A review of the Volunteer Role Description 

· A discussion around times and dates of volunteering, trial period arrangements and any immediate training needs. 

7.2.2 Trial Period

To ensure that the organisation and the volunteer are compatible, all volunteers will have an initial trial period. The length of this trial period will be agreed according to the time commitment of the volunteer and depending on the nature of the role. Any issues which arise during the trial period should first be discussed with the families worker with a view to resolving them quickly and to the satisfaction of all those concerned. However, should the volunteer not be best suited to the particular voluntary role, support will be given to find another suitable volunteering opportunity, either within the organisation or externally. Likewise, should the volunteer consider that the organisation or the volunteering opportunity does not fulfil their requirements; they may be able to withdraw from the role without fear of embarrassment.

7.2.3 Support and Supervision

Families First Southampton is committed to ensure its volunteers are correctly supported and supervised while volunteering with the organisation. Each volunteer will be informed of their direct Line Manager and relevant paid staff who will support them in their role. Volunteers must be willing to accept directions by relevant paid staff of the organisation and to abide by the organisation’s policies and procedures during their involvement with the organisation.

Any operational issues should be raised as they arise.

All volunteers involved with Families First Southampton will be supported through regular supervision meetings.

These are in place to accommodate an opportunity for effective „two-way‟ communication between the volunteer and the relevant staff member. A specified time will be set aside for this, which where possible will be mutually agreed. 

During supervision meetings the staff member and the volunteer will discuss the following:

· Reflection on previous volunteering activity 

· Acknowledging successful work 

· Any matters of concern 

· Reviewing and monitoring the current voluntary activity 

· A plan future activity 

· Any training relevant to the volunteer’s role, or raising any training needs 

· Reimbursement of any out-of-pocket expenses 

· Providing written references 

· Any developments or changes to a Volunteer Role Description 

· Health and Safety 

· Any appropriate tools or equipment required to enable a volunteer to carry out their role 

Families First Southampton believes that no one should be at a financial disadvantage through volunteering their time on a freely chosen basis and is committed to meet, within the resources available, reasonable out-of-pocket expenses incurred by our volunteers. These include: Travel between home and place of volunteering activity which includes: 

7.2.4 Public transport allowance
If travelling by bus or train, the ticket must be given to the families worker submitting expenses. Public transport from outside the City should first be discussed and agreed with the families worker.

The mileage allowance will be concurrent with the general Families First Southampton staff mileage allowance, which

For Cars and Vans: 40p per mile    /   For Motor cycles: 24p per mile

If a journey is in excess of 10 miles (round trip) volunteers are required to check arrangements with the families worker.

Contribution towards childcare and other care allowance will be considered on a case by case basis after 3 months of a volunteering relationship, within the resources available, by the families worker.

Contribution towards any parking charges incurred during a period of volunteering activity. Volunteers are encouraged to seek the cheapest appropriate parking.

If volunteering longer than five hours in any one period, a subsistence allowance of up to £3.00 will be paid. Receipts for items purchased must be retained and produced together with a completed SVS Expenses Claim form. 

All expenses are paid retrospectively, unless otherwise agreed, after submission of expenses at the end of each month. Families First Southampton recognises that not all volunteers wish to accept re-imbursement of expenses, but request that in these circumstances, volunteers claim expenses and donate this back to the charity, using the governments Gift Aid scheme for registered tax payers where able. This should be discussed with the relevant

7.2.5 Recognition  / References
Families First Southampton is committed to providing references to volunteers who have completed more than 50 hours of volunteering with the organisation, or in circumstances where this has been agreed with the relevant families worker. A full reference can be provided during an ongoing volunteering relationship, or for up to 2 years after the volunteer has left the organisation. References are provided by the families worker which will take place upon receiving a reference request or as part of an exit procedure for volunteers, whichever comes first. Families First Southampton accept that a volunteer should not be embarrassed to leave and should be supported with a positive exit procedure and hand over of their valuable work. 

7.2.6 Problem Solving

While the involvement of volunteers within Families First Southampton is usually a positive experience for all, occasionally events may arise that lead to concern. This may be between one volunteer and another volunteer, or between a volunteer and a member of staff or the organisation itself. Sometimes it may be because a staff member has noticed that a volunteer is not adhering to their Volunteer Role Description, or someone has complained about a volunteer’s work, attitude or conduct.

Volunteers have no legal entity in law and subsequently, whilst they receive the s same legal rights as any member of the public in relation to, for example Health and Safety, Data Protection and the Protection from Harassment legislation, they receive no protection under Employment or Equal Opportunities law. Families First Southampton endorses the good practice of treating volunteers as if they are protected under law and to help compensate for this lack of rights, we feel it is important that our volunteers have a process in which concerns or complaints may be raised. The process ensures that volunteers are treated fairly and are not discriminated against, particularly in regard to equal opportunities. Families First Southampton believes it is important that problems or complaints are dealt with quickly, fairly, transparently, confidentially and with consistency.

If a volunteer has a complaint about Families First Southampton, a member of staff, a client or another volunteer.
Stage 1 (orally)

We expect that most matters can be dealt with informally before they become a problem, but if this is not possible, the volunteer should discuss the issue with the families worker as soon as possible.

Stage 2 (in writing)

If the matter is not satisfactorily resolved, then it should be made formally in writing to Families First Southampton Board of Trustees.

If the matter is unresolved at this point, then this should be explained in writing by the volunteer and sent to our partner organisation Paint Pots Nurseries. A report will be prepared by the Volunteer and the Trustees will be sent to Paint Pots senior managers.  The matter will normally be dealt with within 20 working days from when the volunteer and the Trustees will notified of the decision.

If there is a complaint regarding the volunteer.

Stage 1 (orally)

We expect that most matters can be resolved informally, as many incidents are due to inexperience or training needs. Sometimes however the problem may have arisen due to more serious matters such as the volunteer not fitting into the team, being unreliable, unable to meet the required standards when undertaking tasks or the role is not appropriate for the volunteer.

Stage 2 (in writing)

Where informal measures are not enough, the Family Worker will raise the issue in a formal meeting, usually within one-to-one supervision with the volunteer. The volunteer will be given the opportunity during this meeting to express their opinion and state their side of the matter. If it is felt necessary an informal warning may be issued, with steps to improve and conduct agreed which will be recorded on the volunteers file. If the issue is unresolved satisfactorily at this stage, a meeting involving the volunteer, the Families Worker and a member of the Board of Trustees will be arranged as quickly as possible. This may result in a formal warning, with the understanding that following another warning, the volunteer will be as a last resort, asked to leave, considered for another more suitable volunteering opportunity within Families First Southampton, or supported to contact Southampton Voluntary Services to find an alternative role within another organisation.

In the rare circumstances when it is believed that a volunteer has committed a serious breach of one of the organisation’s Policies or Procedures, or behaved in a manner that has or could have seriously affected Families First Southampton as an organisation, its’ employees or volunteers, they will be immediately suspended while the matter is investigated by the Trustees.

A meeting will be arranged as quickly as possible between the volunteer, the Trustees. At this meeting the volunteer will be given the opportunity to put their case, either in writing or verbally. The volunteer may elect to bring a supporter (e.g. another volunteer, member of staff or a friend) with them to this meeting, who may advise them, but not speak on their behalf unless invited to do so. If a decision cannot be reached at the end of this meeting, then it will be made within 10 working days of the meeting taking place and given in writing to the volunteer. If the complaint against the volunteer is upheld, they will be excluded from volunteering from Families First Southampton.

7.2.7  Display Screen Equipment Use

If it is necessary for a volunteer to use a VDU (visual display unit) habitually on a regular basis to perform their role, an eye examination will be advised after 6 months of a volunteering relationship. 

7.2.8  Copyright and Intellectual Property

Volunteers who produce materials which fall within the category of being “intellectual property‟ (i.e. the design of a leaflet or logo), by acknowledging this policy agree to grant copyright of any materials to Families First Southampton. Volunteers will not acquire publication rights or copyrights in connection with their activities involving research into the collection. Volunteers should not make public statements in the name of Families First Southampton or its projects without first seeking permission from the Family Worker.

Any copyright and all other rights of a like nature conferred under the laws of England and Wales in materials created by the volunteer in the course of performing their volunteer activities, or exclusively for the purpose of performing volunteer activities, shall vest in the organisation upon creation. Volunteers waive all rights granted under the Copyright, Designs and Patents Act 1988, or as subsequently updated or amended. Where, in connection with the nature of the activity, the volunteer uses any materials in which the copyright is owned by the volunteer, the volunteer shall grant to the organisation a perpetual, non-exclusive, royalty free licence to use, maintain and support such materials.

7. 2.9  Insurance

Families First Southampton ensure that our volunteers are protected whilst performing activities on behalf of the organisation by having in place the relevant Public liability and Employers‟ liability insurance. Up to date copies of our policy are held within the volunteer pack and .

7.2.10 Confidentiality

Families First Southampton has access to sensitive information and data relating to many groups and individuals in the city and it is therefore imperative that the strictest confidentiality is maintained at all times. During the induction period, the Family Worker will go through the Confidentiality, Data Protection & Freedom of Information Policy to ensure volunteers understand and agree to the requirements of the policy.

7.2.11 Data Protection

All information about those volunteering within the organisation will be held within the requirements of the Data Protection Act 1998 and no information related to our volunteers or their personal circumstances will be discussed outside Families First Southampton, unless we have a duty of care to make a disclosure.
7.2.12  Health & Safety

Families First Southampton is committed to the health and safety of volunteers involved in all activities within the organisation. It is therefore Families First Southampton policy to do all that is reasonable to prevent personal injury and damage to property and to protect everyone from foreseeable hazards while volunteering with the organisation. Families First Southampton requires all volunteers to be aware of the Health and Safety Policy and to be familiar with its content. During the induction period, the families worker will go through the policy to ensure volunteer understand and comply with the requirements of the policy. Families First Southampton requires that all volunteers should be aware and comply with the requirements of the Equal Opportunities Policy, which will be provided to volunteers by the Family Worker during the induction period.

7.2.13  Violence & Harassment

Families First Southampton recognises that its staff, trustees, volunteers and service users may be victims of or perpetrators of violence and harassment, and that it has a duty to eradicate all forms of harassment and to take action where it is identified. During the induction period Families First Southampton requires that all volunteers should be aware and comply with the requirements of the Equal Opportunities Policy, which will be provided to volunteers by the Families Worker during the induction period.

Family Worker will go through the Violence and Harassment Policy to ensure the volunteer understands and complies with the requirements of the policy.

7.2.14 Smoking / Alcohol / Non-Prescription Drugs

Families First Southampton operates a policy of no smoking within Paints Pots House, other organisations premises or within its immediate environment. This policy also applies to volunteers when attending as are presentative of the organisation at any public event. Smoking is not permitted in front of clients or the public at any time whilst engaged in voluntary activity. There is to be no consumption of alcohol or non-prescription drugs whilst volunteering and volunteers may not be under the influence of alcohol or non-prescription substances during their volunteering time. If volunteers are found to have violated this policy it will be deemed as gross misconduct and lead to the volunteering relationship being ended. 
7.2.15 Criminal Activity / Disreputable Behaviour

Volunteers are required to inform Families First Southampton if they at any stage of their volunteering with the organisation receive a conviction or are subject to adverse child protection proceedings, discriminatory investigations or any other circumstances that could impinge on the credibility of the organisation.
If you require this policy in a different format, we will endeavour to meet your needs

within the resources we have available. Please contact: Families First Southampton’s, Family Worker.

-----------------------------------------------------------------------------------------------------------------------------------------
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8. DISCLOSURES AND DISCLOSURE INFORMATION POLICY

July 2019




Background

As a Charity uses the Disclosure and Barring Service to help assess the suitability of candidates for positions of trust, we are recipients of Disclosure Information and must comply fully with the DBS Code of Practice 2015.

Amongst other things, this obliges us to have a written policy on the correct handling and safekeeping of Disclosure Information.

General Principles

As an organisation using the DBS service to help assess the suitability of candidates for positions of trust, the Company complies fully with the DBS Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure Information.

The Company also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure Information and has a written policy on these matters, which is available to those who wish to see it on request.

Storage and Access

Disclosure Information is never kept on a candidate’s file and is always kept separately and securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.

Handling

In accordance with section 124 of the Police Act 1997, Disclosure Information is only passed to those who are authorised to receive it in the course of their duties. The Company maintains a record of all those to whom Disclosures or Disclosure Information has been revealed and recognises that it is a criminal offence to pass this information to anyone who is not entitled to receive it.

Reviewed 15th January 2020


Use of Disclosure Information

Disclosure Information is only used for the specific purpose for which it was requested and for which the candidate’s full consent has been given. 

Retention

Once a recruitment (or other relevant) decision has been made about a candidate, the Company does not keep Disclosure Information for any longer than is absolutely necessary. This is generally for a period of up to six months, to allow for the consideration and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered necessary to keep Disclosure Information for longer than six months, the Company will consult the CRB and will give full consideration to the rights of the candidate under the Data Protection Act 1998 before doing so. Throughout this time the usual conditions regarding safe storage and strictly controlled access will prevail.

Disposal

Once the retention period has elapsed, the Company will ensure that any Disclosure Information is immediately destroyed by secure means, e.g., by shredding, pulping or burning. While awaiting destruction, Disclosure Information will not be kept in any insecure receptacle (e.g., waste bin or confidential waste sack).

The Company will not keep any photocopy or other image of the Disclosure Information or any copy or representation of the contents of a Disclosure. However, notwithstanding the above, the Company may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position in relation to which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken.

Acting as an Umbrella Body

Before acting as an Umbrella Body (one which countersigns application and receives Disclosure Information on behalf of other employers or recruiting organisations), the Company will take all reasonable steps to ensure that it can comply fully with the CRB Code of Practice.

The Company will also take all reasonable steps to satisfy itself that it will handle, use, store, retain and dispose of Disclosure Information in full compliance with the CRB Code and in full accordance with this policy. The Company will also ensure that any organisation or individual, at whose request applications for Disclosure are countersigned, has a relevant written policy and, if necessary, will provide a model policy for that organisation or individual to use or adapt for this purpose.
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9. The Safeguarding Code of Conduct:

July 2019

 The Code of Conduct makes clear what is required of all staff, Trustees, workers, supports staff and volunteers in meeting their obligations; 

Enables staff, workers and volunteers to raise concerns without fear of recrimination; 

Reduces the risk of misplaced or malicious allegations by clarifying responsibilities. Staff, workers and volunteers must abide by the following: 

Report any incidents or concerns that cause you to believe that a child, young person or adult at risk is, or is likely to be, at risk of harm. This includes a requirement under the Prevent duty to report if you suspect that a child or adult at risk may be under the influence of radicalisation or extremism. 

Families First Southampton will support any staff member, worker or volunteer who raises a legitimate concern about the actions of others; 

Refer to Families First Southampton Whistleblowing procedure if you feel an incident or concern cannot be reported to the Family Worker; 

Disclose any criminal record, caution, reprimand or warning whether received prior to or during the time of your work or volunteering for Families First Southampton. For the avoidance of doubt, this requirement is in addition to any other published requirement for disclosure as part of your work or volunteering. 

To inform the Family worker of any ongoing or past child or adult protection investigation(s) that have involved you, including any that you are aware of that relate to your own immediate family or any person that you are in a significant relationship with e.g. family members, partners, individuals who live in the same household.

 Discuss the Family Worker of anyone living in your household or at your address who becomes disqualified from working with children or adult e.g. as a result of offences against a child, against an adult e.g. rape, murder indecent assault, actual bodily harm etc. (this is a legal requirement to staff in England and Wales working in early years provision, later years provision up to 8 years and in the management of such early or later years provision). Certain spent convictions and cautions are “protected” (also known as filtered) and are not subject to disclosure to employers. Applicable in England and Wales and Northern Ireland. For further details, please refer to https://www.gov.uk/government/organisations/ disclosure-and-barring-service (England & Wales) or http://www.dojni.gov.uk/index/accessni/disclosures/filtering.htm (Northern Ireland). Criminal records checks in Scotland are provided by Disclosure Scotland. For non-regulated activities this obligation is limited to unspent criminal convictions only. It is not permissible (and in some instances may be unlawful) for you to: 

1. use your position to intimidate, bully, threaten, discriminate against, coerce or undermine children and young people, adults at risk, volunteers or staff; 

2.  behave or communicate with children, young people or adults at risk in ways which seek to build inappropriate relationships in order to abuse or put them at risk; 

3.  use a relationship with a service user or their family for personal gain. Gift-giving and the acceptance of presents should only take place in line with Families First Southampton.

4.  give special rewards, privileges, or attempt to build inappropriate relationships with children and young people or adults at risk; 

5. engage in, or attempt to engage in, sexual or inappropriate relationships with children, young people or adults at risk for whatever reason, including the use of suggestive conversations, comments, texting or emails; 

6.  possess indecent images of children; this will always be reported to the police regardless of the explanation provided; 

7.  carry out your duties or volunteering whilst adversely affected by alcohol, solvents or drugs; 

8.  encourage or assist others to break the law in any way; You will conduct yourself in accordance with this Safeguarding Code of Conduct in all your work/volunteering for Families First Southampton. 

Any breach of the Safeguarding Code of Conduct may result in disciplinary action including dismissal, or the termination of your working agreement or involvement as a volunteer with Families First Southampton, as appropriate. In certain circumstances, if following investigation breaches of the Code are found, such action will also result in reports to Regulatory bodies, relevant Local Authorities and/or the police, as appropriate.

 I confirm that I have read and understood Families First Southampton Safeguarding Code of Conduct and agree to abide by its contents.

Please PRINT name:

Signed 

Dated:

Families First Southampton – Charity Number 1164409
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                     July 2019
10. Whistleblowing Policy

Families First Southampton is committed to being open, honest and accountable.   It encourages a free and open culture in its dealings between the Trustees and those working in Families First Southampton, both employees and volunteers.   

This policy aims to help the Trustees and employees/volunteers to raise any serious concerns they may have about colleagues or their employer with confidence and without having to worry about being victimised, discriminated against or disadvantaged in any way as a result.   

It is written in the context of the Public Interest Disclosure Act 1998 which protects employees who ‘blow the whistle’ on malpractices within their organisation.
What types of concerns?
The policy is intended to deal with serious or sensitive concerns about wrongdoings such as the following:

· a criminal offence

· a failure to comply with any legal obligation

· a failure in the protection of children or vulnerable adults

· a miscarriage of justice

· a health and safety risk to an individual

· damage to the environment

· or concealment of the above.

It is not necessary for individuals who raise the concern to prove the wrongdoing that is alleged to have occurred or is likely to occur.

However if an individual knowingly or maliciously makes an untrue allegation (eg: in order to cause disruption with Families First Southampton), Families First Southampton will take appropriate disciplinary action against them.   It may constitute gross misconduct.

Individuals should note that they will not be protected from the consequences of making a disclosure if, by doing so, they commit a criminal offence.

This policy does not deal with any complaints staff may have about their employment.   This should be dealt with through Families First Southampton’s Grievance Procedure.

Families First Southampton’s Bullying and Harassment policy offers protection to workers against harassment, bullying and discrimination.

Volunteers should make complaints or raise concerns through the Volunteer Complaints Procedure.

Service users should make complaints or raise concerns through the Service Users Complaints Procedure.

How to raise a concern in the workplace

The officer designated to handle whistleblowing concerns is Nigel Lury and shall be known as the Whistleblowing Officer. 

Individuals should in most cases, first report their concern to the Family Worker, who is expected to respond to that matter.   If the relevant manager cannot deal with the matter, he or she will refer the concern to the Whistleblowing Officer.

Dependent on the seriousness and sensitivity of the matter, and who is suspected of the wrongdoing, the individual can, if necessary report directly to the Whistleblowing Officer.   If the matter concerns the Whistleblowing Officer, it should be raised with the Chair of Trustees, Joe Wright or Marina Murphy, Safeguarding Trustee. 

Individuals are encouraged to raise their concerns in writing where possible, setting out the background and history of their concerns (giving names, dates and places where possible) and indicating the reasons for their concerns.   

Employees may wish to seek the assistance of their trade union representative before raising the concern.   The trade union representative may, where the employee so desires, raise the concern on behalf of the employee.   Employees may also invite a trade union representative or colleague to be present during any meetings or interviews about the concerns they have raised.

If any individual is unsure whether to use this procedure or they want independent advice at any stage, they should contact:

· their trade union (if applicable), or

· the independent charity, Public Concern at Work’s legal helpline on 020 7404 6609,
email: helpline@pcaw.co.uk 

Public Concern at Work will be able to advise on how and with whom to raise a concern about malpractice.

Disclosures made to a legal advisor in the course of obtaining legal advice will be protected under the Public Interest Disclosure Act.

If the individual reasonably believes that the matter relates wholly or mainly to the conduct of a person or body other than Families First Southampton or any other matter for which a person or body other than Families First Southampton has legal responsibility, the disclosure should be made to that other person or body.
Protecting the individual raising the concern
If an individual raises a concern which they believe to be true, Families First Southampton will take appropriate action to protect the individual from any harassment, victimisation or bullying.   Employees who raise a genuine concern under this policy will not be at risk of losing their job, nor will it influence any unrelated disciplinary action or redundancy procedures.

The matter will be treated confidentially if the individual requests it and their name or position will be not be revealed without their permission unless Families First Southampton has to do so by law.   If in other circumstances the concern cannot be resolved without revealing the individual’s identity, the Whistleblowing Officer will discuss with the individual whether and how to proceed.   

Concerns raised anonymously tend to be far less effective but the Whistleblowing Officer will decide whether or not to consider the matter taking into account:

· the seriousness of the matter;

· whether the concern is believable;

· whether an investigation can be carried out based on the information provided.

Families First Southampton will deal with the concern

How the concern will be dealt with, will depend on what it involves.   It is likely that further enquiries and/or investigation will be necessary.   The concern may be investigated by Families First Southampton’s Whistleblowing Officer, the Trustees, through the disciplinary process or it may be referred to the police, other agencies such as Social Services, an external auditor or an independent investigator.

It may be necessary for the individual to give evidence in criminal or disciplinary proceedings.

Families First Southampton will give the individual feedback on the progress and outcome of any investigation wherever possible.

If the suspicions are not confirmed by an investigation, the matter will be closed.   Staff will not be treated or regarded any differently for raising the concern, and their confidentiality will continue to be protected.
General Guidance

What is Whistleblowing?

Whistleblowing, or public interest disclosure, is when a worker reports a concern about the improper actions or omissions of their colleagues or their employer which may cause harm to others or to the organisation.   Obvious examples of such improper actions include theft, fraud, abuse, breaches of health & safety.

The disclosure should be made ‘in good faith’.   In other words the disclosure must be made out of real concern about wrongdoing.   Knowingly and maliciously making false accusations for ulterior motives is not whistleblowing.   The whistleblower should reasonably believe the information and allegation is substantially true, even if the information later turns out to have been incorrect.

Whistleblowing is not the same as making a complaint or raising a grievance, where the individual is saying that they have personally been poorly treated.   A whistleblower is usually not directly or personally affected by the concern and therefore rarely has a direct personal interest in the outcome of any investigation into their concerns.   

The whistleblower raises the concern so that others can address it.   Examples of concern may include:

· an employee or volunteer defrauding the Families First Southampton or anyone using Families First Southampton;

· the physical or emotional abuse of children, young people, vulnerable adults or the elderly;

· anyone making inappropriate use of Families First Southampton's resource (eg: for their own personal use);

· faulty machinery that puts the safety of employees or users of Families First Southampton, at risk.

Good Practice
For effective risk management, employees need to be confident that they can raise matters of concern without suffering any detriment.   Not dealing with problems early could have a devastating effect on organisations with costly fines, compensation, higher insurance premiums, damaged reputation, regulatory investigation, lost jobs, and even lost lives.   Whistleblowing can be an early warning system for employers and an effective policy can provide a clear framework for action for employees and employers alike.
Following its public consultation on whistleblowing, the UK Financial Services Authority (FSA) found that:
A whistleblowing policy will improve the trust and confidence among workers by creating what one respondent called a "culture of honesty and openness" by encouraging workers to report internally.   This was seen as "good for the morale of workers", giving them confidence to come forward with concerns.   Senior managers will be the first to know of any issues that they may need to address.   These can be dealt with internally.   This also means that the costs of investigating any problems, such as fraud, are reduced as problems can be caught quickly.
If workers voice concerns within the organisation rather than being forced to go to an external body, employers can often tackle a problem before it becomes a crisis, thus helping to avoid potentially damaging media coverage, regulatory sanctions and/or costly compensation payments.   A whistleblowing policy can provide a clear framework for constructive problem solving in a reasonable, appropriate and controllable way.

Employees should not be expected to prove their case should they have a concern about malpractice.   Therefore, an organisation's policy on - and response to - whistleblowing should be different from its policy on and response to a grievance.   

The main points to consider within a whistleblowing policy or approach to whistleblowing at work:

· Involve workers by consulting with them, either through the trade union where present, through staff groups, or – in smaller organisations – individually, before the introducing the policy;

· Discuss the types of risk your organisation may face with your workers;

· Be clear about what conduct is unacceptable and about the standards expected of your workers;

· Encourage workers to share their concerns internally and in confidence – they do not need to have proof or need to investigate the matter themselves;

· Be clear that concerned employees will be supported and protected from reprisals;

· Explain that a whistleblower is a witness, not a complainant;

· Deal with wrongdoing seriously and effectively;

· Train managers on how to deal with whistleblowing;

· If employees feel uncomfortable raising their concern with the Family worker, explain that they should then raise it at a senior level such as to a member of the Trustees;

· Emphasise to managers and workers that victimisation is a disciplinary offence as is knowingly raising malicious untrue allegations;

· Offer confidentiality to any worker who asks for it but be clear that there may be circumstances when their identity might have to be revealed such as when you are ordered by court;

· Report back to employees about the progress and outcome of any enquiry or action taken;

· Be prepared to explain how you have handled the concern;

· Under no circumstances try to suppress evidence of malpractice.

The Legislation

The Public Interest Disclosure Act came into force in July 1999.   It protects most workers against unfair dismissal or being subjected to any other detriment by their employer (such as denial of promotion, pay rise or training) for making disclosures about wrongdoing.   It covers all employees, trainees, agency staff, contractors and homeworkers, regardless of length of service or age.   However the genuinely self-employed and volunteers are not covered by the Act.

The Act encourages workers to raise concerns about malpractice – dangerous or illegal activity – in the workplace.   It does not matter whether the wrongdoing takes place in the United Kingdom or abroad.   In order for it to be a ‘qualifying disclosure’ under the Act, the whistleblower should reasonably believe that there is 
· a criminal offence

· a failure to comply with any legal obligation

· a miscarriage of justice

· a health and safety risk to an individual

· damage to the environment

· or concealment of the above.

Case law has shown that the second reason for a qualifying disclosure, a failure to comply with any legal obligation can be interpreted broadly.   For example this includes breach of a contract of employment, but for the disclosure to be protected there must be a real legal obligation not just a belief that there is one.   

Once a disclosure has been made in good faith to a manager or employer it will be protected under the Act.   This should normally be the first route for workers, rather than having to disclose the concern externally.   However it does mean that the matter should be dealt with by employers, quickly and thoroughly.

If the matter is not dealt with internally, whistleblowers can disclose to appropriate external bodies.   The Act protects disclosures made to prescribed bodies such as the Health and Safety Executive, the Inland Revenue, the Audit Commission, the Charity Commission, the Commission for Social Care Inspection, the Financial Services, General Social Care Council, the Housing Corporation, the Information Commissioner and the National Care Standards Commission (full list can be found at www.pcaw.co.uk/law/lawregulatorses.htm).   

The disclosure is also protected if it is made to a legal advisor in order to obtain legal advice.

The Act also helps ensure that organisations respond without trying to cover up, or to victimise or dismiss the whistleblower.   If the whistleblower fears they may be victimised, or that a cover-up is likely or there is no appropriate prescribed regulator, or if the matter has already been raised internally or with a prescribed body, wider disclosures can be made and still be protected.   

Wider disclosures might be to another professional body, the police, an MP, the media, etc.   They should still be reasonable in all circumstances taking into account the seriousness of the matter and likelihood of re-occurrence.   Reasonableness would also include consideration of whether the worker first followed any internal whistleblowing procedure the organisation may have.   

However if the wrongdoing is of an ‘exceptionally serious nature’, (such as involving a murder enquiry) the whistleblower need not fear victimisation or cover up to make a protected disclosure to an external body, although it should still be reasonable particularly with regard to whom the disclosure is made.   

If the whistleblower is victimised for making the disclosure, they can bring a claim to an employment tribunal for compensation.   Dismissals of employees for making a protected disclosure are automatically unfair.   Compensation awards will be uncapped and based on the losses suffered.

Any clauses in an agreement between a worker and the employer which prevent the worker from making disclosures protected under the Act will be void.

Further Information
Public Concern at Work

This charity is an independent authority on public interest and whistleblowing.   It promotes compliance with the law and good practice.   They also aim to influence public policy and legislation.   http://www.pcaw.org.uk/
ACAS

The Arbitration Conciliation & Advisory Service website provides guidance on whistle-blowing for both employers and employees   www.acas.org.uk/index.aspx?articleid=1919
Direct.Gov

Information on whistleblowing can be accessed through the government websites.
   www.gov.uk/whistleblowing/overview 

Business Link

The government website which has advice, guidance and tools for businesses, has a section on whistleblowing and dismissal.
   www.businesslink.gov.uk/bdotg/action/detail?r.lc=en&type=RESOURCES&itemId=1082104950&r.s=sl 
The Chartered Institute of Personnel and Development (CIPD)

CIPD is is the professional body for those involved in the management and development of people.   They have a factsheet on whistleblowing. 
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11.  Serious Incident Reporting 

July 2019

Aim of the Statement and Policy

This policy provides the framework for reporting and managing serious incidents, which affect staff, volunteers or visitors, or have an impact on Families First Southampton’s functions, its reputation, or its legal duty of care. 

Families First Southampton is committed to an open and fair culture and reporting of incidents is encouraged so that the organisation can learn from mistakes and take action to put them right. It can also learn from examples of good practice and ensure this is circulated across the organisation.
1. Scope of the Policy 

The policy and related procedures will ensure that the organisation meets the requirements relating to the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)

2. Principles

It is the responsibility of Families First Southampton to ensure the safety and well-being of everyone connected to the organisation and its work. There are occasions when incidents occur which may put the safety of people, buildings, reputation, finance, etc. at risk. It is important for Families First Southampton to have a process whereby it can consider these events and determine how best to avoid or manage these risks more effectively in the future.

3. Definition

A serious incident is any event/incident where there is an actual or potential threat to the safety of staff, volunteers, or Families First Southampton assets.

It may include a breach of our duty of care to a member of staff or volunteer which may, if it became publicly known, affect our standing as a professional, competent organisation.

Serious Incidents requiring notification and/or investigation are:

· Serious harm to one or more members of staff or volunteers, visitors or members of the public where the outcome requires life-saving intervention, major surgical/medical intervention, permanent harm or will shorten life expectancy or result in prolonged pain or psychological harm.

· Unexpected or avoidable death of one or more members of staff or volunteers, visitors or members of the public.

· A scenario that prevents or threatens to prevent Families First Southampton ability to continue to deliver services, for example, actual or potential loss of personal/organisational information, damage to property, reputation or the environment, or IT failure.

· Allegations of abuse.

· Adverse media coverage or public concern about the organisation.

4.
Procedures relating to serious incidents

4.1 Any serious incident must be reported immediately to an operational manager/on call manager, or the most senior member of staff available. A record of the incident should be made at the earliest opportunity.

4.2 The operational/on call manager must act immediately to deal with the incident to prevent any further threat and to support all those involved.

4.3 The operational/on call manager must notify their line manager or the senior manager on call of the incident/situation as soon as possible; who will then notify the Chair of Trustees. This is only after having followed the action outlined in 4.2.

4.4 The operational/on call manager is responsible for maintaining accurate recording and information about the incident and subsequent action. This includes detailing, dates, locations and a full account of both the incident and the action taken.

4.5 The operational/on call manager involved must discuss legal, registration and contractual requirements, in order to identify which relevant agencies need to be informed of the incident. This should then be undertaken as soon as possible.

4.6 The Police will automatically be contacted where a potential criminal offence is involved.

4.7 Under no circumstances should an external agency be contacted without the authority of the senior management team; except where not to do so would be a criminal offence. 

In some circumstances it may also be necessary to consider other policy documents, e.g. if an allegation of abuse occurred the Safeguarding Policies would need to be considered

4.8 Once notified the Chair of Trustees will consider whether or not a formal investigation is required.

4.9 In the event of a formal investigation the Chair of Trustees will nominate a person to conduct the investigation, or lead a team investigation.

4.10 In the event of a serious incident that may present an immediate and substantial risk to the organisation, the Chair of Trustees will inform the Charity Commission at the earliest opportunity.

5. Investigation

5.1 Principles

5.1.1 An investigation is undertaken to scrutinise events leading up to the incident; an assessment of the facts; an evaluation of practice; observations, where appropriate on responsibility and recommendations for the future. A formal Root Cause Analysis (RCA) methodology may be used where appropriate and requested by the Chair of Trustees .

5.1.2 Investigator(s) should not be part of the management structure under investigation where possible.

5.1.3 Investigator(s) should not have been involved in the incident/investigation.

5.1.4 No person involved in the investigation should have any involvement in the projects where the incident occurred, or any management responsibility for any party under investigation.

5.2 Process

5.2.1 Terms of Reference for an investigation will be made available by the Chair of Trustees to all parties involved.

5.2.2 Investigations are conducted under the authority of the Chair of Trustees . No relevant information or records may be withheld.

5.2.3 Investigations will be conducted confidentially and findings will only be reported to the Chair of Trustees or delegated officer.

5.2.4 All interviews/meetings held by the investigator/team must be minuted.

5.2.5 The Terms of Reference will specify the nature and format of the final report. These would normally cover:

· The nature of the incident

· Relevant background information

· A chronological account of events

· An assessment of the action/practice taken

· An assessment of responsibility by all parties involved in the incident

· Recommendations for changes in procedures/practice

5.2.6 The report and recommendations will be sent to the Chair of Trustees who will decide who should have access to them and what action (if any) should be taken in implementing the recommendations.

5.2.7 All serious incidents and resultant actions and learning points are reviewed by the Senior Managers at each monthly meeting and recorded on the organisation’s risk register. If a high risk remains following actions this would be escalated to the Trustees risk register.

5.2.8 Learning points from serious incidents would be shared where appropriate across the organisation through team meetings, and line management.

6. 
Relationship to Disciplinary Process

6.1 If the serious incident was unavoidable and it was identified as a system failure, then no disciplinary process should follow.

6.2 If the serious incident was unavoidable and all relevant policies and procedures were followed, then no disciplinary process should follow.

6.3 If the serious incident was as the result of policies /procedures not being followed or actions were considered unacceptable then disciplinary action may follow under the Disciplinary / conduct procedure.

7.
Implementation:

The Chair of Trustees has specific responsibility for the effective implementation of his policy. The Trustees have delegated responsibility for effective implementation of the policy within their areas of responsibility.

8.
Monitoring and review:

The Chair of Trustees will monitor the policy and its effectiveness. A review will be undertaken every 2 years which will include in the cases of significant changes, the Trustees and the Family Worker.

Related Policies:

Code of Conduct Policy
Safeguarding children Policy

Adult at Risk policy 
FFS - Families First Southampton : Forms 

· Permission to Share Form
· Safeguarding Vulnerable Adults - Initial Cause for Concern Form
· Child Initial Cause for Concern Form
· Criminal Conviction Form A  - Criminal Convictions Declaration for positions that do not require a Disclosure
· Criminal Conviction Form B – Criminal Convictions Declaration for positions that do not require a Disclosure
Families First Southampton Permission to Share Form

Name:







DOB/Gender:

Address:

                                              

Telephone:

Email Address: 





 

Collecting, Viewing and Sharing Information

By collecting, viewing and sharing information about you we aim to be able to refer you to a service that can best meet your needs.

This information will be stored electronically and possibly on paper.  It will:

Enable us to refer you to another organisation.
We aim to work with as many organisations as possible to be effective in our provision of services.  This will be done in accordance to the Data Protection Act 1998. 

However in an emergency, or life threatening situation, there may be circumstances when we need to view and share information without your consent, for the safety of yourself and others.  You need to let us know if you want to update or change who you want to share your information with.

It is your choice who the information is shared with.  You should let us know if you wish this to be updated at any time.

Are you willing for us to share your information with :



Personal
Family










Yes/No

Guardian

                  






Yes/No
Carer





            



Yes/No

Appointee









Yes/No

Advocates









Yes/No

Who else would you like? ........................................................................................................................................................

………………………………………………………………………………………………….…………..

Which of these is your preferred contact? .......................................................................................

[image: image14.jpg]



GP Surgery









Yes/No

Anyone involved in my treatment and care

 

Hospital
Anyone involved in my treatment and care





Yes/No
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Community Health






Anyone involved in my treatment and care





Yes/No
i.e.  District Nurse, Dentist

 


Health & Social Care Team 
Anyone involved in my treatment or care





Yes/No



Mental Health Services




Anyone involved in my treatment and care





Yes/No




HYPERLINK "http://www.valuingpeoplenow.dh.gov.uk/content/advocacy"


Other Organisations 






Housing Department/ Association






Yes/No
Legal professionals








Yes/No
School/ Education








Yes/No
Employment Services








Yes/No
Please list below any others not on this list that are important to you ....................……..……………................................................……….………........................................................................................................................................................................................................


   
Emergency Services



Fire 










Yes/No
Police - Local / International







Yes/No

DO NOT SHARE WITH  (please list  below) : 

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

Declaration of Permission to Share Information

“I understand that information about me will be stored on computer and possibly paper. This will only be used in accordance with the Data Protection Act (1998). I agree to information about me being viewed and shared as indicated above where this is necessary in order to assess my needs and arrange and provide services.”

Signed: ………………….........……………..…………….……. Date: ....………………................ 

Print Name: …………….........………………………………………………………………………

Safeguarding Vulnerable Adults  - Initial Cause for Concern Form
	Date & time :  ……………………………………………………………………………………………………….…

Name of individual cause for concern is about :  …………………………………………………………………..

D.O.B / Age (if known) :  ……………………………………………………………………………………………..

Address (if known)  :  ………………………………………………………………………………….........................

………………………………………………………………………………………………………………………….....

……………………………………………………………………………………………………………………………..


	Describe your concern and action taken:



	Observations to support cause for concern:



	Description and location of any visible marks, bruising etc:



	Name of alleged abuser and relationship with vulnerable adult (if known):




Signature of person completing the form: 

Witness: 

Date: 

Child Cause for Concern Form

	Initial Cause for Concern Form

	Date & time :  ……………………………………………………………………………………………………….…

Name of individual cause for concern is about :  …………………………………………………………………..

Age (if known) :  ……………………………………………………………………………………………..

Address (if known)  :  ………………………………………………………………………………….........................

………………………………………………………………………………………………………………………….....

……………………………………………………………………………………………………………………………..


	Describe your concern and action taken:



	Observations to support cause for concern:



	Description and location of any visible marks, bruising etc:



	Name of alleged abuser and relationship with child (if known):




Signature of person completing the form: 


Witness: 


Date: 
……………………………………………………………………………………………………
Criminal Conviction Form A 
CRIMINAL CONVICTIONS DECLARATION
 for positions that do not require a Disclosure
STRICTLY CONFIDENTIAL
Please complete the following statement and bring it with you to the interview in a sealed envelope marked confidential.:

If you do have any unspent criminal convictions, then please give details below.

This information, along with the health form and references will be considered after a decision has been made on an applicant’s ability to do the job, but before an offer of appointment is made.  If further details or information are required we may contact the applicant at that time. 

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences.  However failure to declare unspent convictions may result in an offer being withdrawn or dismissal after an appointment has been made.
I do* / I do not* have any criminal convictions       (*please delete as appropriate)
	Date of conviction(s)
	Offence
	Any factors you consider relevant

	
	
	


	Signed: 


	Date :


Criminal Conviction Form B
CRIMINAL CONVICTIONS DECLARATION

For positions Exempt from the Rehabilitation of Offenders Act 1974

because of access to children or vulnerable adults
STRICTLY CONFIDENTIAL

Please complete the following statement and bring it with you to the interview in a sealed envelope marked confidential.

If you have any convictions spent or unspent,  then please give details below.
The terms of the Rehabilitation of Offenders Act 1974 are set aside for the purposes of this position.  Criminal convictions including spent convictions must be declared.  The fact that convictions have been recorded against you will not necessarily debar you from consideration for this appointment. However failure to declare convictions may result in an offer being withdrawn or dismissal after an appointment has been made

This information, along with the health form and references will be considered after a decision has been made on an applicants ability to do the job, but before an offer of appointment is made.  If further details or information are required we may contact the applicant at that time.  

I do* / I do not*  have any criminal convictions (*please delete as appropriate)

Please note that a CRB Disclosure will be required for all successful applicants.
	Date of conviction(s)
	Offence
	Any factors you consider relevant

	
	
	


	Signed: 


	Date :


I confirm that I have read and understood all the current Families First Southampton Policies and agree to abide by its contents.

Please PRINT 
name:

Role:

Signed:
Dated:
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