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1. Policy Framework 

1.1 Introduction and Commitment 
Action for Refugees in Lewisham (AFRIL) is committed to safeguarding adults and 
children in line with national legislation and relevant national and local guidelines. We 
recognise our duty of care for the people who use our services, and for our staff and 
volunteers. AFRIL is committed to best safeguarding practice.  

We will safeguard by ensuring that our activities are delivered in a way which keeps all 
adults and children safe. This policy outlines the steps AFRIL takes to safeguard adults 
and children. This policy sets out the roles and responsibilities of AFRIL in working 
together with other professionals and agencies in promoting service users’ welfare and 
safeguarding them from abuse and neglect.  

AFRIL is committed to creating a culture of zero-tolerance of harm to adults and children 
which necessitates: the recognition of adults and children who may be at risk and the 
circumstances which may increase risk; knowing how abuse, exploitation or neglect 
manifests itself; and being willing to report safeguarding concerns. We are committed to 
promoting a climate where children and adults feel confident about sharing any concerns 
that they may have about their own safety or the well being of others. This extends to 
recognising and reporting harm experienced anywhere, including within our activities, within 
other organised community or voluntary activities, in the community, in the person’s own 
home and in any care setting. We are committed to an environment where staff and 
volunteers feel able to share and discuss any concerns with their supervisor or designated 
safeguarding lead.  

1.2 Equality and Diversity 

The welfare of our service users is paramount. We affirm that all children and adults have a 
right to be given equal chance and to be treated with respect regardless of their age, 
gender, ethnic origin, culture, religious belief, language, disability or sexual identity. We 
recognise that children, and some adults are additionally vulnerable because of their age, 
the impact of previous experiences, their level of dependency, communication needs or 
other issues.  

1.3 Scope 
This policy is intended to support staff and volunteers working within AFRIL to understand 
their role and responsibilities in safeguarding children and adults. This policy applies to all 
staff, including senior managers and the board of trustees, paid staff, volunteers and 
sessional workers, agency staff, students or anyone working on behalf of AFRIL.  

It is expected that this policy will be read, understood and applied by all staff and 
volunteers. It will be made available at induction and be available on our shared drive.  

1.4 Policy Aims  
This policy aims to:  

● Provide protection for the children, young people and vulnerable adults who receive 
AFRIL’s services, including the children of adult beneficiaries.  
● To provide staff and volunteers with guidance on procedures they should adopt in the 
event that they suspect a child or young person may be experiencing, or be at risk of, 
harm.  
● To protect volunteers and staff in the conduct of their duties in their roles in supporting 
beneficiaries on behalf of AFRIL.  
● To provide staff and volunteers with the overarching principles that guide our 

approach to child and adult protection. 
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1.5 Approach: we promote safeguarding throughout our organisation in the 
following ways: 

● Create and maintain an environment of identifying and responding to safeguarding 
concerns in a timely way and providing a safe environment for service users, staff and 
volunteers. 
● Listen to, value and respect our service users’ experiences and wishes, ensuring that 
we act in their best interests whilst meeting our statutory safeguarding duties.  
● Recruit staff and volunteers safely, ensuring all best practice policies, procedures 

and regulatory checks are made  
● Share information about safeguarding and good practice with children and 

parents/adults 
● Provide guidance for staff and volunteers so that they know what is expected of 

them and how they can contribute to promoting the welfare and safety of the 
people we support. 

● Share information about concerns with agencies who need to know, as long as the 
criteria for such information sharing is met. Involving parents and children as 
appropriate.  

● Providing effective management for staff and volunteers through induction, 
supervision, support, training and quality assurance measures.  

● Require staff to update their safeguarding training and DBS checks at prescribed 
regular intervals in line with the requirements of their role.  

● Record and store information securely  
● Appointing Designated Safeguarding Lead and Safeguarding Officer roles, and a 

lead board member for safeguarding.  
●  Ensure that our trustee board is aware of safeguarding matters and can oversee 

our safeguarding work.  

1.6 Legal framework  
This policy is underpinned by law and statutory guidance that seeks to protect children 
and adults at risk, including:  

● Data Protection Act 2018  and the GDPR 2018 
● Human Rights Act 1998 
● Sexual Offences Act 2003  
● Female Genital Mutilation Act 2003 
● Modern Slavery Act 2015 
● Protection of Freedoms Act 2012  
● Domestic Abuse Act 2021 
● NCVO guidance on safeguarding  
● Local authority safeguarding guidance and requirements  
● The Care Act 2014  
● Mental Capacity Act 2005  
● Children and Families Act 2014 
● DBS guidance re regulated / non- regulated activity / vulnerable 
adults   
● NCVO guidance on safeguarding and volunteers  
● Counter Terrorism and Security Act 2015 
● Children Act 1989  
● United Nations Convention of the Rights of the Child 1991  
● Children Act 2004  
●  The Care and Support Statutory Guidance 2020 
● Working Together to Safeguard Children Guidance 2018 (2020 and 2023 updates) 
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Social Care Institute for Excellence, Safeguarding Adults: Sharing Information guidance 
2019 
 

1.7 Alignment with other policies 
AFRIL has a number of policies, procedures and operational guidance 
documents that govern our work and are linked. They should be read in 
conjunction with this policy and procedure. In particular: 

●  Health and Safety Policy 
●  Confidentiality and Data Protection Policy 
●  Equality, Diversity and Inclusion Policy 
●  Induction Policy 
●  Recruitment Procedure 
●  Bullying and Harassment Policy 
● Complaints Policy 
● Whistleblowing  
● Lone working procedure 
●  Disciplinary procedure 
● Volunteer Policy 
● Rainbow Club policies: Adult Code of Conduct; positive handling; personal and intimate 
care; anti-bullying; digital safety; Photography and Filming consent 
●  Foodbank Client Charter; Joint AFRIL/St Peter’s Church Safeguarding Flowchart 
●  Advice Service: casework guidance policies 

 
2. Safeguarding Adults 
 
Safeguarding adults applies to people who are ‘adults at risk’.  
 
2.1 Definition of an ‘adult at risk’ 
 
An ‘adult at risk’ is someone who is aged 18 years and over and who:  

●​ has care or support needs (whether or not these needs are being met by the local 
authority 

●​ is experiencing, or at risk of, abuse or neglect  
●​ as a result of those care and support needs, are unable to protect themselves from 

either the risk of, or the experience of abuse or neglect. 
 
An adult may be in need of care and support and unable to protect themselves from harm for 
a variety of reasons such as physical or learning disability, mental health difficulties, 
addiction, age and infirmity.  
 
2.2. Principles in Adult Safeguarding 
 
Six Principles in Adult Safeguarding The Care Act (2014) sets out the legal framework for 
how we should work to protect adults who may be at risk of abuse and mistreatment: 
 

●​ Empowerment – We empower adults with support, advice and guidance to make 
their own decisions and give informed consent as far as is reasonably possible. 

●​ Prevention – We support staff and volunteers to recognise indicators of abuse and 
identify risks at the earliest stage so that we can support people to seek help and to 
take action before harm occurs.  

●​ Proportionality – Our response is based on balancing risk to provide the least 
intrusive response whilst ensuring that adults are safeguarded with all risks 
addressed.  
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●​ Protection – We provide support and casework representation to people when they 
need it, alongside advice and guidance about how to keep safe. 

●​ Partnership - We work together with statutory and voluntary agencies to provide 
oversight and effective support on safeguarding matters whilst ensuring confidentiality 
is maintained.  

●​ Accountability – We are clear about the roles and responsibility of all those involved 
in safeguarding and that whilst we have lead officers who take more responsibility, 
everyone in AFRIL understands the part that they play to safeguard. Our 
safeguarding practice is transparent and we communicate clearly with our clients 
about our duties, procedures and actions where it is safe to do so.  

2.3 Types of Abuse and Neglect  
 
The Care and Support Statutory Guidance 2020  sets out ten categories of abuse and 
neglect that adults may experience. This is not an exhaustive list but a guide to the sort of 
behaviour that could give rise to a safeguarding concern. The examples also do not prove 
that actual abuse is happening, but indicate that a possible safeguarding concern should be 
raised with the supervisor/designated safeguarding officer for further investigation.  
 
Physical abuse  
Including: assault; hitting; slapping; pushing; misuse of medication; restraint; inappropriate 
physical sanctions. 
 
Domestic violence  
Including: psychological; physical; sexual; financial; emotional abuse; so called ‘honour’ 
based violence. 
 
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; sexual assault; sexual acts to which the adult has not 
consented or was pressured into consenting. 
 
Psychological abuse  
Including: emotional abuse; threats of harm or abandonment; deprivation of contact; 
humiliation; blaming; controlling; intimidation; coercion; harassment; verbal abuse; cyber 
bullying; isolation; 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 wills, property, inheritance or financial transactions; the misuse or 
misappropriation of property, possessions or benefits. 
 
Modern slavery  
Including: slavery; human trafficking; forced labour and domestic servitude; traffickers and 
slave masters using whatever means they have at their disposal to coerce, deceive and force 
individuals into a life of abuse, servitude and inhumane treatment. 
 
Discriminatory abuse 
Including: harassment; slurs or similar treatment because of race, gender or gender identity, 
age, disability, sexual orientation, or religion. 

5 



 

 
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 one’s own home. This 
may range from one off incidents to on-going ill-treatment. It can be through neglect or poor 
professional practice as a result of the structure, policies, processes and practices within an 
organisation. 

Neglect and acts of omission  
Including: ignoring medical; emotional or physical care needs; failure to provide access to 
appropriate health, care and support or educational services; the withholding of the 
necessities of life, such as medication, adequate nutrition and heating. 
 
Self-neglect 
Covers a wide range of behaviour in which a person neglects to care for their own hygiene, 
health or surroundings and includes behaviour such as hoarding. 

3. Safeguarding Children 
 
The safeguarding duties apply to all children  

3.1 Definition of a ‘child’ 

A ‘child’ is anyone who is under 18 years of age. Where a young person has been age 
assessed, we will assume the young person is the age they believe themselves to be. 

Definition of ‘Safeguarding’:  

In relation to children, ‘safeguarding’ is defined as: 

●​ Protecting children from abuse and maltreatment  
●​ Preventing harm to children’s health or development  
●​ Ensuring children grow up with the provision of safe and effective care 
●​ Taking action to enable all children and young people to have the best outcomes 

Child protection is part of safeguarding and promoting welfare and it refers to the work that is 
done to protect children who are suffering, or are likely to suffer, significant harm. 

3.2 The Paramountcy Principle 

A key principle of the Children Act 1989 is that the welfare of the child is paramount. This 
refers to a child centred approach which is fundamental to safeguarding every child. It means 
keeping the child’s best interests in focus and at the heart of all decisions.  

3.3 Types of Abuse and Neglect 

Working Together 2018 (2020 update) sets out four categories of abuse and neglect that 
children may experience. This is not an exhaustive list and abuse, and neglect can take place 
in many forms and in many circumstances.  

Physical Abuse 

May involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating 
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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 

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 

Forcing or enticing a child or young person to take part in sexual activities, whether or not the 
child is aware of what is happening. The activities may involve physical contact, including 
assault by penetration 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. Sexual abuse can take place online, and technology can be used to 
facilitate offline abuse.  

Neglect 

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/carer failing to: i. provides adequate food, clothing and shelter (including 
exclusion from home or abandonment) ii. protects a child from physical/emotional harm or 
danger iii. ensures adequate supervision (including the use of inadequate caregivers) iv. 
ensure access to appropriate medical care or treatment It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs. 

4. Other Types of Harm 

Additional types of harm that children and adults at risk may experience that would may or 
are likely to constitute a safeguarding need include but are not limited to:  

●​ Forced Marriage  
●​ Grooming 
●​ Human Trafficking 
●​ Female Genital Mutilation (FGM) 
●​ Hate Crime  
●​ Domestic Violence and Coercive control 
●​ Criminal exploitation or County Lines 
●​ Radicalisation and Extremism  
●​ Cyberbullying / Online Safety 
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5. Additional Vulnerabilities 

Some children and adults may be more likely to be a target for abuse, exploitation or neglect 
due to characteristics that make them more vulnerable or their current circumstances. Listed 
here are some such circumstances but it should be noted that not all vulnerabilities or 
circumstances described translate into harm. 

●​ Disabled people 
●​ Unaccompanied asylum seeking children, and care leavers. 
●​ People who are homeless or without income/recourse to public funds 
●​ Refugees/asylum seekers/migrants who were trafficked to the UK at risk of re 

trafficking.  

We ensure that staff stay up to date with knowledge and trends that relate to the additional 
vulnerabilities and circumstances related to our client group and that our services proactively 
work to reduce risk by improving the circumstances and care around our clients.   

6. Identifying Abuse, Neglect and Harm 

Anyone can perpetrate abuse or neglect, including: 

●​ family members including spouses/partners and children  
●​ neighbours, friends, acquaintances  
●​ local residents, community members, strangers 
●​ paid staff, professionals and volunteers, carers 
●​ organisations and institutions  

Indicators: 

Signs of abuse and neglect may be difficult to spot. The following are some indicators to look 
out for and should be taken in the context of the types of abuse listed above. This list is not 
exhaustive. 

●​ bruising/cuts/marks, frequent or unexplained injuries 
●​ Flinching 
●​ Self harming 
●​ subdued or noticeable change in behaviour; poor concentration, withdrawal 
●​ signs of malnutrition; 
●​ Being excessively tearful or anxious  
●​ failure to seek medical treatment 
●​ Infections or sexually transmitted infections 
●​ Age-inappropriate sexual behaviour  
●​ Poor concentration, withdrawal 
●​ Unkempt appearance, poor personal hygiene 
●​ Uncooperative or aggressive behaviour 
●​ In dept without reason, can’t make reasonable purchases  
●​ Sudden absences from sessions 
●​ Use of scripted speech  
●​ Excessive fear of certain relationships 
●​ Hungry/stealing food 
●​ Poor school attendance and frequent bed wetting 

These behaviours will not be conclusive of abuse but should alert you to safeguarding 
concerns. You are not expected to investigate, but pay attention to changes in behaviour, 
attitudes or presentation and share these concerns with relevant staff as detailed below.  
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7. How Safeguarding Concerns might arise 
 
Below are some examples of how you might become aware of a safeguarding concern at 
AFRIL. This is not an exhaustive list, and it is important we remain vigilant to safeguarding 
matters in all elements of our work.  

●​ A child or adult at risk may disclose abuse or tell you something that has upset or 
harmed them or another child/adult  

●​ A child or adult at risk might show signs of physical injury or neglect for which there is 
no satisfactory explanation 

●​ An adult tells you about childhood experiences of abuse and you find out that the 
perpetrator currently has access to children 

●​ You are working with an adult who is struggling to cope (e.g., mental health 
difficulties, addiction, homelessness) who could be at increased risk. 

●​ The behaviour of a child or an adult at risk may indicate potential abuse e.g. being 
hyper vigilant, multiple phones or money going between accounts, distant or 
especially nervous casework meetings. 

●​ You observe a child or adult bullying or acting inappropriately with another adult or 
child in one of our projects 

●​ The behaviour of a staff member, volunteer or third party towards a child or adult at 
risk may worry you or make you feel uncomfortable  

●​ A colleague, staff member, volunteer or other beneficiary may disclose a concern  
●​ A staff member or volunteer may tell you about something that has upset or harmed 

them  
●​ You may observe some of the other indicators in section 6. 

8. Roles and Responsibilities  
8.1 Everyone 
 
This policy applies to everyone working for AFRIL including sessional staff and volunteers, 
and everyone is responsible for safeguarding. Staff and volunteers who deliver frontline 
services are much more likely to encounter safeguarding concerns so should be aware of 
how to recognise and respond.  
 
All staff and volunteers are not expected to be expert in recognising a safeguarding 
concern; however, all adults working, volunteering and participating have a duty of care to 
be vigilant and respond appropriately to suspicions of poor practice, abuse or bullying. They 
should also respond to any indication of abuse that may be occurring outside of the 
organisation setting.  
 
Everyone should:  

●​ read and apply this safeguarding policy and procedure  
●​ be mindful of their own actions and behaviour, ensuring that we are promoting 

safeguarding, being aware of our position of trust and our duty to our clients 
●​ be alert to potential indicators of abuse or neglect; aware of the risks which abusers, 

or potential abusers, may pose 
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●​ respond to any safeguarding concerns, however small they may appear. Speaking 
with colleagues and supervisors to clarify any queries or concerns and sharing 
information so that a full assessment can be made.  

●​ It is not your responsibility to decide if a situation is poor practice, abuse or bullying, 
but it is your responsibility to report your concerns to your supervisor if you are a 
volunteer, or a lead safeguarding officer if you are staff.  

 
Some staff at AFRIL have specific responsibilities for safeguarding which is detailed below. 

8.2 Designated Safeguarding Officers 
 
At AFRIL the Executive Director holds overall responsibility for Safeguarding as Designated 
Safeguarding Lead. Some elements of systems and processes are delegated to Project 
Managers and AFRIL’s Operations and Monitoring Officer, for example retrieving DBS 
records and tracking dates for safeguarding refresher training. 
Designated Safeguarding Lead - Chloe White, Executive Director, chloe@afril.org.uk, 
07549030484  
​
Children  
Lead Designated Safeguarding Officer – Kieran Tang-Wright: Education Manager, 
kieran@afril.org.uk;  
07549 030104  
 
Additional Designated Safeguarding Officers:  
Omar Shayah: Destitution Coordinator, omar@afril.org.uk; 07458020951  
Sarah Evans: Casework Manager, sarah@afril.org.uk; 07934227461 

Secondary Safeguarding officers – Daisy Murimba, Vita Baliaj, Ruth Michaels (Classroom 
teachers at the Rainbow Club).  

Adults  
Lead Designated Safeguarding Officer - Chloe White: Executive Director, chloe@afril.org.uk; 
07549030484 
 
Additional Designated Safeguarding Officers:  
 Sarah Evans: Casework Manager, sarah@afril.org.uk; 07934227461 
Omar Shayah: Destitution Coordinator, omar@afril.org.uk; 07458020951  
 
Board of Trustees 
Safeguarding Lead - Katie Commons- kabcommons@gmail.com- 07872161271 
 
Other useful safeguarding contacts - Local Authorities 
London Borough of Lewisham- Local Authority Designated Officer: 
Caroline Aitken 
Email: LewishamLADO@Lewisham.gov.uk​
Phone: 020 8314 7280 
 
London Borough of Lewisham – Safeguarding Children: ​
Email: mashagency@lewisham.gov.uk​
Tel: 020 8314 6660​
Further information: https://www.safeguardinglewisham.org.uk/lscp  
London Borough of Lewisham - Safeguarding Adults: ​
The team can be contacted Monday - Friday 9am - 5pm Tel: 020 8314 7777 (select option 1) 
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Tel:020 8314 7766 (office hours).​
Email: gateway@lewisham.gov.uk 
Further information: 
https://www.safeguardinglewisham.org.uk/lsab/lsab/what-is-safeguarding/how-to-report-your-
concerns  
 
London Borough of Greenwich​
Email: MASH-referrals@royalgreenwich.gov.uk 
London Borough of Southwark​
Email: MASH@southwark.gov.uk 
 
Other useful safeguarding contacts - Home Office and sub contractors 
safeguarding@migranthelpuk.org 
lse.safeguarding@ready-homes.com 
asylumsafeguarding@homeoffice.gov.uk  

9. Responding to Safeguarding Concerns 

9.1 Responding to a child or adult at risk  

If a child or adult at risk tells you about abuse and neglect it may need to be reported to 
another agency and there may be criminal or safeguarding inquiries that commence. The role 
of staff at AFRIL is to support people to communicate their disclosure and access the safety 
and services they need. Our role is not to investigate allegations of abuse, that is the job of 
trained professionals to whom we will refer as needed. This guidance applies to both children 
and adults at risk: 

●​ Make time and provide a comfortable and uninterrupted space to listen and 
understand what is being said.  

●​ Stay calm so as not to frighten the child or adult at risk 
●​ Respond naturally, with compassion and empathy. 
●​ Reassure the person that they are right to tell you/someone.  
●​ Take the matter seriously.  
●​ Actively listen - allow the person to speak freely and recall significant events. Do not 

interrupt or push the person to tell you more than they wish or directly question them 
about the details. 

●​ Remain ‘neutral’ and do not show strong reactions or feelings such as shock. 
●​ Do not ask leading questions. Where you need to ask questions, use open questions, 

such as those starting ‘who’, ‘when’, ‘where’, ‘how’. Avoid asking ‘why’ questions. 
●​ Do not speculate or blame anyone. 
●​ Do not ask to look at injuries, especially if it entails them lifting/removing clothing. 
●​ Never promise confidentiality or make other promises such as ‘it will all be okay now’. 
●​ Explain what will happen next, who you will tell, that you have guidelines to follow. 

Keep them informed of what you are doing and what is happening with their 
information.  

●​ Take action: Consult immediately with your supervisor (as a volunteer) or a 
Designated Safeguarding Officer (as a member of staff) 

●​ Record the conversation: make handwritten notes as the person is talking or if this is 
not possible then as soon as possible afterwards of exactly what was said and the 
date and time. After the event, write up on an incident form (Rainbow Club and 
Foodbank Programme) or on Advice Pro (Advice Service). 
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10. Information sharing and confidentiality  

This section should be read in conjunction with AFRIL’s AFRIL’s Confidentiality and Data 
Protection Policy and AFRIL’s Privacy Notice. 

10.1 Data Storage 
We pay careful attention to the storage, use and sharing of data held by the AFRIL relating 
to other people. This is critical to ensure that those who engage with safeguarding 
processes have confidence in the legitimacy and appropriateness of actions taken. The 
management of information is governed by law, statutory and government guidance 
including:  

● The General Data Protection Regulation (2018)  
● Information Sharing for Practitioners (2015)  
● Working Together to Safeguard Children Guidance  

10.2. Sharing internally  

Information about clients will be shared internally with colleagues at AFRIL on a ‘need to 
know’ basis. This will be, for example, for reasons such as registering them as clients on our 
database, supervising the work undertaken with them or managing safeguarding concerns. 
All such information will be securely managed as per 10.1. 

10.3 Sharing externally  
When sharing information about  clients with external agencies, the law on confidentiality and 
information sharing must be applied. The general principle is that clients have a right to 
expect that their personal information will not be shared externally and that their consent is 
obtained before sharing. This principle helps to develop trusting relationships with our clients, 
who frequently distrust organisation and authorities due to their experiences of forced 
migration. This principle supports them to engage with us.  
However, there are important exceptions to this general principle. Confidentiality is not 
provided absolutely, and we have a duty to make reports and share information in certain 
circumstances when the reason may override their consent to share information. These 
circumstances are:  

●​ The person aged 16 years and over lacks the mental capacity to make that decision  
●​ there are emergency or life-threatening situations 
●​ other people are, or may be, at risk, including children or other adults at risk 
●​ seeking consent could place the individual or others at risk  
●​ sharing the information could prevent a serious crime 
●​ a serious crime has been committed  
●​ the risk is unreasonably high  

10.4 Information sharing about adults at risk  
 
For adult safeguarding, it is important to make decisions with adults about their 
circumstances, to share information with their informed consent and empower them to make 
their own decisions about information sharing wherever possible. However, the law allows the 
sharing of information without consent in certain circumstances such as those set out in 10.3.  
 
If an adult at risk does not give their consent to sharing safeguarding information, the reasons 
for this should be explored. Reassurance and support may help to change their view on 
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whether it is best to share information. If they remain firm in their view and do not consent to 
information being shared, in general, their wishes should be respected, and they should be 
offered support to build confidence and regular reviews provided to continue supporting 
them. If there is uncertainty about how to proceed, seek advice. A decision to take action 
without the adult’s consent must be made only with the agreement of the AFRIL Director or 
Trustee Safeguarding Lead, or in their absence or an emergency a Designated Safeguarding 
Lead Manager. Unless it is unsafe to do so, the adult should be informed that this is being 
done and the reasons why.  
 
The Social Care Institute for Excellence (SCIE) has produced a more detailed guide called 
Safeguarding Adults: Sharing Information (2019) which is available here. 

10.5 Information sharing about children 
 
Government advice about when and how information can be shared is found in ‘Information 
sharing: Advice for practitioners providing safeguarding services to children, young people, 
parents and carers 2018’ which can be found here.  
 
It offers ‘Seven Golden Rules to Sharing Information’ which are:  

1.​  The General Data Protection Regulation 2016 (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 individuals is shared 
appropriately. 

2.​ Be open and honest with the individual (and/or their family) from the start about why, 
what, how and with whom information may be shared, and seek their agreement, 
unless it is unsafe or inappropriate to do so.  

3.​ Seek advice from others including external agencies, if there is any doubt about 
sharing the information without disclosing the identity of the individual.  

4.​ Where possible, share information with consent. Where possible, respect the wishes 
of those who do not consent to having their information shared. You may share 
information without consent if you consider on the facts presented that there is a 
lawful basis such as where safety may be at risk.  

5.​ Consider safety and well-being: base information sharing decisions on 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.  

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 

10.6 Mental Capacity  
 
Mental capacity is the ability that a person has to make a decision for themselves. The 
Mental Capacity Act 2005 provides the legal framework for making decisions on behalf of 
people aged over 16 years who lack the mental capacity to make decisions themselves.  
A person may not be able to make a decision at a certain point in time if they have an 
impairment in their functioning e.g., a learning disability, and the impairment means that they 

13 

https://www.scie.org.uk/safeguarding/adults/practice/sharing-information/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/7215%2081/Information_sharing_advice_practitioners_safeguarding_services.pdf


 

cannot make a certain decision because they are unable to understand information about the 
decision, retain, use or communicate their decision and understand the consequences.  
 
The Mental Capacity Act 2005 sets out five principles where a person:  

1.​ is assumed to have capacity unless it is established that they lack capacity  
2.​ should not be treated as unable to make a decision unless all steps to help them to do 

so have been taken without success  
3.​ should not be seen as unable to make a decision because they make an unwise 

decision 
4.​ who lacks capacity must have decisions made in their best interests  
5.​ must have decisions made which are least restrictive of their rights and freedoms. 

10.7 Recording 
 
Recording is key in safeguarding and the following is good practice that we expect for 
recording safeguarding concerns or actions at AFRIL. Records: 
 

●​ can be made during the meeting with the adult or child with the staff 
member/volunteer explaining why this is being done or failing that, immediately 
afterwards.  

●​ must be completed as soon as possible after the event/incident and at the latest 
within 24 hours 

●​ as far as possible, use the adult/child’s own words. Phrases should be legible and 
avoid acronyms or jargon.  

●​ should be clear, accurate and concise. Include dates, places and times where 
disclosed. 

●​ should differentiate between fact and professional opinion or observations  
●​ must state the date, time, place and who is present at the time of the meeting  
●​ be recorded only on AFRIL systems and not on personal equipment such as phones 

or notebooks. Records will only be held by AFRIL and all records are stored securely. 
Records must never be stored at home or in places outside of AFRIL.  

●​ must be accessed only by those who are authorised and, on a need-to-know basis. 
●​ must never be amended. Additional information or corrections of fact must be written 

as a separate record and explaining why the additional note is being made. 
 

10.8 Reporting concerns against AFRIL staff or volunteers 
 
If a situation arises in which a member of AFRIL staff (including consultants) or an AFRIL 
volunteer is accused or suspected of causing or omitting a safeguarding incident this should 
be reported confidentially as soon as practicably possible to the relevant line manager.  
 
The line manager will then report this immediately to the AFRIL Director, or in their absence 
the Chair of the Board. If the concern pertains to the Line Manager then the report should be 
made directly to the Director. If the concern pertains to the Director then the report should be 
made directly to the Chair.  
 
AFRIL’s Director or Chair will investigate the matter, and where appropriate contact the 
relevant Local Authority Designated Officer (LADO) (and if appropriate, the Police). For 
Lewisham the LADO can be contacted via: 
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Email: LewishamLADO@Lewisham.gov.uk 
Phone: 020 8314 7280 
 
The investigation will be conducted in line with AFRIL’s Disciplinary and Grievance 
Procedure.   

11. Safeguarding recruitment, learning and development 

11.1 Recruitment and selection  
AFRIL is committed to safe employment. Safe recruitment practices, such as Disclosure 
and Barring checks reduce the risk of exposing children and adults at risk to people 
unsuitable to work with them. All staff at AFRIL will be recruited via open recruitment 
processes, and selection is via an application form and interview process that includes an 
assessment of candidates’ understanding of safeguarding and suitability for roles working 
with children and adults at risk. Staff will only be recruited upon receipt of two suitable 
references.  

11.2 Training and induction  
All members of staff working with children or vulnerable adults are required to complete a 
level 1 child safeguarding course. It is expected that staff will attend a refresher course 
annually, either from AFRIL Safeguarding Leads or from an approved external provider, such 
as the NSPCC. Staff who support service users in AFRIL’s frontline services will be provided 
with advanced safeguarding training and caseworkers will be provided with refugee and 
migrant specific safeguarding training.  

Safeguarding Lead Officers will have full training prior to being appointed a 
Safeguarding Lead Officer and will receive refresher training at a minimum every 2 years 
(safeguarding children) or 3 years (safeguarding adults) 

All volunteers working with children or vulnerable adults are required to attend a 
safeguarding induction session run by one of our Safeguarding Leads before starting 
their placement, to be familiar with AFRIL’s safeguarding policies and procedures and to 
undertake an annual safeguarding training refresher.  

Trustees will have development opportunities to be able to fulfill their safeguarding 
governance responsibilities. There is a Trustee Safeguarding Lead who has completed 
Safeguarding training for this role with a refresher every 2 years.  

11.3 DBS checks  
AFRIL managers will follow the DBS regulations on DBS checks for working or 
volunteering with children, in regulated / non regulated activities and with vulnerable 
groups.  

All volunteers and staff must have a valid Enhanced DBS check to work in projects with 
children where the role meets the threshold for an enhanced check. Those volunteers 
whose DBS check is being processed may work with children for AFRIL subject to risk 
assessment but must not be alone with the children in a non-supervised environment. If 
ratios of staff/ volunteers to children cannot guarantee this then volunteers awaiting DBS 
clearance must wait to start their placement.  

Decisions about Enhanced DBS checks relating to volunteers working with adults will 
depend on the role, the location and the beneficiary. Enhanced DBS checks are only 
permitted and required for those involved in regulated activities with vulnerable adults. 
Enhanced DBS checks for non- regulated activities are not permitted under the government 
guidelines.  
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Basic DBS checks can be required for any role and the relevance and cost effectiveness of 
these will be considered in relevant projects.  

The DBS requirements for regulated activity with adults is specific and relates to whether 
that adult is in receipt of a listed health or social care service, the type of activity or service, 
and frequency. Regulated activity in respect of vulnerable groups includes health care, 
social work, assisting with their day to day financial affairs or conveying adults (must be for 
health, personal or social care due to age, illness or disability). Befriending, telephone 
befriending and advice and casework to adults (unless provided by social workers) are not 
currently regulated activities.  

12. Procedure for managing safeguarding concerns about service 
users 

General Procedure 
Observe concerning incident/disclosure  

 
Share with designated safeguarding officer  

 
Record incident/disclosure  

 
Monitor/Report  

 

1. Follow the Safeguarding Procedure outlined below.  

2. Consider if there is any immediate danger to the person, yourself or someone else. If 
necessary contact the emergency services. If there are injuries to deal with ensure these 
are managed in line with first aid procedures.  

3. Report your concerns immediately to your supervisor (as a volunteer) or a designated 
safeguarding officer (as a staff member). The role of the designated safeguarding officer 
is to:  

● Receive and record information from anyone who has concerns  

● Assess the information promptly and carefully 

● Make a decision as to the course of action and advise/support the implementation of 
the agreed actions.   

● Make a formal referral to the relevant statutory safeguarding authority and/or the police 
where appropriate.  

In the absence of the designated safeguarding officer within a Project, the matter should be 
brought to the attention of a Manager or the Director, all of whom are safeguarding leads, 
or in their absence a board member.  

Suspicions will remain confidential and will not be discussed with anyone other 
than those nominated above.  
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It is the right of any individual to make direct referrals to child protection agencies. If for any 
reason you believe that the nominated persons have not responded appropriately to your 
concerns, then you should contact child protection agencies directly.  

 
Specific Situations  
 
These situations are particularly relevant to the delivery of Rainbow Club, AFRIL’s Saturday 
School for primary age children.  
 
Taking a child to the toilet:  
When a child requires the toilet, accompany them to the toilets, check that the room is empty, 
then let them use the toilet by themselves and keep the door open. If a child has soiled 
themselves, enlist the help of another teacher or teaching assistant to assist in cleaning the 
child. If the child requires help in any way, enlist the help of another member of staff or 
volunteer.  
 
Children hugging you: 
If a child attempts to hug, do not place your arms around them. Rather engage in a neutral 
side hug position where you are side by side as opposed to facing. Rest one hand on the 
shoulder of the child and pull out of the hug as soon as possible. Reassure the child and 
engage in conversation.  
 
Speaking one on one to a child: 
When speaking one-on-one with a child ensure that the door or doors in the room are always 
kept open. Make sure there is somebody nearby who you can go to if an issue arises.  
 
Comforting a distressed child: 
Be calm and reassuring. It’s ok to have some appropriate contact with the child e.g. wiping 
tears away with a tissue, placing a hand on their shoulder. Do not hug the child.  
 
Boundaries 
Maintaining boundaries and involving other adults when a potentially compromising situation 
arises is key. Do not give your personal phone number to any AFRIL clients, make friends 
with them outside of work or on Facebook or other social media sites, or agree to work in a 
private capacity for example as a private tutor or a babysitter. 

We are committed to reviewing our policy and good practice every year. 
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