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1. Policy Statement 
This policy applies to all staff, including senior managers and the board of trustees, paid 

staff, volunteers or anyone working on behalf of Groundwork. 

 

The purpose of this policy is to: 

 protect children, young people and adults at risk who participate in the activities 
and services that we provide. This includes the children of adults who use our 
services; 

 provide staff and volunteers with the principles and good practice guidelines to 
enable them to meet their safeguarding responsibilities. 

 

Groundwork believes that a child, young person or adult at risk should never 

experience abuse of any kind. We have a responsibility to promote the welfare of all 

children, young people and adults at risk and to keep them safe. We are committed to 

practice in a way that protects them. 

 

We recognise that: 

 the welfare of the child is paramount, as enshrined in the Children Act 1989; 
 all people, regardless of age, disability, gender, racial heritage, religious belief, 

sexual orientation or identity, have a right to equal protection from all types of 
harm or abuse; 
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 some children, young people and adults at risk are additionally vulnerable 
because of the impact of previous experiences, their level of dependency, 
communication needs or other issues; 

 working in partnership with children, young people, adults at risk, their parents 
and carers, and other agencies is essential in promoting their welfare. 

 

We will seek to keep children, young people and adults at risk safe by ensuring we: 

 provide a safe environment for children, young people and adults at risk to take 
part in any activity or access any service organised by Groundwork; 

 support children, young people and adults at risk to be aware of their own safety 
and to keep themselves safe; 

 promote an environment where children, young people and adults at risk feel 
secure, are enabled to talk and are listened to; 

 make decisions based on the needs of children, young people and adults at risk; 
 have clear safeguarding policies and procedures which are in line with the Local 

Safeguarding Partnership and Adult Safeguarding Board in the areas in which we 
operate; 

 appoint a Safeguarding Team who will take lead responsibility for dealing with 
safeguarding issues; 

 provide the appropriate level of support to children, young people and adults at 
risk who have suffered significant harm and to staff involved in any safeguarding 
issue; 

 create a culture of safer staff recruitment and adopt recruitment procedures that 
help deter, reject or identify people who might abuse children, young people or 
adults at risk; 

 promote a culture of transparency where all staff feel able to challenge and raise 
concerns about poor or unsafe practice, and address these concerns sensitively 
and effectively; 

 ensure all members of staff receive safeguarding training appropriate to their 
roles; 

 ensure all members of staff who work with children, young people and adults at 
risk have regular supervision and can access support when needed; 

 understand our duty of care to children, young people and adults at risk and staff 
who undertake our activities; 

 ensure that children, young people and adults at risk are kept safe when we work 
in partnership with other agencies; 

 carry out an annual review of the Safeguarding Policy and procedures, and make 
changes as soon as possible if any gaps or weaknesses are identified; 

 reflect on safeguarding concerns and cases to ensure that lessons are learned 
and applied to practice; 

 make the policy and procedures available to children, young people, adults at risk 
and their parents or carers on request. 
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2. Legal framework and policy and procedure references 
 

This policy and supporting procedures are underpinned by the following legislation 

and guidance: 

 Children Act 1989 
 United Nations Convention on the Rights of the Child 1991 
 Sexual Offences Act 2003 
 Children Act 2004 
 Mental Capacity Act 2005 
 Safeguarding Vulnerable Groups Act 2006 
 Equality Act 2010 
 Protection of Freedoms Act 2012 
 Care Act 2014 
 Children and Social Work Act 2017 
 Data Protection Act 2018 
 Working Together to Safeguard Children: a guide to inter-agency working to 

safeguard and promote the welfare of children; HM Government 2018 
 Information Sharing: Advice for practitioners providing safeguarding services to 

children, young people, parents and carers; HM Government 2018 
 What to do if you are worried a child is being abused: advice for practitioners; 

HM Government 2015 
 

This policy should be read alongside the following policies and procedures which also 

support safeguarding within our organisation: 

 Recruitment 
 Training and Development 
 Health and safety 
 E-safety 
 Anti-bullying 
 Complaints 
 Whistleblowing 
 Lone working 
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This policy contains the following procedures and further information: 

 

Section  Page 
number 

Contents 

1 4 Definitions  
2 5 Types of abuse and how to recognise them 
3 11 Safeguarding Team 
4 14 Dealing with disclosures and concerns about a child, young 

person or adult at risk 
4A 18 Early help procedures for children and young people 
4B 19 Preventative measures for adults at risk 
5 20 Managing allegations against staff and volunteers 
6 22 Safeguarding report form  

7 23 Code of conduct for staff 
8 26 Recording and information sharing  
9 31 Prevent duty 
10 33 External contacts  
11 34 Working with Delivery Partners  
12 38 Safe Delivery Guidelines and Forms 
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3. Communication 
 

This policy and procedures will be communicated to all staff at the start of their 

employment or volunteering with Groundwork. The current version of the policy and 

procedures will be available to staff via the Policy folder on the shared drive, and staff 

will be informed of any updates to the policy. Information about the Safeguarding 

Team and how to contact them will be displayed in all Groundwork offices. 

 

The policy and procedures will also be shared with relevant third parties when 

necessary including agencies working in partnership, consultants and contractors. 

Groundwork will only work in partnership with agencies that have appropriate 

Safeguarding policies and procedures. When working in partnership staff will ensure 

that a written agreement is in place as to which agency will take the lead on 

safeguarding. 

 

Children, young people and adults at risk, and their parents or carers if necessary, will 

be given information about the policy and procedures in an appropriate way when they 

join any activities or services. Key points to be shared include, our commitment to 

safeguarding; staff are here to listen; who to tell if you are worried about anything; and 

who we will tell if we are worried about your safety. 
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4. Review arrangements 
 

The Safeguarding Team is responsible for the annual review of this policy. 
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Procedures  

Section 1: Definitions 

Children and young people - the protection of children and young people according to 

the terms of the Children Act 1989 defines a child as someone under the age of 18. 

 

Adult at risk - any person who is aged 18 years or over and at risk of abuse or neglect 

because of their needs for care and support.  

 

The Care Act 2014 introduced statutory safeguarding duties. The safeguarding duties 

apply to an adult who: 

 Has needs for care and support (whether or not the local authority is meeting any 

of those needs) 

 Is experiencing, or is at risk of, abuse or neglect, and 

 As a result of those needs is unable to protect himself or herself against the abuse 

or neglect or the risk of it 

 

Groundwork also includes in this definition adults we work with who may not have 

care or support needs but are at risk of abuse due to their circumstances.  

 

Abuse - a form of maltreatment of a child or adult at risk. Somebody may abuse or 

neglect by inflicting harm, or by failing to act to prevent harm. Further information 

about the different types of abuse and signs that might indicate abuse are found in 

Section 2. 

 

Safeguarding 

Safeguarding children and young people is defined in Working Together to Safeguard 

Children 2018 as:  

 protecting children from maltreatment;  

 preventing impairment of children's health or development;  

 ensuring that children are growing up in circumstances consistent with the 

provision of safe and effective care; and  

 taking action to enable all children to have the best outcomes. 

Safeguarding adults at risk is defined in the Care Act 2014 as working with adults with 

care and support needs to keep them safe from abuse or neglect. In practice this 

includes: 

 Preventing harm and reducing the risk of abuse or neglect to adults with care and 

support needs  

 Making Safeguarding Personal by supporting adults at risk to make choices and 

have control in how they choose to live their lives  

 Promoting an approach that results in the outcomes the person wants  
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 Raising awareness so that staff, participants, other professionals and communities 

as a whole play their part in preventing, identifying and responding to abuse and 

neglect. 

Staff - this includes all Groundwork employees or volunteers. 

 

Participants – this includes all children, young people and adults at risk that engage in 

our projects, programmes and activities. 
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Section 2: Types of abuse and how to recognise them 

A. Abuse of children and young people 

The following notes are taken from What to do if you are worried a child is being 

abused: Advice for Practitioners; HM Government 2015. Further detailed information 

on types and signs of abuse in children and young people can be found on the NSPCC 

website https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/ 

Abuse and neglect are forms of maltreatment – a person may abuse or neglect a child 

by inflicting harm, or by failing to act to prevent harm.  

Child welfare concerns may arise in many different contexts, and can vary greatly in 

terms of their nature and seriousness. Children may be abused in a family or in an 

institutional or community setting, by those known to them or by a stranger, including, 

via the internet. In the case of female genital mutilation, children may be taken out of 

the country to be abused. They may be abused by an adult or adults, or another child or 

children. An abused child will often experience more than one type of abuse, as well as 

other difficulties in their lives. Abuse and neglect can happen over a period of time, but 

can also be a one-off event. Child abuse and neglect can have major long-term impacts 

on all aspects of a child's health, development and well-being.  

The warning signs and symptoms of child abuse and neglect can vary from child to 

child. Disabled children may be especially vulnerable to abuse, including because they 

may have an impaired capacity to resist or avoid abuse. They may have speech, 

language and communication needs which may make it difficult to tell others what is 

happening. Children also develop and mature at different rates so what appears to be 

worrying for a younger child might be normal behaviour for an older child. Parental 

behaviours may also indicate child abuse or neglect, so you should also be alert to 

parent-child interactions which are concerning and other parental behaviours. This 

could include parents who are under the influence of drugs or alcohol or if there is a 

sudden change in their mental health. By understanding the warning signs, you can 

respond to problems as early as possible and provide the right support and services for 

the child and their family. It is important to recognise that a warning sign doesn’t 

automatically mean a child is being abused.  

There are a number of warning indicators which might suggest that a child may be 

being abused or neglected. Some of the following signs might be indicators of abuse or 

neglect:   

 children whose behaviour changes – they may become aggressive, challenging, 
disruptive, withdrawn or clingy, or they might have difficulty sleeping or start 
wetting the bed;  

 children with clothes which are ill-fitting and/or dirty;   
 children with consistently poor hygiene;  
 children who make strong efforts to avoid specific family members or friends, 

without an obvious reason;  

https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/
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 children who don’t want to change clothes in front of others or participate in 
physical activities;  

 children who are having problems at school, for example, a sudden lack of 
concentration and learning or they appear to be tired and hungry;  

 children who talk about being left home alone, with inappropriate carers or with 
strangers;  

 children who reach developmental milestones, such as learning to speak or walk, 
late, with no medical reason;   

 children who are regularly missing from school or education;  
 children who are reluctant to go home after school;  
 children with poor school attendance and punctuality, or who are consistently 

late being picked up; 
 parents who are dismissive and non-responsive to practitioners’ concerns;  
 parents who collect their children from school when drunk, or under the 

influence of drugs;  
 children who drink alcohol regularly from an early age;  
 children who are concerned for younger siblings without explaining why;  
 children who talk about running away;  
 children who shy away from being touched or flinch at sudden movements. 

 

There are four main categories of abuse and neglect: physical abuse, emotional abuse, 

sexual abuse including child sexual exploitation, and neglect. Each has its own specific 

warning indicators, which you should be alert to.  

Physical abuse  

Physical abuse is deliberately physically hurting a child. It might take a variety of 

different forms, including hitting, pinching, shaking, throwing, poisoning, burning or 

scalding, drowning or suffocating a child. 

Physical abuse can happen in any family, but children may be more at risk if their 

parents have problems with drugs, alcohol and mental health or if they live in a home 

where domestic abuse happens. Babies and disabled children also have a higher risk of 

suffering physical abuse. Physical harm may also be caused when a parent or carer 

fabricates the symptoms of, or deliberately induces, illness in a child. Physical abuse 

can also occur outside of the family environment.  Some of the following signs may be 

indicators of physical abuse:   

 children with frequent injuries;  
 children with unexplained or unusual fractures or broken bones;  
 children with unexplained bruises or cuts; burns or scalds; or bite marks; 
 an explanation which is inconsistent with an injury; 
 several different explanations provided for an injury; 
 unexplained delay in seeking treatment; 
 parties connected with the individual are uninterested or undisturbed by the 

injury; 
 repeated presentation of injuries; 
 family use of different doctors and A&E departments; 
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 reluctance to give information or mention previous injuries. 
 

Emotional abuse 

Emotional abuse is the persistent emotional maltreatment of a child. It is also 

sometimes called psychological abuse and it can have severe and persistent adverse 

effects on a child’s emotional development. 

Although the effects of emotional abuse might take a long time to be recognisable, 

practitioners will be in a position to observe it, for example, in the way that a parent 

interacts with their child. Emotional abuse may involve deliberately telling a child that 

they are worthless, or unloved and inadequate. It may include not giving a child 

opportunity to express their views, deliberately silencing them or ‘making fun’ of what 

they say or how they communicate. Emotional abuse may involve serious bullying – 

including online bullying through social networks, online games or mobile phones – by 

a child’s peers. Some of the following signs may be indicators of emotional abuse:  

 children who are excessively withdrawn, fearful, or anxious about doing 
something wrong;  

 parents or carers who withdraw their attention from their child, giving the child 
the ‘cold shoulder’;  

 parents or carers blaming their problems on their child;  
 parents or carers who humiliate their child, for example, by name-calling or 

making negative comparisons.  
 

Sexual abuse  

Sexual abuse is any sexual activity with a child. You should be aware that many 

children and young people who are victims of sexual abuse do not recognise 

themselves as such. A child may not understand what is happening and may not even 

understand that it is wrong. Sexual abuse can have a long-term impact on mental 

health.  

Sexual abuse 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 clothing. It may include non-contact activities, such as 

involving children in the production of sexual images, forcing children to look at sexual 

images or watch 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 commit 

acts of sexual abuse, as can other children. Some of the following signs may be 

indicators of sexual abuse:  

 children who display knowledge or interest in sexual acts inappropriate to their 
age; 

 children who use sexual language or have sexual knowledge that you wouldn’t 
expect them to have; 

 children who ask others to behave sexually or play sexual games; 
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 children with physical sexual health problems, including soreness in the genital 
and anal areas, sexually transmitted infections or underage pregnancy.  

 

Child Sexual Exploitation 

Child sexual exploitation is a form of sexual abuse where children are sexually 

exploited for money, power or status. It can involve violent, humiliating and degrading 

sexual assaults. In some cases, young people are persuaded or forced into exchanging 

sexual activity for money, drugs, gifts, affection or status. Consent cannot be given, 

even where a child may believe they are voluntarily engaging in sexual activity with the 

person who is exploiting them. Child sexual exploitation doesn't always involve 

physical contact and can happen online. A significant number of children who are 

victims of sexual exploitation go missing from home, care and education at some point. 

Some of the following signs may be indicators of sexual exploitation:  

 children who appear with unexplained gifts or new possessions;   
 children who associate with other young people involved in exploitation;  
 children who have older boyfriends or girlfriends;  
 children who suffer from sexually transmitted infections or become pregnant;   
 children who suffer from changes in emotional well-being;  
 children who misuse drugs and alcohol;   
 children who go missing for periods of time or regularly come home late;  
 children who regularly miss school or education or don’t take part in education. 

 

Neglect  

Neglect is a pattern of failing to provide for a child’s basic needs, whether it be 

adequate food, clothing, hygiene, supervision or shelter. It is likely to result in the 

serious impairment of a child’s health or development.  

Children who are neglected often also suffer from other types of abuse. It is important 

that practitioners remain alert and do not miss opportunities to take timely action. 

However, while you may be concerned about a child, neglect is not always 

straightforward to identify. Neglect may occur if a parent becomes physically or 

mentally unable to care for a child. A parent may also have an addiction to alcohol or 

drugs, which could impair their ability to keep a child safe or result in them prioritising 

buying drugs, or alcohol, over food, clothing or warmth for the child. Neglect may occur 

during pregnancy as a result of maternal drug or alcohol abuse. Some of the following 

signs may be indicators of neglect:  

 children who are living in a home that is indisputably dirty or unsafe;  
 children who are left hungry or dirty;  
 children who are left without adequate clothing, e.g. not having a winter coat;  
 children who are living in dangerous conditions, i.e. around drugs, alcohol or 

violence;  
 children who are often angry, aggressive or self-harm;  
 children who fail to receive basic health care; 
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 parents who fail to seek medical treatment when their children are ill or are 
injured. 

 

B. Abuse of adults at risk 

Abuse of an adult at risk may include but is not limited to: 

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

 Sexual abuse, including rape and sexual assault or sexual acts to which the adult 
at risk has not consented, or could not consent 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, isolation or withdrawal from 
services or supportive networks. 

 Financial or material abuse, including theft, fraud, exploitation, pressure in 
connection with wills, property or inheritance or financial transactions, or the 
misuse or misappropriation of property, possessions or benefits. 

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

 Discriminatory abuse, including racist, sexist, that based on a person’s disability, 
and other forms of harassment, slurs or similar treatment. 

 Neglect and poor professional practice including isolated incidents of poor or 
unsatisfactory professional practice, pervasive ill treatment or gross misconduct. 
Repeated instances of poor care may be an indication of more serious problems 
and this is sometimes referred to as institutional abuse. 

 Self-neglect, including risks from health, hygiene and surroundings. 
 Domestic violence or abuse including 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 family members 
regardless of gender or sexuality. It also includes so called 'honour’ -based 
violence, female genital mutilation and forced marriage. 

 Modern slavery including human trafficking, forced labour, domestic servitude, 
sexual exploitation, such as escort work, prostitution and pornography, and debt 
bondage – being forced to work to pay off debts that realistically they never will 
be able to. 

   

Any of these types of abuse may be perpetrated as the result of deliberate intent, 

negligence or ignorance. 

Adults at risk may be abused by a wide range of people including relatives and family 

members, professional staff, paid care workers, volunteers, other service users, 

neighbours, friends and associates, people who deliberately exploit vulnerable people 

and strangers. 

Not everyone with a care or support need will be at risk of abuse but staff should be 

aware that their needs may put them at risk of abuse at any point. Equally some adults 
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we work with may not have care or support needs but are at risk of abuse due to their 

circumstances. 

 

C. Specific Safeguarding Issues 

There are also many specific safeguarding issues which may affect children, young 

people or adults at risk. Some of these are detailed below and some further 

information is provided. Expert and professional organisations are best placed to 

provide up-to-date guidance and practical support on specific safeguarding issues and 

should be consulted should the need arise: 

Bullying Including Cyber-bullying - behaviour by an individual or group, repeated over 

time that intentionally hurts another individual or group either physically or 

emotionally.  Bullying can take many forms (for instance cyber-bullying via internet, 

text message) and is often motivated by prejudice against particular groups.  It can 

result in the intimidation of a person or persons through threat of violence or by 

isolating them either physically or online. 

Domestic Violence - any incident or pattern of incidents of controlling, coercive, 

threatening behaviour, violence or abuse between those aged 16 and over who are, or 

have been, intimate partners or family members regardless of gender or sexuality.  The 

abuse can encompass, but is not limited to psychological, physical, sexual, financial or 

emotional. 

Drugs - including alcohol, tobacco, illegal drugs, medicines, new psychoactive 

substances (legal highs) and volatile substances. This includes use or misuse by the 

participant or the impact of use or misuse by others on a participant. 

Fabricated or Induced Illness - there are three main ways for a carer to fabricate or 

induce an illness.  These are not mutually exclusive and include fabrication of signs and 

symptoms and may include fabrication of past history; fabrication of signs and 

symptoms and falsification of hospital records and specimens of bodily fluids; 

induction of an illness by a variety of means.  

Faith Abuse - this includes; belief in concepts of witchcraft and spirit possession, 

demons or the devil acting through children or leading them astray; ritual murders; use 

of belief in witchcraft or magic to create fear to make children more compliant when 

they are being trafficked to domestic slavery or sexual exploitation. 

Female Genital Mutilation (FGM) - a procedure where the female genitals are 

deliberately cut, injured or changed, but where there is no medical reason for this to be 

done. There is a range of indicators that a child or young person may be at risk of FGM, 

which individually may not indicate risk, but if there are two or more indicators present 

this could signal a risk to the child or young person.   Victims of FGM are likely to come 

from a community that is known to practice FGM.  Professionals should note that girls 

at risk of FGM may not yet be aware of the practice or that it may be conducted on 

them so sensitivity should always be shown when approaching the subject. 
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Forced Marriage - a marriage in which one, or both spouses do not consent to 

marriage. 

Gangs and Youth Violence - ‘Street gangs’ for whom crime and violence are a core part 

of their identity. 

Gender based violence/violence against women and girls (VAWG) - violence, 

physical, sexual or otherwise, stalking and harassment and female genital mutilation. 

Includes transgender violence. 

Grooming - when someone builds an emotional connection with a child, young person 

or adult at risk to gain their trust for the purposes of sexual abuse, sexual 

exploitation or trafficking. Grooming can take place face-to-face or online. Groomers 

will often gain the trust of family members, carers or colleagues to enable them to 

spend time alone with the individual. 

Hate crime - any crimes that are targeted at a person because of hostility or prejudice 

towards that person’s disability, race or ethnicity, religion or belief, sexual orientation, 

or transgender identity. 

Mental health - a mental health problem may make someone more vulnerable to abuse 

or may make it harder for them to take the first step in seeking help. 

Radicalisation - the process through which an individual changes from passiveness or 

activism to become more revolutionary, militant or extremist, especially where there is 

intent towards, or support violence.  Further information can be found in Section 9 

Prevent Duty. 

Sexting - exchange of self-generated explicit images, through mobile picture messages, 

webcams or over the internet. 

Teenage Relationship Abuse – can include emotional abuse, physical abuse, sexual 

abuse or financial abuse (taking control of money and/or forcing a teenager to buy 

things or work/not work). 

Trafficking and modern slavery – people are recruited, moved or transported and 

then exploited, forced to work or sold. Someone is in slavery if they are forced to work 

through coercion, or mental or physical threat; owned or controlled by an ’employer’, 

through mental or physical abuse or the threat of abuse; dehumanised, treated as a 

commodity or bought and sold as ‘property’; physically constrained or have 

restrictions placed on their freedom of movement. 

Young people who are sexually active - under most circumstances where staff have 

knowledge of a young person's sexual relationships this should be considered to be a 

normal part of a young person's development. The age of the young people involved 

should only be an issue where there is concern about a young person's ability to give 

genuine consent or where there appears to be an imbalance of power within that 

relationship. If staff become aware that a young person aged under 13 has been 

involved in penetrative sex or other intimate sexual activity, action must be taken. 
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Young people who are themselves parents - staff may work with young people who 

are themselves parents. If there are concerns about a young person's care of their 

child, it is important to be open and honest about these concerns and about action that 

needs to be taken to address them. In most situations staff should discuss the concerns 

with the young person (parent). If staff have any concerns that doing so will place the 

child, the young person or the staff member at risk they should discuss the situation 

with the Designated Safeguarding Lead first. 
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Section 3: Safeguarding Team  
 

Groundwork has a Safeguarding Team which comprises of a senior member of staff as 

Designated Safeguarding Lead; Deputy Safeguarding Officers with experience of work 

with children, young people or adults at risk; and a Safeguarding Lead Board Member.  

 

The Safeguarding team at Groundwork is: 

 

Role Name Phone Email 
Designated 
Safeguarding 
Lead 

Andy 
Harrison, 
Head of 
Contracts 

0121 237 5830 
07802 930828 

Andrew.harrison@groundwork.org.
uk  

Deputy 
Designated 
Safeguarding 
Lead 

Philippa 
Neate, 
Programme 
Coordinator 

0121 237 5884 
07715 169568 
 

Philippa.neate@groundwork.org.uk  

Deputy 
Designated 
Safeguarding 
Lead 

Sarah 
Duncan, 
Programme 
Coordinator 

0121 237 5852 
07826  558154 
 

Sarah.duncan@groundwork.org.uk  

Safeguarding 
Lead Board 
Member 

Under 
recruitment 
(Nov 20) 

NA  
(via DSO/ CEO) 

NA  
(via DSO/ CEO) 

 

All staff should ensure they have the contact details of the Designated Safeguarding 

Lead and the Deputy Safeguarding Officers available at all times when working with 

children, young people or adults at risk.  

 

The Designated Safeguarding Lead will: 

 act as first point of contact for staff in raising a safeguarding concern; 
 refer cases of suspected abuse or allegations of abuse to the relevant 

investigating agencies; 
 liaise and co-operate with the Local Safeguarding Partnership and Children’s 

Social Care Team, in each area in which the Trust operates, ensuring that local 
guidance on thresholds, reporting and recording procedures are followed; 

 liaise with Designated Safeguarding Leads responsible for delivering activities on 
our behalf, to ensure that concerns are addressed in a satisfactory and timely 
way; 

mailto:Andrew.harrison@groundwork.org.uk
mailto:Andrew.harrison@groundwork.org.uk
mailto:Philippa.neate@groundwork.org.uk
mailto:Sarah.duncan@groundwork.org.uk
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 liaise and co-operate with the Local Safeguarding Adults Board and Adult Social 
Care Teams in each area in which the Trust operates, ensuring that local 
guidance on reporting and recording procedures are followed; 

 work closely with staff to support children, young people and adults at risk where 
abuse is suspected or disclosed; 

 provide advice and support to staff on issues relating to safeguarding; 
 lead on the development and maintenance of organisational policies and procedures 

around Safeguarding; 
 coordinate awareness-raising and training for Groundwork UK staff, including 

maintaining an up to date record of staff training and awareness sessions; 
 inform the Chief Executive of any issues and ongoing investigations; 
 maintain accurate, secure records of referrals or concerns; 
 ensure that cover is provided in the case of absence from the role. 

 

The Safeguarding Deputies will provide support to the Designated Safeguarding Lead 

in carrying out the responsibilities as outlined above, and provide cover in their 

absence. 

 

The Safeguarding Lead Board Member will champion safeguarding at Board Level 

ensuring that trustees:  

 support the Safeguarding Team, management and staff teams to effectively meet 
their safeguarding responsibilities; 

 provide a point of escalation for matters relating to staff and/ or whistleblowing; 
 promote a culture of safeguarding within the organisation; 
 understand and manage the risks arising from safeguarding, including an 

understanding of the contexts in which the Trust operates and the associated 
risks; 

 ensure that policies and procedures are in place to support safeguarding in 
practice within the organisation; 

 ensure that policies and procedures are in place to investigate complaints 
thoroughly, robustly, fairly and sensitively; 

 ensure that the views of children, young people and adults at risk are listened to 
and taken into account when decisions are made; 

 work to achieve transparency and accountability across the organisation in 
relation to safeguarding. 

 

The Safeguarding Lead Board Member will also provide a point of escalation should 

serious concerns arise, or where Whistleblowing procedures are implemented. 

Those responsible for HR in the organisation will: 

 ensure that safe recruitment procedures are followed when recruiting staff and 
volunteers; 

 ensure that all staff receive Safeguarding Training appropriate to their role and 
keep records of attendance. 

 

The Safeguarding Team will:  
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 Hold a Safeguarding Meeting on a quarterly basis, with other Senior Managers 
where necessary. The purpose of the meeting will be to discuss safeguarding 
arrangements and provide recommendations for implementing these in practice; 

 review the Safeguarding Policy and Procedures and provide information on 
findings to the Trust to ensure best practice is maintained; 

 reflect on instances where safeguarding procedures have been implemented 
both within the Trust and on a local or national basis, ensuring that lessons are 
applied to practice across the Trust. 

 

All members of the Safeguarding Team will participate in relevant Safeguarding 

Training which is refreshed in line with recommended timescales. The Designated 

Safeguarding Lead and Deputies will complete Designated Safeguarding Lead training 

as a minimum (refreshed every 2 years), and the Safeguarding Lead Board Member will 

complete Trustee Safeguarding training as a minimum. Additional training for 

members of the Safeguarding Team will be completed in line with recommendations 

made by Local Safeguarding Partners and Safeguarding Adult Boards in the areas in 

which the Trust operates. 

 

Sufficient time and resources are allocated to the Safeguarding Team in recognition of 

their strategic and operational responsibilities.  

Any allegations of abuse or concerns about the behaviour of members of the 

Safeguarding Team are investigated and addressed in line with this policy. 
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Section 4: Dealing with disclosures or concerns about a child, young 

person or adult at risk 
 

Groundwork staff may have contact with children, young people and adults at risk, 

some of whom may be marginalised, disaffected and vulnerable.  Working in this close 

proximity means that Groundwork staff may become aware of a situation where a 

child, young person or adult is at risk of abuse or is suffering abuse. 

The following procedure and flowchart aim to support staff to respond effectively to a 

safeguarding disclosure or concern. The same procedure should be followed if a 

participant makes a disclosure of historical abuse, even if they are no longer in contact 

with the alleged abuser. 

Ways abuse might be brought to your attention: 

 a participant might make a direct disclosure about him or herself, or about 
another participant; 

 a participant might offer information that is worrying but is not a direct 
disclosure; 

 a member of staff might be concerned about a participants’ appearance or 
behaviour or about the behaviour of a parent or carer or another person towards 
a participant; 

 a parent, carer or third party might make a direct disclosure about a participant 
or offer information that is worrying but is not a direct disclosure. 

 

Talking to a participant who has told you that he/she or another participant is being 

abused: 

 reassure the participant that telling someone was the right thing to do; 
 tell the participant that you now have to do what you can to keep them (or 

another person) safe; 
 tell the participant what you are going to do next and who else needs to know 

about it; 
 let the participant tell their whole story - don’t try to investigate or question the 

participant but do make sure that you are clear about what they are saying; 
 ask the participant what they would like to happen as a result of what they have 

said, but don’t make or infer promises that you can’t keep. 
 

In the case of a child or young person give them the Childline phone number: 0800 

1111 

In the case of an adult at risk, autonomy, capacity and the ability to consent are key 

issues to bear in mind. All adults, including adults at risk, have a fundamental right to 

make their own decisions and this is what makes them different to children. Where a 

disclosure is made by an adult at risk, staff should seek to gain informed consent to 

share the information. There are limitations to this if the adult at risk does not have the 

mental or cognitive ability to make an informed choice. However, if someone makes a 

decision that you or others think is unwise or not in their interests, this does not 
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necessarily mean that they lack the capacity to decide. There will be times when an 

adult who has capacity decides to accept a situation that you perceive as potentially 

abusive or neglectful, or refuses to give consent to share the information. This is a 

decision that they are free to make, unless: 

 other people are being put at risk (for example, letting friends who are abusive or 
exploitative into a shared living environment, where they may put other 
residents at risk), 

 a child is involved, 
 the alleged perpetrator has care and support needs and may also be at risk, 
 a serious crime has been committed, 
 staff are implicated, 
 coercion is involved. 

 

In these cases, staff should support the adult to understand that the information 

received gives cause for concern, explain the reasons for this, explain that the 

information must be shared to help keep people safe, and who the information will be 

shared with. 

Action to be taken by staff if concerns are raised or a disclosure is made: 

 contact the Designated Safeguarding Lead (or a Deputy Safeguarding Officer in 
their absence) as soon as possible and inform them of the disclosure or concerns; 

 make a written recording using the Safeguarding Report Form (Section 6); 
 pass the Safeguarding Report Form and any other written information to the 

Designated Safeguarding Lead safely and securely and not keep any records for 
themselves. 

 

On receiving a disclosure or concern the Designated Safeguarding Lead will decide on 

the best course of action which may include: 

 liaising with the Designated Safeguarding Lead for the delivery partner 
responsible for delivery of services on behalf of Groundwork, to ensure that the 
matter is being addressed in line with this policy; 

 completing an Early Help Assessment or liaising with other agencies to ensure 
that an Early Help Assessment is completed with children or young people where 
necessary (see Section 4A for further guidance); 

 seeking advice from the Child or Adult Social Care department or the NSPCC 
helpline; 

 making a referral to the Child or Adult Social Care department - if a referral is 
made the Designated Safeguarding Lead will follow this up in writing within 48 
hours; 

 making decisions about who else needs to know and how this will be done; 
 making a referral to another agency for specialist support and advice. 

 

The Designated Safeguarding Lead will add information to the Safeguarding Report 

Form that has been submitted by the person receiving the disclosure or raising the 
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concern, will update the Safeguarding Log, and will keep and maintain any written 

records in line with the Recording and Information Sharing Guidelines. 

Helping a participant in immediate danger or in need of emergency medical 

attention: 

 if the participant is with you, remain with them and call the police; 
 if the participant is elsewhere, contact the police and explain the situation to 

them; 
 if the participant needs emergency medical attention, call an ambulance and 

while you are waiting for it to arrive, provide first aid help; 
 contact the Designated Safeguarding Lead as soon as possible to let them know 

what is happening. 
 

A decision will need to made about informing the participants’ family and the Child or 

Adult Social Care department, when they should be informed, and who should do this. 

This should be done together with the police and/or health services.  

Once the immediate danger or emergency medical need has been dealt with, staff 

should contact the Designated Safeguarding Lead and complete all actions as outlined 

above.  

When to talk to parents or carers 

Staff should discuss with the Designated Safeguarding Lead before deciding whether 

parents or carers should be informed of a disclosure or any concerns. Always consider 

the welfare of the participant in your decision making. The issues that will need to be 

taken into account are the participants’ wishes and feelings; the parent or carers’ right 

to know – unless this would place the participant or someone else in danger, or would 

interfere with a criminal investigation; the impact of telling or not telling the parent or 

carer; the current assessment of risk to the participant and the source of that risk; and 

any risk management plans that currently exist. 

External contacts 

Groundwork recognise that on rare occasions when staff are working on evenings and 

at weekends that they may be unable to contact the Designated Safeguarding Lead or 

another member of the Safeguarding Team. In these cases, if a disclosure or concern is 

raised staff may contact the relevant Adult or Child Social Care Team or the NSPCC 

helpline directly. Staff must make sure that they contact the Designated Safeguarding 

Lead as soon as possible, and complete all actions as outlined above.  External contact 

details can be found in Section 10. 

Contracted and partnership work 

When staff are working on contracts or partnership projects, disclosures, concerns or 

allegations of abuse must be reported in line with these procedures, but may also need 

to be reported to the Designated Safeguarding Lead within the partner organisation. 

Staff responsible for contracted or partnership work should agree reporting 
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procedures in advance and in writing with the partner organisation. For partnership 

work staff should use the Partner Agreement Form (see Section 12 Safe Delivery 

Guidelines and Forms). For contracted work where Groundwork are the delivery 

organisation staff should use paperwork provided by the partner or contract manager.  

Delivery Partners who are being contracted to deliver by Groundwork are required to 

report safeguarding incidents to the Designated Safeguarding Lead. Further 

information on the requirements can be found in Section 11 Working with Delivery 

Partners. 
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Safeguarding Flowchart 

Actions for staff members    Actions for Designated Safeguarding Lead  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contact the Designated 

Safeguarding Lead 

without delay 

Complete a 

Safeguarding Report 

Form and pass securely 

to the Designated 

Safeguarding Lead 

Decide if a referral is 

required to Adult or 

Child Protection 

Authorities 

Add information to the 

Safeguarding Report 

Form completed by the 

staff member and store 

securely. Update 

Safeguarding Log If no, decide on other 

appropriate actions e.g. 

Early Help Assessment, 

specialist support, 

referral to other 

agencies 

 

If yes, contact the 

Police or Adult or Child 

Social Care Team and 

follow up in writing 

within 48 hours 

Disclosure made or 

concern raised about a 

child, young person or 

adult at risk 

Review safeguarding 

incidents and 

procedures at quarterly 

Safeguarding Meeting 



25 
 

Section 4A:  Procedures for Early Help  

Early help or early intervention is support that is given as soon as a problem emerges. 

Early help aims to improve outcomes for children and young people, and can be 

delivered to children and young people themselves, parents or whole families. 

Some children or young people are more likely to need early help than others. This 

includes children or young people who have been excluded from school, have special 

educational needs, are disabled, are in care, are leaving or preparing to leave care, are 

young carers, are young parents (or about to become young parents), are experiencing 

housing issues. 

Staff should be aware of the signs that a child or young person may benefit from early 

help. These are wide ranging but may include: 

 displaying disruptive or anti-social behaviour 

 being bullied or bullying others 

 having poor attendance at school 

 being involved in, or at risk of, offending 

 having poor general health 

 having anxiety, depression or other mental health issues 

 misusing drugs or alcohol 

 having a particularly challenging relationship with parents or appearing to be 

unusually independent from their parents 

 experiencing difficulties at home, such as domestic abuse, parental substance 

abuse or parental mental health problems 

 

If staff think that a child or young person is in need of early help, they should complete 

a Safeguarding Report Form and discuss their concerns with the Designated 

Safeguarding Lead. The Designated Safeguarding Lead should refer to the relevant 

Local Safeguarding Partners Threshold Guidance and decide whether an Early Help 

Assessment is needed. 

If an Early Help Assessment is needed the Designated Safeguarding Lead will follow 

the assessment and reporting processes provided by the Local Safeguarding Partners, 

ensuring that an appropriately trained member of staff completes the assessment. An 

early help assessment will only be completed with the consent of the child or young 

person and their parent or carer if necessary.  

The Designated Safeguarding Lead may decide that Groundwork is not best placed to 

complete an Early Help Assessment. This may be the case if staff working with the child 

or young person are not appropriately trained. In this instance the Designated 

Safeguarding Lead will work with the relevant Child Social Care Team and other 

agencies that are also in contact with the child, young person or family to ensure that 

an appropriate professional completes the assessment.  
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Section 4B: Preventative measures for adults at risk 

The Designated Safeguarding Lead should give careful consideration to whether a 

safeguarding response is appropriate for an adult at risk. Such a response is only 

appropriate if the adult is, as a result of their care and support needs, unable to protect 

themselves. If a safeguarding response is not appropriate, staff can provide the adult 

with advice, guidance and support, and work with them to reduce the risk of abuse.  

 

Preventative approaches may include:  

 supporting adults to have more control over their lives, and to make decisions 

about how they live their life; 

 providing a person-centred service; 

 helping adults to recognise abusive situations and know how to keep themselves 

safe; 

 supporting adults to be independent and resilient; 

 helping adults to develop their own support networks and have positive 

relationships and friendships; 

 providing information to adults about their rights and where to get help. 

Groundwork also supports adults who do not fit the definition of an adult at risk but 

because of their circumstances may be at increased risk of abuse. Where this is the 

case Groundwork will seek to provide support, implement preventative measures and 

refer to specialist agencies if necessary. 
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Section 5: Managing allegations against staff and volunteers 

Allegations against staff should be taken seriously and the following process will 

enable Groundwork to approach any allegation in a consistent way and without 

prejudice.   

This procedure aims to: 

 ensure that participants are protected following an allegation of abuse by a 
member of staff; 

 ensure that there is a fair, consistent and robust response to any allegations 
made so that any risk posed to participants is managed effectively; 

 facilitate an appropriate level of investigation into allegations; 
 ensure that Groundwork continues to fulfil its responsibilities towards members 

of staff; 
 ensure that individuals are able to continue in their role if they have been subject 

to an allegation that is unfounded or malicious. 
 

Action to be taken if an allegation is made or concerns are raised about staff: 

The person to whom the allegation has been made or who has a concern should: 

 contact the Designated Safeguarding Lead as soon as possible and inform them 
of the allegation or concerns; 

 make a written recording using the Safeguarding Report Form (Section 6); 
 pass the Safeguarding Report Form and any other written information to the 

Designated Safeguarding Lead safely and securely and not keep any records for 
themselves. 

 

On receiving an allegation or concern about staff the Designated Safeguarding Lead 

will: 

 consider the welfare of children, young people or adults at risk and make a 
referral if necessary to Child or Adult Social Care in line with procedures set out 
in section 4 above; 

 inform the staff member’s line manager; 
 inform the staff member and suspend them from work whilst an investigation is 

carried out – it should be noted that this is not an assumption of guilt; 
 lead on the investigation with support from members of The Safeguarding Team 

and other senior members of staff where necessary; 
 keep and maintain any written records in line with the Recording and 

Information Sharing Guidelines. 
 

The investigation may include: 

 informing the police if a criminal offence is alleged; 
 informing the Local Authority Designated Team; 
 conducting an internal investigation and possible disciplinary action in line with 

the Disciplinary Policy. 
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The Local Authority Designated Team will be contacted within 1 working day of an 

allegation or concern being reported if: 

 a staff member has behaved in a way that has harmed or may have harmed a child 
or adult at risk; 

 a staff member has committed a criminal offence in relation to a child or adult at 
risk; 

 a staff member has behaved towards children or adults at risk in a way that 
indicates they are unsuitable to work with children or adults at risk. 

The Designated Safeguarding Lead will co-operate fully with the Police or Local 

Authority Designated Team and take advice from them on the course of action to be 

taken in relation to the staff members employment and informing them of the details 

of the investigation. Advice will also be sought on how to inform the participants 

parents or carers, and who should do this. 

Once investigations are complete 

If a staff member is found to have harmed a child or adult at risk or poses a risk of harm 

to a child or adult at risk; the Designated Safeguarding Lead will make a referral to the 

Disclosure and Barring Service. The member of staff will be disciplined using 

Groundwork disciplinary policies and this may result in dismissal. 

If allegations are unfounded and it is appropriate for the member of staff to return to 

work, it is the responsibility of the individual’s line manager with support from the 

Designated Safeguarding Lead as required to ensure that they are properly integrated 

back into work. 

Where an investigation establishes poor practice rather than abuse then the line 

manager will consider appropriate training and supervision and the Designated 

Safeguarding Lead will review general practice in relation to safeguarding. 
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Section 6: Safeguarding Report Form 

Groundwork Safeguarding Report Form 
Staff Details 
Name  

 
Position  

 
Date 
 

 

Participant’s Details 
Full Name  

 
Gender 
 

 

Date of Birth  
 

 

Address  
 

Phone Number  
 

Parent or carer’s 
name (if applicable) 

 

Details of the disclosure, concern or incident 
Describe what has happened and include dates, times, details of any injuries, 
changes in behaviour or appearance and any other information you think is relevant: 
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If you are reporting the concerns of someone else please give details of their name 
and position: 

If you have spoken to the participant please provide details of their account or 
perspective: 

If anyone has been alleged to be the cause of the incident or source of concerns 
please provide details: 

If anyone else witnessed the incident or shares your concerns please provide their 
details: 

If you are aware of any previous concerns, disclosures or any current risks or 
support plans please give details: 
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Referral Details To be completed by Designated Safeguarding Lead 
Summary of discussion with staff member making the report: 

Do you have child or adult protection 
concerns? 

Yes / No 

If yes, a referral must be made to statutory child or adult protection authorities 
Date & Time of 
Referral 

 

Name and contact 
details of the 
person referral 
made to 

 
 
 

Action agreed with 
Police or Adult or 
Child Social Care 
Team 

 

Details of any 
follow up with 
Police or Adult or 
Child Social Care 
Team 

 

Details of who else 
‘needs to know’ 
and who is 
responsible for 
informing them 

 

If the concerns are 
not about child or 
adult protection 
what further 
support is 
required? 

 

 Signed Date 
Staff member  

 
 

Designated 
Safeguarding Lead 
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Section 7: Code of conduct for staff 

Groundwork delivers its work with children, young people and adults at risk in a 

variety of ways including drop-in sessions, project work, group work, training sessions, 

1-1 mentoring and coaching. This code of conduct is intended to provide guidance for 

staff on careful and thoughtful conduct, and is not intended to detract from the 

enriching experiences which come from positive interaction within our activities and 

services. The code applies to all staff and volunteers, and those working on behalf of 

the Trust. 

Safeguarding is everyone’s responsibility and has a twofold purpose of safeguarding 

participants from abuse and also protecting staff and volunteers from false allegations 

of abuse; if we protect participants’ we also protect ourselves. 

Staff should: 

 always be aware of the needs of participants, and be vigilant for any possible 
signs of abuse; 

 never promise confidentiality. There are circumstances in which information may 
need to be passed on to others in order to safeguard a participant. Staff should 
refer to Section 8 Recording and information sharing guidelines for further 
information; 

 always wear their ID badge when working on behalf of Groundwork and actively 
challenge staff and visitors who are not wearing ID; 

 not spend time alone with participants, especially away from others. Contact 
with individual participants should take place as openly as possible. If privacy is 
needed, the door should be left partly open and other staff present or informed 
of the reason and location of the individual contact; 

 avoid accidental 1:1 situations, for example, not using toilets specifically 
allocated for children; 

 if they have specific responsibility for working on a 1:1 basis (as outlined in their 
job description), ensure that their line manager is fully aware of their work 
programme and that appropriate support is available if required. Further 
guidelines can be found in the Lone Working Policy; 

 if they are a line manager of those staff who have specific responsibility for 
working on a 1:1 basis; ensure that a risk assessment is carried out for each client 
and work location, and that the staff member is fully supported through regular 
supervision. Further guidelines can be found in the Lone Working Policy; 

 if they are trained to administer first aid, ensure whenever possible that this is 
done in the presence of another adult. However, in an emergency situation staff 
should not hesitate to administer first aid simply because another adult is not 
present; 

 not have unnecessary physical contact with participants. There may be occasions 
where physical contact is unavoidable, such as providing reassurance, or for 
physical support. In these cases, physical contact should only take place with the 
consent of the participant and should be avoided if it would likely be 
misinterpreted by the participant, their parent or carer, or a casual observer; 
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 not transport participants on their own or in their own vehicles. Where this is 
judged to be the only form of transport available in the circumstances, it should 
only be carried out with the full knowledge and consent of the line manager, the 
participant and the parent or carer; 

 not contact or meet with participants outside an organised activity; 
 ensure that their personal relationships do not affect the participants around 

them if they are engaged in relationships with co-workers or other adults 
present; 

 not give out their personal details to participants. Participants should be asked to 
contact the staff member through the office or the mobile phone or email 
address supplied to the staff member by Groundwork; 

 not communicate with participants on social networking sites using the staff 
member’s personal profile or pages. Social networking may be used if an official 
Groundwork staff member profile, project or group page is set up. Further 
guidelines can be found in the E-safety Policy and related procedures; 

 report to their line manager immediately if they find that they are the subject of a 
participants’ affections or attentions; 

 identify risks and agree how to handle everyday interactions with their line 
manager if they live and work in the same location. This is particularly important 
in the case of volunteers and apprentices who may have been recruited from 
within the communities they will be working in, and may require support to 
separate their personal lives from their professional responsibilities; 

 remember that on rare occasions children, young people and adults at risk 
themselves can be responsible for abusing their peers, ensure that this risk is 
assessed during the planning of an activity, and that group ground rules are 
established in line with Acceptable Behaviour standards. 

 

Staff should never: 

 engage in sexually provocative or rough physical games with participants; 
 threaten participants with serious sanctions or physical punishment; 
 take participants to their home or the home of a relative or friend; 
 share a room with a participant whilst on a trip or residential; 
 allow participants to use inappropriate language unchallenged (e.g. racist, sexist 

or homophobic comments); 
 make sexually suggestive comments in front of, about, or to a participant, even in 

fun; 
 engage in a sexual relationship with a participant under the age of 18, as such 

sexual activity is an abuse of the position of trust as defined in the Sexual 
Offences Act; 

 let allegations made by a participant go without being addressed and recorded; 
 deter participants from making allegations through fear of not being believed; 
 do things of a personal nature for a participant that they can do for themselves; 
 rely on their good name to protect them i.e. everyone regardless of position 

should adhere to these guidelines.  
 

These guidelines are not exhaustive and staff are encouraged to use their professional 

judgement in all circumstances in conjunction with this code. If staff are concerned 
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about any situation in which they interact with participants they should speak 

immediately to their line manager who will seek additional guidance from the 

Safeguarding Team if necessary.  

Breaches of this code should be reported in the same way as an allegation made 

against a staff member as outlined in Section 5, and will be investigated in line with 

these procedures. If staff are concerned that breaches have not been dealt with 

appropriately by following these procedures, they should follow the Whistleblowing 

Procedure. 
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Section 8: Recording and information sharing guidelines 

Groundwork recognises that information sharing is vital to safeguarding and 

promoting the welfare of children, young people and adults at risk. The following 

guidelines seek to support staff to record information, share it, understand its 

significance and then take appropriate action. 

These guidelines are based on the 7 golden rules about information sharing which are 

taken from Information sharing: Advice for practitioners providing safeguarding 

services to children, young people, parents and carers; HM Government 2018, which 

also contains a useful flowchart to assist staff when making decisions around 

information sharing. 

https://www.gov.uk/government/publications/safeguarding-practitioners-

information-sharing-advice 

1. Remember that the General Data Protection Regulation (GDPR), Data 
Protection Act 2018 and human rights law are not barriers to information 
sharing.  

2. Be open and honest. 
3. Seek advice from other practitioners. 
4. Share with informed consent. 
5. Consider safety and well-being. 
6. Records should be necessary, proportionate, relevant, adequate, accurate, timely 

and secure. 
7. Keep a record of your decision and the reasons for it. 

 

Records 

Groundwork makes and keeps records relating to its work with participants to support 

us to comply with health and safety, contractual and funding requirements. Staff will 

inform participants when they start accessing our services that records will be kept. 

This may include personal information e.g. registration forms, consent forms; as well as 

records of their participation as an individual or member of a group e.g. 1-1 record, 

session record.  

Records are also kept when there is a safeguarding concern or disclosure, using a 

Safeguarding Report Form. Records are clearly marked and kept securely by the 

Designated Safeguarding Lead in a confidential file. The records are reviewed annually 

by the Safeguarding Team and checked to be chronological, tidy, legible and factual in 

content. Records may be withdrawn from the organisation in compliance with requests 

made by the Local Authority Designated Team, NSPCC or Police Teams. Any 

withdrawal will be noted and signed for. 

Where there is a concern that a participant may be in need, at risk of abuse, or pose a 

risk to other participants or staff, a note may be placed on other records along with 

details of how the concerns have been or are being dealt with. Programme managers 

should decide on how best to arrange this depending on the specific reporting 

https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
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requirements for that programme. This could include a separate note on file or a 

flagging system which alerts staff members to further information held in a specific 

location which must be checked prior to any contact with the participant. 

When creating records, staff should make it clear if any part of the record is based on 

fact, hearsay or opinion. If opinion is expressed, this should be relevant to the situation, 

and respectful and appropriate in tone. 

 

Storage of records 

Staff will ensure that all records which contain personal information about participants 

will be kept securely. Written and portable electronic information will be stored in 

lockable cabinets, and information stored on hard disks and networks will be secured 

using passwords or other appropriate security measures. Information will not be left 

lying around on desks and will be secured out of office hours. Records relating to 

individuals will be kept separately from records relating to the work that is delivered. 

This is to ensure that confidentiality is maintained where information may have been 

recorded about an individuals’ circumstances. 

Records will not be kept for longer than is necessary in accordance with the Data 

Protection Act. We will keep records for as long as a participant is accessing our 

services and until all requirements of our health & safety, contractual and funding 

obligations have been met. Records containing personal information about a 

participant will be destroyed securely once no longer required. 

Sharing Information 

Groundwork recognise that participants and their parents or carers have a right to 

know the information they share with us will be regarded as confidential, as well as to 

be informed about the circumstances when and the reasons why we are obliged to 

share information.  

We are obliged to share confidential information without consent from the person 

who provided it, or to whom it relates, if it is in the public interest.  That is when: 

 it is to prevent a crime from being committed or to intervene where one may 
have been; 

 to prevent harm to a child or adult at risk; or  
 not sharing it could be worse than the outcome of having shared it.  

 

The decision to share information without consent should never be made as an 

individual, but with the support of the Safeguarding team. The three critical criteria 

are: 

 Where there is evidence that a participant is suffering, or at risk of suffering, 
significant harm.  

 Where there is reasonable cause to believe that a participant may be suffering, or 
is at risk of suffering significant harm.  
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 To prevent significant harm arising to children and young people or adults at risk, 
including the prevention, detection and prosecution of serious crime. 

 

Staff will never promise confidentiality or to keep secrets, however, when we share 

information this will be done on a ‘need to know’ basis.  

Staff will not discuss personal information given by participants or their parents or 

carers with other members of staff, except where it affects planning for the 

participants’ needs.  

Staff will seek consent to share information from participants and their parents or 

carers in most cases (see exceptions above). Staff will do this in the following ways: 

 cover this verbally when the participant starts or include this in the information 
provided;  

 participants and/or their parents or carers sign a Registration Form at 
registration to say they understand this; 

 ask participants and/or their parents or carers to give written consent to share 
information about any additional needs they, their child or the person they care 
for may have;  

 give copies to participants and/or their parents or carers of the forms they sign. 
 

Staff will consider the following points when they need to share information:  

When to share information: 
 Is there a clear and legitimate purpose to sharing the information?  
 Do we have consent to share? 
 
If we do not have consent to share information: 
 Does the information enable the person to be identified? 
 Is there a lawful reason to share information without consent? 
 
How to share information: 
 Identify how much information to share 
 Distinguish fact from opinion 
 Ensure that the right information is being given to the right individual 
 Ensure where possible that the information is being shared securely 
 Where possible, be transparent with the individual, informing them that that the 

information has been shared, as long as doing so does not create or increase the 
risk of harm to the individual 

 Record information sharing decisions and reasons 
 

All of the undertakings above are subject to our paramount commitment to the safety 

and well-being of the child, young person or adult at risk.   

Where information is shared, staff will record the reasons for doing so in the relevant 

file; where it is decided that information is not be to be shared staff will record this too. 

Access to records 
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Participants have a right of access to records which are held about them by 

Groundwork. Full access to records will be provided unless staff consider the 

participant to be of insufficient age and understanding or is deemed not to be 

competent (see notes below on rights and competency). Where another agency 

requests access to information about a participant this will only be provided with the 

full knowledge and consent of the participant (see exceptions above). 

Policy breaches 

Staff will support participants throughout any proceedings which follow the disclosure 

of confidential information, taking on board any requests made by the participant. 

Staff will give clear information to the participant and their parent or carer where 

necessary, about the reasons for and consequences of disclosing confidential 

information. Where confidential information is disclosed for reasons that are not 

covered in these procedures, disciplinary action may be considered. 

 

Rights and Competency 

A. Children and Young People - The Gillick Principle 

The Gillick case involved the provision of contraceptive treatment for girls under the 

age of 16.  The House of Lords ruling (1985 3A 11 ER 402) had the effect of permitting 

doctors to provide medical treatment to children under the age of 16, without parental 

consent, where they were found by the doctor to be competent (Gillick competent).  

The decision as to whether or not a child is competent depends on a number of factors, 

including maturity of the child; the child’s understanding of the consequences of 

his/her actions etc. 

Competence must be defined by the staff member involved on a case by case basis; it is 

not acceptable to have a general policy which defines the age at which children will be 

deemed competent.  Where a child is not of sufficient understanding the consent of the 

parent (or person with parental responsibility) is required.  Even if a child is considered 

to be Gillick competent staff need to keep the issue of competence under constant 

review. 

B. Adults at risk 

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 which include emergency or life-

threatening situations, if there is a safeguarding concern, or where the public interest 

served outweighs the public interest served by protecting confidentiality – for 

example, where a serious crime may be prevented. 

An individual staff member cannot give a personal assurance of confidentiality. Staff 

should always report safeguarding concerns in line with the Safeguarding Policy. 



39 
 

It is good practice to try to gain the person’s consent to share information. As long as it 

does not increase risk, staff should inform the person if they need to share their 

information without consent. 
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Section 9: Prevent Duty  

As a provider of services to children, young people and adults at risk, Groundwork has 

a vital role to play in protecting them from the risks of extremism and radicalisation. 

This is a role which is underpinned by the Counter-Terrorism and Security Act 2015 ‘to 

have due regard to the need to prevent people from being drawn into terrorism’.  

Radicalisation refers to the process by which a person comes to support terrorism and 

forms of extremism leading to terrorism. Extremism is defined by the Government in 

the Prevent Strategy as: ‘Vocal or active opposition to fundamental British values, 

including democracy, the rule of law, individual liberty and mutual respect and 

tolerance of different faiths and beliefs. We also include in our definition of extremism 

calls for the death of members of our armed forces, whether in this country or 

overseas’.   

Prevent is an integral part of Groundwork’s commitment to safeguarding. We seek to 

protect children, young people and adults at risk against the messages of all violent 

extremism.  

Recognising radicalisation and extremism 

Children, young people and adults at risk are known to be at risk of others attempting 

to radicalise them. There are many reasons why a person might be drawn to 

extremism. These may include:  

 searching for answers to questions about their identity, faith and belonging; 

 being drawn to a group or individual who can offer answers to these questions or 

provide a social network and support; 

 a lack of self-esteem; 

 a desire for adventure and excitement; 

 a need to promote their ‘street cred’; 

 being influenced by world events by feeling a sense of grievance and wanting to 

make a difference. 

Often it is vulnerable people who are targeted for radicalisation and can include those 

that: 

 have low self-esteem; 

 feel isolated; 

 experience pressure from peers; 

 have a lack of direction or purpose; 

 feel guilt, loss, isolation, anger or fear; 

 have suffered a family breakdown.   

Signs of radicalisation may include: 

 out of character changes in behaviour, peer interactions and dress; 

 secretive behaviour; 

 losing interest in peer groups and activities; 
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 showing sympathy for extremist causes; 

 possessing extremist literature; 

 glorifying violence; 

 verbally expressing opinions different to generally accepted views or publicly 

 supporting messages similar to those of illegal organisations. 

There is no stereotype for people holding extremist views and the above are only 

examples or circumstances that can drive someone to terrorism but often the lead is a 

sense of injustice, which can be on a personal or more far reaching scale.  Their 

vulnerabilities or susceptibilities are then exploited towards crime or terrorism by 

people who have their own agenda, through face-to-face interactions or online 

through the internet, social media and mobile phone applications.  

Risk Reduction 

The Management Team, Board of Directors and the Safeguarding Team will assess the 

level of risk within the organisation and put actions in place to reduce any identified 

risks.    

All members of staff working with children, young people or adults at risk will be 

required to complete Prevent Training and to update this every 2 years. 

Procedure  

Keeping children, young people and adults at risk safe from these risks is a 

safeguarding matter and should be approached in the same way as safeguarding from 

other risks, as outlined in Sections 4 and 5. 

When any member of staff has concerns that a child, young person or adult at risk may 

be at risk of radicalisation or involvement in terrorism, they should report this to the 

Designated Safeguarding Lead and complete a Safeguarding Report Form (Section 6). 

The Designated Safeguarding Lead will have responsibility for assessing whether the 

participant may be at risk of radicalisation, and where relevant, for referring the 

participant to the Police Prevent Team. 

If a member of staff is verbalising views that are considered extremist and that have 

potential to influence participants and other staff or is displaying behaviour associated 

with radicalisation, a safeguarding concern should be raised without delay to the 

Designated Safeguarding Lead and a Safeguarding Report Form (Section 6) completed. 

Promoting British Values 

In addition to being alert to radicalisation and extremism, Groundwork recognises that 

it has a role to play in promoting British Values. These values are: 

 Democracy 

 The Rule of Law 

 Individual Liberty 

 Mutual respect for and tolerance of those with different faiths and beliefs and for 

those without faith 
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We will do this by supporting the people we work with to: 

 understand themselves and develop self-esteem and self-confidence; 

 respect one another;  

 distinguish right from wrong and respect the law; 

 accept responsibility for their behaviour; 

 make a positive contribution to their community; 

 understand and respect their own and others’ cultures; 

 understand and respect the rights and responsibilities of freedom of speech; 

 respect and participate in democracy.  
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Section 10: External contacts 

NSPCC helpline: 0808 800 5000 

Childline: 0800 1111 

Local Authority Adult or Child Teams: 

Local 
Authority 
Area 

Safeguarding 
Team 

Contact Office 
Hours 

Out of Hours 

Birmingham Birmingham 
Safeguarding 
Children 
Partnership 
(Children’s 
Advice and 
Support 
Service 
(CASS)) 

0121 303 1888 
CASS@birminghamchildrens
trust.co.uk (if using secure 
email) 
 
Referral form 
 

Not 
stated 

0121 675 
4806 
(Emergency 
Duty Team) 

 Birmingham 
Safeguarding 
Adults Board 
 
(Reporting a 
concern 
about an 
adult with 
care and 
support 
needs) 

0121 303 1234 
ACAP@birmingham.gov.uk 

(if using secure email) 
 
Referral form 

 
 

Not 
stated 

Not stated 

 Birmingham 
Safeguarding 
Adults Board 
 
(Reporting a 
concern 
about a 
person in a 
position of 
trust) 

0121 303 1157 
Denise.A.Wilson@birmingha
m.gov.uk  
(if using secure email) 
 

Not 
stated 

Not stated 

 

*Groundwork UK cannot maintain a centralised list of all potentially relevant Safeguarding 

contacts across the UK. These contacts are held locally by Groundwork Trusts. Please refer to 

Groundwork Trust DSO contact details stored centrally in the Safeguarding Policy folder.

http://www.lscpbirmingham.org.uk/
http://www.lscpbirmingham.org.uk/
http://www.lscpbirmingham.org.uk/
http://www.lscpbirmingham.org.uk/
mailto:CASS@birminghamchildrenstrust.co.uk
mailto:CASS@birminghamchildrenstrust.co.uk
https://www.birminghamchildrenstrust.co.uk/downloads/download/22/request_for_support_form
https://www.bsab.org/how-to-report-abuse/
https://www.bsab.org/how-to-report-abuse/
https://www.bsab.org/how-to-report-abuse/
mailto:ACAP@birmingham.gov.uk
https://www.bsab.org/how-to-report-abuse/
https://www.bsab.org/how-to-report-abuse/
https://www.bsab.org/how-to-report-abuse/
https://www.bsab.org/how-to-report-abuse/
mailto:Denise.A.Wilson@birmingham.gov.uk
mailto:Denise.A.Wilson@birmingham.gov.uk
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Section 11: Working with delivery partners 

Groundwork has a role as a supply chain manager for major programmes and 

contracts. This means that the ongoing assurance of the activities of our delivery 

partners is a key priority in achieving our commitment to safeguarding children, young 

people and adults at risk. 

Delivery partner management 

Groundwork will undertake the following key activities when engaging with delivery 

partners: 

1. Due Diligence 

Groundwork requires any potential delivery partner wishing to deliver services for 

children, young people or adults at risk on our behalf to complete a Due Diligence 

assessment. 

Key requirements outlined in the due diligence assessment include the following: 

• Having an appropriate Safeguarding Policy and procedures for work with 
children, young people and adults at risk, which include procedures for 
responding to concerns or disclosures of abuse, and managing allegations of 
abuse, and which have been subject to recent review (within the previous 12 
months) 

• Having organisational policies and procedures that cover the following core 
requirements: 

 Safe recruitment 
 Anti-Bullying 
 Codes of conduct/behaviour 
 Complaints 
 E-safety 
 Whistleblowing 
 Health and Safety, and guidelines which cover safe delivery of services 
 Prevent 

• A named Safeguarding Lead (along with contact details) 
• Confirmation of appropriate training and awareness-raising activities to ensure 

staff are competent and compliant 
 

Delivery partners will not be awarded a contract or grant for delivering services for 

children, young people and adults at risk on behalf of Groundwork until these 

requirements have been satisfied.  

2. Policy and procedure spot checks 

Delivery partners delivering services for children, young people and adults at risk on 

behalf of Groundwork are subject to policy and procedure spot checks to ensure that 

these continue to meet the standards outlined above. The frequency of spot checks 

will depend on the type and duration of the activity and will be established by 

Groundwork at the outset of each programme. 
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3. Performance review 

As part of regular performance or progress reviews with delivery partners 

Groundwork requires ongoing assurance that safeguarding policies and procedures 

are being followed and are translated into good practice.  Performance reviews will 

take the form of written feedback and/or face-to-face meetings, and generally take 

place quarterly or twice-yearly dependant on the type and duration of activity. Actions 

for addressing any safeguarding concerns raised by the delivery partner or 

Groundwork should be agreed by all parties.  

4. Dealing with safeguarding concerns relating to a Delivery Partner 

If staff are made aware of any safeguarding concerns relating to a delivery partner, 

they should follow the procedures outlined in Sections 4 and 5, contact the Designated 

Safeguarding Lead and complete a Safeguarding Report Form (Section 6). The 

Designated Safeguarding Lead will contact the named Safeguarding Lead for the 

delivery partner to ensure that the appropriate agencies are contacted and the matter 

is dealt with to the satisfaction of Groundwork in line with its Safeguarding policy and 

procedures. 

5. Reporting of safeguarding concerns by Delivery Partners 

Groundwork requires that the Delivery Partner reports any safeguarding incidents 

relating to the contracted work to the Designated Safeguarding Lead using the 

Delivery Partner Safeguarding Incident Report Form, sent by secure email. This is to 

enable the Designated Safeguarding Lead to seek assurance that any incidents are 

being properly managed for any activity being delivered under Groundwork’s name. 

The Designated Safeguarding Lead will record the incident on the Groundwork 

safeguarding file. If necessary, the Designated Safeguarding Lead will seek further 

information or assurances from the Delivery Partner that the incident has been dealt 

with in accordance with policy and procedures. Once satisfied that the incident has 

been dealt with, the Designated Safeguarding Lead will mark the incident as closed on 

the safeguarding file. 

The Safeguarding Team will review safeguarding incidents reported by Delivery 

Partners at Safeguarding Team meetings to identify patterns of incidents and actions 

taken, and ensure that risks are being managed effectively through the performance 

review process. 
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Delivery Partner Safeguarding Incident Report Form 

Partner Organisation 

Name 

 

Contact staff member  

Email address 
 Phone 

number 
 

Date of incident  
Date 

reported 
 

Details of Incident or 

Risk 

Type of incident or 

risk, child/young 

person/adult at risk, 

staff members, 

organisations etc. 

involved 

 

Partner Response 

Detail your current 

response. 

Include: 

 organisations / 

contacts informed 

 involvement of 

other agencies e.g. 

police 

 effect on 

project/programme 

 outstanding 

concerns and 

issues 

 

For Groundwork Use Only 

Date informed  
Staff 

member 
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Groundwork Response 

 

 

 

 

Date                                                            

Signature  
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Section 12: Safe delivery guidelines  

Groundwork is committed to providing safe engagement, activities and visits for 

children, young people and adults at risk (participants). This commitment stems from 

our safeguarding responsibilities as well as our legal responsibilities. We recognise that 

participants may lack experience and awareness of risks, and may be immature. 

Under the Children Act 1989 we have a duty of care to children taking part in our 

services. This has been interpreted as a duty to act as a careful parent would. This 

means that staff are under a duty to exercise adequate supervision, taking into account 

the age and maturity of the participants, and any disability they have.  

Health and Safety law places us under a duty to provide a healthy and safe workplace 

for employees, and to make an assessment of the risks to the health and safety of 

persons who are not in our employment, but who take part in activities that we run. 

We are also under a duty to take reasonable care to ensure that a participant will be 

reasonably safe in any premises used for an activity that we deliver. The law makes it 

clear that any person responsible for children and young people must be prepared for 

them to be less careful than adults.   

In order to meet these duties staff should follow these guidelines to ensure that they 

deliver safe engagement, activities and visits, with any participants, whether these are 

provided as a one-off or on a regular basis. 

 Guideline Related Forms 
1 Staffing  
2 Registration Referral Form 
3 Appointed person  
4 Insurance  
5 Risk assessment Individual Risk Assessment 

Activity Planning Checklist 
Residential Planning Checklist 

6 Activity providers  
7 Staff to participant ratios Partner Agreement Form 
8 Work with under 8’s  
9 Acceptable behaviour  
10 Pre-activity briefing Activity Information Form 

Residential Information Form 
11 Consent Standard Consent Form 

Drop-in Registration Form 
12 Safe handling of medication Medication Form 

Allergy Assessment Form 
13 Personal care  
14 Home contact and buddy system  
15 First aid  
16 Transport  
17 Accidents, incidents and near 

misses 
Accident Incident Report Form (see 
Accident Incident Report Procedure) 
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18 Closing sessions in an emergency  
19 Photographs Photographic Consent Form 
20 Evaluation, de-brief and 

supervision 
 

 

1. Staffing 

Groundwork will ensure that all members of staff and volunteers who work with 

children, young people or adults at risk as their principle role have a job or task 

description that clearly sets out their level of responsibility in relation to those 

participants. The level of responsibility that a staff member or volunteer is given will be 

dependent on their qualifications, skills and experience.  

Where the job description does not identify working with children, young people or 

adults at risk as their principle role, but where the member of staff has developed a 

project where they will have regular supervisory responsibility for these participants, 

for example a community or practical conservation project, the decision for the project 

to go ahead should be taken by the Line Manager in consultation with the Safeguarding 

Team.  The decision will be based upon competency, the nature of the work and most 

importantly the ability to safeguard the participants. 

2. Registration 

All participants who join our services will be required to complete a project specific 

registration form. Personal information including name, contact details, date of birth 

and an emergency contact name and number will be required at registration as a 

minimum, and staff should also collect additional information as required by the 

specific project or funder. 

Some participants, particularly adults at risk, may be referred to us by another agency. 

In these cases, staff should ensure that a Referral Form is completed and that the 

information provided is used to assist them in being able to meet the needs of the 

participant, inform the risk assessment process, and to establish from the outset who is 

responsible for a participant during their engagement with our services. 

Information should be given to participants and their parents or carers if necessary, at 

registration about safeguarding, information sharing, acceptable behaviour, and who 

to contact if they have any concerns about the service being provided. 

3. Appointed person 

In line with government guidance, all work undertaken with participants will have an 

appointed person. In the case of 1:1 coaching and mentoring this will be the member of 

staff assigned to the individual; for group activities, the appointed person is the group 

leader; and for all other events where participants may attend, the appointed person 

will be the person in charge of organising the event. The appointed person will have 

overall responsibility for the ensuring that safe delivery guidelines are followed; the 
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health, safety and welfare of the individual or group; and will be the main point of 

contact for staff members, participants, parents and carers.  

4. Insurance 

Groundwork will ensure that it holds appropriate insurance for all activities in which 

participants are engaged. The insurance policies are thoroughly checked to ensure that 

they cover all eventualities that may arise in an activity and our insurers are informed 

of all our activities.  

The Risk Assessment Listing contains all activities that have been insured, risk 

assessed and approved. Staff should check this to ensure that the planned support, 

activity or project is insured. Where a staff member is unsure whether a specific 

activity is insured, they should refer to the lead on Health and Safety.  All unlisted 

activities must be approved by our insurers prior to the activity taking place. 

 

5. Risk assessment 

5.1 Activity risk assessment 

A risk assessment should be carried out well in advance of any project, activity or visit. 

Its purpose is to assess possible risks that may arise and make plans to reduce them.  

Further information on risk assessments can be obtained from the Risk Assessment 

Procedure.  

Staff should take the following factors into account when assessing risk for group 

work, activities and events: 

 the type of activity and the level at which it is being undertaken; 
 the location, routes and modes of transport; 
 the venue at which the project, activity or visit will take place; 
 the competence, experience and qualifications of supervisory staff; 
 the participants’ ages, competence, fitness and temperament as well as the 

suitability of the activity; 
 the ratio of competent and qualified staff to participants; 
 individual behaviours and triggers, and their impact on other participants; 
 the quality and suitability of the equipment and whether it meets any national 

standards; 
 seasonal weather conditions and timing; 
 the special educational or medical needs of the participants; 
 emergency procedures; 
 how to cope when a participant becomes unable or unwilling to continue; 
 the need to monitor risks throughout. 

 

Staff should involve participants in the risk assessment process to help them 

understand the risks and what action they can take to help keep themselves and others 

safe. 
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Staff should use the Activity Planning Checklist for all activities and events where 

children, young people and adults at risk may be taking part. If a residential activity is 

being planned, staff should use the Residential Checklist to ensure that all aspects of 

the residential are planned safely. If the activity or trip takes place in or near water, 

staff should read the guidance ‘Group Safety at Water Margins’ which can be found at 

http://www.rospa.com/rospaweb/docs/advice-services/leisure-safety/groupsafety-

watermargins.pdf and carry out the extra planning required. 

 

5.2 Individual Risk Assessment 

An Individual Risk Assessment should be completed for any participants who will be 

receiving 1:1 support through a coaching or mentoring service, or where additional 

risks have been highlighted for any participant taking part in a group activity. 

Assessment must take account of any risks to the individual, other participants or staff 

members, or any specific risks relating to the background of the participant. All 

sections of the Individual Risk Assessment should be completed including those where 

no additional risk has been identified. Staff should also follow Lone Working guidelines 

to ensure their own safety when working 1:1.  

6. Activity providers 

When any part of an activity will be provided by an outside agency staff should always 

inquire of an activity provider whether they have a licence or are part of an Assured 

Member Scheme, prior to arranging the activity. Copies of licences, insurance details 

and risk assessments should also be obtained from the provider in advance of the 

activity, and should be used to inform the risk assessment process. 

Commercial activity centres generally need by law to be licensed under the Activity 

Centres (Young Persons’ Safety) Act 1994 and the Adventure Activities Licensing 

Scheme 2004. Most centres offering outdoor activities will fall under this law. Staff 

should check http://www.hse.gov.uk/aala/ for further information.  Learning Outside 

the Classroom and School Travel Forum are schemes which have been developed for 

providers of non-adventurous activities and educational visits, and their websites 

contain details of the schemes and lists of assured members. All licensed activity 

centres and tour operators who are part of an Assured Member scheme must 

demonstrate that they meet certain standards, and can operate in a manner which 

protects children from harm.  

7. Staff to participant ratios 

The NSPCC recommends the following minimum supervisory ratios for work with 

children and young people: 

 0 - 2 years - one adult to three children 
 2 - 3 years - one adult to four children 
 4 - 8 years - one adult to six children 
 9 - 12 years - one adult to eight children 
 13 - 18 years - one adult to ten children 

http://www.rospa.com/rospaweb/docs/advice-services/leisure-safety/groupsafety-watermargins.pdf
http://www.rospa.com/rospaweb/docs/advice-services/leisure-safety/groupsafety-watermargins.pdf
http://www.hse.gov.uk/aala/
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The minimum requirement is 2 members of staff for all work with groups of children 

and young people where staff are taking supervisory responsibility. These are 

guidelines for minimum requirements, however the risk assessment may indicate that 

additional staff members are required to ensure safety and to meet the identified 

needs of the participants. 

If parents are present they must take responsibility for supervising their own children. 

Where a parent is present, that child will not be counted in determining how many 

staff are needed for supervisory duties. 

Where staff are delivering open access or drop-in sessions, where children are free to 

come and go as they please, and where parental consent is not required, supervisory 

ratios can be modified.  This should be as near as possible to the above ratios and 

agreed in advance with the Line Manager once risk assessment has taken place. 

If staff are providing activities for schools and other organisations, those organisations 

must provide suitably qualified adults e.g. teachers, youth workers and play workers, 

who will take supervisory responsibility for the children and young people. Staff should 

ensure that a Partner Agreement Form is completed in advance of these activities. 

8. Work with under 8’s 

Staff should not take direct supervisory responsibility for under 8’s unless it is 

specified within their agreed job description and they have the relevant qualifications 

to allow them to work with under 8’s.  

If staff do not hold the relevant qualifications the following guidelines apply: 

Work with under 8’s should only take place if the parent or guardian of the child is 
present or where a partner agency takes responsibility for the under 8’s. 
 
All publicity for activities and events must make it clear that under 8’s must be 
accompanied by a parent or guardian.  Publicity should include the following 
statement: “Groundwork cannot accept any supervisory responsibility for children 
under 8.  Under 8’s must be accompanied by a parent or guardian who is over 18.” 
 
On rare occasions, the letter of the law is impossible to apply and we have 
exceptionally agreed the following: If a child who is under 8 years old arrives at an 
event, staff may accept the child into the activity if they have attempted to contact 
the parent or guardian, they have been unsuccessful and have judged that it would 
be better for the welfare and safety of that child to remain at the event than to leave. 
 
In this case staff must: - 
 attempt to catch the attention of the parent or guardian if staff see them leaving 

the site; 
 ask the child if their parent or guardian knows where they are; 
 take the child’s details; 
 phone the parent or guardian if the child knows the number. 
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If staff are able to contact the parent or guardian they should ask them to 
accompany the child for the duration of the activity or to come and collect the child 
immediately. If staff are unable to contact the parent or guardian, they can include 
the child in the activity which must be suitable for his or her age and ability. If staff 
have any concerns about the safety or welfare of the child they should follow 
Safeguarding Procedures. 
 
Staff should follow the Accident Incident Report Procedure for all situations 
involving unaccompanied under 8’s. Where staff find that they are dealing with 
incidents of unaccompanied under 8’s on a regular basis they should seek to work 
with a partner agency who is able to take supervisory responsibility for under 8’s for 
all future events. 

 

9. Acceptable Behaviour 

Groundwork sets out the following acceptable behaviour standards for participants 

and guidelines for staff on dealing with issues:  

Bullying – bullying will not be tolerated and will always be challenged by staff.  The 
Anti-Bullying Policy and Procedure provides further details on preventing and 
dealing with bullying. 
 
Fighting – fighting is unacceptable and staff will always ensure the safety of 
participants when a fight has occurred. Staff may call the Police if a serious physical 
assault has taken place. 
 
Alcohol – alcohol should not be consumed by anyone under the age of 18 during our 
activities. If staff know or suspect that a participant has been drinking before turning 
up to an activity, they will prevent them from taking part if they assess that it is not 
safe for the person to participate. Where an agreement is made with participants 
that alcohol must not be brought on an activity, staff may confiscate alcohol and 
dispose of it if it is found. 
 
Drugs – illegal drugs including ‘legal highs’ must not be used or supplied on our 
premises or during our activities. If staff know or suspect that a participant is under 
the influence of any substance, including prescribed drugs, they will prevent them 
from taking part if they assess that it is not safe for the person to participate. If illegal 
drugs are found during an activity, staff may confiscate them, will seek advice from 
drug agencies on the most appropriate method of disposal, and the Police may be 
informed. 
 
Smoking – smoking is not permitted in our buildings, vehicles or on our sites. Staff 
will agree with participants when and where they can smoke during activities. 
Participants will also be expected to follow any rules at any buildings or sites that 
they visit during an activity. 
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Weapons – weapons must not be brought to any of our buildings, sites or activities. 
Staff will always ask a participant to leave if they are known or suspected to be 
carrying a weapon, or if a participant uses an item of equipment as a weapon during 
an activity. If a participant refuses to leave staff may call the Police. 
 
Information Technology and Online Behaviour – participants will be supported and 
encouraged to keep themselves safe and respect others when using ICT or spending 
time online. This applies whether they are using their own, Groundwork, or third 
party equipment or internet access.  
 
Sexual activity – it is not part of a staff members’ responsibilities to intervene if 
participants are engaged in sexual relationships. However, the age of consent is 16, 
and staff will report to the Designated Safeguarding Lead if they are concerned that 
someone has not given genuine consent to sexual activity, or is under 13. 
 
Criminal offences – if a participant has committed and been charged with a criminal 
offence staff will always ensure the safety of other participants in deciding whether 
it is safe for the participant to continue accessing our services. 
 
Absconding – if a participant leaves an activity early or without telling a member of 
staff, staff will always contact the parent or carer, and may contact the Police if they 
are concerned for the participant’s safety and welfare. 

 

These are the minimum that should apply to all work with participants and should be 

discussed with the participants, along with any additional rules required for the 

specific project, activity or trip, and what action will be taken if rules are broken. Staff 

should also let parents or carers know the rules that will apply. If rules are not made 

clear, staff, participants and their parents or carers may have very different 

expectations which can lead to disputes and potentially to participants being exposed 

to a risk of harm.  

Staff should not use force or restrain a participant, and must not search a participant or 

their belongings. Further information on dealing with difficult situations and conflict 

can be found in Staff Guidelines for Dealing with Conflict. 

If acceptable behaviour standards are not followed, and there are any concerns about 

safeguarding staff should follow the Procedures in Sections 4 and 5. Where bullying 

occurs, staff should follow the Anti-Bullying Policy and Procedure.  Where any other 

rules are broken staff should inform the appointed person, who should talk to all those 

involved in the incident individually. Having heard all the evidence a decision should be 

made by the appointed person about what, if any action should be taken, and whether 

to inform parents or carers and/or the Police. Staff should use their professional 

judgement in all cases and make an informed decision based on the circumstances, 

guidelines relating to safeguarding and information sharing, the needs and wishes of 

the participants, and whether informing parents or carers has been agreed as a 

sanction prior to the activity. Participants should only be sent home where there is a 

clear breach of the rules that places that participant or another at risk of harm.  



55 
 

Where a participant is asked to leave an activity or event, the appointed person should 

notify their parent or carer. If it is not possible to contact the parent or carer, and the 

participant is aged 16 or over, he or she can be asked to leave immediately, provided 

that the appointed person is satisfied that the participant is able to get home safely. 

Those aged under 16 will need to remain with staff until their parent comes to collect 

them or arrangements are made and agreed with the parent for them to get home 

safely. 

Where a participant is asked to leave an activity away from base, the appointed person 

will need to be sure that there is adequate transport, that the participant is safe to 

travel on their own on such transport and, if the activity has been a residential trip, that 

there is somebody at home to receive the participant. It may be that a staff member 

will need to accompany the participant home. The appointed person should contact 

the team/project leader to discuss the situation prior to sending the participant home. 

Staff should follow the Accident Incident Report Procedure in all cases where a 

participant has been sent home. 

10. Pre-activity briefing 

Participants and their parents or carers should be given written details before an 

activity, trip or a residential trip where Groundwork staff are taking direct supervisory 

responsibility. The information provided may include: 

 dates, times and location of the visit (including address and telephone number); 
 the programme including any ‘free-time’; 
 travel and accommodation arrangements; 
 staffing; 
 behaviour expected of participants; 
 procedures for participants who become ill; 
 special clothing or equipment and money to be taken; 
 insurance; 
 details of the ‘buddy’ system; 
 contact numbers for the appointed person, other staff involved and the buddy 

staff member at base. 
 

An Activity Information Form and Residential Information Form are provided which 

staff should use to inform participants and their parents or carers about forthcoming 

activities. These have been designed to enable participants to be fully involved in 

planning and organising such activities. 

11. Consent 

Staff should obtain written consent from a parent or guardian for anyone under the 

age of 18 to participate in an organised activity, trip or residential. Groundwork has a 

Standard Consent Form which staff must use and which must be completed and 

received by the appointed person in advance. The appointed person should ensure that 

he or she has all the consent forms with them for the duration of the activity. 
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The parent or guardian is asked to provide: 

 the home telephone number and address; 
 an alternative telephone number and address for emergencies; 
 the name and contact address of the young person’s GP; 
 consent to medical treatment in emergencies, where it has not been possible to 

contact them; 
 information on whether their child requires any extra help to participate, has any 

health conditions, suffers from allergies, is taking medication, any special dietary 
requirements, or has any behavioural issues that staff need to be aware of. 

 

Depending on the nature of the activity, the parent or guardian should also be asked to 

provide information on whether their child: 

 has had, or been in contact with any contagious or infectious diseases within the 
previous four weeks; 

 has had any other recent illnesses or suffer from any other medical problems; 
 have any toileting difficulties; 
 have any sleep difficulties (e.g. sleepwalking); 
 suffers from travel sickness; 
 can swim and the level of swimming ability; 
 may not participate in certain activities; 
 have any special religious or cultural requirements. 

 

Staff should add sections to the Standard Consent Form if any additional information is 

required.  

Staff should also adapt the Standard Consent Form using the following wording or 

changes where consent is given to participate in general group activities over a period 

of time; where over 18’s are participating in adventurous activities; or where staff are 

required to sign disclaimers on arrival at activities. 

Consent for general activities - where participants are members of groups which meet 

regularly, a general consent form may be used which covers a period of no more than 6 

months. The following information should be added at the top of the consent form in 

place of activity, location and date details: 

This form covers the period from *insert date to *insert date (inclusive). Activities 
covered by this form are: Bowling, Cinema, Theatre, Eating-out, Ice-skating, Laser 
Quest, Meetings (e.g. at Groundwork offices, community centres, youth centres), 
Visits to places of interest (e.g. museums, outdoor artwork), Workshops (e.g. issue 
based, art), Football games (indoor and outdoor). 

 

Consent for over 18’s - where participants are aged 18 or over the following paragraph 

should be used in place of the standard consent wording: 

I confirm that I am aged 18 or over and can sign for myself to participate in the 
activities listed above with Groundwork at the above location and on the above date. 
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I give my full permission to Groundwork to consent to any necessary medical 
treatment for myself in the event of an emergency. 
 
I have read the rules supplied by Groundwork. I agree to the rules and recognise that 
in the event that I break the rules, I may be asked to leave the activity or trip. In the 
event that I am asked to leave any payment made for the activity or trip will not be 
refunded.  
 
I give my consent for photographs and video images to be taken of me whilst 
engaged in the listed activities with Groundwork and for these to be used for 
publicity purposes, including on the internet. 

 

Consent where activity providers need a disclaimer need to be signed - where staff will 

need to sign a disclaimer for under 18’s on arrival at an activity venue the following 

paragraph should be inserted at the top of the form in addition to the activity, location 

and date details: Please note that this activity will require Groundwork staff to sign a 

disclaimer on your behalf at the activity venue to enable your son/daughter to take 

part in the activity. 

The following paragraph should be used in place of the standard consent wording: 

I, ......................................................., the parent / guardian / carer of ……………………………. give 
my consent to his/her participation in the above-named activity with Groundwork at 
the above location on the above date. I give my permission for Groundwork staff to 
sign a disclaimer on my behalf at the activity venue to enable the above-named 
participant to take part in this activity. I give my full permission to Groundwork to 
consent to any necessary medical treatment for the above-named participant in the 
event of an emergency. 
 
I have read the rules supplied by Groundwork and have discussed these with the 
above-named participant.  We both agree to the rules and recognise that in the 
event that he/she breaks the rules, he/she may be asked to leave the activity or trip. 
In the event that he/she is asked to leave any payment made for the activity or trip 
will not be refunded. I have spoken to the above-named participant and we both give 
consent for photographs and video images to be taken of them whilst engaged in the 
listed activities with Groundwork and for these to be used for publicity purposes, 
including on the internet. 

 
Consent for residential trips - where participants will be taking part in a residential trip, 

all activities which are part of the residential experience should be listed at the top of 

the consent form. 

The following exceptional circumstances apply when seeking consent: 

 A young person aged 16 is able to decide where they should live, can obtain their 
own passport, travel abroad without parental consent, and give consent to their 
own medical treatment. If the young person is living independently then he or she 
should sign the consent form. Staff should ensure that the young person is fully 
aware of the activity and understands the risks associated with taking part in the 
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activity. Where the young person is still living with his or her parents, staff should 
seek parental consent.   

 If the young person is living with a carer or a friend, their consent will be 
accepted.  

 Where a child or young person splits his or her time between two parents, the 
consent of either one will be sufficient. 

 Where a child or young person arrives at an activity or pick up point without a 
completed consent form having been received in advance, staff must attempt to 
contact the parent or guardian. If contact is made staff should ask the parent or 
guardian to come to their location and complete a consent form. If this is not 
practical staff may take the details required on the consent form, and gain verbal 
consent from the parent or guardian over the phone. Staff must state on the 
consent form that verbal consent was given, then sign and date the form. 
Following the activity staff should arrange for the parent or guardian to sign the 
consent form. Verbal consent must only be taken in exceptional circumstances 
and must not be used on a regular basis. If staff are unable to contact the parent 
or guardian they may decide to include the child in the activity, if they have 
judged that it would be better for the welfare and safety of that child to remain at 
the activity than to leave, and the activity is suitable for his or her age and ability. 
Staff should follow the Accident Incident Report Procedure for all situations 
regarding children without consent. 

 

When running regular drop-in activities with children and young people aged under-

18, in buildings and on public open spaces staff should obtain the name and emergency 

contact details for all participants using the Drop-in Registration Form. 

When running one-off open-access events there is no requirement to register 

participants or gain consent, unless information is required for monitoring purposes. 

However, staff should decide through the risk assessment process if there are any 

activities being provided which pose a risk to participants. If this is the case 

participants should only be allowed to participate in those activities if they are 

supervised by a parent, guardian or carer. On site publicity for these events should 

make it clear that staff will not take supervisory responsibility. 

When working with adults at risk, staff must satisfy themselves that the individual is 

fully aware of the activity and understands the risks associated with taking part in the 

activity. If this is not the case staff should seek to discuss the activity with the carer. 

Where participants aged over 18 attend activities and bring their child with them, staff 

must not take supervisory responsibility for the child. Staff must make it clear to the 

participant that the activity is not suitable for children and that the participant must 

take responsibility for their child at all times. 

12. Safe handling and administering of medication 

Staff should not hand out non-prescribed medication to participants. This includes but 

is not limited to paracetamol, ibuprofen, aspirin and allergy tablets. Participants and 
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their parents or carers should be advised that they will need to bring and look after 

their own, non-prescribed medication when engaging in our services or activities.  

Where participants need to take prescribed medication whilst engaging in our services 

or activities the following guidelines apply: 

Participants should be responsible for looking after and administering their own 
prescribed medication whilst attending activities. If the participant is unable to self-
administer, staff should make arrangements with the parent or carer to attend at the 
appropriate times to administer the medication. Staff should not take responsibility 
for or administer medication. Participants should be advised to carry prescribed 
medication in its original packaging. 
 
Exceptions to this rule are: 
 where a participant has medication, which is controlled under the misuse of 

drugs legislation; 
 where a parent or carer has requested that prescribed medication be looked 

after and administered by staff, due to the needs of the participant. 
 
In both of these cases, medication must only be looked after and administered by a 
staff member who has completed approved Safe Handling of Medication Training.  
 
Staff should check registration and consent forms for information about medication 
and check any listed items against the current Government list of controlled drugs. 
Further information can be found at 
https://www.gov.uk/government/publications/controlled-drugs-list--2/list-of-most-
commonly-encountered-drugs-currently-controlled-under-the-misuse-of-drugs-
legislation. 
 
Where staff are aware that a participant will be bringing and taking controlled 
medication or will require staff to administer medication during an activity they 
should inform the appointed person. The appointed person should arrange for a staff 
member who has completed approved Safe Handling of Medication Training to meet 
with the parent or carer in advance to obtain further details and instructions, and 
complete a Medication Form. Participants should be advised to bring controlled 
medication in its original packaging or container and hand it to the approved staff 
member on arrival. The approved staff member will ensure that the medication is 
clearly labelled with the participants’ name, place in a container and keep it in a 
locked location for the duration of the activity. Participants’ Medication Forms must 
be stored with the container and updated with relevant information and signatures 
when medication is removed from the container and taken by the participant. The 
Medication Form should be signed by the parent or carer and the approved staff 
member when the medication is returned at the end of the activity. Staff should not 
take possession of any controlled medication without a completed Medication Form 
in place. 

 

Where participants need to take emergency medication whilst engaging in our services 

or activities the following guidelines apply: 

https://www.gov.uk/government/publications/controlled-drugs-list--2/list-of-most-commonly-encountered-drugs-currently-controlled-under-the-misuse-of-drugs-legislation
https://www.gov.uk/government/publications/controlled-drugs-list--2/list-of-most-commonly-encountered-drugs-currently-controlled-under-the-misuse-of-drugs-legislation
https://www.gov.uk/government/publications/controlled-drugs-list--2/list-of-most-commonly-encountered-drugs-currently-controlled-under-the-misuse-of-drugs-legislation
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Where staff are aware that a participant may require medication in an emergency 
such as an allergic reaction or a seizure, they should inform the appointed person. 
The appointed person should arrange for a staff member who has completed 
approved Safe Handling of Medication Training to meet with the parent or carer in 
advance to obtain further details and instructions, and complete a Medication Form. 
If participants carry such medication this must be carried on their person at all times. 
If the medication is a controlled drug, the appointed person should nominate a 
member of staff who has completed approved Safe Handling of Medication Training 
to be present with the participant at all times, to carry the emergency medication. All 
staff who will be working with the participant must be made aware of what 
medication is carried, where it is carried, and be given instructions on how to 
administer it in an emergency. 

 

Where participants have an allergy, the following guidelines apply: 

Where staff are aware that a participant has an allergy, they should inform the 
appointed person. The appointed person should arrange for a staff member who has 
completed approved Safe Handling of Medication Training to meet with the parent 
or carer in advance to obtain further details and instructions, and complete an 
Allergy Assessment Form and an accompanying Medication Form. The completed 
forms should be used to inform the risk assessment for the activity and any 
precautions required communicated to staff, other participants and activity, 
accommodation or catering providers. Participants, parents and carers should be 
informed that Groundwork cannot guarantee that a participant will not come into 
contact with an allergen during an activity. 

 

In all cases, if staff are concerned about a participant who has taken medication, who 

has missed a dose of medication, or they suspect that a participant may have exceeded 

the stated dose of medication, they should contact emergency services immediately. If 

staff have any concerns in respect of handling of medication they should follow the 

Accident Incident Report Procedure. 

13. Personal Care 

Staff should not provide support to participants for personal care needs. If staff are 

made aware in advance of an activity, arrangements should be made with the parent or 

carer for personal care to be provided for the duration of the activity. Where staff are 

made aware that a participant requires support during an activity that wasn’t 

highlighted in advance, they should contact the parent or carer and ask them to attend 

to provide the personal care. If this is not possible staff may need to assist in order to 

preserve the dignity and welfare of the participant. Where this occurs, staff should 

follow the Accident Incident Report Procedure. 

14. Home contact and buddy system for off-site activities and events 

The appointed person should arrange for another member of staff to act as the home 

contact or buddy during off-site activities and events. The home contact should be 

given full details of the activity or event and the staff members involved. Where staff 
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are taking direct supervisory responsibility for participants, the home contact should 

also be given emergency contact details for all staff and participants involved in the 

activity. The home contact must remain available for the duration of the activity or 

event in case of an emergency or if additional support is required. The appointed 

person should inform the home contact when the activity or event is completed safely. 

Where staff are taking direct supervisory responsibility for participants they should 

also pair each participant with a buddy and remind participants at appropriate points 

to check that their buddy is present. 

If a participant goes missing from an activity staff should follow these guidelines: 

 inform the appointed person that a participant has gone missing; 
 ensure that the remainder of the group are adequately supervised and remain in 

one location; 
 organise and conduct a search of the venue; 
 if the participant has not been found during the search of the venue, the 

appointed person should contact the parent or guardian to check if the 
participant has returned home, or been in contact with them; 

 if the participant is still missing staff should conduct a search of the area around 
the venue; 

 if the participant has not been found staff should contact the Police, and inform 
the home contact who should follow the guidelines below on dealing with 
incidents. 

 If a participant is seen running away from an activity, staff should generally not 
pursue the participant. In this case staff should note where they last saw the 
participant and in which direction the participant was heading, and should inform 
the appointed person immediately. The appointed person should then contact 
the parent or guardian and if necessary, the Police. If staff are concerned that the 
participant is particularly vulnerable, they may decide to follow them but should 
not run after the participant or behave in a way that the participant might 
perceive as being threatening.  

 If a participant is known to be liable to run away from activities, a plan should be 
agreed as part of the risk assessment process to limit the likelihood of this 
happening. 

 

In all cases where a participant has gone missing from an activity, staff should follow 

the Accident Incident Report Procedure. 

15. First Aid 

Staff should make an assessment of first aid needs taking into account the activities to 

be carried out. The law requires that first aid provision should be adequate and 

appropriate in the circumstances.  If the activities taking place are such that a qualified 

first aider is not necessary, the minimum requirement is that a person should be 

appointed to take charge of the first aid arrangements, look after the equipment and 

facilities and calling emergency services when needed. For off-site activities, events 
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and residential activities, at least one member of staff should be competent in first aid, 

holding a valid first aid certificate.  

For all activities, the appointed person should make sure: 

 a first aid box is available and it has been checked to ensure it contains the 
correct items; 

 all staff know how to contact the emergency services; 
 all staff know where the nearest accident and emergency unit is situated. 

 

Staff should only administer first aid in the presence of an adult witness, however in an 

emergency the absence of an adult witness should not prevent first aid being given. If 

first aid is administered, staff should follow the Accident Incident Report Procedure. 

16. Transport 

Staff should ensure that transport arrangements are considered when planning for 

safe delivery. Where possible participants should be encouraged to make their own 

way to venues. If transport is being provided by Groundwork, staff should arrange an 

agreed location for pick up and drop off of participants, and ensure that parents and 

carers have full details of the location and times. Parents and carers should be made 

aware that it is their responsibility to ensure that the participant arrives at or is picked 

up from the agreed location on time. 

Staff should not transport participants on their own or in their own vehicles. Other 

transport options such as public transport and taxis should always be considered first. 

Where this is judged to be the only option staff should only transport participants with 

the full knowledge and consent of their line manager, the participant, and their parent 

or carer. 

17. Accidents, incidents and near misses 

Reporting accidents, incidents and near misses  

Staff must record all accidents, incidents and near misses using the Accident Incident 

Report Form. Further information can be found in the Accident Incident Report 

Procedure. 

Responding to accidents, incidents and near misses  

In the event of an accident happening, and a participant or staff member being injured 

or requiring medical treatment at a hospital, the following procedure should be 

followed: 

 ensure that all participants and staff are safe from further danger; 
 contact the emergency services to provide rescue, medical care and/or 

hospitalisation for those who are injured or missing; 
 provide the medical facility with the consent form.  The parents should be 

contacted if possible before medical treatment is given, despite the fact that they 
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have signed a consent form. In an emergency, medical treatment can be provided 
without consent; 

 decide if further action needs to be taken; 
 check that everyone is ok, participants may be feeling scared, upset or concerned 

for their own safety;  
 inform your home contact as soon as possible; 
 complete an Accident Incident Report Form. 

   

The home contact, if phoned with news of an incident or accident, should listen 

carefully and write down: 

 the name, telephone number and location of the caller; 
 the location, time and nature of the incident; 
 the names of the individuals involved and the condition and location of any 

injured; 
 the details of any assistance required. 
Then contact the senior manager, explaining the situation, and if unavailable contact 
the Chief Executive. 

 

In the event of a serious incident, accident, or in the case of a fatality, staff should 

follow the Crisis Management Plan and not try to deal with this without support.   

 Contact the Chief Executive; 
 retain all equipment involved in an unaltered state; 
 ensure that any participant who is interviewed by the police is appropriately 

supported and accompanied; 
 make a written record of your recollection of what happened. 

 

18. Closing sessions in an emergency 

In exceptional circumstances, engagement, activities or visits may need to be cancelled 

at very short notice due to an unexpected emergency. Such incidents may include, but 

are not limited to, serious weather conditions, fire or bomb scare, serious accident or 

illness.  

In such circumstances, staff will ensure that all steps are taken to keep both the 

participants and themselves safe. All staff and participants should assemble at a pre-

arranged venue, where a register will be taken. The staff member should contact their 

line manager and make a decision as to whether the session should be closed early. 

Staff should then take steps to inform parents or carers and to take the necessary 

actions in relation to the cause of the closure. All participants should be supervised 

until they are safely collected, or arrangements made and agreed with parents or 

carers for them to get home safely. 

Staff should follow the Accident Incident Report Procedure in all cases where sessions 

have been closed in an emergency. 

19. Photographs 
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Staff should ensure that those participating in activities are made aware of when 

photographs or videos will be taken, what these may be used for, and when they may 

be used. Participants have the right to decline having their photograph taken or their 

image recorded on video. 

At public events staff should ensure that the following information is displayed with 

names and numbers for participants to contact should they require further 

information.  “Photographs and video images may be taken at this event for publicity 

purposes.  If you do not wish your photograph or image to be taken please contact a 

member of Groundwork staff on site”. 

Staff members and any third party authorised to take photographs or video images 

should also ask individuals if they are happy for their image to be recorded prior to 

taking images where individuals can be easily identified.  

Camera equipment and computer equipment is provided for staff where needed. Staff 

should not use their own cameras, mobile phones or other mobile technology to take 

photographs or videos and should not download images on to personal computer 

equipment or online storage account. 

Staff should obtain written consent from a participant, and where appropriate their 

parent or carer, to use photographs of participants for any promotional or external 

purposes. Staff should use either the Standard Consent Form where participants are 

engaged in regular activities or a Photographic Consent Form for one-off engagement. 

The written consent should be held for as long as the image is in circulation. 

Participants aged 14 or over and adults at risk may give their own written consent for 

the use of photographs and images, but staff should ensure that the participant 

understands the implications of giving this consent. If staff have any doubts the parent 

or carer should be asked to give their written consent in addition.  

Staff should ensure that photographs and video images of participants are kept in a 

secure location. 

Staff should aim to ensure that these procedures are followed when photographs or 

video images are used in the media. However, participants and their parent or carer 

should be made aware that we cannot prevent media companies from contravening 

these procedures. Staff should check the identity of anyone taking photographs or 

carrying out interviews at events prior to giving them permission to do so, and should 

be present when members of the media are interviewing and/or taking photographs or 

video images of participants engaged in our activities. 

Photographs of participants should only be distributed to external persons/agencies 

after consideration has been given to the suitability of the person/agency, and once 

written consent has been obtained as detailed above. Specific requests for and any 

distribution of photographs involving participants by external persons/agencies should 

be noted on the project file. 
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If staff suspect that photographs of participants are being misused by another member 

of staff or by a person who is not employed by the Trust, they should report this to the 

Designated Safeguarding Lead who will deal with this in line with the Safeguarding 

Policy. 

20. Evaluation, de-brief and supervision 

Work with children, young people and adults at risk can be demanding as well as 

rewarding. Staff should ensure that they keep records of their work with participants 

using project specific recording methods. This information should be used to evaluate 

work regularly to ensure that it is being delivered safely.  

All members of staff who work with children, young people or adults at risk will have 

access to regular 1-1 supervision with their line manager. Supervision is essential in 

ensuring that staff are supported in implementing safeguarding guidelines within their 

day to day work. Staff should also participate in team meetings where they can de-

brief, share experiences, learn from others and get support. 
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Groundwork  
Referral Form  
About the person being referred 
Name  

Gender  

Date of birth  

Address  

Contact number  

Does the person know 
you are referring them 
to us? 

 

Please tell us about the 
needs of the person 
being referred. Include 
any disabilities, medical 
conditions and 
behavioural issues 

 

Please tell us anything 
we need to know to 
help keep the person 
being referred or our 
staff safe? 

 

About the person making the referral 
Name  

Organisation  

Address  

Contact number  

Email address  
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Relationship to person 
being referred 

 

Further information (if known) 
Does the person being 
referred take 
prescribed medication? 

 

If yes, is the person 
able to administer their 
own medication?  

 

Is the person 
considered to be 
competent by the 
referrer? Please 
provide details to 
explain your answer 

 

Please provide any 
other relevant 
information  

 

Emergency contact 
person name and 
contact details 

 

Social Worker’s name 
and contact details 

 

Signature of referrer  

Date   
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Groundwork  
Individual Risk Assessment 
Name of 
participant 

 Date of assessment  

Risks Details of risk including triggers and signs Control measures Like
liho
od 

Sev
erit
y 

Ris
k  
rati
ng 

Ris
k 
leve
l 

Physical disability       

Learning difficulty 
or disability 

      

Health issues, 
including personal 
care needs 

      

Medication       

Mental Health, 
including self-harm 
and 
anxiety/depression 
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Criminal 
convictions 

      

Drug/alcohol use       

Inappropriate 
behaviour, 
including history of 
violence / anger / 
aggression, 
discriminatory 
comments 

      

Any other risks 
identified 

      

Completed by Name  Signature  

Countersigned by 
line manager 

Name  Signature  

Comments  

Is the risk 
adequately 
controlled? 

 

Date of next 
review 
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Likelihood Rating  Severity Rating  

= 

 

= 

Residual Risk Rating 

(Likelihood X Severity) 

Low        = 1-6 

Medium  = 7-15 

High        = over 15 

Very unlikely 1 in a million 

chance 

1  Delay only 1 

Unlikely 1 in 100,000 

chance 

2  Minor injury, minor damage 2 

May happen 1 in 10,000 

chance 

3 X Lost time injury, illness, major 

damage 

3 

Likely 1 in 1,000 

chance 

4 Major injury, disabling illness, 

major damage 

4 

Very likely 1 in 100 

chance 

5  Single fatality, or permanent total 

disability 

5 

Certain or imminent 6  Multiple fatalities 6 
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Groundwork  

Activity Checklist 

Activity location:  Grid 

reference: 

 

Activity date:  

Activity 

description: 

 

Main Risk Assessment: 

Other applicable risk assessments:  

Checked / copy obtained?       (Y or N/A) 

External providers risk assessment  

External providers public liability insurance  

External provider activity licence  

Groundwork insured activity  

Site visit carried out for any new activity locations  

Appropriate DBS’s in place  

Instructors qualified (internal / external)  

Appropriate participant consent forms  

Photo consent forms   

Qualified first aider (if appropriate)  

Lone working procedure in place  

Appropriate staff ratios  

Tools and equipment checked  

PPE checked  

Nearest telephone  

Nearest clean water  

First aid kit located at  

Nearest A&E unit  
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Groundwork  

Residential Checklist - to be completed and authorised one week in advance with all 

attachments 

Residential details 

Project name  

Group name   

Number of 

participants  

Male  Female  

Venue  

Dates  

Group Leader  Other 

workers 

 

Planning checklist (Staff member / home contact / manager to sign where 

appropriate) 

Risk assessment / insurance  

Site visit carried out  

Groundwork insurance for activity checked  

Risk assessment completed and counter signed  

Public liability insurance checked for all activities and centres  

Centre Activity License checked  

Instructor qualifications checked  

Residential information to parents  

Residential Information Form with attachments, consent form and s.a.e. for 

return sent directly to the parent / guardian / participant who is aged 18+ 

 

Establish ground rules with group and send copy to parent / guardian  

Consent forms  

Consent forms specific to residential completed and signed by parent / 

guardian 

 

Forms checked for health / welfare / diet / allergies / medication / behavioural 

issues    

 

Medication and Allergy Forms completed where necessary  

Individual Risk Assessment Forms completed where necessary  

Home contact  

Arrange back up support with a colleague at home    

Information given to home contact: 

Copies of consent forms for all participants 

Emergency contact details for staff / volunteers 

Residential venue details and route plan 
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Programme details 

Estimated time of arrival (agree to call home contact)  

Estimated time of return (agree to call home contact)  

Agree to contact home contact if any changes to the programme  

Miscellaneous checks  

Location of nearest A+E (24 hours) with directions  

Arrangements made for Safe Handling of Medication  

Plan your route  

Minibus booked  

Check number of trained minibus drivers  

Check staff / participant ratio and number of male / female workers  

Final checks  

Check weather forecast   

Complete minibus checks  

Check first aid kit contents  

Book out kit in advance using resource file   

Use the correct equipment for the activities  

Check equipment prior to packing  

Check equipment after residential and replace damaged or lost items 

immediately 

 

Authorisation (required one week in advance of residential) 

 Signatures  

 

Date 

Group Leader 

 

  

Line Manager 
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Groundwork  
Partner Agreement Form 
Agreement between Groundwork and *insert name of organisation 

Session details 

Aims, content and 

activities to be 

provided 

 

Location  

Date  

Start time  

Finish time  

Age group  

Number of 
participants 

 

Lead member of 
staff for 
Groundwork  

 

Contact details 
(Phone and email) 

 

Lead member of 
staff for *insert 
name of 
organisation 

 

Contact details 
(Phone and email) 

 

Risk assessment - attach a copy of the risk assessment for the activity 
Recommended 
staff to participant 
ratio based on risk 
assessment 

 

Number of staff 
provided by *insert 
name of 
organisation 

 

Number of staff 
provided by 
Groundwork 

 

Additional Groundwork staff can be provided at a cost of £*insert costs per person 
Additional staff 
requested from 
Groundwork 
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When Groundwork act as an activity provider, the participants will remain the 
responsibility of your organisation.  In signing this form, you are agreeing to continue 
supervision throughout the activities. You are also agreeing to pay for any additional 
adults requested. 

 

Safeguarding 

Groundwork is committed to safeguarding; we have our own policies and procedures 
for safeguarding children, young people and adults at risk and these are available upon 
request.  However, whilst delivering projects to your organisation we will also comply 
with your safeguarding procedures.  
Groundwork 
Designated 
Safeguarding Lead 
contact details 

 

Designated 
Safeguarding Lead 
contact details for 
*insert name of 
organisation 

 

Photographic Consent 
Groundwork may use photographs and video images taken during activities / events 
to document our work and promote our work with other organisations. Images may 
appear in publications, on websites and social media feeds, on advertising, marketing 
or on display materials. Photographs may also be released to the media. We will not 
include personal details in any publicity. However, press often ask for participants 
first names if they are taking photographs. It is up to *insert name of organisation as to 
whether names can be given. 
 
Groundwork agrees to: 
 make all involved in the project aware that photographs or video images will be 

taken and to let them know that they have the right to privacy if they wish; 
 be responsible for safe storage of any images and collection and storage of 

written permission (to gather and use the photographs and data as detailed 
above) from the organisation involved in the activity. 

 
Your organisation agrees to: 
 obtain generic photo consent from parent / guardian / carer for use by your 

organisation and partners that you work with;  
 make Groundwork aware of any participant without photo consent. 
 
In signing this form, you are agreeing to give Groundwork permission to use any 
images as detailed above. 
Signatures 
Groundwork 
signature 
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Print name  

*Organisation 
signature 

 

Print name  

Date of agreement  
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Groundwork  

Activity Information Form 

*insert office address and phone number 

Group 

 

 

Activity 

 

 

Venue 

 

 

Venue  

 

 

Date of 

activity 

 

 

Pick up time 

 

 Pick up point  

Drop off 

time 

 

 Drop off point  

Please note: It is the responsibility of the parent/guardian to ensure that their son/daughter 

arrives at and gets home safely from the pick-up/drop off points unless ‘home’ is stated 

above. If you have concerns about the pick-up/drop off points and times please contact the 

Group Leader. 

Cost 

 

 

 

What to 

bring 

 

 

 

 

What to 

wear 

 

 

 

 

Groundwork 

staff details 

Name Contact number 

Group 

Leader 

 

  

Other staff 
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This activity is covered by an activity consent form, which is attached and should be 

completed, signed by the parent/guardian and returned to the Group Leader. Your 

son/daughter cannot attend this activity unless the completed consent form is returned. 

If you have any queries please contact the Group Leader. 
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Groundwork  

Residential Information Form 

*insert office address and phone number 

Group 

 

 

Residential 

location 

* Attach map 

 

Residential 

address 

 

 

 

 

 

Residential  

 

 

Dates of 

residential 
 

From 

 
 

To 

 
 

Pick-up date and 

time 

 Pick-up point  

Drop off date 

and time 

 Drop off point  

Please note: It is the responsibility of the parent/guardian to ensure that their son/daughter 

arrives at and gets home safely from the pick-up/drop off points unless ‘home’ is stated above. 

If you have concerns about the pick-up/drop off points and times please contact the Group 

Leader. 

Residential activities *Attach full programme and ground rules agreed by group 

Activity Details of activity centre licences 

/ insurances (if appropriate) 
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Costs 

Amount to be 

paid per person 

 

 

 Pocket money 

(guide only) 

 

Personal kit list (to be provided by participant) 

Clothing  Equipment  

  

Please note: Any items listed above are required to ensure that your son/daughter can 

participate fully and safely in the residential programme. Safety equipment and clothing will 

be provided by the centre/activity providers. If you cannot provide one or more of the listed 

item(s) please contact the Group Leader. 

Groundwork / residential centre will provide the following items: 
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Staff details 

 Name Contact number during residential 

Group 

Leader 

 

  

Other staff 

 

  

 

 

  

Emergency contact during residential 

Name Contact number 

  

This activity is covered by a residential consent form, which is attached and should be 

completed, signed by the parent/guardian and returned to the Group Leader. Your 

son/daughter cannot attend this activity unless the completed consent form is returned. If 

you have any queries please contact the Group Leader. 

 

Groundwork  
Consent form 
Activity: *insert 
Location: *insert 
Date: *insert 
Personal details                          
Full name 
 

 

Address 
 

 

Post code 
 

 Home   

Date of birth 
 

 Age  

Name of parent / 
guardian 

 Parent 
mobile   

 

Health, welfare and medical information 
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Extra help needed – 
please tell us if your 
son/daughter will 
need any extra help to 
take part in the 
activity 

 

Health information – 
please tell us about 
any health conditions 
your son/daughter 
has 
 

 

Medication – please 
tell us about any 
medication your 
son/daughter needs 
to take during the 
activity. Please 
include prescribed 
and non-prescribed 
medication e.g. 
paracetamol, 
ibuprofen, allergy 
tablets, aspirin etc 

 

Allergies – please tell 
us about any allergies 
your son/daughter 
has, including any 
drug allergies 
 

 

Diet – please tell us 
about any foods your 
son/daughter is 
unable to eat 

 

Behaviour – please 
tell us about any 
behavioural issues we 
need to be aware of 
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Any other 
information – please 
tell us anything else 
we need to know to 
help your 
son/daughter take 
part and stay safe 

 

Doctors details Name 
 

 

Address 
 

 

 
 

 

Emergency contact 
(2nd person to contact 
in emergency if 
parent named above 
cannot be contacted) 

Name 
 

 

Relationshi
p 
 

 

Address 
 

 

 
 

 

I, ......................................................., the parent / guardian / carer of ……………………………. give my 
consent to his/her participation in the above-named activities with Groundwork at the 
above location and on the above date. I give my full permission to Groundwork to consent 
to any necessary medical treatment for the above-named participant in the event of an 
emergency. 
 
I have read the rules supplied by Groundwork and have discussed these with the above-
named participant.  We both agree to the rules and recognise that in the event that 
he/she breaks the rules, he/she may be asked to leave the activity or trip. In the event 
that he/she is asked to leave any payment made for the activity or trip will not be 
refunded. I have spoken to the above-named participant and we both give consent for 
photographs and video images to be taken of them whilst engaged in the listed activities 
with Groundwork and for these to be used for publicity purposes, including on the 
internet. 
Signed (parent / 
legal guardian) 

 Date  

Signed 
(participant) 
 

 

Data Protection Act 2018. The information you supply in completing this form will be 
used in order to process your son/daughter’s participation in the project.  In completing 
and signing this form, you have specifically agreed for Groundwork to hold and process 
this information for its own purposes. 
 

Groundwork  
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Drop-in Registration Form 
Name 
 

 

Address 
 

 

Home   Emergency 
contact name 

 

Date of birth 
 

 Relationship to 
you 

 

Name of 
parent / 
guardian 

 Emergency 
contact  

 

Details of 
health, regular 
medication 
taken, 
allergies, or 
behavioural 
issues 
 

 

Data Protection Act 2018. The information you supply in completing this form will be 
used in order to process your participation in the project.  In completing this form, you 
have specifically agreed for Groundwork to hold and process this information for its 
own purposes. 
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Groundwork  
Medication Form 
To be used ONLY by a member of staff who has completed approved Safe Handing 
of Medication Training 
Participants details 
Name 
 

 

Date of birth 
 

 

Address 
 
 

 

Emergency 
contact name and 
number 

 

Doctors name and 
contact details 

 

Details of any drug 
allergies 
 

 

Medication details 
Drug name Strength Form 

(tablet, 
liquid 
etc) 

Directions Time(s) to be 
taken 

     

     

     

     

     

Signature (parent 
or carer) 

 Initials  
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Signature 
(approved staff 
member) 

 Initials  

Signature (staff 
acting as witness) 

 Initials  

Date 
 

 

Record of medication taken  
Drug name Date Time Dose Notes Approved 

staff 
initials 

Staff 
witness 
initials 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Notes:  R = Refused    NR = not required 
  RD = Refused and destroyed  Other = other reason (please 
specify) 
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Returning medication 
To be completed when medication is returned after the activity 
Signature 
(parent or carer) 

 

Signature 
(approved staff 
member) 

 

Date 
 

 

Groundwork  
Allergy Assessment Form 
Name of participant 
 

 Date of birth  

Emergency contact 
name 

 Emergency 
contact number 

 

List of known allergens 
 Please tick which of the following the participant is known to be allergic 

to 
 Cereals containing gluten, namely wheat (such as spelt and Khorasan 

wheat), rye, barley, oats 
 Nuts, including almonds, hazelnuts, walnuts, cashews, pecans, brazil, 

pistachio, macadamia (Queensland) 
 Crustaceans, for example, prawns, crabs, lobster, crayfish 
 Eggs 
 Fish 
 Peanuts 
 Soybeans 
 Milk 
 Celery including celeriac 
 Mustard 
 Sesame 
 Other 

Please provide details 

Signs and symptoms of anaphylaxis 
Symptoms of food allergies typically appear from within a few minutes to 2 hours 
after a person has eaten the food to which he or she is allergic. 
Please circle any of the following allergic reactions the participant has had or might 
have 
Head 
 

feeling very anxious / confused / dizziness / passing out 

Mouth 
 

itching / swelling of lips / swelling of tongue / tingling of lips 

Lungs 
 

shortness of breath / coughing / wheezing / difficulty breathing 

Skin itching / hives / redness / swelling 
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Throat 
 

itching / tightness / closure / coughing / hoarseness 

Heart 
 

weak pulse / fast heartbeat 

Stomach 
 

vomiting / nausea / diarrhoea / cramps 

Other 
 
 
 
 
 
 

Please provide details of any other signs or symptoms 

Strategies to avoid known allergens 
Please tell us what the participant would normally do to avoid known allergens 
including any special diets or catering requirements. 
Please note that we cannot guarantee that the participant will not come into contact 
with a known allergen during the activity. 
 

Medication 
Does the participant require medication in the event of anaphylaxis?  
*Yes / No 

If yes, please complete a Medication Form 
If no, please provide details of what action should be taken: 

Signature (parent or 
carer) 

 

Signature (approved 
staff member) 
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Date 
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Groundwork  
Photographic Consent Form 
Groundwork uses photographs and video images (images) taken at projects or events 
to promote its work. Images may appear in publications, on websites and social media 
feeds, on advertising, marketing or display materials. Photographs may also be 
released to the media. 
By completing this form, you are consenting to Groundwork and any organisation 
associated with its work using images taken of you / your child (if under 14) at projects 
or events, in publicity materials related to our work. 
We will not include details or full names (surnames) with any of the images without 
good cause.  We will not include personal details (address / telephone / email) in any 
publicity. We will only use these details to contact you. 
Name of participant 
 

 

Date of birth 
 

 

If under 14 years, name 
of parent/guardian 

 

Address 
 

 

Telephone 
 

 

Email address 
 

 

I give my consent for my / my child’s* image to appear in photographs or videos 
(images) which are to be used to publicise and promote the work of Groundwork 
(*please delete as appropriate): 
May we use your / your child’s* image on our printed publications? 
 

Yes / No * 

May we use your / your child’s* image on the internet? 
 

Yes / No * 

May we use your / your child’s* image in the press/media?   
 

Yes / No * 

Signed 
 

 

Date 
 

 

 

  



91 
 

Annex 1: E- safety policy  
 

This policy applies to all staff, including senior managers and the board of trustees, paid 

staff, volunteers or anyone working on behalf of Groundwork, and participants (and 

their parents or carers) engaged in our services. 

 

The purpose of this policy is to: 

 protect children, young people and adults at risk who participate in the activities 
and services that we provide, and who make use of information technology as part 
of their involvement with us. This includes equipment and internet access that we 
provide as well as mobile phones or devices, games consoles and internet access 
which participants have personal access to; 

 provide staff and volunteers with the overarching principles which guide our 
approach to e-safety; 

 ensure that we operate in line with our values and policies, and within the law, in 
terms of how we use information technology or behave online. 

 

We recognise that: 

 the welfare of the child, young person or adult at risk is paramount and should 
govern how information technology is used and managed within our organisation 
and how staff and participants behave online; 

 working in partnership with participants, their parents and carers, and other 
agencies will support us to help participants to be responsible in their approach to 
e-safety; 

 the use of information technology is an integral part of the lives of participants and 
the way we run our organisation. It can be beneficial but can also be misused and 
present a potential or actual risk of harm.  

 

We will seek to keep children, young people and adults at risk safe by: 

 ensuring that e-safety is discussed during Safeguarding Meetings and those 
responsible for information technology within our organisation are informed of 
any concerns, issues or recommendations for action to improve e-safety.  

 where possible appointing a dedicated  Online Safety Officer with responsibility 
for developing and overseeing online safety procedures. The appointee  would 
report to the Safeguarding meeting and have direct knowledge of online platforms 
and how children, young people and vulnerable adults use them 

 developing a range of procedures that provide clear directions to staff on how to 
behave online and the appropriate use of information technology; 

 developing an online safety agreement for use with young people and their 
parents/carers, as part of our volunteer management policy and procedures 

 supporting and encouraging participants to use mobile phones and devices, and 
the internet in a way that keeps themselves safe and shows respect for others; 

 including safe and appropriate use of information technology and the internet into 
our code of conduct for staff and acceptable behaviour standards for participants, 
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and following related procedures to deal with any incidents of inappropriate use 
or online behaviour; 

 informing parents or carers of incidents of concern as appropriate; 
 reviewing and updating the security of our information systems regularly; 
 providing adequate security for our ICT equipment; 
 restricting access to potentially harmful online content by using controls on 

equipment and networks, monitoring online use using monitoring software, and 
considering the set-up of rooms and equipment where online access is provided 
for participants; 

 using only approved organisational email and social media accounts to 
communicate with participants, and monitoring these as necessary; 

 ensuring that the any identifiable personal details of staff and participants are not 
published on our website or social media feeds; 

 ensuring that images of participants and their families or carers are used only after 
written consent has been given and only for the purpose for which written consent 
has been given; 

 risk assessing any social media tools in advance of using them in our work with 
participants; 

 providing supervision, support and training for our staff to support them on the 
appropriate use and management of information technology and online 
behaviour; 

 examining and risk assessing any emerging new technologies before they are used 
within our organisation. 

 

Supplementary e-safety guidance (June 2020)  

Through its projects, programmes and services Groundwork works with a large 

number of children, young people and adults at risk (service users).  This guidance 

supplements  Groundwork’s e-safety policy, which is an integral part of the federation-

wide Safeguarding policy as approved for use by the Federation Board in 2019, and 

which is applicable  to all trustees,  staff, volunteers and third parties participating in 

our projects or involved in the delivery of our activities.  This supplementary guidance 

is based on existing safeguarding legislation and further guidance provided by NSPCC 

The purpose of our e-safety policy and this supplementary guidance is to ensure that:  

 service users who participate in our activities and services, and who make use of 

information and communications technology as part of their involvement, are 

protected from harm - this includes the use of computers, mobile phones or 

devices, games consoles or other equipment enabled for internet access 

 trustees, staff and volunteers are made fully aware of  the overarching principles of 

e-safety and are provided with appropriate instructions, support and training  to 

underpin their approach to online engagement with service users  

 all parts of Groundwork operate in line with the principles and values set out in the 

federation strategy and membership agreement, and within the law  when using 

online devices to communicate with service users 



93 
 

 trustees, senior leaders, and managers recognise e-safety as a priority across all 

areas of work and provide appropriate training and support,  prioritising areas of 

work carrying most risk to  practitioners, service users and their families 

 good e -safety practice  is actively promoted through our use of websites, social 

media platforms and other online channels, including Microsoft Teams  

 our service users and all children, young people and adults at risk are protected 

from online abuse of any kind 

 safeguards are  in place to avoid potential or actual harm while recognising that the 

use of information technology and access to the internet is an essential  part of the 

lives of our service users and the wider community  

 wider safeguarding practice incorporates e-safety as a priority and that procedures 

are reviewed  on an annual basis or by exception  to reflect and respond to the 

development and use of new platforms and channels  

 working in partnership with service users and their families, carers and other 

agencies is recognised as essential to  promoting e-safety 

 service users are encouraged and supported to take  responsibility for their own 

safety and that of others when communicating online . 

 

In order to keep service users safe online, all Groundwork organisations should: 

 

 appoint an e-safety coordinator or designate a lead person to oversee e-safety, 

which may or may not be the same person as the nominated safeguarding lead  

 provide training and specific directions to staff and volunteers on how to behave 

appropriately online 

 ensure that all online communications with service users carried out by staff, 

volunteers or trustees are relevant to the work of the project or service 

 only use organisational email or social media accounts to communicate with service 

users  

 only use equipment or devices sanctioned by the senior management team and/or 

safeguarding team to communicate with service users in line with cybersecurity 

protocols.   

 

Staff and volunteers communicating with service users should not: 

 

 provide  service users with their personal telephone numbers, email addresses or 

social media accounts  

 encourage or require service users to utilise social media channels which are not 

age appropriate eg Facebook accounts should only be used to communicate with 

young people over the age of 13 
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 use webcams or engage in 1-1 online sessions with service users who are deemed 

to be vulnerable or at risk without another staff member being present or the 

active supervision and support of the safeguarding team or designated senior 

member of staff. 

 

Staff and volunteers communicating with service users should: 

 support and encourage service users to access the internet, social media and 

mobile devices in a safe and responsible way that shows respect for others 

 involve  service users, their families and carers in the development and practice of 

e-safety measures in both the home environment and during Groundwork 

supported activities 

 use organisational email and social media accounts for all contact with service 

users  

 always seek permission from service users and/or their parents or carers before 

taking and sharing images or other audio/visual content captured online. 

 

To support adherence to our policy and implementation of this guidance, senior 

managers and safeguarding teams should: 
 

 ensure a coordinated approach to the online safety of staff, volunteers and service 

users, embedding this guidance into the deployment of existing safeguarding 

procedures 

 use this guidance to reinforce existing safeguarding procedures to ensure an 

immediate response to all incidents of inappropriate online behaviour, whether by 

a staff member, volunteer or service user 

 ensure the security of information systems is reviewed and updated on a regular 

basis 

 ensure  that user names, logins, email accounts and passwords are managed 

securely to avoid  breaches of General Data Protection Regulation and/or risking 

the safety of service users  

 ensure that images of children, young people and families are used only after their 

written permission has been obtained, and only for the purpose for which consent 

has been given 

 provide regular supervision, support and e-safety training for staff and volunteers 

covering all forms of online abuse, including cyberbullying, emotional abuse, 

sexting, sexual abuse and sexual exploitation 

 fully assess the risk of social media platforms before they are used for interacting 

with service users, ensuring that all accounts used are actively monitored and 

supervised 

 at all times follow federation safeguarding procedures, led by the safeguarding 

team 
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 review e -safety practice annually and by exception, so that practice can be adapted 

to meet the evolving challenges of working in an online environment.  
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Annex 2: Safer recruitment procedures  

NSPCC template is recommended for use by trusts but is included here for guidance. 

Having a safer recruitment policy statement in place is a vital first step towards making 

sure everyone who works with children is suitable. But it's also important to establish 

clear written procedures and make sure everyone who is involved with any form of 

recruitment knows how to follow them. 

These will ensure that staff and volunteers are recruited safely and fairly, and that 

children’s safety is being considered at every stage of the process. 

Plan the recruitment process 

 Plan the whole of your recruitment process in advance to make sure you have a 

consistent approach every time you recruit a new staff member or volunteer.  

Following a written procedure means you’re less likely to miss anything out 

 Think about the resources that you'll need and how you are going to make them 

available 

 This includes making sure enough people will be available to help conduct the 

interviews 

Define the role 

For any role working with children and young people, both the job description and the 

person specification should highlight the importance of understanding safeguarding 

issues. 

Advertising the job 

The job advertisement is your first opportunity to send out a clear safeguarding 

message. It should include the right information to attract high quality candidates and 

deter unsuitable applicants such as those who may present a risk to children. 

Applicant information pack 
An application pack ensures that people interested in applying for a job have all the 

information they need about your organisation and the advertised role. We 

recommend you use a standard application form to make sure you get all the 

information you need from each candidate. 
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Self-disclosure form 

A self-disclosure form gives candidates the opportunity to tell you confidentially about 

any unspent criminal convictions, child protection investigations or disciplinary 

procedures they have on their record. If the role requires an enhanced criminal records 

check , you should also ask applicants to disclose any unprotected spent convictions 

and cautions. 

In England, Scotland and Wales, you can only ask for information about cautions or 

convictions which are not designated as 'protected' under the Rehabilitation of 

Offenders Act 1974. 

Applicants should complete self-disclosure forms before interview and bring them in a 

separate, sealed envelope marked 'Confidential'. You should only open the self-

disclosure forms of candidates who have accepted a conditional offer, and review the 

information inside as part of your vetting checks. 

*You must securely dispose of all unopened self-disclosure forms. 

The self-disclosure form does not replace the need for a criminal records check. 

Criminal records checks should always be carried out as appropriate. 

References 

You should ask applicants to provide the details of referees and check references as 

part of your vetting, disclosure and barring checks. 

It's a good idea to give an overview of the questions you'll be asking referees, so the 

candidate can consent to the referee providing this information.  

Selecting applicants for interview 

Shortlisting should be carried out by at least two people. They should each be clear 

about what their role involves, and should assess each application form according to 

how well it meets the criteria set out in the person specification. 

 

 

 
 

https://www.legislation.gov.uk/ukpga/1974/53
https://www.legislation.gov.uk/ukpga/1974/53
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Preparing for interview 

Panel 

At least two people should be on the interview panel and you should have a chair. 

Children's participation 

Involving children, young people and their families in recruitment can be a really useful 

way of finding the right people for the job. 

Questions 

Questions should relate to items in the person specification and should be designed to 

allow candidates to demonstrate the attitudes and values that people working with 

children and young people need to have. You should ask each candidate the same 

questions so that they are all treated equally. 

Practical test 

A question and answer format may not be the best way to test a particular 

requirement or competency. You may want to consider other methods such as a 

practical test. 

Interview 

Interviews to recruit people to work with children should always be conducted face-to-

face. 

Make sure you ask candidates in advance whether they have any access requirements 

for the interview, and provide what they need. 

Make notes so that you can remember what each candidate said after the interview 

has finished. 

During the interview candidates should show that they: 

 understand children’s needs and perspectives 

 have realistic expectations of children 

 recognise that children's needs come first 

 uses appropriate language when talking about children 

 are clear about boundaries when working with children. 
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Checking identity 

Check the candidate's identity and certificates at the time of interview. 

Making an offer 

When you contact the successful candidate, make it clear that the offer is still subject 

to satisfactory completion of all the vetting processes you need to undertake. 

Induction and training 

A consistent induction process will make sure everyone in your organisation fully 

understands and knows how to follow your safeguarding policies and procedures. 

You should also consider putting a mentoring and/or supervision process in place for 

new staff and/or having a probationary/trial period. This will allow concerns on either 

side to be raised and responded to appropriately. 

Training 

All organisations working with children must provide appropriate safeguarding 

training for staff and volunteers. 

Training should be regular and ongoing to ensure all staff are kept up-to-date with 

changes in policies and procedures and to keep safeguarding at the forefront of the 

organisation and its working arrangements. 

Temporary or agency staff including school supply staff 

It’s just as important to ensure you recruit temporary or agency staff who are suitable 

to work with children, as it is with permanent staff. 

You should only use agencies that have robust safer recruitment policies and 

procedures. 

Groundwork Trusts  should obtain written proof that the relevant disclosure and 

barring checks have been made for each supply staff member. When support staff from 

partners arrive on site, you should check their ID. 
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Self-disclosure form for non-regulated activity  

Part 1: For completion by the organisation  
Name of candidate/person:  

 

 

Any previous name(s)used by the 

candidate/person:   

 

 

Please include date(s) when any previous 

names were used by the candidate/person.  E.g. 

from 01/01/16 to 12/12/17. 

 

Current address and post code:  

 

 

 

Address History: 
Please include full address and postcode 
details for each address & dates occupied by 

candidate/person.  E.g. from 01/01/ 16 to  

12/12/17. 

 

Telephone/Mobile No:  

 

 

Date of Birth:  

  

Gender:   
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Part 2: For completion by the candidate/person named in Part 1  

If the role you are in or have applied for involves frequent or regular contact with or 

responsibility for children, you will also be required to provide a valid criminal record 

certificate, which will provide details of criminal convictions. This may also include a 

barred list check depending on the nature of the role.  

All information you provide will be treated as confidential and managed in accordance 

with relevant data protection legislation and guidance. You have a legal right to access 

any information held about you. 

Have you ever been known to any Children’s Services department or Police as 
being a risk or potential risk to children?  

 

Yes / No 

If yes,  please provide further information: 

 

 

Have you been the subject of any investigation by any organisation or body 
due to concerns about your behaviour towards children?  

 

Yes /No 

If yes,  please provide further information: 

 

 

Have you ever been the subject of a disciplinary procedures or been asked to 
leave employment or voluntary activity due to inappropriate behaviour 
towards children?  

Yes /No 

If yes,  please provide further information: 

 

 

Do you have any unspent convictions?  

 

Yes /No  

If yes, please provide further information 

 

 

Confirmation of declaration  

I agree that the information provided here may be processed in connection with recruitment 

purposes and I understand that an offer of employment may be with-drawn or disciplinary 

action may be taken if information is not disclosed by me and subsequently come to the 

organisation’s attention. 

In accordance with the organisation’s procedures if required I agree to provide a valid criminal 

record certificate and consent to the organisation clarifying any information provided on the 

disclosure with the agencies providing it.  
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I agree to inform the organisation within 24 hours if I am subsequently investigated by any 

agency or organisation in relation to concerns about my behaviour towards children or young 

people.  

I understand that the information contained on this form, the results of the criminal record 

check and information supplied by third parties may be supplied by the organisation to other 

persons or organisations in circumstances where this is considered necessary to safeguard 

children: 

Signature of candidate/person:  

 

Print name:  

 

Date:  
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Self-disclosure form for regulated activity  

Part 1: For completion by the organisation  

Name of candidate/person:  

 

 

Previous  name(s) used by the 

candidate/person   

 

 

Current Address and post code  

 

 

 

  

Telephone/Mobile No:  

 

 

Date of Birth:  

  

Gender:   
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Part 2: For completion by the candidate/person named in Part 1  

If the role you are in or have applied for involves regulated activity, you will be 

required to provide a valid criminal record certificate, which will provide details of 

criminal convictions. This may also include a barred list check depending on the nature 

of the role.  

All information you provide will be treated as confidential and managed in accordance 

with relevant data protection legislation and guidance. You have a legal right to access 

information held about you.  

Have you ever been known to any Children’s Services department or Police as 
being a risk or potential risk to children?  

Yes / No 

If yes,  please provide further information: 

 

 

Have you been the subject of any investigation by any organisation or body 
due to concerns about your behaviour towards children?  

Yes /No 

If yes,  please provide further information: 

 

 

Have you ever been the subject of a disciplinary procedures or been asked to 
leave employment or voluntary activity due to inappropriate behaviour 
towards children?  

Yes /No 

If yes,  please provide further information: 

 

 

Do you have any convictions, cautions, reprimands or final warnings that are 
not “protected” as defined by the Rehabilitation of Offenders Act 1974 
(Exceptions) Order 1975 (Amendment) 2013?  

Yes /No  

If yes,  please provide further information 

 

 

Confirmation of declaration  
I agree that the information provided here may be processed in connection with recruitment 

purposes and I understand that an offer of employment may be with-drawn or disciplinary 

action may be taken if information is not disclosed by me and subsequently come to the 

organisation’s attention. In accordance with the organisation’s procedures I agree to provide a 

valid criminal record certificate and consent to the organisation clarifying any information 

provided on the disclosure with the agencies providing it.  

I agree to inform the organisation within 24 hours if I am subsequently investigated by any 

agency or organisation in relation to concerns about my behaviour towards children or young 

people. I understand that the information contained on this form, the results of the DBS check 

and information supplied by third parties may be supplied by the organisation to other persons 

or organisations in circumstances where this is considered necessary to safeguard children.  

Signature of candidate/person:  
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Print name: 

Date:  
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1. Overview 
 

The purpose of this addendum is to: 

 

 Provide an update to the policy protect children, young people and adults at risk who 

participate in the activities and services that we provide during a Covid-19 outbreak. 

This includes the children of adults who use our services; 

 Provide an update to staff and volunteers on applying the principles and good practice 

guidelines to enable them to meet their safeguarding responsibilities during a Covid-19 

outbreak. 

 

- This policy addendum applies to the Groundwork UK Safeguarding Policy as approved 

July 2019. 

- This addendum applies during the Covid-19 outbreak, and reflects government guidance. 

- The Safeguarding Policy remains unchanged where it is not amended by this addendum. 

- The addendum must be read alongside the following resources: 

o Covid-19 Government Advice: https://www.gov.uk/coronavirus  

o Covid-19 Safeguarding in Schools, Colleges and Other Providers: 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-

colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-

colleges-and-other-providers  

- This addendum may be updated throughout the outbreak to reflect the most recent 

guidance. 

 

2. Communication 
- All staff must be made aware of this Safeguarding Policy Addendum and Annex 3. 

- Any updates to these documents must be shared with all staff as soon as practical. 

 

 

https://www.gov.uk/coronavirus
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers


3. Procedures 
 

Section 1: Definitions 

- Covid-19: Coronavirus disease (COVID-19) is an infectious disease caused by a newly 

discovered coronavirus. 

- Furlough: A temporary leave of employees due to special needs of a company or 

employer. 

- Lockdown: The period of social isolation, social distancing and closures of businesses 

and schools put in place to slow the spread of Covid-19. 

- PPE: Personal Protective Equipment (for example, face masks) 

 

Section 2: Types of abuse and how to recognise them 

During lockdown, frontline workers should be aware that: 

- Signs of abuse may be harder to identify, particularly through remote ways of working 

- Extra attention should be paid to language and patterns of behaviour, and changes in 

the way the young person or adult at risk engages with the programme 

- Staying home is not always safe.  The risk of abuse for some young people, adults at 

risk, and adults in vulnerable circumstances has increased. 

 

Section 3: Safeguarding Team 

- Please note that Samantha Cox has left Groundwork UK.  The Designated Safeguarding 

Lead and the remaining Deputy Safeguarding Leads remain in post, in work and 

available for any safeguarding concerns or issues. 

- The Safeguarding Team will meet remotely during periods of social distancing. 

- Contact details for the Safeguarding remain unchanged.  Where possible, mobile phone 

numbers should be used, however landlines should redirect the call to the relevant 

mobile phone. 

- Staff and volunteers working regionally for Groundwork UK should ensure that they are 

aware of any local changes to safeguarding procedures during Covid-19 as set out by 

the local authority and safeguarding boards. 

 

Section 4: Dealing with disclosures or concerns about a child, young person 

or adult at risk 

- Staff and volunteers are reminded of the continued importance of acting immediately on 

any safeguarding concerns. 

- Staff and volunteers should continue to respond to and report safeguarding concerns and 

disclosures as per the existing procedures.   

 

Section 5: Managing allegations against Staff and Volunteers 

- Staff and volunteers should continue to be vigilant to any indicators of inappropriate 

behaviour or safeguarding risks posed by staff and volunteers, as these may be harder to 

spot where staff and volunteers are working remotely. 

- The process for reporting and managing allegations against staff and volunteers remains 

unchanged. 

 



Section 6: Safeguarding Report Form 

- The report form remains unchanged. 

- Staff and volunteers reporting concerns, incidents or disclosures should ensure that 

relevant methods of communication are detailed fully in the report – for example, video 

conferencing (naming the platform). 

 

Section 7: Code of conduct for Staff and Volunteers 

- Staff and volunteers should also consult the E-Safety Guidance (June 2020), and 

Engaging remotely with young people, adults at risk, and adults in vulnerable 

circumstances during Covid-19 

 

 

Section 8: Recording and information sharing guidelines 

 

Records 

- Staff and volunteers should ensure that the method of contact used related to any 

safeguarding concern, incident or disclosure, or any allegation against a member of staff 

and volunteers is recorded. 

- The safeguarding records must be kept up to date in line with procedures.   

- All safeguarding records for Groundwork UK are held securely and electronically.  The 

safeguarding team remain able to access the records fully. 

 

Storage of Records 

- In line with the existing policy, staff and volunteers will ensure that any recordings of 

remote engagement sessions and 1-1s are stored securely. 

 

Sharing Information 

- Staff and volunteers should ensure that participants are aware that recordings of 

sessions may be shared with appropriate persons where a safeguarding concern, 

incident, disclosure or allegation has occurred. 

 

Section 9: Prevent Duty 

- Staff and volunteers should be aware that the risk of radicalisation of young people and 

adults at risk may increase during this period, as people spend more time online and 

isolated. 

 

Section 10: External Contacts 

- There are no amendments to this section. 

 

Section 11: Working with delivery partners 

- Groundwork UK will issue delivery partners with this addendum alongside the full 

Safeguarding Policy. 

- Groundwork UK will seek assurances from delivery partners that appropriate 

amendments to safeguarding processes and procedures have been made during this 

period, in line with government guidance. 

 



Section 12: Safe delivery guidelines 

 

1. Staffing 

- There are no amendments to this section. 

 

2. Registration 

- Participants engaging with remote services during Covid-19 must complete a project-

specific registration form. 

- Information regarding safeguarding for participants and their parents/carers (where 

appropriate) should be updated to include e-safety and an online code of conduct during 

Covid-19. 

 

3. Appointed person 

- Managers should ensure that, where a participant’s appointed person is furloughed or 

unable to work due to sickness or other Covid-19 related issues, a temporary named 

person is appointed as soon as possible.  This named person should make contact with 

the participant as soon as possible to provide assurances and contact details.   

- The named person should be able to provide support to the participant during the 

appointed person’s absence. 

- The named person should have an appropriate level of security checks, and where 

possible their job description should set out their responsibilities in relation to working 

with children, young people or adults at risk.   

- Where a suitable alternative member of staff and volunteers is not available, the 

participant should be provided with contact details of alternative support agencies until 

such a time as delivery can recommence.  Vulnerable participants should not be left 

without support. 

 

4. Insurance 

- Groundwork will ensure that it holds insurance appropriate to any new activities 

undertaken in response to Covid-19 

- Where face-to-face delivery takes place during Covid-19, Groundwork should consider 

whether insurance is adequate and appropriate. 

 

5. Risk assessment 

- Risk assessments should be undertaken for any new remote activities put in place in 

response to Covid-19. 

- Risk assessments should be updated for any remote 1:1 work to ensure they include 

video calling or any other new methods of contact. 

- Where online delivery is not a viable alternative, and it is possible to carry out face-to-

face delivery within government guidelines, thorough risk assessments must be carried 

out prior to the delivery taking place. 

- These risk assessments must include a full assessment of the risks associated with the 

spread of Covid-19 amongst staff and volunteers and participants, and staff and 

volunteers should put in place measures to mitigate the risks associated with face-to-

face delivery. 

- Staff and volunteers should risk assess the attendance of individual participants at face-

to-face events and sessions during Covid-19, including whether the participant is 



vulnerable to the disease, and whether they could carry the disease to vulnerable people 

residing at the same address. 

- Staff and volunteers should refer to “Engaging remotely with young people, adults at 

risk, and adults in vulnerable circumstances during Covid-19” 

- Staff and volunteers should also refer to the updated E-Safety Guidance (June 2020). 

 

6. Activity providers 

- Staff and volunteers should ensure that any activities provided by external providers 

have also been subject to satisfactory risk assessment in relation to this period, and that 

adequate insurance is in place. 

 

7. Staff and volunteers to participant ratios 

- Where face-to-face delivery is taking place during Covid-19, staff and volunteers should 

be aware that the staff and volunteers to participant ratio may need to increase due to 

the impact of social distancing measures. 

 

8. Work with under 8s 

- Staff and volunteers should also refer to the E-Safety Guidance (June 2020) 

 

9. Acceptable behaviour 

- Staff and volunteers should be aware that acceptable behaviour minimum expectations 

also apply to online and remote engagement.  Staff and volunteers should reinforce this 

with participants. 

- Staff and volunteers should refer to “Engaging remotely with young people, adults at 

risk, and adults in vulnerable circumstances during Covid-19” 

- Staff and volunteers should also refer to the updated E-Safety Guidance (June 2020). 

- Where face-to-face delivery takes place, staff and volunteers should ensure that 

acceptable behaviour and code of conduct information for participants is updated to 

include relevant, up-to-date hygiene, social distancing and PPE measures as per 

government guidelines. 

 

10. Pre-activity briefing 

- Online activities and sessions should be treated as per face-to-face activities, and 

participants and their parents or carers (where appropriate) should be given written pre-

activity details in line with the safeguarding policy. 

- The staff and volunteers member should include relevant safety details specific to online 

working, and should refer to “Engaging remotely with young people, adults at risk, 

and adults in vulnerable circumstances during Covid-19” and the updated E-Safety 

Guidance (June 2020). 

- Where face-to-face delivery takes place, staff and volunteers should ensure that briefing 

information for participants is updated to include relevant, up-to-date hygiene, social 

distancing and PPE measures as per government guidelines. 

- Where delivery is taking place face-to-face, pre-activity information should clearly 

highlight any Covid-19 related risks to the participant and their parent / carer where 

appropriate, any mitigations in place, and actions expected of the participant. 

 



11. Consent 

- Consent forms should be adapted to reflect the provision type and the nature of the 

activity, which may differ significantly from standard activity due to Covid-19 restrictions. 

- Consent forms should be collected from participants prior to engagement in online 

events and activities, in line with the safeguarding policy and procedures. 

- Staff and volunteers should refer to “Engaging remotely with young people, adults at 

risk, and adults in vulnerable circumstances during Covid-19” and the updated E-

Safety Guidance (June 2020). 

- Consent forms for face-to-face delivery during this time should be updating to include 

reference to relevant hygiene, social distancing and PPE measures as set out in 

government guidelines.  

- Where delivery is taking place face-to-face, consent forms should require that 

participants and/or their parent/carer confirm that they understand any Covid-19 related 

risks participation in the event may carry, any mitigations in place, and actions expected 

of the participant. 

 

12. Safe handling of medication 

- Staff and volunteers should assess the risk of any face-to-face activity during Covid-19, 

and the risk to participants and staff and volunteers should the need to handle 

medication arise, and social distancing measures cannot be met. 

- Where face-to-face delivery takes place during Covid-19, staff and volunteers should 

ensure that handling and administering of medication adheres to government guidance 

on social distancing. 

- Staff and volunteers should ensure that hygiene, social distancing and PPE guidelines 

are followed. 

 

13. Personal care 

- Staff and volunteers should assess the risk of any face-to-face activity during Covid-19, 

and the risk to participants and staff and volunteers should a personal care need arise, 

and social distancing measures cannot be met. 

- Where face-to-face delivery takes place during Covid-19, and staff and volunteers are 

required to assist in personal care to preserve the dignity and welfare of the participant, 

government guidelines on social distancing, hygiene and PPE must be followed as far as 

practically possible. 

 

14. Home contact and buddy system 

- Where activities or sessions are taking place online, staff and volunteers should ensure 

there is a home contact or buddy in place for children, young people or vulnerable adults. 

- Staff and volunteers should ensure the welfare of participants who do not attend 

scheduled sessions, or disengage mid-session (‘go missing’). 

 

15. First aid 

- Staff and volunteers should assess the risk of any face-to-face activity during Covid-19, 

and the risk to participants and staff and volunteers should a first aid need arise and 

social distancing measures cannot be met. 

- Where face-to-face delivery takes place during Covid-19, government guidelines on 

social distancing, hygiene and PPE must be followed as far as practically possible. 



 

16. Transport 

- Staff and volunteers should assess the risk of taking transport to any face-to-face activity 

during Covid-19, including the risk to participants and staff and volunteers in travelling in 

close proximity / confined spaces with other participants and Staff and volunteers. 

- Staff and volunteers should encourage participants to travel by means other than public 

transport where possible (walking / bike) where it is safe and practical to do so. 

- Staff and volunteers should consider alternative options to face-to-face provision where 

possible to avoid the need for travel. 

 

17. Accidents, incidents and near misses 

- No changes 

 

18. Closing sessions in an emergency 

- No changes 

 

19. Photographs 

- Staff and volunteers should ensure that those participating in online activities or sessions 

are made aware of when screen shots, videos or sound recordings are going to take 

place, what these may be used for, and when they may be used.  Participants have the 

right to decline permission:  Staff and volunteers may need to consider the impact on the 

online session should a participant decline permissions prior to the session taking place.  

Staff and volunteers should collect permissions prior to the online activity or session 

where practical. 

- Staff and volunteers should ensure that security measures are in place for online 

meetings to prevent other members of the group recording sessions.  Staff and 

volunteers should also set out in a code of conduct prior to the session beginning as to 

the policy on participants recording, photographing or taking screen shots. 

-  

20. Evaluation, de-brief and supervision 

- Evaluation, de-debrief and supervision continue to be important activities for online 

engagement. 

 


