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east to west is a Christian charity of compassion, mercy and justice, moved into action by the suffering 
and brokenness of young people.  
Our mission: what do we seek to do?  
To bring hope to young lives, that are vulnerable or ‘at risk’. Actively pursuing emotional, physical and 
spiritual wholeness for young people  
Our passion: what drives us?  
To see young people impacted by hope and so to transform lives and communities by hope. To see 
youth workers and churches empowered and equipped to impact young people with hope. 
 
east to west place school Relational Support Workers in North Surrey and Royal Borough Windsor & 
Maidenhead schools, delivering 1000’s of hours of pastoral care and support to vulnerable young 
people. 
 
Our Commitment 
1. Safeguarding children and vulnerable adults - the action we take to promote the welfare of children 
and protect them from harm - is everyone’s responsibility. Everyone who comes into contact with 
children and families has a role to play 

2. Safeguarding and promoting the welfare of children and vulnerable adults is defined for the 
purposes of this guidance as:  

• protecting from maltreatment;  
• preventing impairment of health or development;  
• ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care;  
• taking action to enable all children and vulnerable adults to have a chance of achieving the 

best outcomes 

east to west recognise the need to provide a safe and caring environment for children, young people 
and vulnerable adults. We acknowledge that children, young people and vulnerable adults can be the 
victims of physical, sexual and emotional abuse and neglect. We accept the UN Universal Declaration 
of Human Rights and the International Covenant of Human Rights, which states that everyone is 
entitled to “all the rights and freedoms set forth therein, without distinction of any kind, such as race, 
colour, sex, language, religion, political or other opinion, national or social origin, property, birth or 
other status”. We also concur with the Convention on the Rights of the Child which states that children 
should be able to develop their full potential, free from hunger and want, neglect and abuse. They 
have a right to be protected from “all forms of physical or mental violence, injury or abuse, neglect or 
negligent treatment or exploitation, including sexual abuse, while in the care of parent(s), legal 
guardian(s), or any other person who has care of the child.” As an organisation we have therefore 
adopted the procedures set out in this safeguarding policy in accordance with statutory guidance. We 

Safeguarding & Child Protection Policy  

 



 

Charity No 1131229     
A Company Limited by Guarantee Registered in England No 6972769 
www.easttowest.org.uk 

are committed to build constructive links with statutory and voluntary agencies involved in 
safeguarding. The policy and attached practice guidelines are based on the ten Staying Safe and 
Secure safeguarding standards published by thirtyone:eight (formerly the Churches' Child Protection 
Advisory Service (CCPAS)) and in line with Local Safeguarding Childrens Boards guidelines.   
 
east to west undertakes to: 

• Endorse and follow all national and local safeguarding legislation and procedures, in 
addition to the international conventions outlined above.  (HM Government Working 
Together to Safeguard Children (updated July 2018) 

• provide on-going safeguarding training for all its workers and will regularly review the 
operational guidelines attached 

• ensure that the premises meet the requirements of the Disability Discrimination Act 1995 
(subsequently brought under the Equality Act 2010) and all other relevant legislation, and 
that it is welcoming and inclusive 

• support the Safeguarding Coordinator and Deputy in their work and in any action they 
may need to take in order to protect children and vulnerable adults 

• not allow the document to be copied by other organisations 
 
SECTION 2 
Recognising and responding appropriately to an allegation or suspicion of abuse.  Understanding 
abuse and neglect. 
Defining child abuse or abuse against a vulnerable adult is a difficult and complex issue. A person may 
abuse by inflicting harm or fail to prevent harm. Children and adults in need of protection may be 
abused within a family, an institution or a community setting. Very often the abuser is known or in a 
trusted relationship with the child or vulnerable adult.  In order to safeguard those in our organisation 
we adhere to the UN Convention on the Rights of the Child and have as our starting point as a 
definition of abuse, Article 19 which states: 

Parties shall take all appropriate legislative, administrative, social and educational measures 
to protect the child from all forms of physical or mental violence, injury or abuse, neglect or 
negligent treatment, maltreatment or exploitation, including sexual abuse, while in the care 
of parent(s), legal guardian(s) or any other person who has the care of the child 
Such protective measures should, as appropriate, include effective procedures for the 
establishment of social programmes to provide necessary support for the child and for those 
who have the care of the child, as well as for other forms of prevention and for identification, 
reporting, referral, investigation, treatment and follow-up of instances of child maltreatment 
described heretofore, and, as appropriate, for judicial involvement 

Detailed definitions, and signs and symptoms of abuse, as well as how to respond to a disclosure of 
abuse, are included in the appendix section of this policy. 
 
Safeguarding Awareness 
east to west is committed to on-going safeguarding training and development opportunities for all 
workers, developing a culture of awareness of safeguarding issues to help protect everyone. All our 
workers as part of their induction will receive training provided by the east to west Safeguarding 
Officer with subsequent training on a regular basis through yearly ‘in-house’ updates covering legal 
updates and changes to the east to west policy. As necessary it will be complemented through further 
training by external agency and/or the SSCB for Surrey, the Royal Borough of Windsor and 
Maidenhead’s LSCB, or Buckinghamshire’s Children’s Social Care  team. 
 
east to west will also ensure that children and vulnerable adults are provided with information on 
where to get help and advice in relation to abuse, discrimination, bullying or any other matter where 
they have a concern. 
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Responding to Allegations of Abuse (refer to Flowchart in the Appendix) 
Under no circumstances should a worker carry out their own investigation into an allegation or 
suspicion of abuse. Following procedures as below: 

• The person in receipt of allegations or suspicions of abuse should report concerns as soon as 
possible to Ian Smith (hereafter the "Safeguarding Coordinator") telephone no: 07412 030141 
who is nominated by the Trust to act on their behalf in dealing with the allegation or suspicion 
of neglect or abuse, including referring the matter on to the statutory authorities 

• In the absence of the Safeguarding Coordinator or, if the suspicions in any way involve the 
Safeguarding Co-ordinator, then the report should be made to Nicki Sudworth (hereafter the 
"Deputy ") tel no: 07413 657322 

• If the suspicions implicate both the Safeguarding Co-ordinator and the Deputy, then the report 
should be made in the first instance to thirtyone:eight (ex-CCPAS) PO Box 133, Swanley, Kent, 
BR8 7UQ. Telephone 0845 120 4550. Alternatively contact Children’s Services or the police 

• Where the concern is regarding an adult in need of protection contact Adult Social Services or 
take advice from CCPAS as above 

Surrey: 

Contact Children's Services 

If you are concerned about the safety of a child, young person or an adult you can contact our 
Multi-Agency Safeguarding Hub (MASH). The Multi-Agency Safeguarding Hub (MASH) 
responds to initial enquiries about children, young people and adults. The MASH is based at 
Guildford Police Station and combines Children's Service social workers, Adult's Service social 
workers, and health and police staff. 

Availability: 9am to 5pm, Monday to Friday 
• Phone: 0300 470 9100 
• Out of hours phone: 01483 517898 to speak to our emergency duty team 
• Email: emails are dealt with during normal office hours  
• For concerns for a child or young person: csmash@surreycc.gov.uk 
• Secure email: if you want to report concerns for a child or young person using secure 

email, please contact: csmash@surreycc.gcsx.gov.uk 
• For concerns for an adult: ascmash@surreycc.gov.uk 

• Fax number: 01483 519862 
If you have already been in touch with children's social care services and would like to contact 
your allocated social worker or family support worker directly, please find your local area 
number below. 
For any general or non-safeguarding concerns in relation to an adult (including young adults) 
please contact Adult Social Care 

 
Local Area Contact details 

North east: 0300 123 1610 
The north east area covers the following three boroughs: 

• Elmbridge (Esher, Walton on Thames and Weybridge) 
• Epsom and Ewell (Epsom, Ewell and part of both Stoneleigh and Worcester Park) 
• Spelthorne (Ashford, Laleham, Shepperton, Staines-upon-Thames, Stanwell and Sunbury-

on-Thames) 

North west: 0300 123 1630 
The north west area covers the following three district and boroughs: 

• Runnymede (Addlestone) 
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• Surrey Heath (Camberley) 
• Woking (Woking) 

South east: 0300 123 1620 
The south east area covers the following three district and boroughs: 

• Tandridge (Caterham and Oxted) 
• Reigate and Banstead (Redhill, Horley, Reigate and Banstead) 
• Mole Valley (Dorking and Leatherhead) 

South west: 0300 123 1640 
The south west area covers the following two boroughs: 

• Guildford (Guildford) 
• Waverley (Cranleigh, Farnham and Haslemere) 

 

Local Authority Designated Officer (LADO) 

Monday to Friday from 9am to 5pm 
The LADO Service manages allegations against individuals who work or volunteer with 
children in Surrey. If you have a concern regarding someone who works with children please 
contact the LADO on 0300 123 1650* or LADO@surreycc.gov.uk. 

RBWM: 
• The RBWM’s Referral and Assessment Team office telephone number (office hours) is 01628 

683150.  The Child Protection Co-ordinator can be reached on 01628 683202. The out of hours 
emergency number is 01344 786543 (RBWM) 

Buckinghamshire: 
• Buckinghamshire Children’s Social Care team office telephone number (office hours) is 01296 

383962.  The out of hours emergency number is 08009 997677 (Buckscc) 

Other contacts: 
• The Police telephone number is: Emergency 999 or Non-Emergency 0845 125 2222 or 101 

(Surrey & Thames Valley) 
• Where required the Safeguarding Co-ordinator should then immediately inform the insurance 

company: Zurich Insurance, tel: 01243 832059 
• Suspicions must not be discussed with anyone other than those nominated above. A written 

record of the concerns should be made in accordance with these procedures and kept in a 
secure place 
Whilst allegations or suspicions of abuse will normally be reported to the Safeguarding 
Coordinator, the absence of the Safeguarding Co-ordinator or Deputy should not delay 
referral to Children’s Services or the Police (or taking advice from CCPAS) 

• east to west will support the Safeguarding Co-ordinator/Deputy in their role, and accept that 
any information they may have in their possession will be shared in a strictly limited way on a 
need to know basis 

• It is, of course, the right of any individual as a citizen to make a direct referral to the 
safeguarding agencies or seek advice from CCPAS.  If the team member with the concern feels 
that the Safeguarding Co-ordinator/Deputy has not responded appropriately, or where they 
have a disagreement with the Safeguarding Coordinator(s) as to the appropriateness of a 
referral they are free to contact an outside agency direct. It is hoped that by making this 
statement that east to west demonstrate its commitment to effective safeguarding and the 
protection of all those who are vulnerable 
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• The role of the safeguarding co-ordinator/ deputy is to collate and clarify the precise details 
of the allegation or suspicion and pass this information on to statutory agencies that have a 
legal duty to investigate 

 
Detailed procedures where there is a concern about a child: 
Allegations of Physical Injury, Neglect or Emotional Abuse 
If a child has a physical injury, a symptom of neglect or where there are concerns about emotional 
abuse, the Safeguarding Co-ordinator/Deputy will: 

• Contact Children’s Social Services (or thirtyone:eight) for advice in cases of deliberate injury, 
if concerned about a child's safety or if a child is afraid to return home 

• Not tell the parents or carers unless advised to do so, having contacted Children’s Social 
Services 

• Seek medical help if needed urgently, informing the doctor of any suspicions 
• For lesser concerns, (e.g. poor parenting), encourage parent/carer to seek help, but not if this 

places the child at risk of significant harm 
• Where the parent/carer is unwilling to seek help, offer to accompany them. In cases of real 

concern, if they still fail to act, contact Children’s Social Services direct for advice 
• Seek and follow advice given by thirtyone:eight (who will confirm their advice in writing) if 

unsure whether or not to refer a case to Children’s Social Services 
 
Allegations of Sexual Abuse 
In the event of allegations or suspicions of sexual abuse, the Safeguarding Co-ordinator/Deputy will: 

• Contact the Children’s Social Services Department Duty Social Worker for children and families 
or Police Child Protection Team direct. They will NOT speak to the parent/carer or anyone else 

• Seek and follow the advice given by thirtyone:eight if, for any reason they are unsure whether 
or not to contact Children’s Social Services/Police. CCPAS will confirm its advice in writing for 
future reference 

 
Allegations of Abuse against a person who works with children 
If an accusation is made against a worker (whether a volunteer or paid member of team) whilst 
following the procedure outlined above, the Safeguarding Co-ordinator, in accordance with 
SSCB/LSCB procedures will liaise with Children’s Social Services with regard to the suspension of the 
worker, also making a referral to the Local Authority Designated Officer (LADO) (Surrey - 0300 123 
1650* or LADO@surreycc.gov.uk) (RBWM – 01628 683 202) (Bucks CC - 01296 382070 or secure-
LADO@buckscc.gcsx.gov.uk) as soon as possible (on the same day) after the potential allegation has 
been raised.  Consideration will also be given to whether a referral should be made to the ISA Vetting 
and Barring Scheme lists, advice will be sort from the LADO.  Notification to Health & Care 
Professionals Council (HCPC) where an allegation relates to a registered social worker. 
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SECTION 3 
Prevention: Safe recruitment (see Safer Recruitment Policy)  
east to west will ensure all workers will be appointed, trained, supported and supervised in 
accordance with government guidance on safe recruitment. This includes ensuring that: 
• There is a written job description / person specification for the post 
• Those applying have completed an application form and a self-declaration form 
• Those short listed have been interviewed 
• Safeguarding has been discussed at interview 
• Written references have been obtained, and followed up where appropriate 
• A criminal records disclosure has been completed (we will comply with Code of Practice 

requirements concerning the fair treatment of applicants and the handling of information). 
Equivalent DBS checks (‘fit person checks’) for those workers from abroad will be completed with 
support from FCO Foreign & Commonwealth Office Response Centre Helpline on Tel 020 7008 
1500 

• We will ensure any worker with under 8’s signs the east to west Disqualification Declaration 
(\\easttowest.sharepoint.com@SSL\DavWWWRoot\Shared Documents\01) Team\Useful 
Resources\Safeguarding and Risk Assessments), which will be sent to the relevant contact in the 
school, as required by the Childcare Disqualification Requirement – Guidance for Schools 

• Qualifications where relevant have been verified 
• A suitable training programme is provided for the successful applicant 
• The applicant has completed a probationary period 
• The applicant has been given a copy of the organisation’s safeguarding policy and knows how to 

report concerns 

Detailed information on recruitment for paid/volunteer workers and DBS policy are included in the 
appendix section of this policy. 
 
Management of Workers – Codes of Conduct 
east to west are committed to supporting all workers and ensuring they receive support and 
supervision. All workers have been issued with a code of conduct towards children and young people 
(Boundaries and Standards Policy). east to west undertakes to follow the principles found within the 
‘Caring for Young People and the Vulnerable’ guidance issued by the Home Office and it is therefore 
unacceptable for those in a position of trust to engage in any behaviour which might allow a sexual 
relationship to develop for as long as the relationship of trust continues. 
 
Please refer to east to west’s policy on Boundaries and Standards. 
 
SECTION 4 
Pastoral Care: Supporting those affected by abuse 
east to west is committed to offering pastoral care and support to all those attending east to west 
activities who have been affected by abuse, including working with statutory agencies as appropriate.  
The workers will normally support them through 1:1 sessions or will refer to local youth counselling 
or specialist counselling provision where appropriate. 
 
Working with offenders 
When a young person attending an east to west activity is known to have abused children the 
Safeguarding Lead (Head of Operations) and the Deputy will undertake an east to west risk assessment 
to determine the appropriate level of supervision and boundaries to be implemented to ensure a 
commitment to the protection of children.  
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SECTION 5 
Practice Guidelines 
As an organisation working with children and young people we wish to operate and promote good 
working practice. This will enable workers to run activities safely, develop good relationships and 
minimise the risk of false accusation.  As well as a general code of conduct for workers we also have 
specific good practice guidelines and forms for the projects we are involved in and these are attached 
in the Appendix. 
 
Working in Partnership 
The diversity of organisations and settings means there can be great variation in practice when it 
comes to safeguarding children and young people. This can be because of cultural tradition, belief and 
religious practice or understanding, for example, of what constitutes abuse.  We therefore have clear 
guidelines in regard to our expectations of those with whom we work in partnership, whether in the 
UK or not. We will discuss with all partners our safeguarding expectations and have a partnership 
agreement for safeguarding.  
 
Good communication is essential in promoting safeguarding, both to those we wish to protect, to 
everyone involved in working with children and young people and to all those with whom we work in 
partnership. This safeguarding policy is just one way of promoting safeguarding.  In addition we display 
a number of helpline numbers including CCPAS and Childline on notice boards in the office and in 
schools workers’ offices.  
 
This policy will be reviewed annually. 
 
Signed:  ............................................................   Chair of Trustees 
 
Date:  ..............................................................  
 
Print Name: ....................................................... 
 
Signed: ..............................................................  Chief Executive Officer 
 
Date: ................................................................... 
 
Print Name: ......................................................... 
. 
This document is based on a Model Safeguarding Policy supplied by the Churches’ Child Protection 
Advisory Service.  A copy of the policy and all amendments will be filed with CCPAS.  This Policy must 
not be copied by other churches/organisations without the written agreement of CCPAS.   
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APPENDIX   
 

1. Safeguarding Statement 
2. Good Practice Guidelines and Procedures 

• Definitions of child and vulnerable adult 
• Definitions of abuse 
• Signs and Symptoms of abuse 
• Responding to a child who talks about abuse 
• Action following disclosure 
• Handling of disclosure information 
• Boundaries and Standards 
• Data Protections, human rights and safeguarding 
• Confidentiality/Information sharing 
• Equal Opportunities and Diversity 
• Risk Assessment – Lone Working/Home Visits 
• Complaints about Children’s Social Services 
• Transport Policy 
• Groups/outings 
• Flow Chart for Professional Working with Sexually Active Under 18s 

3. Procedures for Recruitment, Training and Supporting of Team 
• Advertising of Role 
• Application Form (incl. Voluntary Disclosure, References, Acceptance of Trust Ethos) 
• Interview Process 
• DBS Policy and Procedure 
• Contract and Job Description 
• Training 
• Recruiting Volunteers Information Pack 
• Line Management and Supervision 
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east to west Safeguarding Statement 
 
east to west recognises the importance of its work with children, young people and adults in need of 
protection and its responsibility to protect everyone entrusted to our care. 
The following statement was agreed by the Board of Trustees on ………………………………… (enter date) 
east to west is committed to the safeguarding of children and vulnerable adults and ensuring their 
well-being. 
 
Specifically: 

• We recognise that we all have a responsibility to help prevent the physical, sexual, 
emotional abuse and neglect of children and young people (those under 18 years of age) 
and to report any such abuse that we discover or suspect 

• We believe every child should be valued, safe and happy. We want to make sure that 
children we have contact with know this and are empowered to tell us if they are 
suffering harm 

• All children and young people have the right to be treated with respect, to be listened to 
and to be protected from all forms of abuse 

• We recognise that we all have a responsibility to help prevent the physical, sexual, 
psychological, financial and discriminatory abuse and neglect of vulnerable adults and to 
report any such abuse that we discover or suspect 

• We recognise the personal dignity and rights of vulnerable adults and will ensure all our 
policies and procedures reflect this 

• We believe all adults should enjoy and have access to every aspect of the life of the place 
of worship/organisation unless they pose a risk to the safety of those we serve 

• We undertake to exercise proper care in the appointment and selection of all those who 
will work with children and vulnerable adults 

 
We are committed to: 

• Following the requirements for UK legislation in relation to safeguarding children and 
vulnerable adults and good practice recommendations 

• Respecting the rights of children as described in the UN Convention on the Rights of the 
Child 

• Implementing the requirements of legislation in regard to people with disabilities 
• Ensuring that workers adhere to the agreed procedures of our safeguarding policy 
• Keeping up to date with national and local developments relating to safeguarding 
• Following any denominational or organisational guidelines in relation to safeguarding 

children and adults in need of protection 
• Supporting the safeguarding co-ordinator/s in their work and in any action they may need 

to take in order to protect children/vulnerable adults 
• Ensuring that everyone agrees to abide by these recommendations and the guidelines 

established by this place of worship/organisation 
• Supporting parents and families 
• Nurturing, protecting and safeguarding of children and young people 
• Supporting, resourcing, training, monitoring and providing supervision to all those who 

undertake this work 
• Supporting all in the place of worship/organisation affected by abuse 
• Adopting and following the ‘Safe and Secure’ safeguarding standards developed by the 

Churches’ Child Protection Advisory Service 
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We recognise: 
• Children’s Social Services (or equivalent) has lead responsibility for investigating all 

allegations or suspicions of abuse where there are concerns about a child. Adult Social 
Care (or equivalent) has lead responsibility for investigating all allegations or suspicions 
of abuse where there are concerns about a vulnerable adult 

• Where an allegation suggests that a criminal offence may have been committed then the 
police should be contacted as a matter of urgency 

• Safeguarding is everyone’s responsibility 
 
We will review this statement and our policy and procedures annually. 
If you have any concerns for a child or vulnerable adult then speak to one of the following who have 
been approved as safeguarding co-ordinators for this organisation. 
 
Ian Smith – Safeguarding Coordinator 
Nicki Sudworth – Deputy Safeguarding Coordinator 
 
A copy of the full policy and procedures is available in the office and stored on SharePoint 

A copy of the “Safeguarding is a priority here” poster can be seen at this link  and a 
completed version is on display in the office  
N.B. it is no longer necessary to lodge a copy of our safeguarding policy with thirtyone:eight, the Surrey 
SSCB, the Royal Borough of Windsor and Maidenhead LSCB or the Buchinghamshire CC Children’s 
Social Care team. 
 
Signed:  ............................................................   Chair of Trustees 
 
Date:  ..............................................................  
 
Print Name: ....................................................... 
 
 
Signed: ..............................................................  Chief Executive Officer 
 
Date: ................................................................... 
 
Print Name: ......................................................... 

Safeguarding Poster 
2018.pdf
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Appendix A – Overall Definitions 
Definition of a child 
The legal definition of a child is someone under the age of 18. Some legislation in the UK allows young 
people from age 16 to make certain decisions for themselves (e.g. getting married), but safeguarding 
legislation applies to anyone under the age of 18 because this is the legal definition of a child. The 
Children Act 1989 and 2004 in England and Wales, the Children (Scotland) Act 1995 in Scotland and 
the Children (Northern Ireland) Order 1995 in Northern Ireland similarly define a child as someone 
under 18.  
Throughout this manual when we refer to a child our meaning (unless otherwise stated) is a person 
under the age of 18. 
In Working together to Safeguard Children 2018 Children have said that they need: 

• Vigilance: to have adults notice when things are troubling them  
• Understanding and action: to understand what is happening; to be heard and understood; 

and to have that understanding acted upon  
• Stability: to be able to develop an on-going stable relationship of trust with those helping 

them  
• Respect: to be treated with the expectation that they are competent rather than not  
• Information and engagement: to be informed about and involved in procedures, decisions, 

concerns and plans  
• Explanation: to be informed of the outcome of assessments and decisions and reasons 

when their views have not met with a positive response  
• Support: to be provided with support in their own right as well as a member of their family  
• Advocacy: to be provided with advocacy to assist them in putting forward their views 
• Protection: to be protected against all forms of abuse and discrimination and the the right 

to special protection and help if a refugee 

Definition of vulnerable adult / adult in need of protection 
An adult is someone over 18 (unless specific legislation states otherwise). The Universal Declaration 
of Human Rights (1948), the European Convention on Human Rights, the Human Rights Act 1998 and 
the UN Convention on the Rights of Persons with Disabilities (2008) all state that adults should be free 
from abuse.  
It follows that some adults because of circumstance or particular vulnerability or risk may be in need 
of protection. Vulnerable adults are also known as ‘adults at risk’. Throughout this manual we will use 
the terms vulnerable adults and adults in need of protection interchangeably. 
'No secrets: Guidance on developing and implementing multi-agency policies and procedures to 
protect vulnerable adults from abuse’ - Department of Health and Home Office (March 2000) states a 
vulnerable person is someone: 

‘who is or may be in need of community care services by reason of mental or other disability, 
age or illness; and who is or may be unable to take care of him or herself, or unable to protect 
him or herself against significant harm or exploitation’ 

In Scotland, the Adult Support and Protection (Scotland) Act 2007 defines an adult at risk as someone 
who is: 

• unable to safeguard their own well-being, property, rights or other interests, 
• at risk of harm, and because they are affected by disability, mental disorder, illness or physical 

or mental infirmity, are more vulnerable to being harmed than adults who are not so affected.  
• at risk of harm if another person’s conduct is causing (or is likely to cause) the adult to be 

harmed, or the adult is engaging (or is likely to engage) in conduct which causes (or is likely to 
cause) self-harm.  
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Appendix B – Definitions of Abuse (Child) 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by 
inflicting harm, or by failing to act to prevent harm.  
 
Children may be abused in a family or in an institutional or community setting; by those known to 
them or, more rarely, by a stranger. They may be abused by an adult or adults or another child or 
children.  
 
Child protection legislation throughout the UK is based on the United Nations Convention on the 
Rights of the Child. Each nation within the UK has incorporated the convention within its legislation 
and guidance.  
 
ENGLAND  
Definitions of abuse below operate in England based on the government guidance ‘Working Together 
to Safeguard Children (2018)’.  
 
What is abuse and neglect? 
A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or by 
failing to act to prevent harm. Children may be abused in a family or in an institutional or community 
setting by those known to them or, more rarely, by others. Abuse can take place wholly online, or 
technology may be used to facilitate offline abuse. Children may be abused by an adult or adults, or 
another child or children.  
Physical abuse 
A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused 
when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child  
Emotional abuse 
The persistent emotional maltreatment of a child such as to cause severe and persistent adverse 
effects on the child’s emotional development. It may involve conveying to a child that they are 
worthless or unloved, inadequate, or valued only insofar as they meets the needs of another person. 
It may include not giving the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may include interactions that are 
beyond a child’s developmental capability, as well as overprotection and limitation of exploration and 
learning, or preventing the child participating in normal social interaction. It may involve seeing or 
hearing the ill-treatment of another. It may involve serious bullying (including cyber bullying), causing 
children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some 
level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone.  
Sexual abuse 
Involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities 
may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may 
also include non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparation for abuse Sexual abuse can take place online, and technology 
can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women 
can also commit acts of sexual abuse, as can other children  
Neglect 
The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy as a 
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result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing 
to:  

a. provide adequate food, clothing and shelter (including exclusion from home or abandonment)  
b. protect a child from physical and emotional harm or danger  
c. ensure adequate supervision (including the use of inadequate care-givers)  
d. ensure access to appropriate medical care or treatment  

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  
Significant Harm 
This relates to the degree of harm that triggers statutory action to protect a child. It is based on the 
individual child's health or development compared to that which could reasonably be expected of a 
similar child. e.g. severity of ill treatment, degree and extent of physical harm, duration and frequency 
of abuse and neglect, premeditation. Department of Health guidance suggests that 'significant' means 
'considerable, noteworthy or important.'  
Children in Whom Illness is Fabricated or Induced (formerly known as Munchausen’s Syndrome By 
Proxy)  
This is a form of child abuse in which the parents or carers give false accounts of symptoms in their 
children and may fake signs of illness (to draw attention to themselves). They seek repeated medical 
investigations and needless treatment for their children. The government guidance on this is found in 
'Safeguarding Children in whom Illness is Fabricated or Induced' (2008).  
Spiritual Abuse 
Linked with emotional abuse, spiritual abuse could be defined as an abuse of power, often done in 
the name of God or religion, which involves manipulating or coercing someone into thinking, saying 
or doing things without respecting their right to choose for themselves. Some indicators of spiritual 
abuse might be a leader who is intimidating and imposes his/her will on other people, perhaps 
threatening dire consequences or the wrath of God if disobeyed. He or she may say that God has 
revealed certain things to them and so they know what is right. Those under their leadership are 
fearful to challenge or disagree, believing they will lose the leader's (or more seriously God's) 
acceptance and approval.  
Domestic Violence 
The Home Office (2013) definition of domestic violence is: '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 members1 regardless of gender or sexuality. This can 
encompass, but is not limited to, the following types of abuse: • psychological • physical • sexual • 
financial • emotional 
'Controlling behaviour is: a range of acts designed to make a person subordinate and/or dependent 
by isolating them from sources of support, exploiting their resources and capacities for personal gain, 
depriving them of the means needed for independence, resistance and escape and regulating their 
everyday behaviour.  
Coercive behaviour is: an act or a pattern of acts of assault, threats, humiliation and intimidation or 
other abuse that is used to harm, punish, or frighten their victim.' 
Family members are defined as mother, father, son, daughter, brother, sister and grandparents, 
whether directly related, in-laws or step-family  
In 2004 the Government’s definition of domestic violence was extended to include acts perpetrated 
by extended family members as well as intimate partners. Consequently, acts such as forced marriage 
and other so-called ‘honour crimes’, which can include abduction and homicide, can now come under 
the definition of domestic violence.  
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The definition of domestic violence per the Foreign & Commonwealth Office states:  
A forced marriage is where one or both people do not (or in cases of people with learning disabilities, 
cannot) consent to the marriage and pressure or abuse is used. It is an appalling and indefensible 
practice and is recognised in the UK as a form of violence against women and men, domestic/child 
abuse and a serious abuse of human rights  
Investigating complex (organised or multiple) abuse 
This abuse may be defined as abuse involving one or more abusers and a number of children. The 
abusers concerned may be acting in concert to abuse children, sometimes acting in isolation, or may 
be using an institutional framework or position of authority to recruit children for abuse. 
Complex abuse occurs both as part of a network of abuse across a family or community, and within 
institutions such as residential homes or schools. Such abuse is profoundly traumatic for the children 
who become involved. Its investigation is time-consuming and demanding work, requiring specialist 
skills from both police and social work team. Some investigations become extremely complex because 
of the number of places and people involved, and the timescale over which abuse is alleged to have 
occurred. The complexity is heightened where, as in historical cases, the alleged victims are no longer 
living in the setting where the incidents occurred or where the alleged perpetrators are also no longer 
linked to the setting or employment role. (Working Together 2010 Sections: 6.10 – 6.11) 
Exploitation of Prostitution (Children)  
When considering a case where a child has been sexually exploited, the child must be treated as a 
victim of abuse.  
Reference should be made to the policy document published by the Department of Children Schools 
and Families Working together to Safeguard Children: A guide to inter-agency working to safeguard 
and promote the welfare of children published in 2018. The focus should be on those who exploit and 
coerce children. The police should not issue children who are sexually exploited with a warning or 
caution but should remove them to a place of safety.  
In Working Together to Safeguard Children (2018) it states: 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under 
the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) 
for the financial advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does 
not always involve physical contact; it can also occur through the use of technology  
Female Genital Mutilation (FGM) 
The World Health Organization defined FGM as all procedures involving partial or total removal or 
stitching up of the female genitalia or other injury to the female genital organs whether for cultural 
or other non-therapeutic reasons. 
Multi-agency statutory guidance on female genital mutilation (April 2016) states: 
FGM is a procedure where the female genital organs are injured or changed and there is no medical 
reason for this. It is frequently a very traumatic and violent act for the victim and can cause harm in 
many ways. The practice can cause severe pain and there may be immediate and/or long-term health 
consequences, including mental health problems, difficulties in childbirth, causing danger to the child 
and mother; and/or death.   
The age at which FGM is carried out varies enormously according to the community. The procedure 
may be carried out shortly after birth, during childhood or adolescence, just before marriage or during 
a woman’s first pregnancy. 
FGM has been a criminal offence in the UK since the Prohibition of Female Circumcision Act 1985 was 
passed. The Female Genital Mutilation Act 2003 replaced the 1985 Act and made it an offence for UK 
nationals or permanent UK residents to carry out FGM abroad, or to aid, abet, counsel or procure the 
carrying out of FGM abroad, even in countries where the practice is legal. Further information about 
the Act can be found in Multi-agency statutory guidance on female genital mutilation [Found at 
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file
/512906/Multi_Agency_Statutory_Guidance_on_FGM__-_FINAL.pdf] 
 
Definitions of Abuse (Vulnerable Adult) 
The following definition of abuse is laid down in ‘The Care Act 2014’:  
Abuse is a violation of an individual’s human and civil rights by any other person or persons. 
In giving substance to that statement, however, consideration needs to be given to a number of factors. 
Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may 
be an act of neglect or an omission to act, or it may occur when a vulnerable person is persuaded to 
enter into a financial or sexual transaction to which he or she has not consented, or cannot consent. 
Abuse can occur in any relationship and may result in significant harm to, or exploitation of, the person 
subjected to it.  
Physical Abuse: This is the infliction of pain or physical injury, which is either caused deliberately, or 
through lack of care 
Sexual Abuse: This is the involvement in sexual activities to which the person has not consented or 
does not truly comprehend and so cannot give informed consent, or where the other party is in a 
position of trust, power or authority and uses this to override or overcome lack of consent 
Psychological or Emotional Abuse: These are acts or behaviour, which cause mental distress or 
anguish or negates the wishes of the vulnerable adult. It is also behaviour that has a harmful effect on 
the vulnerable adult’s emotional health and development or any other form of mental cruelty 
Financial or Material Abuse: This is the inappropriate use, misappropriation, embezzlement or theft 
of money, property or possessions  
Neglect or Act of Omission 
This is the repeated deprivation of assistance that the vulnerable adult needs for important activities 
of daily living, including the failure to intervene in behaviour which is dangerous to the vulnerable 
adult or to others. A vulnerable person may be suffering from neglect when their general well-being 
or development is impaired 
Discriminatory Abuse 
This is the inappropriate treatment of a vulnerable adult because of their age, gender, race, religion, 
cultural background, sexuality, disability etc. Discriminatory abuse exists when values, beliefs or 
culture result in a misuse of power that denies opportunity to some groups or individuals. 
Discriminatory abuse links to all other forms of abuse. 
Institutional Abuse 
This is the mistreatment or abuse of a vulnerable adult by a regime or individuals within an institution 
(e.g. hospital or care home) or in the community. It can be through repeated acts of poor or 
inadequate care and neglect or poor professional practice. 
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Appendix C – Signs and symptoms of abuse  
The following signs may or may not be indicators that abuse has taken place, but the possibility should 
be considered.  
Physical signs of abuse  

• Any injuries not consistent with the explanation given for them  
• Injuries  that occur to the body in places which are not normally exposed to falls, rough games, etc  
• Injuries  that have not received medical attention  
• Neglect - under nourishment, failure to grow, constant hunger, stealing or gorging food, untreated 

illnesses, inadequate care, etc 
• Reluctance to change for, or participate in, games or swimming  
• Repeated urinary infections or unexplained tummy pains  
• Bruises, bites, burns, fractures etc which do not have an accidental explanation* 
• Cuts/scratches/substance abuse*  
Indicators of possible sexual abuse 

• Any allegations made by a child concerning sexual abuse 
• Child with excessive preoccupation with sexual matters and detailed knowledge of adult sexual 

behaviour, or who regularly engages in age-inappropriate sexual play  
• Sexual activity through words, play or drawing  
• Child who is sexually provocative or seductive with adults 
• Inappropriate bed-sharing arrangements at home  
• Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, sometimes with overt 

or veiled sexual connotations  
• Eating disorders - anorexia, bulimia*  
Emotional signs of abuse 

• Changes or regression in mood or behaviour, particularly where a child withdraws or becomes 
clinging.  Also depression/aggression, extreme anxiety.   

• Nervousness, frozen watchfulness 
• Obsessions or phobias 
• Sudden under-achievement or lack of concentration  
• Inappropriate relationships with peers and/or adults  
• Attention-seeking behaviour  
• Persistent tiredness 
• Running away/stealing/lying  
* These signs may indicate the possibility that a child or young person is self-harming, mostly by 
cutting, burning, self-poisoning.  Approximately 20,000 are treated in accident and emergency 
departments in the UK each year. 

Race, culture & religion 
Crucial to any assessment is a knowledge and sensitivity to racial, cultural and religious aspects.  
Remember also that differences exist not only between ethnic groups but also within the same ethnic 
group and between different neighbourhoods and social classes.  While different practices must be 
taken into account, it is also important to remember that all children have basic human rights.  
Differences in child-rearing do not justify child abuse.   
  



 

Charity No 1131229     
A Company Limited by Guarantee Registered in England No 6972769 
www.easttowest.org.uk 

Appendix D – Responding to a child who talks about abuse 
If a young person wants to confide in you, you should 

• Be accessible and keep calm. 
• Listen  
• Take what is said seriously, reassure them that they are right to tell. 
• Tell the young person that you must pass this information on. 
• Make sure that the young person is ok. 
• Be aware the child may have been threatened 
• Never push for information.  If the young person decides not to tell you after all, then accept 

that and let them know that you are always ready to listen 

Things to avoid: 
• Investigate or seek to prove or disprove possible abuse 
• Make promises about confidentiality or keeping ‘secrets’ to young people 
• Assume that someone else will take the necessary action 
• Speculate or accuse anybody 
• Confront another person (adult or child) allegedly involved 
• Offering opinions about what is being said or the persons allegedly involved 

Note Taking  
• Ideally written within 1 hour and signed by the recorder 
• State who was present, time, date and place and what was happening before e.g. 1:1 session 
• Use the young person’s words wherever possible 
• Be factual/state exactly what was said and what you said 
• Differentiate clearly between fact, opinion, interpretation, observation and/or allegation 
• Keep all handwritten notes even if subsequently typed 

If you do need to ask questions, what is and isn't OK? 
• Never ask closed questions i.e. ones which children can answer yes or no to e.g. Did he touch 

you? 
• Never make suggestions about who, how or where someone is alleged to have touched, hit etc. 

e.g. top or bottom, front or back? 
• If we must, use only ‘minimal prompts’ such as ‘go on … tell me more about that … tell me 

everything that you remember about that … … ‘ 
• Timescales are very important: ‘When was the last time this happened?’ is an important 

question 

Helpful things to say 
• Thank you for telling me 
• It’s not your fault 
• Again, reassure the child they were right to tell you 
• Let the young person know what you are going to do next and that you will let them know 

what happens 
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Appendix E – Action following disclosure  
See separate documents under: SharePoint / Team / Useful Resources / Safeguarding /  
Safeguarding Flow Chart 
Safeguarding Recording Form (incl. Skin Maps) 
Safeguarding Chronology and Mitigating, Aggravating Template    
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Appendix F – Handling of Disclosure Information 
General Storage and Access 
east to west complies fully with the DBS Code of Practice regarding the correct handling, use, storage, 
retention and disposal of Disclosure and Disclosure information.  It complies with its obligations under 
the Data Protection Act and other relevant legislation pertaining to the safe handling, use, storage, 
retention and disposal of such information. 
  
Storage and Access 
Disclosure information is not kept with an applicant’s personnel file.  Such material is always kept 
separately and securely in a lockable, non-portable storage container with access strictly controlled 
and limited to those who are entitled to see it as part of their duties.  Electronic disclosure information 
is held on a secure password protected system accessible only to those authorised to view it in the 
course of their duties. 
 
Handling 
In accordance with Section 124 of the Police Act 1997, Disclosure information is only passed to those 
who are authorised to receive it in the course of their duties (Director of the Trust, Child Protection 
Officer, Deputy Child Protection Officer).  We maintain a record of all those to whom disclosure 
information has been revealed and we recognise that it is a criminal offence to pass this information 
on to anyone who is not entitled to receive it. 
 
Usage 
Disclosure information is only used to the specific purpose for which it is requested and for that which 
the applicant’s full consent has been given. 
 
Retention 
Once a recruitment (or other relevant) decision has been made, we do not keep the Disclosure 
information for any longer than is necessary.  This is generally for a period up to six months to allow 
for the consideration and resolution of any disputes and complaints.  For disclosure cerificates, from 
June 2013 no paper copies or electronic copies will be received or stored.  In exceptional 
circumstances, if it is necessary to keep the disclosure information for longer than six months, east to 
west will consult with CCPAS Disclosure Unit who will seek advice from the DBS giving full 
consideration to the Data Protection and Human Rights of the individual subject before doing so.  
Throughout this time the usual conditions regarding safe storage and controlled access will continue 
to apply. 
 
Disposal 
Once the retention period has elapsed, we ensure that any disclosure information is immediately 
suitably destroyed by secure means i.e. by shredding, pulping or burning.  While awaiting destruction, 
disclosure information will not be kept in any insecure receptacle e.g. waste bin or confidential waste 
sack.  We will not keep any photocopy or other image of Disclosure information or any copy or 
representation of the contents of disclosure information.  However, we may keep a record of the date 
of issue of disclosure information, the name of the subject, the type of disclosure information 
requested, the position for which disclosure information was requested, the unique reference number 
of disclosure information, and the details of the recruitment decision taken.  For a disposal of 
electronic disclosure results and information, the system automatically deletes the record in line with 
DBS retention guidelines above, automatically archiving only the minimum information as laid out in 
the DBS Code of Practice and in line with the paper resources. 
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Our relationship with CCPAS as an umbrella organisation 
We accept that the CCPAS disclosure unit, as our umbrella organisation, has a responsibility to ensure, 
as far as possible, that we comply with all the requirements in the DBS Code of Practice, this and other 
policy statements, and in other DBS procedures and processes.  We undertake to keep CCPAS 
informed of any changes in our organisation, personnel or practices which could materially affect our 
ability to work within these expectations. 
 
Cases where the disclosure prevents the applicant having unsupervised contact with children/or 
vulnerable adults. 

• If an unclear notification is received back from the DBS which highlights a previous conviction 
or comment east to west will request consent from the applicant to run a status check 

• The Lead Officer shall, if it is decided to exclude the applicant, then inform the applicant of 
their immediate exclusion and retain the disclosure under conditions as outlined 

• The Lead Officer shall not divulge the details of the applicant of the Disclosure to any other 
person 

• The decision to recommend exclusion will not be taken lightly and any dispute between the 
Disclosure Officer and Lead Officer will be referred to the DBS 

• The applicant shall be excluded whilst the dispute process is undertaken 
• Appeal by the applicant regarding the exclusion must be directed to the Disclosure Dispute 

Line on: 0870 90 90 7798 or the Disclosure Officer who will refer it to the DBS 
• Subject to all appeal processes, the Disclosure held by the Lead Officer of east to west or the 

Disclosure Officer of CCPAS shall be destroyed as outlined 
• The Lead Officer is permitted to inform the applicant that the decision to exclude has been 

taken after recommendation by the Disclosure Officer of the Umbrella Body (CCPAS) as a 
result of details provided by the DBS 

Current Disclosure 
For the purposes a ‘Current Disclosure’ shall be one, which is less than three years old, thereby giving 
requirement that Disclosures be obtained before every three years.  As from June 2013 any 
team/volunteers who are due a new DBS will apply for a portable DBS and east to west will request 
to see sight of the certificate.  Where appropriate status checks will be conducted by east to west on 
those team/volunteers who have a portable DBS. 
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Appendix G – Boundaries and Standards 
Please read the Boundaries & Standards Protocol (SharePoint/Policies & 
Processes/policies/2018/Protocols (Governance)/Boundaries & Standards) 
Appendix H – Data protection 
Please read the Data protection policy (SharePoint/Policies & Processes/policies/2018/Policies 
(Trustees)/Data Protection policy)  
Please read the Computer, Internet, Email Protocol (SharePoint/ Policies & Processes 
/policies/2018/Protocols (Governance)/Computer, Internet, Email Protocol) 
Appendix I – Confidentiality / Information Sharing 
Please read the Confidentiality Protocol (SharePoint/ Policies & Processes 
/policies/2018/Confidentiality) 
Appendix J – Equal Opportunities and Diversity 
Please refer to policy stored on SharePoint/ Policies & Processes /policies/2018/Equal Opps and 
Diversity Policy 
Young people with Special Needs 
Churches and organisations need to be aware that children and young people who have a disability 
can be at greater risk of abuse.  They will often require more help with personal care, such as washing, 
dressing, toileting, feeding, mobility etc, may have limited understanding and behave in a non-age 
appropriate way.  For example, a young person of 17 might behave in a manner more akin to a 2-3 
year old, particularly in demanding cuddles or sitting on a worker's lap.  Others experience difficulties 
in communication because they are blind, or deaf/blind, and are reliant on physical contact for 
communication. Some may have severe learning difficulties.  All these factors make it harder to 
uncover abuse when it is occurring and in also setting boundaries  that take into account the needs of 
these young people. 
There is therefore a need for extra vigilance, recognising that a worker may encounter the following 
difficulties: 
• Young people may not fully understand what is said to them, or may not be able to express 

themselves in ways that can be easily understood 
• The worker may not possess the appropriate personal communication skills (eg specialised spoken 

and non-verbal communication such as Makaton signs and symbols, British Sign Language etc) 
• It can be hard to know if a young person with a disability has been abused because of 

communication problems 
There are a number of reasons why a young person with a disability is more vulnerable to abuse: 
• Young people with disabilities tend to have more physical contact than those without disabilities 

(ie therapists, care workers) and may require higher levels of personal care 
• The definition of what constitutes abuse is wider for young people with disabilities.  (This can 

include force-feeding, financial abuse, over-medication and segregation) 
• Attitudes can play a part, for example,the belief that a child or young person with a disability can't 

be sexually abused because they are seen as a-sexual 
The church and other organisations have a pivotal role in empowering those with disabilities by:   
• Teaching personal safety skills to those with disabilities.  The church can encourage a young person 

with a disability to take some control of his/her body (ie provide sex education and teaching about 
feelings; that some parts of our body are private and to differentiate between good and bad 
touches).  This is essential to counter the points above 

Appendix K – Risk Assessment 
Please refer to policy stored on SharePoint/Policies & Processes/policies/2018/Risk Assessment 
guidelines 
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Appendix L – Complaints about Children’s Social Services  
When considering the role of Children’s Social Services, the child/young person involved and indeed 
anyone who has a caring role could become unhappy about aspects of the childcare arrangements.  
This might be action by Children’s Social Services to move a child or carry out a child protection 
investigation. It may be that agreed decisions made at a review meeting are not being implemented 
or a request for a service has been turned down.   
In September 2006 new complaints procedures for children’s social care became law.  The regulations 
are designed to better meet the needs for children and young people to get complaints resolved 
quickly. For instance, they introduce tight timescales for complaints including a 10-day time limit for 
dealing with complaints informally. 
These complaint regulations strengthen the role of advocates, who have to be included in all 
correspondence about a complaint. 
Initial response (Stage One) 
In the first instance, any concerns should be discussed with the Social Worker or Team Leader. If the 
issues raised are not addressed satisfactorily, a request can be made for information about the 
complaints procedure from the Social Worker involved.  Stage one of the process requires the local 
authority to resolve a complaint within 10 working days. A further 10 working days can be added in 
more complex complaints, or where there is a need to appoint an advocate. 
The Complaints Manager for Children’s Social Services could also be contacted for advice. Local 
authorities are required by Section 26 of the Children Act 1989 to establish complaints procedures, 
and parents and children should be provided with information about these procedures.  
Where the matter is not resolved the complainant has a right to go to stage two. 

Making a formal complaint  (Stage Two) 
An investigating officer must be appointed, who should not be in direct line management of the 
service or person about whom the complaint is made. An independent person will also be appointed 
in addition to the investigating officer for children’s complaints.  If a complaint is made, it is important 
to plan carefully what will be written. It may be helpful to ask someone to check what has been written 
before it is sent.  The letter should be limited to one or two pages, and any documents attached to 
support the case.  If the person complaining doesn’t feel comfortable about putting it in writing, an 
advocate might assist in this. Alternatively a request could be made for it to be recorded on audio or 
video tape.   
If there is nervousness about making the complaint, it is important to remember if something isn't 
working for the family, it is probably the same for other families.  Procedures and practices won't 
improve unless it is drawn to somebody's attention.   
An invitation will be made to discuss the complaint with this Manager.   They will then meet with 
Social Workers and any others who might be involved, as well as studying the case records.  The 
investigation should normally be completed within 25 working days. Where this is not possible, it may 
be extended up to 65 working days. 
The investigating officer will write a report detailing their findings and outlining their 
recommendations.  These reports are sent to a Senior Children’s Social Services Manager who will act 
as an adjudicating officer. They will prepare a response with their decision and actions they will be 
taking with timescales for implementation.  
The complaints manager will monitor this and regularly report to the Director of Children’s Social 
Services.  

Stage three 
Stage three of the complaints procedure provides for review panels made up of three independent 
members, which can include councillors and senior officers of the local authority. Eview panels will 
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only consider complaints already at stage two. A referral can also be made to the Local Government 
Ombudsman. 

Other action you can take   
You can also make a complaint to the Local Government Ombudsman. They deal with complaints 
against local councils in England including social services. They can look into complaints about: 

• The way social services have assessed the needs of a child or young person with disabilities; 
• Whether the council has provided the help and support it has agreed to give; 
• Whether social services have properly investigated reports that a child is at risk of being 

harmed; 
• The way social services have assessed and met the needs of young people who are looked 

after, or leaving care 
This is not an exhaustive list: Contact the LO Adviceline on 0845 602 1983 or visit  www.lgo.org.uk to 
download the leaflet ‘Complaints by children and young people: How can we help’ 

Other sources of help 

Ask the local councillor or MP for help.  Councillors and MPs normally hold a surgery on a   regular 
basis. Who they are, and where and when the surgery is held, can be found out from the local library, 
Town Hall or Citizens Advice Bureau. The local MP could also be contacted at the House of Commons, 
London, SW1A 1AA. Normally interviews are by appointment and after the meeting the Councillor/MP 
will make enquiries. With their input Children’s Social Services may be prepared to reconsider their 
decision.   
Ask a solicitor for help.  Solicitors can write letters and negotiate on behalf of the complainant.  If they 
are on a low income they might qualify for free advice.  In certain circumstances the Solicitor may be 
able to represent the young person.  Advice can also be sought from a solicitor if it is felt that basic 
human rights are being ignored. 
Contact The Churches’ Child Protection Advisory Service. Sometimes advice is relatively easy to give 
because there are certain standards which Children’s Social Services are required to meet.  At other 
times, however, it might be difficult if we are not in possession of all the facts.  If anyone wishes to 
contact us, then they can ring our help line number. We will be happy to give our opinion on whether 
the service received falls short of what can reasonably be expected. 
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Appendix M – Transport Policy SharePoint/policies & prcesses/policies/2018/Transport Potocol 

Appendix N – Ratios / Groups / Outings 

Please refer to Clubs nights/events policy stored on SharePoint / policies & processes / policies / 2018 
/ Guildelines / Club nights & events policy  
 
Useful forms include: 

I. Loco parentis (SharePoint/Team/Useful Resources/Useful Forms/Loco Parentis) 
II. Video Photograph Consent Form (SharePoint/Team/Useful Resources/Useful Forms/Video 

Photograph Consent Form)  
Ratios 
The following are the adult to child ratios recommended (by NSPCC) for voluntary organisations, 
which are based partly on Ofsted guidelines: 

• Age 0 - 2: 1 adult to 3 children 

• Age 2 - 3: 1 adult to 4 children 

• Age 4 - 8: 1 adult to 6 children 

• Age 9 - 12: 1 adult to 8 children 

• Age 13 - 18: 1 adult to 10 children. 

If the group is mixed gender, the supervising team should also include both male and female workers 
wherever possible. 

When deciding on the number of adults required, it is important to bear in mind that these ratios are 
guidelines only: in certain situations it will be necessary to have a higher number of adults than the 
recommendations suggest. If, for instance, the children or young people have specific support needs, 
or a risk assessment identifies behaviour as a potential issue for the group or event, the number of 
supervising adults will need to be higher. 
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Appendix O – Flow Chart for Professional Working with Sexually Active Under 18s 

 

RBWM – http://berks.proceduresonline.com/windsor_maidenhead/index.html 
Surrey – https://www.surreycc.gov.uk/social-care-and-health/childrens-social-care/protecting-
children-from-harm 
Buckinghamshire - https://www.buckscc.gov.uk/services/care-for-children-and-families/child-
protection-and-safeguarding/ 



 

Charity No 1131229     
A Company Limited by Guarantee Registered in England No 6972769 
www.easttowest.org.uk 

Appendix P – Procedures for Recruitment, Training and Supporting of Team 
Please refer to policies and useful forms stored for all relevant information: 
 
Relating to Recruitment of Employees:  SharePoint/policies & 
procedures/policies/2018/policies(trustees)/safer recruitment 
 
Relating to Recruitment of Volunteers:   SharePoint//policies & 
procedures/policies/2018/policies(trustees)/Volunteers 
 

I. Advertising of Role 
II. Application Form (incl. Voluntary Disclosure, References, Acceptance of Trust Ethos) 

III. Interview Process 
IV. DBS Policy and Procedure 
V. Contract and Job Description 

VI. Training 
VII. Volunteers Information Pack 

VIII. Line Management and Supervision 
 

 
 
 

  



 

Charity No 1131229     
A Company Limited by Guarantee Registered in England No 6972769 
www.easttowest.org.uk 

Appendix Q – Relational Cousellor 
The following is in our Relational Counsellor Procedural document, which has been agreed by the 
BACP: 

4.5 Safeguarding Policy 
In the case of suspected Child Abuse east to west has a clear and agreed Safeguarding Policy. 
Relational Counsellors must report concerns as soon as possible to the Designated 
Safeguarding Lead within the school setting who will act on behalf of the east to west 
Counsellor in referring on all allegations or suspicions of neglect or abuse to the 
MASH.  Concerns should also be discussed with the east to west Designated Safeguarding 
Lead (or deputy), or in their absence the Head of Operations to ensure east to west can 
support the safeguarding process as necessary to support the process. 

4.5.1 Safeguarding Policy and Confidentiality 
If a safeguarding issue arises the counsellor is first to discuss this fully with the Designated 
Safeguarding Lead within the school setting and then immediately with the east to west 
Designated Safeguarding Lead (or deputy), or in their absence the Head of Operations. If it is 
necessary to report the safeguarding issue, then it is important to follow the steps laid out 
below: 

1) Permission is sought from the client to share the safeguarding issue  
a. If permission is granted – the counsellor must agree with the client on the level 

of information disclosed and not disclosed 
b. If permission is not granted – the counsellor must inform the client that the 

east to west policy is to disclose their safeguarding concerns and then discuss 
with the client what will be disclosed and not disclosed 

With regards to the BACP this meets our obligation under the Ethical Framework.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


