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Adult Safeguarding Policy & Procedure 

Introduction  

CHEXS is committed to ensuring that all employees, volunteers, trustees and all service 
users are safeguarded in line with the provisions of t Working Together 2014 of the Care Act 
2014 and the Mental Capacity Act 2005 (PHSA 3.1, 3.7).  

Adult Safeguarding means protecting an adult’s right to live in safety, free from abuse and 
neglect. It is about people and organisations working together to prevent and stop both the 
risks and experience of abuse or neglect, while at the same time making sure that the adult’s 
wellbeing is promoted including, where appropriate, having regard to their views, wishes, 
feelings and beliefs in deciding on any action.  

It must be recognised that adults sometimes have complex interpersonal relationships and 
may be ambivalent, unclear or unrealistic about their personal circumstances. People have 
complex lives and being safe is only one of the things they want for themselves. 

1. Scope of the Policy and Procedure 

The aim of this policy and procedure is to ensure-  

• the safety of adults at risk by outlining clear procedures and  

• that all staff, Trustees and volunteers within CHEXS are clear about their 
responsibilities and are trained adequately 

• service plans consider the need to safeguard adults at risk (PHSA 2.4) 

2. Definition of Adult at risk  

An adult at risk is a person aged 18 or over; who 

• has needs for care and support (whether or not the local authority is meeting any of 
those needs), and 

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

• as a result of those needs is unable to protect himself or herself against the abuse or 
neglect or the risk of it.  

This may include a person who: 

• is an older person who is frail due to ill health, physical disability or 
cognitive impairment;   

•  has a learning disability;  

• has a physical disability and/or a sensory impairment /or communication 
difficulty i.e. autism  

•  has mental health needs including dementia or a personality disorder;  
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•  has a long-term illness/condition;  

• misuses substances or alcohol;  

• lacks capacity to make specific decisions to make particular decisions  

Within the services provided by CHEXS, adults at risk could be present in any group or 
session, at any time so this safeguarding policy statement is applicable throughout all of 
CHEXS activities and provision. In the case of suspected abuse initially staff, trustees or 
volunteers should raise an alert and submit this to the named Safeguarding lead who will 
contact the Cheshire East Adult Social Care see below, and other authorities as applicable. 
(PHSA 4.3) 

What is abuse?  

Abuse of an adult can take many forms. Abuse is a violation of an individual’s human and 
civil rights by any other person or persons. It can take a variety of forms and can be both 
overt and covert. The following list is not exhaustive, but is illustrative of the kinds of abuse 
that might be experienced. 
  

• Physical (including Female Genital Mutilation and Honour Based Violence) 
• Domestic Abuse  
• Psychological  
• Sexual abuse  
• Financial or material abuse  
• Modern Slavery and Human Trafficking 
• Neglect & Acts of Omission  
• Discrimination abuse  
• Organisational abuse  
• Self-Neglect 
• Deprivation Of Liberty 

3. Standards  

(a)CHEXS staff and contractors (PHSA 2.3) are required to:  

• Where appropriate and required by regulations have a Disclosure and Barring Service 
(DBS) check when they commence employment. Where this has not been undertaken  
staff will not be allowed to work with adults unless supervised by a member of staff who 
has had a clear DBS check. (PHSA 7.2) 

• Demonstrate respect for all service users as individuals in all matters.  

• Reflect on their own approach and style, recognising the inherent power their position 
bestows.  

• Undertake relevant training in safeguarding, disclosure and diversity matters. Ask a 
senior member of staff if they have any uncertainties about how to deal with a specific 
service user. (PHSA 7.1) 

• Ensure that all service users experience a suitable and supportive environment to 
encourage service user disclosure of any issues which might affect the way in which they 
should be treated.  
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• Ensure all service users are aware of our Equality and Diversity policy and that they 
know how to complain if they become victims of harassment bullying, unfair treatment or 
harassment.  

• Ensure a diverse range of services and training that is sensitive to difference.  

• Invite and encourage constructive feedback from service users about standards and 
styles of behaviour and promote an open and honest culture of respect for diversity.  

• Deal with complaints of abuse, unfair treatment or harassment and bullying promptly, 
sensitively, confidentially and in accordance with procedures  

• Ensure that all persons working for or providing services to CHEXS are provided with a 
briefing on these safeguarding policies and procedures before any work is undertaken or 
any services delivered. 

• Report any incidents immediately to any relevant partners or commissioners. 

(b) Service users are required to:  

• Help prevent inappropriate behaviour by challenging and reporting behaviour that 
appears to be causing distress to others.  

• Support an open, constructive environment within which diversity is valued positively.  

(c) Dealing with claims of abuse perpetrated by internal members of staff  

This Policy makes it clear how staff are expected to perform when dealing with all service 
users including adults at risk . It specifically ensures that claims made of abuse by internal 
staff will be investigated and dealt with. 

4. Safeguarding lead 

The details of the named contact for CHEXS is : Julie Cottenden. In cases where the 
lead person is not available, there is an allegation against the lead person, or there is a 
difference of opinion with the lead person contact Pete Maiden (PHSA 1.1,1.2, 3.5) 

The named person will have full awareness of the policy and procedures guidelines and 
have attended training on safeguarding endorsed by the local Safeguarding Board. 

The named contact will be a single point of contact for the organisation in relation to: 
• Child Sexual Exploitation 
• Female genital Mutilation 
• Prevent 
• Domestic Abuse 
• Honour Based Violence 
• Forced Marriage 
• Mental Capacity Act 
• Deprivation of Liberty Safeguards 
• Trafficking / Modern Slavery 

Safeguarding Procedure  
1. First steps  

If you think abuse has or may have occurred act immediately. It is the responsibility of the 
person first becoming aware of a situation where there may be an adult subject to, or at risk 
of, abuse to make safe and deal with the immediate needs of the person. This may mean 
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taking reasonable steps to ensure the adult is in no immediate danger and seeking medical 
treatment if required as a matter of urgency.  

Do NOT discuss the allegation of abuse with the alleged perpetrator.  

Do NOT disturb or destroy articles that could be used in evidence. Where an assault of 
some kind is suspected do not wash or bathe the person unless this is associated with first 
aid treatment necessary to prevent further harm.  

Do NOT discuss concerns or disclosures with other members of staff other than the 
safeguarding lead. (PHSA 3.2) 

If the allegation is about a staff member or volunteer of any organisation, ensure that the 
allegation is properly managed.  Tell your safeguarding lead or another manager /Chief 
Officer if your safeguarding lead is unavailable or is implicated in the allegation.  

Contact the police if it is thought a crime has just been committed. Telephone 101 or 999 if 
an emergency 

Record details of the allegation as soon as possible somewhere that can be kept secure. 
Include :  

a) the allegation or concerns, including the date and time of the incident,  

b) what the adult at risk said about the abuse and how it occurred or what has been 
reported to you.   

c) The appearance and behaviour of the victim.  

d)  Any injuries observed. 

e) Whether any dependants are also at risk (PHSA 4.4) 

(PHSA 1.3) 

2. If the allegation is against a member of staff a volunteer or a service user of [name of 
organisation] (PHSA 3.6) 
CHEXS will ensure that any allegations made against members or a member of staff 
will be dealt with swiftly and in accordance with these procedures:  
* The worker must ensure that that the vulnerable adult is safe and away from the 
person against whom the allegation is made.  
* The named person for safeguarding should be informed immediately.  
* In the case of an allegation involving the named person, alternative arrangements 
should be sought to ensure that the matter is dealt with by an independent person. 
(Note: this could be a committee member, director or anyone within the organisation 
that is in a senior position within the organisation and believed to be independent of 
the allegations being made).  
* The named person should contact the local authority social services team for 
advice on how to proceed with the immediate situation. Outside of working hours the 
Emergency Duty Team can give advice and/or in the event of an emergency situation 
arising, the police.  
* The individual who first received/witnessed the concern should make a full written 
record of what was seen, heard and/or told as soon as possible after observing the 
incident/receiving the report. It is important that the report is an accurate description. 
The named person (if appropriate) can support the worker during this process but 
must not complete the report for the worker. This report must be made available on 
request from either the police and/or social services.   
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* Regardless of whether a police and/or social services investigation follows, 
CHEXSwill ensure that an internal investigation takes place and consideration is 
given to the operation of disciplinary procedures. This may involve an immediate 
suspension and/or ultimate dismissal dependant on the nature of the incident.  
* CHEXSwill also inform the Charity Commission and report this as a serious incident 
even if this is an allegation or suspicion as soon as is reasonably possible.  This 
report will outline how the trustees will investigate this and actions taken to prevent 
this from reoccurring.   
* Whistle blowing will not prejudice the position or prospects of CHEXSstaff or 
volunteers (PHSA 3.3) 

3.  Bring the concern to the attention of your Safeguarding Lead    

 It is the responsibility of the Safeguarding Lead to:  

1. Decide without delay on the most appropriate course of action once the allegation or 
suspicion of abuse has been raised.  

2. Deal with any immediate needs:  

a) Ensure that the victim of the alleged abuse is safe  

b)  Ensure that any necessary emergency medical treatment is arranged   

c) Ensure that no forensic evidence is lost  

d) If the alleged perpetrator is also an adult at risk, ensure that another member of staff/
manager is allocated to attend to their needs and ensure that other service users are 
not put at risk.  

3. Clarify the facts stated by the member of staff but do NOT in any circumstances 
discuss the allegation of abuse with the alleged perpetrator or, if possible, the victim. 

 4. Check that the circumstances fall within the safeguarding adults procedure   i.e. 
meeting the definition of abuse as defined in this Policy and Procedure.  

 5. Address issues of consent and confidentiality, taking care to not promise 
confidentiality  

       6. A formal referral must be made on the same day as the alert is raised when:   

• a crime has been, could have been, or yet could be committed.  

• There is a suspicion that an abuse has taken place.  

• The allegation involves a child 

• The alleged perpetrator is themselves an adult at risk.  

• They are unsure if abuse has taken place  

7. Where a decision is made NOT to refer, the alert must be recorded, with the reasons 
for the decision not to refer.  

8. All incidents, allegations of abuse and complaints must be recorded , monitored and 
available for internal and external audit. (PHSA 2.1, 2.2) 

 The referral stage  
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This involves bringing the concern regarding alleged abuse or potential abuse formally to the 
attention of the following authorities as appropriate:   

• All referrals should be made to: Herts Safeguarding Board                                    
The following number should be called 0300 123 4042 

• The police if you think a crime may have been committed - Tel: 101 and specify it is a 
safeguarding issue (999 in an emergency).  

•    If a child is also at risk contact Children’s Services  Tel: 0300 123 4042 

• Outside normal office hours, or on weekends or Bank Holidays, contact should be 
made for childrens and adults on the out of hours number 0300 123 4042 

 The person making the referral should ideally have the following information available; 
however, the lack of any of this information should not delay the referral:  

• The name of the adult  

• Date of birth and age  

• Address and telephone number  

• Why the adult is considered to be at risk  

• Whether consent has been obtained for the referral, and if not the reasons e.g. 
the adult lacks mental capacity or there is an over-riding public interest (e.g. 
where other adults or children are at risk)  

• What the person involved has said they want to happen next  (the referral needs 
to be made, with details of those involved even if the person has not given 
consent, but this needs to be included in the information given) 

• Whether there are any concerns or doubts about the mental capacity of the adult 
at risk 

•  Whether the police are aware of the allegation, and whether a police 
investigation is underway 

• If possible, use the Cheshire East Safeguarding referral form (appendix 2) 

What happens next? 

The designated lead should receive acknowledgement or the referral from the 
relevant agency, and be given feedback about what happens next. This will not 
always be appropriate to pass on to the person completing the first account 
report. 

This policy and procedure should be read in conjunction with the following relevant 
policies:  
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• Equality and Diversity  

• Child Protection 

• Whistleblowing 

• CHEXS behaviour policy 

• Safer Recruitment (PHSA 7.2) 

• Information Sharing (PHSA 6.1) 

POLICY DATED  : ( insert date when approved by trustees/board) 

REVIEW DATE :  2 years after date of policy  
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Appendix 1  

Safeguarding Action Plan 

Action Responsible 
Person

Date to 
be 
complete
d by

Date 
comple
ted

Evidence

Incidents, allegations 
and complaints are 
monitored and lessons 
learnt are fed into 
planning

All staff and volunteers 
are trained on 
safeguarding [including 
who the lead is, how to 
act, Mental Capacity 
and Deprivation of 
Liberty]  through 
induction training and 
mandatory refresher 
courses (PSA 1.2, 1.3, 
8.2)

Service developments 
are informed by the 
views of adults and 
carers (PHSA 4.1, 4.2)

Staff and volunteers 
working with children 
and adults at rick 
receive regular support 
and supervision (PHSA 
8.3)

All staff understand the 
practical implications of 
the safeguarding policy 
and procedure

Safer Recruitment 
policy for both staff and 
volunteers is in place
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Hertfordshire safeguarding adult concern form 
Personal details of adult at risk

Name: Mr/Mrs/Ms Dob: Gender:

Current Address: 

Postcode: 
Tel no:

Home address (if different): 

Postcode: 
Tel no:

GP: 

Surgery: 

Tel no:

NHS no (if known): 
Police URN: 
Other ref no:

Ethnic origin: 
preferred language/communication needs? 

Allegation

Date alleged abuse took place: Time (if known):

Where did the abuse happen:

What type of abuse is suspected?             Please check all appropriate 

Neglect/acts of omission Sexual

Self-neglect Modern Slavery

Domestic Abuse Discriminatory (including hate crime) 

Psychological/emotional Physical

Financial/Material Organisational

CHEXS Adult Safeguarding policy September  2018  10



CHEXS  
Registered Charity Number 1153769

Please provide a brief, factual summary of the concerns leading to the referral.  
This should include what harm/injury or potential harm was caused? 
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Is anyone else at risk of harm?
Please state 

Vulnerability of the adult at risk

Physical disability Dementia

Learning disability Sensory impairment

Mental health Older person, frailty, temp illness

Substance misuse Terminal illness

Other 

Confidentiality and consent  

Has this referral been 
discussed with the service 
user?  
Yes or No?

 Has the service user given permission to share the concerns 
with appropriate others Yes or No?

If the answer either/both of the above questions is No, please state the reasons for proceeding 
without consent? 

What are the service user’s views and what outcome do they expect? 

Does the service user have mental capacity to be involved in the enquiry and protection plan? 
Yes/no/unknown 
Or, has a diagnosis or presents in such a way that indicates that a capacity assessment is 
required? (please state) 

Has a capacity assessment been arranged or taken place? (please state) 

Details of the people involved in the incident

Name: DOB:

Address: Occupation:
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Relationship to service user? 
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Immediate actions 
(Including any emergency medical treatment provided, evidence preserved, actions taken to 

prevent further abuse)

  Safeguarding plan

Please indicate other agencies alerted

Health & Community Services HPFT

Police CLDT

Acute hospital Hertfordshire Community NHS Trust 

GP Other

Details of person completing the referral

Name: Organisation: 

Contact number: Date referral  
form completed:

Please return form to:  Adult.Safeguarding@hertscc.gcsx.gov.uk 
                                      NB This e-mail account is only monitored within office hours 
                                               9am – 5.30pm         Mon – Thurs 
                                               9am – 4.30pm             Friday 

Telephone number for HCS emergency, out of hours service – 0300 123 4042 
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