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PEMBROKESHIRE PEOPLE FIRST  

SAFEGUARDING POLICY 

Anyone working for, or in connection with Pembrokeshire People First, that has a concern 

about suspected abuse or harm, is required to report the suspicion immediately to: 

Designated Safeguarding Lead: Victoria Lee - 07539747062 

Safeguarding Email address: safeguarding@pembrokeshirepeople1st.org.uk  

The Trustee Safeguarding Lead is Elizabeth Rawlings - 07484757544. 

 

 Introduction.  
 

Safeguarding at Pembrokeshire People First (PPF) concerns all adults - staff, trustees, 

volunteers, members. According to the Social Services and Well-being Act of 2014, 

anyone over the age of 18 who is experiencing or is at risk of abuse or neglect is 

considered an ‘Adult at Risk’. This includes specific needs for both care and 

support, and as a result of those needs is unable to protect themselves against any 

risk. These protected characteristics are defined in law, and offences against adults 

at risk can be a criminal offence.  

 

 PPF recognises that many of those for whom services are provided may be at risk of, 

or have experienced, abuse.  They may also have limited capability to take care of 

and protect themselves from significant harm or exploitation, although this should 

not be assumed.   
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 As a charity, PPF follows the Charity Commission practice that any person who 

comes in contact with PPF is safe, safeguarded and not harmed through that 

contact. The charity acknowledges the duty of care to safeguard and promote the 

welfare of adult members, as well as its employees, volunteers and trustees.  PPF 

also recognises that the safeguarding duties apply if/when working with or coming 

into contact with any child up to 18  

 

 Safeguarding under the Social Care and Wellbeing (Wales) Act 2014 is supported by 

the Wales Safeguarding Procedures which provides guidance for all practitioners, 

paid workers or volunteers who have contact with adults or children, across all sectors 

and settings in Wales. All frontline workers can access the Safeguarding Wales 

Procedures on a free app, which should be downloaded to every workplace device 

(see appendix 1). PPF encourages everyone to become familiar with the app and 

the procedures. Compliance with the Procedures is expected in all circumstances.  

 

 PPF has developed this policy to minimise risks of abuse during the delivery of all 

functions and course of its work.  The policy should be read in conjunction with the 

charity’s Equality and Gender Mainstreaming, Bullying and Harassment, Whistle 

Blowing and Grievance and Disciplinary policies (links to each can be found in the 

appendices).  

 

 The charity aims to ensure that the rights of all our members are protected and that 

they are safeguarded from abuse through procedures set out in this policy.  

Safeguarding is regarded as everyone’s responsibility, including staff, trustees and 

volunteers. A separate Safeguarding Procedures document is included In Appendix 

2.  

 
 All personnel are required to demonstrate exemplary behavior as outlined in the staff 

Code of Conduct (see link in appendix 3).  Personnel should be aware that a 

misinterpretation of their behavior can give rise to false allegations. The following are 

common sense examples of how to create a positive culture and climate in applying 

this policy. 
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• Always work in an open environment (e.g. avoiding private or 
unobserved situations and encouraging open communication with no 
secrets); 
 

•  All adults have a right to be safe, safeguarded equally, with respect and 
dignity; 
 

• Promote a culture where all adults treat each other with respect and 
dignity; 
 

• Adults with care and support needs (whether staff, volunteers, trustees, 
members carers etc.) have a right to have accommodation to meet their 
needs and keep them safe, in both the working environment and when 
participating in activities;   
 

• Give enthusiastic and constructive feedback rather than negative 
criticism. 
 

 
 Policy Principles and Operational Values 

 
 The key principles on which this policy is based are as follows: 

 
• The safety and welfare of the people we work with, of all ages, is 

paramount. 

 

• PPF promotes an openness to external scrutiny including families, funders 

and the wider communities while still respecting the privacy and 

confidentiality of our members. If there is an issue that you need report 

about a member of staff or PPF as an organisation, please see the 

Whistleblowing Policy (link in the appendices).  

 

• Safeguarding is everyone’s responsibility, however, no-one in PPF is 

expected to make a decision or to prove that any individual is suffering or 

has suffered from abuse, harm or neglect. It is not our duty to investigate, 

only to report as soon as possible. 

 

• All incidents, allegations or concerns should be taken seriously and dealt 

with in an appropriate manner and in line with the attached procedural 
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flowchart.  

 

• Any member at risk has a right to be safeguarded regardless of their 

gender, sexual orientation, age, disability, religion or belief, race, ethnic 

origin or socio-economic background. 

 

• The rights, views, wishes, and feelings of young people over 16 years old 

and adults who are members of PPF will be respected and promoted, 

acknowledging that with rights come responsibilities. This includes keeping 

each other safe. It is an organisational ethos that all people feel valued 

and individual self-esteem is promoted. 

 

• All staff, freelancers and volunteers should follow the National 

Safeguarding training guidance and undergo the relevant level of 

safeguarding training every two years. Certificates or details of the 

completed training provided should be shown/shared to the HR co-

ordinator and/or Designated Safeguarding Lead (DSL), to ensure training 

records are kept up to date. 

 
• Safeguarding should be in partnership with relevant stakeholders. This may 

include Social Services, support agencies and/or any other body involved 

in the care and support of our members. 

 
• An adult at risk is likely to have regular interactions with people deemed to 

be in a position of trust. A person in a position of trust, ‘is where a member 

of staff / volunteer is in a position of power or influence over a child or 

adult at risk, by virtue of the work or nature of activity being undertaken’ 

(Wales Safeguarding Procedures – link in appendix 1). Examples of people 

in positions of trust, could be religious leaders, sporting positions, care staff 

/ support workers etc. 

 

2.2 In applying the foregoing principles, the operational values set out below are 

adopted:  
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 Anybody working for or in connection with PPF should understand the nature 

of abuse; how people might be at risk of harm and work to prevent it (levels 

of training is listed in appendices). 

 When responding to disclosures and/or suspicions the concerns raised must 

be believed and accepted without judgement. 

 Staff have a duty to report any concerns they have about the potential 

abuse of a child or adult at risk, initially to PPF’s DSL, who will then involve the 

relevant Social Services department or Police as necessary. The safeguarding 

flowchart (appendix 2) should be followed in every instance.  

 All employees and volunteers should endeavour to remain professional when 

engaging with someone making a disclosure. This professionalism should 

extend to any person/s the allegation is against (see link to the Code of 

Conduct in appendix 3).  

 No member of staff is expected to initiate a conversation or tackle the 

alleged abuser. The recommended guidelines should be followed at all times 

and staff members should not under any circumstances mention the 

allegation to the alleged abuser. Consult the DSL for further advice or 

guidance if necessary. 

 Members have the right to be supported and empowered when 

safeguarding procedures are used and the involvement of an independent 

advocate could be considered and offered by staff members. This offer 

should be documented. 

 Everyone connected to PPF including our members are entitled to the 

protection of the law and full access to all parts of the criminal justice system, 

in the same way as any other citizen. 

 Members at risk who are allegedly victims of abuse should have the highest 

priority for protection, assessment, and support. As outlined in the PPF Code 

of Conduct, it is expected that you will document the concern (using the 

safeguarding QR code, see appendix 2), ensuring that actions are taken to 



6 
 

support decisions around consent (see detail 2.3), in a safe and supportive 

space. Once the information has been taken, you should report it to the DSL.  

 Members at risk and, where appropriate, their carers, have the right to full 

and timely information about their rights, services, what is being done on their 

behalf and why.  This can be summarised as: nothing about us without us. 

 Unpaid carers have the right to have their needs taken into account. It may 

be prudent to signpost an unpaid carer to the local authority or to an 

advocacy service who can assist in obtaining an unpaid carer’s needs 

assessment (see appendix 4). 

 You should not share information with a carer unless instructed to do so by 

your DSL, line manager or by a statutory body. If you are asked questions 

about an allegation by a carer, please advise that you are prevented from 

sharing any information unless instructed to do so.  

 Alleged perpetrators who are also a member at risk have the right to be 

supported and an independent advocate must be considered.   

 All PPF staff, volunteers and representatives must work actively and 

proactively with professionals, other agencies, and the person at risk. 

 

2.3 Consent 

 It is good practice to seek the consent of each individual about whom you 

may make a safeguarding report, this is usually verbally and marked on the 

concern form. This consent is specific to the sharing of relevant information 

about them that supports your “reasonable cause to suspect abuse or 

neglect”.  

 Adults with the capacity to understand abuse and risk of abuse have the 

right to refuse intervention even if this leaves them at risk of significant harm. 

Their wishes should always be respected, but those working in adult 

protection may need to act to protect other vulnerable adults from the same 

abuser. The member of staff or volunteer should still document their concern 

and refer to the DSL, who will determine if the referral will still be made, 
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regardless of refusal of consent.  The DSL will need to record the refusal within 

the safeguarding folder and on the Multi Agency Referral Form (MARF). The 

same adult has the right to change their mind, so a discussion about their 

views, wishes and feelings regarding the situation should be had. 

Safeguarding procedures will take these into account, ensuring the individual 

is informed about what you/PPF are going to do and what will happen next. 

 It is not up to any PPF staff member, volunteer or representative to determine 

a member’s capacity on any decision. Capacity must always be assumed 

unless you are informed by a statutory representative otherwise.  

 For members assessed as lacking capacity (by a suitably qualified 

professional) to make decisions about how they could be protected, an 

Independent Mental Capacity Advocate (IMCA) must be considered. 

 Exceptions to consent.  

- Where the situation strongly suggests that there are other people 

placed at risk under similar circumstances e.g. the suspected 

perpetrator has access/contact with other people who are at risk in 

the same way as the one individual.  

- Where it appears that the individual is under the undue influence of 

another person who does not want them to consent. It may be that the 

individual is being coerced, threatened or placed under pressure not 

to give their consent, e.g. by a person who has an interest in them 

withholding consent, due to being or protecting the perpetrator. 

- Consent is not required in any situation requiring emergency medical 

care, where there is a threat to life, or where a crime is suspected or 

has been committed. Call 999 immediately and ask for the appropriate 

service. 
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 Definitions of ‘Adult at risk’ and Abuse 

a) Adult at Risk  

 

 Section 126 (1) of The Social Services and Well-being (Wales) Act 2014 defines an 

‘adult at risk’ as an adult who: 

a) Is experiencing or is at risk of abuse or neglect; 

b) Has needs for care and support (whether or not the authority is meeting any of 

those needs); and,  

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

abuse or neglect or the risk of it. 

 

This definition may include a person who: 

 has learning disabilities 

 has mental health problems, including dementia 

 is an older person with support/care needs 

 is physically frail or has a chronic illness 

 has a physical or sensory disability 

 misuses drugs or alcohol 

 defines as autistic or having autism spectrum disorder. 

A person's vulnerability will depend on their circumstances.  There are many 

predisposing factors which may increase the likelihood of abuse occurring, such as 

social isolation, mental illness, learning difficulties, communication difficulties and 

behavioural problems. 
 

b) Abuse 

 

3.2 Abuse is defined in the Wales Safeguarding Procedures as: 
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 ‘physical, sexual, psychological or emotional, and/or financial abuse, and 

neglect (and includes abuse taking place in any setting, whether in a private 

dwelling, an institution or any other place.)’ 

Abuse may be: 

 a single or repeated act, or multiple acts; 

 a lack of appropriate action; 

 perpetrated as a result of deliberate intent, negligence or ignorance; and/or 

 an act of omission (failing to act) or neglect.  

Abuse may involve the adult at risk being persuaded or forced to enter into a 

financial or sexual arrangement to where they have not, or could not, consent. 

Abuse can occur in any relationship and fundamentally is an abuse of trust, 

including failure to meet a duty of care. 

 

4 The Disclosure and Barring Service (DBS)  
 

4.1 Members are safeguarded through the PPF’s Recruitment Policy (see appendix 3). We 
will determine in advance the DBS requirement for each role and make it known 
through advertising information, job descriptions etc. and throughout the recruitment 
process. We will utilise the relevant level of DBS checks that the various roles within PPF 
require (see appendix 5). Eligibility is laid down by law and it is an offence for PPF to 
seek to see criminal information that we have no right to see.  
 
 Basic checks are available to PPF for all roles whether a person is employed or 

volunteering within the charity. This check provides information on any unspent 
convictions only. This check is appropriate for roles which do not have contact with 
people who might be vulnerable or at risk (e.g. office administrators). 

 Standard checks are required on entry into certain professions and for related 
positions (e.g. an Approved Person under the Financial Conduct Authority). 

 Enhanced checks are appropriate for roles which bring employees or volunteers into 
repeated contact with all children, and adults in receipt of a health or social care 
service. This check provides information on any spent and unspent convictions, 
cautions, reprimands and final warnings, plus any additional information held by 
local police that is deemed relevant to the role and workforce e.g. working with 
adults or children. 
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All roles within PPF are deemed to be positions of trust and would require at least a basic 
check, this includes trustees (see appendix 5 for a list of roles and level of DBS required).  

 Enhanced checks with a barring list check are required by law for positions that are 
regulated activity and provide the most intimate/intense level of care and support 
to individuals (for more details see - 
https://www.gov.uk/government/publications/dbs-guidance-leaflets). This check 
provides all the information detailed above plus whether or not the applicant is 
listed on the relevant barring list/s: barred from working with children, barred from 
working with adults, or on both lists. 
 

4.2   Legal duties 
 
 It is an offence for a barred person to seek employment or a volunteering role in 

regulated activity with any group with whom they are barred from working. 
 It is an offence to place a barred person into regulated activity with any 

relevant group. 
 If PPF place any individual into a regulated activity, they are subject to the duty 

of care to refer to the DBS should that individual harm or pose a threat of harm 
to someone who is in their care. PPF works with people who are placed in 
regulated activity and positions of trust and could refer them or contribute to a 
referral about them to DBS, or to the Local Authority Designated Officer (LADO) 
and contribute to a report. Staff and volunteers are also sometimes placed in 
regulated activity in other organisations, and this too should be acted on. These 
actions are triggered when the individual is permanently removed from 
regulated activity (due to dismissal, resignation, retirement, just leaving PPF) in 
response to their conduct being questioned. 

 Any staff member or volunteer in contact with children or adult members who 
does not comply with the expected standards of conduct and service laid 
down by PPF and which suggests that they are unsuitable to work with children 
or adults at risk, through a lack of appropriate action or specific action designed 
or likely to harm others, will be reported to the LADO in compliance with section 
5 of the Wales Safeguarding Procedures: Social care Wales (safeguarding.wales) 

4.3  Viewing certificates 

 Any applicant whose role requires a barring list check must not have contact with 
beneficiary members of PPF until their DBS certificate has been issued and viewed 
by the DSL or a trustee.  

 All DBS certificates must be viewed within 10 working days of their issue (when 
posted directly to the applicant). Applicants must make arrangements to have their 
certificates viewed by PPF as soon as they are received. 

 DBS certificates remain the property of the applicant (staff member or volunteer) 
regardless of who paid for the check.  
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 PPF have the right to, and will, log the details of the certificates for the purposes of 
safe recruitment and may retain the logs to inform reporting requirements. The 
Update Service can also be utilised as a check.  

 

5 Roles and Responsibilities 
 

The Designated Safeguarding Lead (DSL) for PPF is Victoria Lee, who can 

be contacted on safeguarding@pembrokeshirepeople1st.org.uk or 

07539747062   

Trustee Safeguarding Lead is Elizabeth Rawlings - 07484757544. 

 

5.1 Overall responsibility for enacting safeguarding in PPF rests with the named DSL, 
supported by a Trustee Safeguarding Lead (TSL) who shares this responsibility. They 
will ensure that the procedures comply with the legislation and relevant guidance.   

 

5.2 The DSL has day to day responsibility for ensuring anyone that comes into contact 
with PPF are appropriately safeguarded and any concerns are dealt with as soon 
as reasonably possible. Staff and volunteers should contact the DSL with any 
concerns that they might have (this could be via their line manager if necessary). If 
any concerns or incidents arise the appropriate agency will be contacted, such as 
the police, relevant social services department or third sector organisation. 
 

5.3 The DSL is responsible for sharing regular anonymised reports with the Trustees (prior 
to each meeting). The TSL will act as Board liaison.  
 

5.4 Trustees will be held ultimately responsible by the Charity Commission for 

safeguarding within PPF. They should be prepared to ensure a Serious Incident 

Report is made to the Charity Commission when circumstances deem this 

appropriate. All trustees will undertake the appropriate level of safeguarding 

training and will ensure it is at the forefront when making decisions about the 

charity. The trustees will review the anonymised reports and feedback to the DSL. 

They will also ensure that all staff and volunteers who come into contact with 

members are DBS checked to the appropriate level (see appendix 5).   

 

6 Internal Processes  
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6.1 Staff and volunteers are expected to ensure that in dealing with members they do 

not personally benefit from their relationships. They are also required to maintain 

professional boundaries, by ensuring no sharing of personal information, and ensure 

confidentiality in order to protect members in line with our PPF Code of Conduct 

(see appendix 3). 

 

6.2 Following recruitment to PPF, staff and volunteers undergo a comprehensive 

induction programme which includes undertaking the relevant level of safeguarding 

training (see appendix 5).  When members initially join PPF, they and/or their carers 

are briefed verbally on the safeguarding policy and can be provided with the policy 

and procedures if they so wish.  

 

6.3 An annual risk assessment is undertaken by PPF in relation to our policy, procedures 

and practice in safeguarding members. 

 

6.4 Unfortunately, some individuals may attempt to join organisations like PPF to get 

close to and abuse or exploit the members who they consider to be vulnerable. For 

this purpose, staff and volunteers are expected to conform to standards of 

behaviour (see appendix 3) and this will be monitored. Staff and volunteers are also 

required to be aware of and to report incidents of behaviour by others which do 

not meet those standards. Anyone who makes such a report in good faith will be 

fully supported by PPF. 

 

6.5 Staff and volunteers who are concerned about their own ability to meet those 

standards or about an inappropriate relationship developing between themselves 

any member of PPF (or a family member/relative of a member) should ask for a 

confidential interview with their line manager immediately. PPF will always do our 

best to help anyone who raises such concerns, without prejudice.  
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6.6 Staff and volunteers who fail to meet the standards of conduct required by PPF will 

be taken through our disciplinary procedure (see appendix 3), seeking in the first 

instance to help the individual to improve in their role. 

 

6.7 Where it is necessary to follow up allegations with further procedures:  

 

6.7.1 It may be appropriate to suspend the individual staff member or volunteer from their 

duties. PPF will liaise with the LADO as per the requirements of section 5 of the Wales 

Safeguarding Procedures. 

6.7.2 In addition, staff or volunteers who are placed in regulated activity, or are planning 

to take up regulated activity (e.g. student nurse), and whose actions meet the 

requirements, will be referred to the DBS under the duty to refer.  

 

7 Identification and Prevention of Abuse 
 

7.1 All staff and volunteers involved with delivering support to members should follow 

the flowchart (see appendices) and need to know whom to contact if they are 

alerted of the possibility of abuse taking place. In the first instance, this should 

be the DSL – Victoria Lee 

(safeguarding@pembrokeshirepeople1st.org.uk or 07539747062). 

 Staff should be aware of inter-agency responsibilities and apply the principles 

contained with the Social Services and Well-being (Wales) Act 2014 (see appendix 

6) as set out in the safeguarding training they are required to attend.  

 

7.2 Abuse can be viewed as one or a combination of the following and applies to both 

children and adults at risk. There are also a number of indications of abuse, one of 

which can be symptoms of distress.  It is important to consider other possible sources 

of distress and not jump to conclusions.  However, identifying certain behaviour 

should prompt the need to stop, think and raise concerns with management. 

See the table below for examples: 
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Type Abuse Potential Indications 

Physical Hitting, slapping, over or misuse of 

medication, pushing, kicking, 

scalding, or burning; undue restraint 

or inappropriate sanctions; and also 

self-inflicted injury. 

Unexplained injuries etc; bruising; 

injuries which have not received 

medical attention; hidden injuries; 

and flinching from contact. 

Emotional/ 

Psychological 

Intimidation, threats of harm or 

abandonment, humiliation, 

extortion, exploitation, verbal abuse, 

blackmail, coercion, harassment, 

deprivation or withholding of 

contact, charity services or visitors, 

witnessing the abuse of others and 

other forms of psychological abuse 

that is used to harm, punish or 

frighten the victim 

Fearfulness; passivity; withdrawal; 

low self-esteem; tearfulness 

 

Sexual Sexual assault, unwanted sexual 

attention, rape, sexual innuendo, 

sexual acts to which the adult at risk 

has not consented or was 

pressurised into consenting. Forcing 

or enticing a child or young person 

to take part in sexual activities, 

whether or not the child is aware of 

what is happening, including: 

physical contact, penetrative or 

non-penetrative acts; non-contact 

activities, such as involving children 

looking at, or in the production of, 

pornographic material or watching 

sexual activities or encouraging 

children to behave in sexually 

inappropriate ways. 

Full or partial disclosure; 

depression or stress; significant 

change in sexual behaviour or 

language; difficulty walking or 

sitting; bruising; sexually 

transmitted diseases or infections; 

flinching from contact. 

 

Financial  Theft, fraud, pressure or coercion in 

connection with wills, property or 

Lack of belongings or services 

which they should be able to 
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inheritance, monies being withheld, 

bills not paid, prevention of the 

appropriate purchase of care, 

property transfer, or property 

misappropriated. Not meeting the 

person or child’s needs for care and 

support which are provided through 

direct payments. 

 

afford, or which were present at 

previous visits and are now 

absent e.g. jewellery, electrical 

goods, valuables; acquaintances 

expressing a disproportionate 

interest in or affection for person 

with money; unusual bank 

account activities; person 

managing financial affairs is 

evasive or uncooperative.  

Discriminatory Abuse, slur, victimisation or other 

harassment based on a disability, 

race, gender, sexual orientation, 

religion or faith or age. 

Offensive materials or graffiti; 

experience of insulting comments 

or gestures; bullying; harassment; 

exclusion; shunning or differential 

treatment. 

Neglect Failure to take proper care, lack of 

food, drink, clothing, heat, comfort 

or hygiene, withholding aids for 

sight, hearing, walking etc.  

withholding or failing to provide 

medication, failing to provide 

access to appropriate health, social 

care or educational services, 

putting someone at risk of infection 

through lack of care or failing to 

follow safety guidelines. This could 

also include self-neglect. 

Poor physical condition or health; 

weight loss; poor hygiene; 

clothing in poor condition or dirty; 

refusing access to visitors, failing 

to access appropriate medical 

care. Self-neglect, including 

hoarding.  

 

 

 

7.3 Staff, volunteers, trustees, consultants or contractors/freelancers working for 

Pembrokeshire People First with concerns about suspected abuse are required to 

report the suspicion immediately to the DSL, Victoria Lee 

(safeguarding@pembrokeshirepeople1st.org.uk or 07539747062)  
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 If they are not able to contact their line manager or DSL, or the issue relates to their 

line manager or DSL, then the TSL - Elizabeth Rawlings (07484757544) should be 

contacted. 

 If no one is available and the member is in immediate danger, staff will contact 

emergency services and/or the Social Services duty officer. 

7.4 The first priority is to ensure the safety of the adult or child at risk, whilst not alerting or 

confronting the suspected abuser.  There is a need for staff and volunteers to be 

mindful of their own safety and that of all parties affected, as well as the need to 

preserve evidence.  Staff or others must also be aware of the need to comfort and 

listen to a distressed client without influencing his or her perception of events.  

Accurate, concise and factual recordings of all that was said or observed should 

be noted by an appropriate person. The form - accessed via a QR code (see 

appendix 2) should be used for recording the concern. It should be made clear to 

the alleged abused that PPF’s help is limited if we are not told about what is or has 

happened. It remains the choice of the individual as to whether they wish to share 

information. Any information given will be strictly confidential and only shared with 

those who need to be made aware of what is or has happened. This could include 

an outside agency to secure a person’s safety.  

7.5 The person in receipt of the initial report, as identified above, is responsible for 

reporting any suspected abuse to the DSL. In their absence, Social Services can be 

contacted for advice as a precursor for writing a report but does not necessitate a 

report being submitted. This initial stage of reporting concerns should be done on 

the same day as the incident/disclosure/concern. Note that volunteers are required 

to pass on their concerns to the member of staff leading any activity.  

7.6 As soon as a concern about abuse is raised, a risk assessment must be undertaken 

by the Designated Safeguarding Lead or Executive Officer to assess whether any 

safeguarding measures are required within PPF.  Any safeguarding measures put in 

place are to be discussed with the member and/or carer and the situation should 

be closely monitored.  If it is believed that a risk is posed to members, it may be 

necessary to make an interim suspension of a staff member or volunteer. 

7.7  Any allegation or incident of abuse will be reported via the concern form, which 

can be accessed via the QR code (appendix 2). As such all information in relation 
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to the alleged abuse must be recorded in a factual, concise and accurate manner 

as soon as possible.  Once received, it is saved into a confidential incident file, 

which has restricted access (DSL, Deputy DSL & TSL).  A log will be kept of individual 

complaints and concerns from staff or members, which will include details of 

concerns, incidents, actions taken and outcomes.  It is the responsibility of the DSL 

to update and maintain this log.   

7.8 In cases where the alleged perpetrator is someone employed by or contracted to 

the charity the appropriate disciplinary or contractual procedures (see appendix 3) 

will be followed to assess whether misconduct has taken place.  Any alleged 

perpetrator should be treated honestly, fairly and kept informed of progress with the 

investigation.   Wales Safeguarding Procedures Section 5 should form the basis of 

any practice and outcome. The alleged perpetrator should not be told the details 

of the allegation as this could prejudice the inquiry. 

7.9  The DSL will support the individual to ensure their victim support plan meets the 

individuals needs and helps them to feel safe.   

7.10     The DSL will liaise with other agencies to ensure that the individual remains at the 

heart of all safety planning.  

 

8 Children 

8.1  In the eyes of the law, all children have a right to be protected from abuse, neglect 

and harm, and are deemed to be children from pre-birth (in utero) until they 

achieve the age of 18 years.  Some children’s services can support young adults 

with specific needs up to the age of 25, enabling a smooth transition to adult 

services. The Social Services and Well-Being (Wales) Act 2014 (the Act) upholds 

children’s rights as detailed in the United Nations Convention on the Rights of the 

Child (UNCRC) and by the Children’s Commissioner for Wales 

(https://www.childcomwales.org.uk/uncrc-childrens-rights/).  

8.2 The Act defines a child at risk as under the age of 18 years who is experiencing or is 

at risk of abuse, neglect or other kinds of harm; and who has needs for care and 

support (whether or not the authority is meeting any of those needs). 
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8.3  PPF has a duty to provide safe care and a secure environment for all children who 

come into contact with our charity, ether as direct beneficiaries or as the family 

members of other beneficiaries, members, staff or volunteers. All staff and 

volunteers are expected to conduct themselves as good role models whenever 

they are in the presence of children.   

8.4  Children can be harmed by acts of abuse – physical, emotional, sexual and 

financial, acts of neglect or by harm which affects their development in areas of 

social, behavioural, educational and psychological growth.  

8.5 Abuse may take place on premises or digital platforms supplied or managed by 

PPF, in the family home, in the community, online and in a variety of settings, 

agencies and establishments. All staff and volunteers are to be alert to the 

possibility that a child known to PPF could be experiencing abuse. 

8.6 All allegations of abuse towards a child and poor conduct in the presence of a 

child, will be taken seriously and may result in disciplinary actions.  

8.7 All concerns, suspicions, allegations or disclosures of abuse affecting a child must 

be reported to the DSL  Victoria Lee 

(safeguarding@pembrokeshirepeople1st.org.uk or 07539747062), or if not 

available, your line manager. If the concern is about the DSL or line manager, then 

contact the TSL - Elizabeth Rawlings – 07484757544 as soon as possible, and within 

24 hours of the issue arising. Failure to report as above will be considered gross 

misconduct. 

 

9 Digital Working 

9.1 Digital working refers to any contact with an adult or child at risk via an online 

based platform. This will include, but not be limited to: 

-sessions on Zoom 

 - use of Facebook and Messenger 

 - Instagram 

 - Teams 
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 - Skype 

 - emails. 

 

9.2 Video platforms and group sessions. 

9.2.1 When using any video conferencing software, we will operate a waiting 

room so that we can control who is joining the meeting. The data of all members 

in digital events and workshops will be confidential and stored securely in a 

password protected database. 

 

9.2.2 Each line manager is responsible for ensuring risk assessments are in place 

for online group sessions. 

 

9.2.3 The Facilitator plus 1 other adult, will be present for any online session for 

young people under 18 is to ensure that consent has been given by an adult or 

carer prior to the start of the session. The register needs to be marked by the 

Facilitator to indicate PPF holds a consent form for each member. 

 

9.2.4 The Facilitator will disable the chat function at the start of each video 

conferencing session. 

 

9.2.5 If an individual starts to disclose a potential issue, the Facilitator must 

remove all other members to the waiting room immediately, then once it is 

established that the individual is not in any immediate danger, arrange a time 

for a 1:1 conversation as soon as possible. It is essential to have another staff 

member in that meeting to take notes whenever possible. 

 

9.2.6 Each group is to have their own online agreement as to behaviour within 

the session encouraging respect, equality and other PPF values which can be 

displayed on a share screen and referred to.  
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9.2.7 If individual(s) behave inappropriately, refer to the agreement and 

potentially remove that individual from the session. This should be, however, an 

opportunity for discussion, and facilitators sufficiently skilled to determine an 

appropriate response. If either of these occur, immediately after the session, the 

facilitator should write verbatim notes of significant content, and email to the 

line manager, who will determine appropriate action. 

These notes are then to be stored in safeguarding e-file, clearly marked with the 

date and the individual’s initials. If appropriate, the database is to be amended. 

The facilitator should take any incident to the supervisor. 

 

9.3 Video platforms and 1:1 sessions 
 

9.3.1 Line Manager needs to risk assess arranged 1:1 sessions noting when we are unable 
to provide two members of staff within a session. Also, the Line Manager is copied 
into all invitations to encourage a ‘drop in’ scenario. 

 
9.3.2 We will leave the option of digitally recording a session with the Facilitator. There is 

also the option of manual note taking and recording an audio file. 
 

 
9.3.3 If sessions are recorded, consent must be received. 

 

9.3.4 Immediately after the session, the facilitator must write verbatim notes of significant 
content, and email these to the line manager, who will determine appropriate 
action. 
 

 
9.3.5 These notes to be stored in safeguarding e-file, clearly marked with date and 

individual’s initials. 
 

9.3.6 If appropriate, the database to be amended. 
 

If you have a concern or a disclosure is made, please complete the concern 

form and contact the DSL – Victoria Lee on 07539747062 or 
safeguarding@pembrokeshirepeople1st.org.uk 
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Appendices 

1. Safeguarding Wales Link 
Safeguarding Wales 

2. Safeguarding Procedures 
Safeguarding Flowchart.docx 

QR code to report a concern 

 
Easy read report concern QR  

 

3. Other relevant policies 
Equality and Gender mainstreaming Policy 

Bullying and Harassment Policy 

Whistleblowing Policy 

Grievance and Disciplinary Policy 

Code of Conduct 

Volunteering Policy 

4. Useful information / other agencies 
Safeguarding - Pembrokeshire County Council 

Home | Dyfed-Powys Police 

Cysur | Mid & West Wales Safeguarding Board Safeguarding children & adults 

Advocacy for Mental health Advocacy West Wales/Eiriolaeth Gorllewin Cymru 

Phone 01437 762935 

Home - WCVA 
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5. Role specific information (Training/DBS) 

 

6. Links to Law/Legislation 
Overview of the Social services and well-being… | Social Care Wales 

UN Convention on Rights of a Child (UNCRC) - UNICEF UK 

British Institute of Human Rights 

7. Glossary of key words 
 

Position of Trust -  

Safeguarding Wales  

https://thecpsu.org.uk/resource-library/best-practice/positions-of-trust-faqs-about-the-

changes/  
Relevant information is the personal information known about the individual that PPF 

already holds which will allow social services/the police to make initial checks, 

contact them and determine what action they might take. 

Reasonable cause is the information that has caused you to suspect abuse or 

neglect, which may include details of conversations (disclosures) with the individual 

or others, or things heard or witnessed about, the individual. You are not expected 

to prove or seek evidence, nor investigate, whether abuse has occurred. 

 

Policy Approved by: 

Name:       Position:  

Signed:  

Date:        Review Date:  
 


