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1. Policy Statement 

 

Our shared values to help people develop their digital skills, awareness and confidence to learn new things, live 

more independently and connect with their community, demonstrate we are actively committed to ensuring 

Skills Enterprise is an organisation where individuals are at the centre of all we do.  Our organisation holds 

current Public Liability Insurance which covers all our activities. 

Responsibilities: Safeguarding children and adults is everyone’s responsibility. It is a key priority for the Board of 

Trustees who are committed to a Safeguarding framework. This policy provides details and resources of our 

Safeguarding commitment and principles for the protection of all children and adults at risk (Vulnerable Adults), 

who come into contact with Skills Enterprise. 

The following individuals have additional responsibilities: 

Name Role Contact Responsibilities 

Dr Gladius 
Kulothungan 

Trustee support@skillsenterprise.co.uk 
Phone no.: 

Lead Safeguarding trustee  

Malathy Muthu CEO and Projects 
Manager  

mala@skillsenterprise.co.uk 
Phone no.: 07852 115455 

Designated Safeguarding Lead  

Ayisha Batcha  Project Delivery ayisha@skillsenterprise.co.uk 
Phone no.: 02084709838 

Designated Safeguarding Deputy  

 

This statement reflects the legislative position on Safeguarding children and adults at risk. To ensure our 

safeguarding policy and guidance meets the requirements of legislation and statutory guidance in England and 

Wales, as well as the expectations of the Charity Commission, we incorporate the following elements:   

o Children Act 1989 & 2004: Establishes the duty of organisations to safeguard the welfare of 

children 

o Care Act 2014: Enforces safeguarding duties towards adults, particularly vulnerable individuals. 

o Safeguarding Vulnerable Groups 2006: Sets requirements for vetting and barring to prevent 

unsuitable individuals from working with vulnerable groups. 

o Working Together to Safeguard Children 2023: Provides statutory guidance for safeguarding and 

promoting the welfare of children.  

o The Charity Commission’s Safeguarding Strategy: Outlines safeguarding responsibilities for charities 

and stresses the importance of safeguarding as part of charity governance. 

 

Safeguarding is an important shared priority of all people. It is about protecting certain individuals who may be 

in vulnerable circumstances. These people may be at risk of abuse or neglect due to the actions (or lack of 

action) of another person. In these cases, it is vital we work together to identify people at risk, and put steps in 

place to help prevent abuse or neglect. 
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2. Scope 

In this document, a child is defined as anyone who has not yet reached their 18th birthday. ‘Children’ therefore 

means ‘children and young people’ throughout. An Adult at risk is someone who has needs for care and support, 

and/or is experiencing or is at risk of harm, abuse or neglect and is unable to protect themselves. 

We may refer to the term vulnerable people throughout the document to incorporate both children and adults 

at risk. 

This policy applies to all staff at Skills Enterprise. It applies to permanent and temporary staff, to all volunteers 

and Members and all associated persons such as consultants, contractors and others employed under a contract 

for services. This policy will also apply to anyone involved with work for or on behalf of Skills Enterprise in any 

setting including, agency workers, partners and students. 

All the above will be referred to as Skills Enterprise representatives throughout this document. 

We ensure that personal data is processed for the purposes of safeguarding that appropriate measures are taken 
to provide for our lawful obligations including but not limited to the use of the lawful bases. It is likely in such 
circumstances that special arrangements will be required and therefore this policy is also complemented by the 
Appropriate Policy Document (APD).   

 

 

3. Our Commitment 

Skills Enterprise will ensure we provide an environment where all children and adults at risk, regardless of age, 

disability, gender, racial heritage, religious or other belief and sexual orientation or identity are kept safe from 

harm, abuse and neglect while they are involved with the organisation. We will take every reasonable precaution 

to minimize such risks and will ensure their welfare is paramount. 

Skills Enterprise, through their Board of Trustees, are committed to openness and honesty. We have a zero 

tolerance approach to abuse. This means that all actual and alleged abuse must be reported. All allegations of 

abuse will be taken seriously and acted upon by being designated as formal concerns that are escalated to senior 

management. 

The Care Act (and appropriate legislation for each jurisdiction) sets out Safeguarding in a context of person 

centred care to promote choice and control for the individual. Skills Enterprise will make Safeguarding personal 

by working in partnership with the vulnerable person, their parents, relatives, carers and agencies to promote 

their welfare. No matter how complex a person’s needs, we will work to empower them and put them at the 

centre of their safety and well-being. 

We will be accountable and transparent in delivering Safeguarding. We will work collaboratively with partner 

agencies at each stage of Safeguarding. We will always endeavour to provide updates where appropriate 

regarding action taken and how we have reduced the likelihood of a Safeguarding incident occurring again. 

Recruitment and screening checks will be followed for every hire (volunteers and employees). Our recruitment 

and selection procedures will minimise the risk of appointing anyone who may be unsuitable to work with 
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children and adults at risk. We will ensure these procedures are consistent with current legislation and 

Safeguarding best practice. 

We will undertake measures to continue to review and improve our Safeguarding policy and practices. 

Line Managers will be responsible for ensuring this policy and the procedures are applied within their own areas. 

Additionally they will ensure there are appropriate risk assessments for all activities.  

Skills Enterprise will provide ongoing support for everyone who may be in contact with children and adults at risk 

during their duties. This will include: 

• Ensuring all Skills Enterprise representatives (staff, volunteers and Members) are familiar with and have 

access to the Safeguarding Policy and procedures and know how to report concerns. 

• Putting in place and maintaining, effective procedures for responding to Safeguarding incidents, concerns 

and allegations of abuse. 

• The provision of training for all roles at Skills Enterprise. The training will be determined by the type of role 

the individual has and which Safeguarding level has been assigned to their job/role profile. 

 

 

4. Adult Safeguarding 

There are six principles that underpin adult safeguarding and apply to all sectors and settings. These principles 

are taken from the Roles and Competencies for Health Care Staff Intercollegiate Document (August 2018). These 

should inform the ways in which professionals engage with people at risk of abuse, harm or neglect: 

Safeguarding Principles: 

• Empowerment: Personalisation and the presumption of person-led decisions and informed consent. “I am 

asked what I want as the outcomes from the safeguarding process and these 

directly inform what happens.” 

• Prevention: It is better to take action before harm occurs. “I receive clear and simple information about what 

abuse is, how to recognise the signs and what I can do to seek help.” 

• Proportionality: Proportionate and least intrusive response appropriate to the risk presented.  “I am sure 

that the professionals will work for my best interests, as I see them and they will only get involved as much 

as needed.” 

• Protection: Support and representation for those in greatest need. “I get help and support to report abuse. I 

get help to take part in the safeguarding process to the extent to which I want and to which I am able.” 

• Partnership: Local solutions through services working with their communities. Communities have a part to 

play in preventing, identifying and reporting neglect and abuse. “I know that staff treat any personal and 

sensitive information in confidence, only sharing what is helpful and necessary. I am confident that 

professionals will work together to get the best result for me.” 

• Accountability: Accountability and transparency in delivering safeguarding. “I understand the role of 

everyone involved in my life.” 

 

The aims of making safeguarding personal: 

• A personalised approach that enables safeguarding to be done with, not to, people. 

• To work with the person to set safeguarding outcomes which have meaning to them. 
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• Practice that focuses on achieving meaningful improvement to people’s circumstances rather than just an 

‘investigation’ and ‘conclusion’. 

• To prevent harm and reduce the risk of abuse or neglect to adults with care and support needs. 

• To safeguard individuals in a way that supports them in making choices and having control in how they 

choose to live their lives. 

• To promote an outcomes based approach in safeguarding that works for people resulting in the best 

experience possible. 

• To raise public awareness so that professionals, other staff and communities as a whole play their part in 

preventing, identifying and responding to abuse, harm or neglect. 

 

 

5. Recognising and Handling Safeguarding Issues 

Definitions of Abuse 
 

Abuse is a violation of an individual’s human and civil rights by any other person or persons.  Abuse and neglect 

can take many forms. Whilst there are distinct definitions of abuse, individuals should not be constrained in their 

view of what constitutes abuse or neglect and should always consider the circumstances of the individual case. 

For Children, abuse includes: 

• Physical abuse 

• Emotional 

• Sexual abuse and exploitation 

• Neglect 

For Adults, abuse includes: 

• Physical abuse 

• Domestic abuse 

• Sexual abuse and exploitation 

• Psychological abuse 

• Financial or material abuse 

• Modern Slavery 

• Female Genital Mutilation (FGM) 

• Discriminatory abuse 

• Organisational abuse 

• Neglect and acts of omission 

• Self-neglect 

• Gambling. 

Indicators of Abuse 
The list of possible indicators and examples of behaviour are not exhaustive and individuals may be subject to a 

number of other abuse types at the same time. The following list is for guidance only. It is important to be 

observant, listen to what is being said and record. e.g. is what you are observing and being told about an injury 

consistent with the injury? 
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• No explanation for injuries or inconsistency with account of what happened 

• Bruising cuts, burns and /or marks on the body 

• Frequent injuries 

• Subdued or changed behaviour 

• Signs of malnutrition 

• Low self-esteem 

• Feeling that the abuse is their fault 

• Fear of outside intervention 

• Limited access to money/unexplained lack of money 

• Uncharacteristic use of explicit sexual language 

• Self-harming 

• Poor concentration, withdrawal 

• Change of appetite, weight loss/gain 

• Always wearing the same clothes 

• Living in squalid or unsanitary conditions 

• Avoidance of eye contact, appearing frightened or hesitant. 

 

Handling Disclosures 
 

When a disclosure is made by an adult or child at risk it is important to remember to:  

• take what you are being told seriously 

• stay calm and reassure 

• do not investigate 

• do not delay, and always 

• seek advice from the Lead or Deputy for Safeguarding 

• make a careful recording of anything you are told or observe, date and sign. 
 
A disclosure may come from someone telling you: 
 

• they have or are being abused 

• they have concerns about someone else 

• they are themselves abusing or likely to abuse someone else. 
 

 

Responding to Concerns 
 

We ensure and emphasise that everyone in our organisation understand and knows how to share any concerns 

immediately with the Lead or Deputy for Safeguarding. Everyone, including both the Lead and Deputy for 

Safeguarding will deal with concerns using the following: 
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Reporting a Safeguarding Issue Flowchart  
 

 
 
 
 

 
 
 
 
 

 
 

 
 

 
 

 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

Deal with internally and complete 

records. Report incident to Trustees 

timescale depending on the 

seriousness of the incident 

Refer incident to Newham Safeguarding 

Adults Board and/or Police within 24 hours. 

Report incident to Trustees timescale 

depending on the seriousness of the incident 

All agencies will share information, notify 

appropriate organisations within required 

timescales and individuals and conduct 

investigations. 

You witness, suspect or are told about a 

possible abuse 

Is the adult/child at risk in 

immediate danger or in need of 

medical attention? 

NO YES 

Was the possible abuse 

committed by the 

Designated Safeguarding 

Lead? 

Provide medical treatment 

and contact Emergency 

Services immediately 

NO 

Refer to Deputy Safeguarding 

Lead today, as soon as possible 

NO Is the Adult 

Safeguarding 

Lead available? 

YES 

Refer to Adult Safeguarding Lead today, 

as soon as possible Record your concern on an incident 

reporting form and sign, date & 

time and pass to Lead or Deputy to 

store securely. Within 24 hours 

NO 
YES 

YES 

Safeguarding Lead and/ Project 

Manager decide: Does the incident 

need to be investigated further. 



 
 

8 
 

 
Record Keeping 
 
At all times when required, and especially where there is a safeguarding concern, we are committed to keeping 
records which are: 

• recorded on a safeguarding incident form 
• of sufficient detail for adult at risk to identify individual who is subject of concern and any significant 

others 
• accurate and factual/based on fact, as a true record of: 

o what has been monitored/observed 
o what has been said and by whom 
o what has given cause for concern 
o what action has and/or will be taken including the reason for those actions  
o the reason stated for no action being taken and by whom 

• nonjudgmental 
• timely within 24 hours 
• signed and dated by the writer and co- signed by the Lead or Deputy  
• shared as appropriate by the Lead or Deputy for Safeguarding 
• stored safely and securely by the Lead or Deputy for Safeguarding on the shared drive in a password 

protected area. Documents/paperwork are to be scanned to the drive and then shredded. 
• Contemporaneous notes should be immediately filed along with other relevant documentation.  

 

ESafety 
 

Why do we need to include ESafety? 

Recent advances of the internet, mobile phones and other electronic technology has made access to information 

and communication increasingly easy for everyone.  This is especially so for those who cannot always go out to 

socialise and rely on websites for social networking, watching films, downloading music, buying lottery tickets, 

shopping etc. Government guidance is clear, that all organisations working with adults at risk and carers have 

responsibilities. It is also important to remember adults at risk can also abuse and such incidents fall into the 

remit of this policy. 

ESafety Code of Conduct 

We expect everyone in our organisation to agree and sign up to our ESafety code of conduct to: 
1. use the internet and other forms of communication in a sensible and polite way. 
2. only access websites, send messages or access and use other resources that will not hurt or upset 

anybody. 
3. seek permission if I want to use personal information or take photographs of other people. 
4. report any concerns to the Lead or Deputy  
5. be clear that we cannot maintain confidentiality if there is a concern about the welfare of an adult at 

risk. 
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What are the Risks? 
There are many potential risks including: 

• accessing inappropriate or illegal websites. 

• receiving unwanted or upsetting texts, e-mail messages or images. 

• being “groomed” by another with a view to meeting the child, young person or adult at risk for their own 
illegal purposes including sex, drugs or crime. 

• viewing or receiving socially unacceptable material such as inciting hatred or violence. 

• sending bullying messages or posting malicious details about others. 

• ignoring copyright law by downloading e.g., music, videos etc. 

• overspending on shopping and gambling sites. 

• being at risk of identity fraud for money transactions. 

• inappropriate relationships or prostitution. 

 

What else might be of concern? 

An adult at risk who: 

 

• is becoming secretive about where they are going to or who they are meeting. 

• will not let you see what they are accessing online. 

• is using a webcam in a closed area, away from other people. 

• is accessing the web or using a mobile for long periods and at all hours 

• clears the computer history every time they use it. 

• receives unexpected money or gifts from people you don’t know. 

• does not appear to have the money they should have. 

 
A person who: 

 
• befriends an adult at risk on the internet or by text messaging. 

• has links to adults at risk on their social media pages especially if they work in a position of care such as 
a sports coach or care worker. 

• is secretive about what they are doing and who they are meeting. 
 

 

If you have any concerns, speak to the Lead or Deputy for Safeguarding.  

Remember:   

• do not delay. 

• do not investigate. 

• seek advice from the Lead or Deputy  

• make careful recording of anything you observe or are told. 
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ESafety Referral Flowchar

Is a crime in 

progress or is 

anyone in 

immediate danger? 

 
Is the concern 

about child sexual 
abuse images 

(anywhere in the 
world)?  

Is the concern about 
an unknown person 

who is 
communicating with a 

child for sexual 
reasons? 

Is the concern 
about a known 
person, non- 

sexual harassment 
or other potential 

crime? 

  

  

 

Dial 999 

Immediately 

  
  

Contact the IWF 
(Internet Watch 

Foundation) 

www.iwf.org.uk 

  
  

Contact CEOP  
(Child Exploitation and 

Online Protection 
Centre) 

www.ceop.police.uk 

  
  
  
 

Contact the local 
police 

Illegal content or activity is found or suspected 

Inform the Lead for Safeguarding (or Deputy if unavailable) who will liaise, await response, and review eSafety arrangements as 

necessary. 

Yes 

No No No 

 

Yes Yes Yes 
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Minimising the Risk 

We will: 

 

• talk to the adult at risk about what they are accessing online.   

• ensure everyone uses PCs, iPads and other technology in a general space where we can 
monitor what is going on. 

• explain the risks of giving out personal details online. 

• talk about how people can be anyone they want to be online, e.g. by using misleading 
emails, photographs of other people, telling lies about their age, hobbies, work. 

• encourage adults at risk to think carefully about what photographs or videos they use 
online. They can be used and tampered with by other people, or they may not be 
appropriate. 

• advise adults at risk to only text, chat or webcam to people they know in real life.  

• talk about how to identify SPAM messages or junk mail and how to delete them.  This 
also applies to messages from people they do not know or opening attachments. 

• discuss how people hide their identities online and the importance of never meeting 
new online “friends” in real life. 

• make sure adults at risk understand they can always talk to us, or their carers, about 
anything that makes them feel uncomfortable. 

• look on the internet together for information about how to deal with or report 
problems. 

• talk about how/when information or images get on to the internet, they can never be 
erased. 

 

 

6. Responsibilities 

Skills Enterprise is fully committed to meeting the requirements of Safeguarding as defined 

above, both in relation to children and adults at risk. The Board of Trustees have appointed Mrs 

Malathy Muthu, Lead on Safeguarding to ensure statutory and legal compliance. In addition, a 

Board Trustee has been appointed to have particular responsibility for Safeguarding in 

accordance with registered charity legislation. 

The Board of Trustees will work with Designated Safeguarding Lead to promote Safeguarding 

within Skills Enterprise. They will exercise their duty both in law and as a responsible 

organisation, to ensure Skills Enterprise is Safeguarding compliant and due governance is in 

place. 

All Skills Enterprise representatives have a personal Safeguarding responsibility when working 

with vulnerable people to promote their welfare and health, wellbeing and development and 

take every reasonable precaution to protect them. Suspicions of abuse must not be ignored.  

Abuse (alleged or actual) of one individual against another should be reported without delay 

under Skills Enterprise procedures. All suspicions will be taken seriously and responded to swiftly 

and appropriately. 
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All Skills Enterprise representatives, especially those in a position of trust with children or adults 

at risk, should always maintain appropriate professional boundaries and avoid behaviour that 

might be misinterpreted by others. They should be aware that private social contact with a 

vulnerable person is not appropriate. It is their responsibility to record and report to a manager 

any incident with this potential. 

Most reporting will be done under this policy and supporting procedures, but it is recognised an 

Skills Enterprise representative may wish to report under the Skills Enterprise Whistleblowing 

Policy.  

If you are worried about the safety and/or wellbeing of a child, you can call the NSPCC Helpline 

on 0808 800 5000. It is free, confidential and open 24 hours a day, 365 days a year. If you think a 

child is in immediate danger, you should call the emergency services on 999. 

All staff, volunteers and members in relevant roles will: 

• Familiarise themselves with local Safeguarding Procedures and will respond to 

Safeguarding concerns that are reported to them. 

• Attend Safeguarding training as part of their induction training and receive on-going 

training as a refresher via e-learning or face-to-face. 

• Inform their line manager or Designated Safeguarding Lead, if they receive any 

convictions, cautions or are bound over, which may change their status. 

The Management Committee will: 

• Monitor and evaluate all Safeguarding practice at Skills Enterprise. 

• Support and promote better learning and Safeguarding practice; receive Safeguarding 

reports on reviews of Safeguarding systems. 

• Make recommendations for areas for development of Safeguarding and seek 

confirmation that senior management groups have considered these. 

• Receive reports of specific areas of Safeguarding concerns. 

• Ensure reports are presented to the Board of Trustees bi-annually. 

This will provide statistics, advice and implications for practice. 

The Designated Safeguarding Lead will: 

• Maintain up to date knowledge of national policy, best practice and research in the area 

of Safeguarding; will liaise with other organisations and networks to enable the on-going 

development of best practice in relation to Safeguarding. 

• Provide advice to Skills Enterprise on Safeguarding and implications for practice as well 

as in relation to specific incidents. 

• Maintain a Safeguarding recording systems so that comprehensive and accurate 

information is available. 

• Advise and support individuals and departments in receiving and managing incidents of 

alleged harm, abuse or neglect and in ensuring compliance to Skills Enterprise 

Safeguarding policies and procedures. 

• Provide reports and information to the Board of Trustees/Managers regarding 

Safeguarding findings and implications for ongoing practice. 

As part of the country’s counter-terrorism strategy, CONTEST, and especially under the PREVENT 

Strategy (HM Government 2011), Skills Enterprise representatives will work with partner 
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organisations to contribute to prevention of terrorism by Safeguarding and protecting 

vulnerable individuals. 

 

7. Policy Ownership and Status 

This Policy, Safeguarding Children and Adults at Risk is owned by the Project 

Manager/Designated Safeguarding Lead. It will be annually reviewed and updated to reflect best 

practice and legislation in consultation with Projects Manager and approved by the Board of 

Trustees. 

This policy should be read in conjunction with other policies of this nature, namely: 

• Safeguarding Children and Vulnerable Adults Standard Operating Procedure 

• Personal safety 

• Data Protection Policy 
 

8. Confidentiality, Information Sharing and Data Protection 

Where personal data is required to be processed in conjunction with safeguarding action according 

to this policy, the processing activity must be undertaken in accordance with our data protection 

policy.  

Data protection is not a barrier to sharing concerns about a child or an individual at risk. Always be 

open and honest about what you will do with the information. You should make a note in the 

safeguarding report of any express wish not to share the information but not let this prevent you 

from sharing. If you have any concerns about information sharing, contact the NSPCC helpline for 

advice. 

For guidance on information sharing, see: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file

/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf 

 

The reliance on consent is not always appropriate for the following reasons: 

● consent to the processing cannot be given by the data subject; 
● the controller cannot reasonably be expected to obtain the consent of the data subject to 

the processing: 
● the processing must be carried out without the consent of the data subject because 

obtaining the consent of the data subject would prejudice the provision of the protection 
mentioned (safeguarding if children and individual at risk; safeguarding of economic well-
being of certain individuals) 
 

In the circumstances mentioned above, in order to comply with our duty of care and safeguarding, 

we would process information raising safeguarding concerns and share them with relevant 

authorities when required, under the following lawful basis:  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
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a. Where an individual’s life may be at risk we may processing the data according to the 
UK GDPR Article 6(d) and GDPR Article 9 (c) where such processing is vital to the 
individual’s life, and/or Art 10 UK GDPR supported by DPA 2018 Schedule 1, Part 2 
paragraph 18 Safeguarding of children and of individuals at risk and/or paragraph 19 
Safeguarding of economic well-being of certain individuals 

b. Where an individual or child is at risk – UK GDPR Article 6(f) legitimate interest, 
Article 9(g), substantial public interest, Article (10) UK GDPR, supported by DPA 2018 
Schedule 1, Part 2 paragraph 18 Safeguarding of children and of individuals at ris  

c. Where an individual is at economic risk – UK GDPR Article 6(f) legitimate interest, 
Article 9(g) substantial public interest, Article 10 UK GDPR, supported by DPA 2018 
Schedule 1, Part 2 paragraph 19 Safeguarding of economic well-being of certain 
individuals. 
 

When the above conditions are relied upon, an Appropriate Policy Document is required.   

Data subjects’ rights and other UK GDPR provisions may be restricted when concerning personal 

data processed in the circumstances described above. Restrictions on the data subjects’ rights may 

be permitted by the exceptions included in the articles of the individual rights (UK GDPR) or by one 

of the exemptions included between Schedule 2 and 4 of the DPA 2018. Examples of exemptions 

that might apply in the circumstances of safeguarding are the following: 

● Schedule 2, Part 1, paragraph 2 (crime and taxation) 
● Schedule 2, Part 3 (right of others) 
● Schedule 3 – Part 5 (child abuse data) 

 
Exceptions and exemptions are applied on a case by case basis.  

Records of such processing must be kept to account for the action taken. The principles of the UK 

GDPR must be observed at all times.  

 

9. Safer Recruitment 

 
Skills Enterprise is committed to safe recruitment in line with the relevant legislation and guidance 
from government and Regulatory Authorities for recruiting all staff, paid or unpaid. We do this by: 
 

• advertising vacancies with a clear commitment required to safeguarding 

• assigning all posts detailed job descriptions 

• obtaining full personal details with particular relevance to previous work with children, 
young people and adults at risk  

• when a candidate is offered the position the relevant criminal declaration form will be sent 
for completion as set out by the Rehabilitation of Offenders Act 1974 

• Having a full discussion with the candidate following the disclosure of an offence regarding 
the relevance of the conviction to the job role  

• If we find out someone has a criminal record, this will be disclosed to the Project Manager in 

the first instance. They would liaise with the relevant Safeguarding lead, with the support of 

the Project Manager where necessary.  

• For paid staff and Trustees, always taking up two written references, one from the most 

recent employer. At least one reference should be from a previous employer (unless the 
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individual has not previously been employed).  For volunteers, we will ask for two references 

for roles that involve working with children, or adults at risk, in line with safer recruitment. 

• undertaking all interviews face to face, based on the job description  

• ensuring at least one person on each interview panel will have undertaken Safer 
Recruitment training, in line with the relevant Regulatory Authority/Local Safeguarding 
Board safe recruitment guidelines. All interviews will include a safeguarding question. 

• having sound procedures and recording for interviewing to ensure we are satisfied, and can 
evidence that the applicant is appropriate and suitable 

 
Any appointment to a role which has direct and/or unsupervised access to adults at risk will only 
be confirmed subject to: 

✓ a satisfactory Disclosure & Barring Service (DBS) check at the appropriate level  
✓ a follow up of written references by telephone if relevant to vacant post  
✓ documentary evidence of essential qualifications  
✓ documentary evidence checks of “right to work” status (paid staff only), identity, 

nationality, and residency. 

✓ fitness to work as relevant  
 
Wherever possible, DBS checks will be conducted prior to the new starter beginning in their role.  

Where this cannot be achieved, we will conduct case-by-case risk assessments, self-disclosures, and 

appropriate supervision while we wait.  In particular, no individual for whom a DBS check has yet to 

be received may be left alone with an adult at risk. 

DBS checks will be renewed every three years.  

10. Induction and Training 

 

We have a clear induction and training strategy with clear job descriptions and responsibilities and 
all relevant procedures.   
 
All new staff and trustees will receive induction training as soon as possible and sign to record they 
have: 

• received and understood this policy.  

• been given any relevant resources 

• understood the commitment to safeguarding 

• Volunteers will sign to say they have received and read the Safeguarding Statement 
(condensed safeguarding policies) 

 
All staff will receive safeguarding training regardless of their role. Those volunteers who work with 
children or adults at risk will receive Safeguarding training. Safeguarding refresher training will be 
offered every two years. 
 
Managers and those working directly with at risk groups will also undertake the free online 
government training for PREVENT/Channel and FGM 
 
For staff appointments with set hours Skills Enterprise will agree a probationary period of at least 

three months, with clear goals and regular support, including a mid-point review.  Volunteers 

working with children or adults at risk will have a probationary period of one month which may be 

extended to three months. Casual staff, occasional volunteers, and those on zero-hours contracts 

http://course.ncalt.com/Channel_General_Awareness/01/index.html
https://fgmelearning.co.uk/
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are not subject to a probationary period, but Skills Enterprise reserves the right not to offer work on 

an ongoing basis to these staff. 

All staff and volunteers will receive regular, ongoing support in their work. 
 
For volunteer roles that do not involve working with children/vulnerable adults, induction and 
supervision may be carried out as part of a group.  
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