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1. Introduction 
 
 The purpose of this policy is to clearly define South Essex Home’s 
commitment to the Safeguarding of Children and Young Persons and to 
provide guidance for staff, volunteers and contractors who come into 
contact and or provide services to children and families on behalf of this 
company and/or in co-operation with other partner agencies. This policy 
does not affect or remove partner agencies and contractors statutory and 
legal obligations to adopt their own operational policies and procedures to 
support Safeguarding and Information sharing protocols. 

2. General Policy Statement  

It is the policy of South Essex Homes to ensure that in line with the Local 
Safeguarding Children Board (LSCB) guidance and SET Children 
Protection Policy that in all its activities there are proper and effective 
processes in place to support staff, volunteers, contractors and our 
customers in Safeguarding the welfare of children and young persons. 
South Essex Homes recognises that all children and young persons have 
a right to be protected from abuse and takes seriously its responsibility to 
protect and safeguard the welfare of children and young persons known to 
them who are suffering or at risk of suffering significant harm and will: 
 
�  Respond swiftly and appropriately to suspicions or allegations of   
     abuse.  
�  Have clear published and communicated processes for addressing  
     concerns. 
�  Train staff and volunteers in recognising abuse and action to be taken. 
�  Provide parents, children, young persons, staff and others with an      
     opportunity to voice concerns. 
�  Share information in line with multi-agency information sharing   

           protocols. 
�  Maintain effective links and joint working protocols with statutory child 

care authorities and partner agencies. 
�  Maintain safe recruitment processes. 
�  Nominate a Safeguarding Champion as Designated Officer with 

responsibility for dealing with all allegations or suspicions of abuse. 
�  Review and revise this policy and procedure as appropriate 
�  Enable all stakeholders to be involved in developing and reviewing the 

service and support we will provide.  

3. Aims 

The policy aims to demonstrate South Essex Home’s commitment to 
Safeguarding the welfare of its residents and customers and that it has 
robust processes to safeguard and promote the wellbeing of families, 
children and young persons within its spectrum of services. The employer 
and employees have a duty of care that extends to all children and young 
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persons with whom they have a working contact and the policy objective is  
to clearly define this and the actions to be taken in the event of concerns 
and to provide clarity for data sharing protocol for staff and others.  

4. Policy 

South Essex Homes is responsible for adopting a clear and robust policy 
for Safeguarding and it is intended that this document will provide staff and 
volunteers in contact with children and young persons with confidence to 
apply the guidelines and data sharing protocol in a fair and systematic 
approach that is essential to protecting children and young persons from 
suffering harm from abuse or neglect and to prevent them from offending. 

4.1. This document should be read in conjunction with:                           
SET (Southend, Essex and Thurrock) Child Protection Procedures and 
The LSCB (Local Safeguarding Children Board) guidance* 

www .lscb@southend.gov.uk 

*currently under review. 

Further information is available at:                                                                      
Every Child Matters                                                           
www.everychildmatters.gov.uk.         

What To Do if You’re Worried a Child Is Being Abused  

www.doh.gov.uk/safeguardingchildren. 

Information Sharing: Guidance for Practitioners and Managers. 

www.cabinet-office.gov.uk 

Keeping Children Safe 

www.direct.gov.uk/keepingchildrensafe 

 4.2 Copies of SET Child Protection Procedures are available for reference 
at all SEH offices and Hostels.   

 4.3 Relevant Legislation: 

The Childrens Act 1989  

The Children Act 2004  

Children Leaving Care Act 2000 

Protection of Children Act 1999 

Local Government Act 2000 

Criminal Justice Act 2003 
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The Human Rights Act 1998 & European Convention of Human Rights 

Common Law Duty of Confidentiality 

Data Protection Act  

4.4. What is Abuse or Neglect                                                                                     
(definition from ‘Working together to Safeguard Chi ldren 2006 DfES)   

Abuse and Neglect are forms of maltreatment and can be inflicted by a 
person/s or by failing to act to prevent harm. A child or young person may 
be abused in a family, institution or community setting, by those known to 
them, or more rarely, by a stranger. The abuse may be from an 
adult/adults/another child or children.  Abuse is defined as: 

Physical Abuse:  physical abuse may involve hitting, shaking, throwing, 
poisoning, burning or scalding, drowning, suffocating, or otherwise causing 
physical harm. Harm may also be caused when a parent or carer 
fabricates the symptoms of, or deliberately induces an illness. 

 Emotional Abuse: emotional abuse is the persistent emotional 
maltreatment such as to cause severe and persistent adverse effects on 
emotional development. It may include conveying that they are 
worthless/unloved/inadequate/values only in so far as they meet the needs 
of another. It may feature age or developmentally inappropriate 
expectations that may include interactions beyond development capability 
as well as an over protection or limitation of exploration and learning or 
preventing participation in normal social interaction. It may involve seeing 
or hearing ill-treatment of another or serious bullying leading to a feeling of 
fear and danger or corruption or exploitation. 

Sexual Abuse:  sexual abuse involves forcing or enticing to take part in 
sexual activities including prostitution whether or not the child/young 
person is aware or not. The activities may involve physical contact, 
including penetrative or non penetrative acts.  It may include non-contact 
activities such as looking at or production of pornographic material or 
watching sexual activities or encouraging children or young persons to 
behave in sexually inappropriate ways. 

Neglect:  neglect is the persistent failure to meet a child or young persons 
basic physical and/or psychological needs, likely to result in the serious 
impairment of health and development. Neglect may occur during 
pregnancy as a result of maternal substance misuse. Once a child is born 
neglect may involve a parent or carer failing to provide adequate food and 
clothing, shelter including exclusion from home or abandonment, failing to 
protect from physical and emotional harm, failure to ensure adequate 
supervision including use of inadequate carers , or the failure to ensure 
access to appropriate medical care and treatment. 

4.5 Domestic Violence (DA): domestic violence involving children is an 
increasing area of concern and therefore whilst still referring to South 
Essex Homes Domestic Abuse Policy www.southessexhomes  it is 
important that where domestic violence is suspected or disclosed either 
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relating to the victim, witness or perpetrator that those receiving the 
disclosure should reference this Safeguarding policy and consideration 
must be given not just to the young person directly involved but also 
secondary persons e.g. siblings . 

4.6. What to do if you have a concern about a child  or young person: 

Safeguarding (Child Protection) investigations are the responsibility of the 
Police and the local authority (Southend Borough Council) however South 
Essex Homes employees, volunteers and others acting on behalf of SEH 
have a responsibility to act on any disclosures of, suspicion of, abuse. 

In the first instance any concerns relating to child protection should be 
discussed with the employees or other persons Line Manager AND South 
Essex Homes Safeguarding Champion (Group Manager – Housing 
Services) detail of the responsibilities and contact arrangements of the 
Safeguarding Champion and Nominated Person are explained in Section 
6 of this policy and procedure document. Where neither the employees 
line manger or the Safeguarding Champion are available (i.e. because of 
annual or sick leave) then the most Senior Service relevant Manager or 
Executive Director available should be consulted and immediate dialogue 
with the local authorities Safeguarding Locality Champions commenced 
(contact details of the LA’s Locality Champions can be found at Section 14 
Appendix. See also Process Flow Chart Section 14 Appendix  

Where staff have a concern because of something that has personally 
been seen or heard or where a child or young person may have chosen to 
disclose something then the following should apply: 

�  The persons/s and or circumstances should be believed and 
support should reflect this. 

�  The child / young person or person reporting the matter should be 
allowed to speak freely.  

�  Confidentially cannot be promised, there is a duty to share 
information with Children’s Social Care services and/or Police. 

�  Listen to what is being said without expressing shock or disbelief  or 
question 

�  Reassurance should be offered but only as far is honest and 
achievable .eg. ‘everything will be alright now’, ‘you wont have to 
see this person again’  neither of these are guaranteed so should 
not be offered as an outcome. 

�  Do reassure and alleviate the blame .e.g ‘you’re not to blame’. 
�  No interrogation should take place – it’s the responsibility of Police, 

when a crime has been committed, and Social Care to investigate 
�   No leading questions to be asked .e.g. ‘were you touched 

elsewhere? Doing so could prejudice any subsequent investigation 
�  Ask open questions -e.g. ‘is there anything else you want to tell 

me?’ 
�  The child/young person should not be asked to repeat the 

information to another member of staff, volunteer or person acting 
on behalf of SEH. 

�  Notes should be taken of the conversation or what has been 
observed and where it is not possible to do during the 
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conversation/incident it should be undertaken as soon as possible 
afterwards. 

�  Information should be accurate and reflect exactly what has been 
said or seen –paraphrasing is not acceptable. 

�   No physical examination is permitted and any report should seek to 
record only any obvious injuries or physical signs. 

�   Notes/report must be signed, dated and record the origin of the 
information.  

�  The matter should not be discussed with any other persons. 
�  And finally an explanation of what will be done next and who will be 

advised should be given. 

4.7. What happens next: The Safeguarding Champion or the identified 
person acting in their absence will determine in consultation with the 
person reporting the concern whether the circumstances warrant a referral. 
Where there is doubt it should be assumed that the matter warrants 
investigation as it is important to ensure that even apparently less serious 
allegations are followed up and examined objectively by someone 
independent. The referral process should therefore be commenced. If the 
designated SEH person cannot be contacted and the situation requires 
emergency response then the matter should be referred directly to the 
Police or Social Services and retrospective involvement from SEHSC 
should be sought. . 

The Safeguarding Champion or their representative in consultation with 
the person reporting the concern must notify the First Contact Team on 
01702 534495 during office hours and 08456061212 out of hours to 
register the concerns. The verbal referral must be followed up within 24 
hours with a written CAF (Common Assessment Framework) referral form. 
The relevant template can be downloaded from SBC website @ 
www.southend.gov.uk or see section 14 Appendix of this document. 
Copies of the form are also available from the Supported Housing section 
at SEH and via the SEH Intranet. For some children or young persons 
requiring child protection referral a CAF may already have been completed 
either by the Integrated Youth Support Service or a colleague from another 
agency/service provider - the relevant locality office can check this: 

West Locality Office :     01702 483805       
 Central Locality Office :  01702 618553     
 East Locality Office :  01702 295085  

If a CAF has previously been submitted by another then only the sections 
relevant to this referral need be completed. 

The Safeguarding Champion must follow up with First Contact any referral 
made if there has been no response back within 3 working days. 

The Safeguarding Champion should complete a Safeguarding Incident 
Form and retain in SEH SI (safeguarding incidents) folder. Any subsequent 
involvement, action or advice relating to the disclosure or concern must be 
recorded in the Incident File together with a summary of any conversations 
/case meetings relevant to the matter. 
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The local authority (SBC) will ensure that SEH Safeguarding Champion is 
advised of actions/outcomes and both the SEHSC and member of staff 
associated with the report may be requested to attend a child protection 
conference. Where necessary support for the member of staff will be 
provided.  

Information relevant to the child/young person and the concerns can only 
be provided to the designated team within the local authority and Police   - 
see also Section 8  Data Protection and Sharing Protocol. Any requests 
from partners or other agencies requesting Child Protection information 
must be redirected to SEH Safeguarding Champion and where relevant to 
SEH nominated Data Protection Officer. All requests must be recorded on 
the relevant safeguarding incident file. 

5. Training of staff  

SEH is committed to raising awareness of Safeguarding and will ensure 
that all employees/volunteers/ board and contractors have knowledge of 
LSCB SET principals and that there is clear understanding of the referral 
processes and responsibilities within the company. 

Staff will undertake appropriate training and refresher updates. LSCB 
Competency Level 1 in SET procedures or equivalent will be provided for 
front line and relevant managers. LSCB Competency Level 4  - Managing 
Allegations of Abuse or its equivalent will be provided for managers and 
Safeguarding Champion. 

A training needs analysis is routinely carried out for all staff at least 
annually within the appraisal and development reviews and any additional 
skills/knowledge requirements are identified and addressed. 

Training is provided both internal and /or external as required and in 
response to changes in legislation/guidance; refresher and update 
sessions are offered. 

Training logs are maintained by SEH Human Resources section and these 
reflect and monitor the skill sets and requirements of all staff. 

Appraisals and Development reviews and 1:1 sessions for those staff 
working with children and young persons will have specific reference to 
Safeguarding.    

There is specific guidance on safe working practises for staff who work 
with or are likely to interact with children or young persons within the work 
environment see Section 14 Appendix for more details. 

6. Responsibility:  South Essex Homes and its employees have a duty of 
care that extends to all children and young persons with whom they have a 
working contact and must therefore ensure that any concerns observed, 
reported are addressed in line with this policy and procedure. 



 

SafeguardingLKMRevJan2009   Page 9 of 41 

South Essex homes has an appointed Safeguarding Champion who is The 
Group Manager – Housing Services. The Safeguarding Champion is 
responsible for: 

�  Providing a focal point for liaison with authorised agencies and 
partners 

�  Ensuring child protection procedures are known and followed by all 
SEH staff, volunteers and contractors. 

�  Providing support for staff involved in a referral process. 
�  Being available to discuss with SEH staff concerns about suspected 

child abuse.  
�  Ensuring referrals both verbal and written are dealt with and 

actioned promptly and in accordance with the policy and procedure. 
�  Maintaining the Safeguarding Incident file and ensuring all ongoing 

contact/enquiry/data is recorded. 
�  Reporting immediately any serious case incidents such as death or 

serious accident to the Head of Children’s Specialist Services at 
SBC. 

�  Attending Safeguarding Champions or other related meetings or 
events as required. 

7. Recruitment: South Essex Homes has an equal opportunities 
recruitment policy and seeks to employ only those who have relevant skills 
or the potential for development consistent with the post specification. 
 
The recruitment and selection procedures are robust and are compliant 
with relevant guidance for employees working with children and young 
persons. See www.everychildmatters.gov.uk/recruitmentand selecti on 
checklist   
 
Advertisements for all posts makes reference to CRB requirements and 
posts in those areas directly involved with working with children and young 
persons will include specific reference to Safeguarding. 
 
Confirmation of appointment is always subject to satisfactory references 
and CRB checks. 
 
8. Data Protection and Data Sharing Protocols: 
South Essex Homes fully commits to and complies with data protection 
principals and the relevant policy can be found @ 
www.southessexhomes.southend.gov.uk/dataprotection   
 
Safeguarding places specific duties on those working with children and 
young persons that where criteria is met this will override some of the 
basic principals of Data protection. Southend Borough Council has a 
robust Children’s Partnership Information Sharing Protocol to which South 
Essex Homes is a partner agency.  
 
Details can be found on the SBC website but it is important for clarity 
within these procedures that they are fully accessible and documented. 
The following is an extract from the protocol:  
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Sharing Information is vital for early intervention to ensure that children 
and young people with additional needs get the services they need.  It is 
also essential to protect children and young people from suffering harm 
from abuse or neglect and to prevent them from offending. The purpose of 
the protocol is to give practitioners in contact with children & young people 
the confidence to apply a systematic approach to information sharing by: 

·  Understanding what to do; and 
·  The most effective ways of sharing information, if they believe a 

child or family may require particular services in order to achieve 
positive outcomes or are at risk of suffering harm. 

The protocol does not affect or remove any partner agencies statutory and 
other legal obligations.  All partner agencies should have their own 
operational policies and procedural guidance in place to support this multi-
agency Information Sharing protocol. 
 
Two main terms used to describe information being shared are defined in 
the Data Protection Act as Personal Identifiable Information  or 
Sensitive Personal Information . 

Personal Identifiable Information - this means any data relating to 
a living person where that person can be identified from the 
information on its own or from that and other information available.  
It includes their name, address and telephone number as well as 
any reports or records. 
Sensitive personal information - is personal data that contains 
information relating to an individual’s racial or ethnic origin, political 
opinions, trade union membership, physical/mental health, sexual 
life or any offences or alleged offences. 

The Southend Children’s Partnership subscribes to, the principles set out 
in the DfES Information Sharing: Practitioners Guide, and encourages 
practitioners in Southend to work to these principles: 

·  Explain openly and honestly at the outset what info rmation 
will or could be shared, and why, and seek agreemen t – 
except where doing so puts the child or others at r isk of 
significant harm. 

·  The child’s safety and welfare must be the overridi ng 
consideration when making decisions on whether to s hare 
information about them. 

·  Respect the wishes of children and families who do not 
consent to share confidential information – unless in your 
judgement there is sufficient need to override that  lack of 
consent. 

·  Seek advice when in doubt. 
·  Ensure information is accurate, up-to-date, necessa ry for 

the purpose for which you are sharing it, shared on ly with 
those who need to see it, and shared securely. 

·  Always record the reasons for your decision – wheth er it is 
to share or not . 

When sharing information it is the practitioner’s responsibility to ensure 
that the information is: 

·  Factually correct 
·  Accurate  
·  Relevant 
·  Current 
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·  Transferred in a secure manner 
·  Shared when there is a legitimate purpose for you or your 

agency to share the information 
When receiving information it is the practitioner’s responsibility to ensure 
that: 

·  There is a clear record of where the information was sent from 
·  It is stored securely 
·  The reliability, validity and accuracy of the information is confirmed 
·  Receipt of information is sent 

This protocol does not supersede any policy, protocol or guidelines partner 
agencies currently use. 
It is acknowledged that complaints about information sharing are likely to 
be raised by families, children and young people as well as partner 
agencies. The agency initially receiving the complaint would record 
relevant details and in the first instance inform the agency that the 
complaint related to.  This should happen within 3 working days. At all 
times, the complainant will be kept up to date with any developments 
relating to the complaint. If a complainant was not satisfied with the initial 
response from the agency concerned then the agency would invoke their 
formal complaints procedure. 
Any agencies receiving inaccurate information will need to be advised of 
the correct information to allow for records to be amended.. 
 
The Information Sharing Protocol will be reviewed annually, following its 
adoption in June 2007, by the Children & Young People’s Strategic 
Partnership, where amendments will be agreed.  All partner agencies will 
then take the Information Sharing Protocol annually to their individual 
executive team meetings for formal recognition and adoption.  This 
process will be documented through relevant minutes and the Information 
Sharing Protocol will then be officially signed off annually at the Children & 
Learning Partnership meeting. 
 
Information Sharing Protocol Partners are: 
Southend Borough Council Essex Police 
Southend Schools Southend Hospital NHS Trust 
Southend Youth Offending 
Service 

South Essex Partnership NHS 
Trust 

Southend Schools Governors 
Association 

South East Essex Primary Care 
NHS Trust 

Essex, Southend and Thurrock 
Connexions 

Essex Ambulance Service 

Southend Drug Action Team Essex Fire & Rescue Service 
South Essex Homes Essex Probation Service 
Independent schools in Southend South East Essex College 
Southend Ethnic Minority Forum Learning and Skills Council 
Southend Local Safeguarding 
Children Board 

Southend Association of Voluntary 
Services 

Southend Excellence Cluster and 
‘Scollar Trust’ 

Children’s Fund 

Nova Partnership Catholic Diocese of Brentwood 
 Church of England Diocese of 

Chelmsford 
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9. Equality and Diversity  

South Essex Homes aspires to ensure that its residents build strong, proud 
communities, develop shared values, a sense of belonging to their 
neighbourhood. 

South Essex Homes is fully committed to the promotion of equality of 
opportunity and aims to provide accessible services in ways that are fair 
and accountable.  We also aim to meet resident’s needs as far as possible 
and in doing so welcomes and values the diversity of the communities that 
it serves. 

South Essex Homes recognises that many groups and individuals may 
experience disadvantage because of their race, religion, ethnic origin, 
gender, age, disability, sexual orientation or gender identity and aim to 
treat all people fairly and with respect.  

South Essex Homes fully supports the principle of equality and diversity 
and firmly opposes all forms of unlawful or unfair discrimination. All 
persons shall have equality of opportunity and access and must be treated 
fairly, impartially and consistently in their dealing with South Essex Homes.  
South Essex Homes will continually review all its procedures and practices 
to ensure that no individual or groups are put at a disadvantage, either 
directly or indirectly. 

10. Review and Monitoring  

The Policy was introduced in June 2009, and will be reviewed in June 
2010 by the Group Manager – Housing Services. 

11. Complaints 

Our commitment to you 
We are committed to improving our services, and one way we can do this 
is by listening when somebody sends us a comment, complaint or 
compliment. We always try to get things right first time, but we appreciate 
that this might not always happen, and your comment, complaint and 
compliment is valuable to us. 
 

 
If you want to tell us what you like about our services, or if you want to say 
‘thank you’ to us. Or, if you are not happy with the service you have 
received from South Essex Homes please contact us on freephone 0800 
833 160. 

12. How to Contact Us   

For more information about this document please contact us 

Write to us at:  South Essex Homes, Cheviot House, PO BOX 5817, 
Southend on Sea, SS1 9EL 
Phone: 0800 0234057 
Minicom : 0800 833 162  
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Email: Supportedhousing@seh.southend.gov.uk  
Visit:  www.southessexhomes.co.uk 
Minicom : 0800 833 162  
 
13. Translation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

SafeguardingLKMRevJan2009   Page 14 of 41 

14. Appendix 

USEFUL CONTACT DETAILS:  

South Essex Homes 
Safeguarding 
Champion 
(Group Manager – 
Housing Services) 

 
Office Hours: 01702 214229 
Out of Hours: Southend Careline  
                        01702 332062  
 

First Contact Team 
Department of Children 
and Learning 
PO Box 59, Queensway 
House 
Southchurch Road 
Southend on  Sea SS2 
5TB 
 

 
Office Hours: 01702 534495 
Out of Hours: 08456061212 

Southend Locality 
Safeguarding 
Champions 
Southend West 
Southend Central 
Southend East 
 

 
 
01702 478426  Mob: 07900891873 
01702 464315  Mob: 07717814449 
01702 293780  Mob: 07876443656 

EST Connexions  
Westergaard house 
The Matchyns 
London Road 
Rivenhall  
Essex  CM8 3HA 
 

  
Office: 01376 533060 
Mobile: 07717814460 

South Essex Homes  
Data Protection Co-
coordinator 
 

01702 236115 
www.southessexhomes.gov.uk  

Southend 
Safeguarding Children 
Board 
 

01702 534582 
Iscb@southend.gov.uk  
 

Department of Health 
Publications 

www.doh.go.uk/safeguardingchildren/index/htm  

Every Child Matters  www.everychildmatters.gov.uk  

Criminal Records 
Bureau 
PO Box 91 

08709090811 
www.crb/gov.uk  



 

SafeguardingLKMRevJan2009   Page 15 of 41 

Liverpool L69 2UH 

NSPCC Child 
Protection 
 Help Line  

08088005000 
help@nspcc.org.uk  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�  CAF REFERRAL FORM TEMPLATE 
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Notes for use: If you are completing form electronically, text boxes will expand to fit your text 

Where check boxes appear, insert an ‘X’ in those that apply.  

Identifying details  

Record details of unborn baby, infant, child or young person being assessed. If unborn, state name as ‘unborn baby’ 
and  
mother’s name, e.g. unborn baby of Ann Smith. 
 
Name        AKA1/previous names       
     
Male         Female           Unknown     Date of birth or EDD2       
     

 Contact tel. no.       
   
 Unique ref. no.       
   
 Version no.       

Address       

   
     
Postcode        Religion       
     
     

Ethnicity  
 
White British   Caribbean   Indian   White & Black  

Caribbean 
 

 Chinese  

White Irish  
 

 
 

African  
 

 Pakistani  
 

 White & Black 
African 
 

 
 

Any other   
ethnic group* 
 

 
 

Any other 
White  
background* 

 Any other 
Black  
background* 

 Bangladeshi  
 

 White & Asian  
 

 

 
 

Not given  
 

 

Gypsy/Roma         Traveller of Irish    
Heritage 

Any other Asian 
background* 

 Any other mixed 
background*  
 

 
 

 

 
     
*If other, please specify        Immigration status       
     
Child’s first language        Parent’s first language       
      
Does the child have a disability? 

 
Yes  No  

 
If ‘yes’ give details        

 
Is an interpreter or signer required? 
 

Yes  No  Has this been arranged? 
 

Yes  No  
 
Details of any special requirements 
(for child and/or their parent) 
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1 ‘Also known as’ 

2 Expected date of delivery 

 
Assessment information 

 
People present 
at assessment 
 

      

 
 
What has led to this unborn baby, infant, child or young person being assessed? 
 

      

  
Details of parents/carers 
  
Name        Contact tel. no.        

 
Relationship to unborn baby, infant, child or young person         

 
Parental responsibility? Address        

Yes  No  

 

 
 
 
Name        Contact tel. no.        

 
Relationship to unborn baby, infant, child or young person         

 
Parental responsibility? Address        

Yes  No  

 

 
 
Current family and home situation 
 
(e.g. family structure including siblings, other significant adults etc; who lives with the child and who does not live  
with the child) 
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Details of person(s) undertaking assessment 
 
Name        Contact tel. no.        

 
 Role       
   
 Organisation       

Address       

 
 
Name of lead professional (where applicable)        

 
Lead professional’s contact number        

 
Services working with this infant, child or young p erson  
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GP  Details Tel.       

 
   

      

  
      

 Details Tel.       

 

Early years or 
education/training  
provision   

      

  

U
ni

ve
rs

al
 

      
Service       Details Tel.       

 
   

      

  

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 

O
th

er
 s

er
vi

ce
s 

 

      

 

 

 
 
 
 
 

CAF assessment summary: strengths and needs 
 
Consider each of the elements to the extent they are appropriate in the circumstances. You do not need to comment on 
every element. Wherever possible, base comments on evidence, not just opinion, and indicate what your evidence is. 
However, if there are any major differences of view, these should be recorded too. 
 
1. Development of unborn baby, infant, child or you ng person 

 
 
 
 
 
 

Health  
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General health 
Conditions and impairments; access to 
and use of dentist, GP, optician; 
immunisations, developmental checks, 
hospital admissions, accidents, health 
advice and information 

      

  
Physical development 
Nourishment; activity; relaxation; vision 
and hearing; fine motor skills (drawing 
etc.); gross motor skills (mobility, playing 
games and sport etc.) 
  

      

  
Speech, language and communication 
Preferred communication, language, 
conversation, expression, questioning; 
games; stories and songs; listening; 
responding; understanding 
 

      

  
Emotional and social development 
Feeling special; early attachments; 
risking/actual self-harm; phobias; psychological 
difficulties; coping with stress; motivation, 
positive attitudes; confidence; relationships with 
peers; feeling isolated and solitary; fears; often 
unhappy 

       

    
Behavioural development 
Lifestyle, self-control, reckless or impulsive 
activity; behaviour with peers; substance 
misuse; anti-social behaviour; sexual 
behaviour; offending; violence and aggression; 
restless and overactive; easily distracted, 
attention span/concentration 

 

       

 
 
 
 
1. Development of unborn baby, infant, child or you ng person (continued)  

       Identity, self-esteem, self-image 
and social presentation 
Perceptions of self; knowledge of 
personal/family history; sense of belonging; 
experiences of discrimination due to race, 
religion, age, gender, sexuality and disability 

 
  

Family and social relationships 
Building stable relationships with family, peers 
and wider community; helping others; 
friendships; levels of association for negative 
relationships 
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Self-care skills and independence 
Becoming independent; boundaries, rules, 
asking for help, decision-making; changes to 
body; washing, dressing, feeding; positive 
separation from family 

 

       

Learning 
 

  

Understanding, reasoning and 
problem solving 
Organising, making connections; being 
creative, exploring, experimenting; 
imaginative play and interaction 

 

      

  
Participation in learning, education 
and employment 
Access and engagement; attendance, 
participation; adult support; access to 
appropriate resources 

 

      

  
Progress and achievement in learning 
Progress in basic and key skills; available 
opportunities; support with disruption to 
education; level of adult interest 

 

      

  
Aspirations 
Ambition; pupil’s confidence and view of 
progress; motivation, perseverance 

 

      

 
 

Parents and carers 

Basic care, ensuring safety 
and protection 
Provision of food, drink, warmth, shelter, 
appropriate clothing; personal, dental hygiene; 
engagement with services; safe and healthy 
environment 

      

   
Emotional warmth and stability 
Stable, affectionate, stimulating family 
environment; praise and encouragement; 
secure attachments; frequency of house, 
school, employment moves 
 
 
 
 
 
 

      

   
Guidance, boundaries       
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and stimulation 
Encouraging self-control; modelling positive 
behaviour; effective and appropriate discipline; 
avoiding over-protection; support for positive 
activities 

 
3. Family and environmental 

Family history, functioning and well-being 
Illness, bereavement, violence, parental 
substance misuse, criminality, anti-social 
behaviour; culture, size and composition of 
household; absent parents, relationship 
breakdown; physical disability and mental 
health; abusive behaviour 

      

   
Wider family 
Formal and informal support networks from 
extended family and others; wider caring and 
employment roles and responsibilities 

      

   
Housing, employment and 
financial considerations 
Water/heating/sanitation facilities, sleeping 
arrangements; reason for homelessness; work 
and shifts; employment; income/benefits; 
effects of hardship 

      

   
Social and community elements 
and resources, including education 
Day care; places of worship; transport; shops; 
leisure facilities; crime, unemployment, anti-
social behaviour in area; peer groups, social 
networks and relationships 

      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Conclusions, solutions and actions 

Now the assessment is completed you need to record conclusions, solutions and actions. Work with the baby, child or 
young person and/or parent or carer, and take account of their ideas, solutions and goals. 
  

 
What are your conclusions? (For example strengths, no additional needs, additional needs, complex needs, risk 
of harm to self or others)  
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What needs to change? (For example what outcomes, solutions and goals do the child/young person, parent/carer 
and you want to achieve) 
 

 

        

   

 Action plan (in order of priority) Who will do this? By when?  

 

      

 

       

 

       

 

 

     

 

      

 

       

 

       

 

 

     

 

      

 

       

 

       

 

 

     

 
      

 

       

 

       

 

 

   
 
Agreed review date              

 
 

 

 How will you know when things have improved?  

       
 
  

 

 
 
 

 
Child or young person’s comment on the assessment a nd actions identified  
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Parent or carer’s comment on the assessment and act ions identified  

 

        

 
 Consent for information storage and information sha ring 

 
I understand the information that is recorded on this form and that it will be stored and used for the purpose of 
providing services to: 

 

  
 Me 

 
 This infant, child or young person for whom I am a parent 

 
 This infant, child or young person for whom I am a carer 

 

 

 I have had the reasons for information sharing explained to me and I understand those reasons  
 I agree to the sharing of information, as agreed, between the services listed below Yes  No   

      

 (Practitioner to detail what information may be seen by which agencies) 

      

 

   

 Signed       Name       Date        

   

Assessor’s signature 
 

 Signed       Name       Date       

 

  

 
Exceptional circumstances: significant harm to infa nt, child or young person 
If at any time during the course of this assessment you feel that an infant, child or young person has been  
harmed or abused or is at risk of harm or abuse, you must follow your local safeguarding children board  
(LSCB) procedures as set out in the booklet 
What To Do If You Are Worried A Child Is Being Abused (Department of Health, 2003). 

 © CWDC Copyright 2008 Originally produced by DCSF; this 
version produced by CWDC and agreed by DCSF, Feb 2008  
www.ecm.gov.uk/caf�
 
��������������������������������������������������� ��������������������������������������������������� ��������������������������������������������������� �������� 

�  SAFEGUARDING INCIDENT FORM TEMPLATE  
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SOUTH ESSEX HOMES  
SAFEGUARDING CHILDREN & YOUNG PERSONS FILE RECORD 
 
SAFEGUARDING INCIDENT FORM       
 
Date  
Time  
Locality  
Location  
Reference Number (SEH next numeric)   
 
EVENT DETAILS 
 
EVENT BRIEF DETAILS 
Name(s) of staff involved   

 
 
NAME DOB 
  

 

Name(s) of young people involved 

 
 

 

During an interview  
During a group session  
Other contact  
Request from other agency      
(please state details) 

 

information volunteered by other individuals 
(names should be on written report only) 

 

 
SUBSEQUENT ACTION /CONTACT/INFORMATION (IN DATE ORD ER)  
 
DATE AND TIME  DESCRIPTION  
 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

�  PROCESS FLOW CHART 

Process Flowchart 
Note: this is a summary (quick reference guide) for the sequence of action and processes 
where there are concerns for the wellbeing of a child or young person. 
Employees/volunteers/contractors and others should refer to the policy document and 
information recommended within the policy when making a referral.  
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Guidance for Safer Working Practice 

for Adults who Work with 
Children and Young People. 
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This guidance is based upon an original IRSC 1document - ‘Guidance for Safe Working Practice 

for the Protection of Children and Adults commissioned by DfES2.  
 

All adults who come into contact with children and young people in their work have a 
duty of care3 to safeguard and promote their welfare.  
The Children Act 2004, through the Stay Safe outcome of the Every Child Matters Change 
for Children programme4, places a duty on organisations to safeguard5 and promote the 
well-being of children and young people. This includes the need to ensure that all adults 
who work with or on behalf of children and young people in these organisations are 
competent, confident and safe to do so.  
The vast majority of adults who work with children act professionally and aim to provide a 
safe and supportive environment which secures the well-being and very best outcomes for 
children and young people. However, it is recognised that tensions and misunderstandings 
can occur.  It is here that the behavior of adults can give rise to allegations of abuse being 
made against them. Allegations may be malicious or misplaced. They may arise from 
differing perceptions of the same event, but when they occur, they are inevitably 
distressing and difficult for all concerned and to refute.  Equally, it must be recognised that 
some allegations will be genuine and there are adults who will deliberately seek out, create 
or exploit opportunities to abuse children. It is therefore essential that all possible steps are 
taken to safeguard children and young people and ensure that the adults working with them 
are safe to do so.     
Staff / volunteers, contractors or others could be potential vulnerability whilst interacting 
with children or young persons. This document provides practical guidance for anyone 
who works with, or on behalf of children and young people regardless of their role, 
responsibilities or status. It seeks to ensure that the duty to promote and safeguard the 
wellbeing of children is in part, achieved by raising awareness of illegal, unsafe and 
inappropriate behaviours.   
Whilst every attempt has been made to cover a wide range of situations, it is recognised 
that this guidance cannot cover all eventualities.  There may be times when professional 
judgements are made in situations not covered by this document, or which directly 
contravene the guidance given by their employer. It is expected that in these 
circumstances adults will always advise their senior colleagues of the justification for 
any such action already taken or proposed.   
The guidance contained in this document has due regard to current legislation and 
statutory guidance.  

 
 
 
  
The guidance document was commissioned by the Department for Children, Schools and 
Families. (DCSF). It does not replace or take priority over advice or codes of conduct 
produced by employers or national bodies. It is a generic document that should complement 
existing professional procedures, protocols and guidance which relate to specific roles, 
responsibilities or professional practices.  
It is important that all adults working with children understand that the nature of their work 
and the responsibilities related to it, place them in a position of trust. This practice guidance 

                                                           
1 Investigation Referral and Support Co-ordinators network 
2 Department for Education and Skills. now known as Department for Children, Schools and Families 
(DCSF) 
3 The duty which rests upon an individual to ensure that all reasonable steps are taken to ensure the 
safety of a child or young person involved in any activity, or interaction for which that individual is 
responsible. Any person in charge of, or working with children and young people in any capacity is 
considered, both legally and morally, to owe them a duty of care  
4 www.everychildmatters.gov.uk 
5 Process of protecting children from abuse or neglect, preventing impairment of their health and 
development, and ensuring they are growing up in circumstances consistent with the provision of safe 
and effective care that enables them to have optimum life chances…  Working Together to Safeguard 
Children: 2006 HM Government 
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provides clear advice on appropriate and safe behaviours for all adults working with children 
in paid or unpaid capacities, in all settings and in all contexts. The guidance aims to:  
 

·  keep children safe by clarifying which behaviours constitute safe practice and which 
behaviours should be avoided; 

·  assist adults working with children to work safely and responsibly and to monitor 
their own standards and practice; 

·  support managers and employers in setting clear expectations of behaviour and/or 
codes of practice relevant to the services being provided; 

·  support employers in giving a clear message that unlawful or unsafe behaviour is 
unacceptable and that, where appropriate,  disciplinary or legal action will be taken; 

·  support safer recruitment practice; 
·  minimise the risk of misplaced or malicious allegations made against adults who 

work with children and young people; 
·  reduce the incidence of positions of trust being abused or misused. 
 

Everyone should be familiar with, and know how to access, the Local Safeguarding Children’s Board’s 
policy. 
Adults:  References to ‘adults’ or ‘volunteers’ refer to any adult who is employed, 
commissioned or contracted to work with  or on behalf of, children and young people, in 
either a paid or unpaid capacity.  
Manager: The term ‘manager’ refers to those adults who have responsibility for managing 
services including the supervision of employees and/or volunteers at any level. 
Employer: The term ‘employer’ refers to the organisation which employs, or contracts to use 
the services of individuals in pursuit of the goals of that organisation. In the context of this 
document, the term ‘employer’ is also taken to include ‘employing’ the unpaid services of 
volunteers. 
Safeguarding: Process of protecting children from abuse or neglect, preventing impairment 
of their health and development, and ensuring they are growing up in circumstances 
consistent with the provision of safe and effective care that enables children to have optimum 
life chances and enter childhood successfully6.  
Duty of Care: The duty which rests upon an individual or organisation to ensure that all 
reasonable steps are taken to ensure the safety of a child or young person involved in any 
activity or interaction for which that individual or organisation is responsible. Any person in 
charge of, or working with children and young people in any capacity is considered, both 
legally and morally to owe them a duty of care. 
ine.w.govau/institute/level1/course2/lecture2/l02_01.asp 
Each section of the following provides general guidance about a particular aspect of work 
undertaken with children and young people with, in the right hand column, specific guidance 
about which behaviours should be avoided and which are recommended. Individuals should 
follow this guidance in their day to day practice. It should also be referred to when 
taking on new work, different duties or additional responsibilities.  

                                                           
6 Working Together to Safeguard Children 2006. HM Government (WT 2006) 
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 Guidance for Safe Working Practice 
   
1. Context 
All adults who work with children and young people have a 
crucial role to play in shaping their lives.  They have a unique 
opportunity to interact with children and young people in 
ways that are both affirming and inspiring.  This guidance has 
been produced to help adults working in all settings to 
establish safe and responsive environments which safeguard 
young people and reduce the risk of adults being unjustly 
accused of improper or unprofessional conduct. 
 

  
This means that these guidelines: 
 
�  apply to all adults working in all 

settings  whatever their position, role, 
or responsibilities 

�  may provide guidance where an 
individual’s suitability to work with 
children and young people has been 
called into question.  

 
   
2. ‘Unsuitability’ 7 
The guidance contained in this document is an attempt to identify 
what behaviours are expected of adults who work with children and 
young people. Adults whose practice deviates from this guidance 
and/or their professional or employment-related code of conduct 
may bring into question their suitability to work with children and 
young people. 
 

  
This means that adults should: 
�  have a clear understanding about the 

nature and content of this document 
�  discuss any uncertainties or 

confusion with their line manager 
�  understand what behaviours may 

call into question their suitability to 
continue to work with children and 
young people 

   
3. Confidentiality 
Adults may have access to confidential information about children 
and young people in order to undertake their responsibilities.  In 
some circumstances they may have access to or be given highly 
sensitive or private information. These details must be kept 
confidential at all times and only shared when it is in interests of 
the child to do so and in line with the data sharing protocol Such 
information must not be used to intimidate, humiliate, or embarrass 
the child or young person concerned. 
If an adult who works with children is in any doubt about whether 
to share information or keep it confidential he or she should seek 
guidance from the Safeguarding Champion. Any actions should be 
in line with locally agreed information sharing protocols.   
Additionally, concerns and allegations about adults should be 
treated as confidential and passed to a senior manager without 
delay. 

  
This means that adults: 
 
�  be clear about  when information 

can be shared  and in what 
circumstances  it is appropriate to 
do so 

�  are expected to treat information 
they receive about children and 
young people in a discreet and 
confidential manner 

�  need to know to whom any 
concerns or allegations should be 
reported  

 

   
4. Making a  Professional Judgement  
This guidance cannot provide a complete checklist of what is, or is 
not appropriate behaviour for adults in all circumstances.  There 
may be circumstances in decisions or action taken isin the best 
interests of the child or young person which could contravene this 
guidance or where no guidance exists.  Individuals are expected to 
make judgements in order to secure the best interests and welfare of 
the children in their charge. Adults should always consider whether 
their actions are warranted, proportionate and safe and applied 
equitably. 
 
 
 
 

  
This means that where no specific 
guidance exists adults should: 
�  discuss the circumstances that 

informed the action, with 
Safeguarding Champion  

�  Report any actions which could be 
mis-interpreted to senior manager 
& always discuss any 
misunderstanding, accidents or 
threats. 

�  Record discussions, reasons & 
disagreements  for actions.  

                                                           
7 WT 2006 Chapter 6, page 153. See also AMA document on ‘Unsuitability’ available Dec 07 from 
Allegation Management Advisers in Government Offices.   
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5. Power and Positions of Trust 
As a result of their knowledge, position and/or the authority 
invested in their role, all adults working with children and young 
people are in positions of trust in relation to the young people in 
their care. Broadly speaking, a relationship of trust can be described 
as one in which one party is in a position of power or influence 
over the other by virtue of their work or the nature of their activity. 
It is vital for all those in positions of trust to understand the power 
this can give them over those they care for and the responsibility 
they must exercise as a consequence of this relationship.8 
A relationship between an adult and a child or young person cannot 
be a relationship between equals. There is potential for exploitation 
and harm of vulnerable young people. Adults have a responsibility 
to ensure that an unequal balance of power is not used for personal 
advantage or gratification. 
Adults should always maintain appropriate professional boundaries 
and avoid behaviour which might be misinterpreted by others.  
Where a person aged 18 or over is in a specified position of trust9 
with a child under 18, it is an offence for that person to engage in 
sexual activity with or in the presence of that child, or to cause or 
incite that child to engage in or watch sexual activity. 

  
 
This means that adults should not: 
 
�  use their position to gain access to 

information for their own or others’ 
advantage   

�  use their position to  intimidate, 
bully, humiliate, threaten, coerce or 
undermine children or young people 

�  use their status and standing to form 
or promote relationships  which are 
of a sexual nature, or which may 
become so 

 
 
 

   
6. Propriety and Behaviour 
All adults working with children and young people have a 
responsibility to maintain public confidence in their ability to 
safeguard the welfare and best interests of children and young 
people. It is therefore expected that they will adopt high standards 
of personal conduct in order to maintain the confidence and respect 
of the public in general and all those with whom they work. 
There may be times, for example, when an adult’s behaviour or 
actions in their personal life come under scrutiny from local 
communities, the media or public authorities. This could be 
because their behaviour is considered to compromise their position 
in their workplace or indicate an unsuitability to work with children 
or young people. Misuse of drugs, alcohol or acts of violence 
would be examples of such behaviour.  
Adults in contact with children and young people should therefore 
understand and be aware, that safe practice also involves using 
judgement and integrity about behaviours in places other than the 
work setting.  
The behaviour of an adult’s partner or other family members may 
raise similar concerns and require careful consideration as to 
whether there may be a potential risk to children and young people 
in the workplace particularly where the employee and their family 
share an accommodation site with young persons. 

  
This means that adults should not: 
�  behave in a manner which would 

question their suitability to work 
with children or act as a role 
model. 

�  make, or encourage others to 
make, unprofessional personal 
comments which scapegoat, 
demean or humiliate, or which 
might be interpreted as such 

 
This means that employees and their 
families should: 
�  be aware that  behaviour in their 

personal lives  may impact upon 
their work  with children and 
young people 

�  follow any codes of conduct 
deemed appropriate by their 
organisation  

�  understand that the behaviour 
and actions of their partner (or 
other family members) may raise  
questions about  their suitability 
to work with children and young 
people  

 
 
 
 

   
7. Dress and Appearance   

                                                           
8 Caring for Young People and the Vulnerable. Guidance for Preventing Abuse of Trust Home Office   
9 Sexual Offences Act 2003.Sect 16-19 re-enacts and amends offence of abuse of position of trust 
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A person's dress and appearance are matters of personal choice and 
self-expression.  However adults should dress in ways which are 
appropriate to their role and this may need to be different to how 
they dress when not at work.    
Adults who work with children and young people should ensure 
they take care to ensure they are dressed appropriately for the tasks 
and the work they undertake.   
Those who dress in a manner which could be considered as 
inappropriate could render themselves vulnerable to criticism or 
allegations. 
 

This means that adults should wear 
clothing which: 
�  is appropriate to their role 
�  is not likely to be viewed as offensive, 

revealing, or sexually provocative 
�  does not distract, cause 

embarrassment or give rise to 
misunderstanding 

�  is absent of any political or otherwise 
contentious slogans 

�  is not considered to be discriminatory 
and is culturally sensitive 

   
8.  Personal Living Space 
No child or young person should be in or invited into, the home10 of an 
adult who works with them, unless the reason for this has been firmly 
established and agreed with parents/ carers and senior managers or the 
home has been designated by the organisation or regulatory body as a 
work place e.g. childminders, foster carers. Under no circumstances 
should children or young people assist with chores or tasks in the home 
of an adult who works with them. Neither should they be asked to do so 
by friends or family of that adult. 

 This means that adults should: 
�  be vigilant in maintaining their 

privacy and  mindful of the need to 
avoid placing themselves in 
vulnerable situations 

�  challenge any request for their 
accommodation to be used as an 
additional resource for the 
organisation 

�  be mindful of the need to maintain 
professional boundaries 

�   refrain from  asking children and 
young people  to undertake personal  
jobs or errands  

   

9.  Gifts, Rewards and Favouritism  
The giving of gifts or rewards to children or young people should 
be part of an agreed policy for supporting positive behaviour or 
recognising particular achievements. In some situations, the giving 
of gifts as rewards may be  accepted practice for  a group of 
children, whilst in other situations the giving of a gift  to an 
individual child or young person will be part of an agreed plan, 
recorded and discussed with senior manager and the parent or carer. 
It is acknowledged that there are specific occasions when adults 
may wish to give a child or young person a personal gift. This is 
only acceptable practice where, in line with the agreed policy, the 
adult has first discussed the giving of the gift and the reason for it, 
with the senior manager and/or parent or carer and the action is 
recorded. Any gifts should be given openly and not be based on 
favouritism. Adults need to be aware however, that the giving of 
gifts can be misinterpreted by others as a gesture either to bribe or 
groom11 a young person.   
Adults should exercise care when selecting children and/or young 
people for specific activities or privileges to avoid perceptions of 
favouritism or unfairness. Methods and criteria for selection should 
always be transparent and subject to scrutiny.  
Care should also be taken to ensure that adults do not accept any 
gift that might be construed as a bribe by others, or lead the giver to 
expect preferential treatment. 
 
 
There may be occasions when children, young people or parents 
wish to pass small tokens of appreciation to adults e.g. special 
occasions, thank-you & this is acceptable. However, it is not 

  
 
This means that adults should:  
 
�  be aware of their organisation’s policy  

on the giving and receiving of gifts  
�  ensure that gifts received or given in 

situations which may be misconstrued 
are declared and recorded in honestly 
book. 

�  only give gifts to an individual young 
person as  part of an agreed reward 
system 

�  where giving gifts other than as above, 
ensure that these are of insignificant 
value  

�  ensure that all selection processes 
which concern children and young 
people are fair and that wherever 
practicable these are undertaken and 
agreed by more than one member of 
staff  

 

                                                           
10 This includes any home or domestic settings used  or frequented by the adult   
11 grooming’ – the act of gaining the trust of a child so that sexual abuse can take place.  
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acceptable to receive gifts on a regular basis or of significant value.  

   
11. Infatuations 
Occasionally, a child or young person may develop an infatuation 
with an adult who works with them. These adults should deal with 
these situations sensitively and appropriately to maintain the 
dignity and safety of all concerned. They should remain aware, 
however, that such infatuations carry a high risk of words or actions 
being misinterpreted and should therefore make every effort to 
ensure that their own behaviour is above reproach.   
An adult, who becomes aware that a child or young person is 
developing an infatuation, should discuss this at the earliest 
opportunity with a senior manager or parent/carer so appropriate 
action can be taken to avoid any hurt, distress or embarrassment. 

  
This means that adults should: 
 
�  report and record any incidents or  

indications (verbal, written or 
physical) that suggest a child or young 
person  may have developed an 
infatuation with an adult in the 
workplace  

�  always acknowledge and maintain 
professional boundaries 

 

   

12.  Communication with Children and Young People  
(including the Use of Technology) 

 
Communication between children and adults, by whatever method, 
should take place within clear and explicit professional boundaries. 
This includes the wider use of technology such as mobile phones 
text messaging, e-mails, digital cameras, videos, web-cams, 
websites and blogs. Adults should not share any personal 
information with a child or young person. They should not request, 
or respond to, any personal information from the child/young 
person, other than that which might be appropriate as part of their 
professional role. Adults should ensure that all communications are 
transparent and open to scrutiny. 
Adults should also be circumspect in their communications with 
children so as to avoid any possible misinterpretation of their 
motives or any behaviour which could be construed as grooming. 
They should not give their personal contact details to children and 
young people including e-mail, home or mobile telephone numbers, 
unless the need to do so is agreed with senior management and 
parents/carers. E-mail or text communications between an adult and 
a child young person outside agreed protocols may lead to 
disciplinary and/or criminal investigations. This also includes 
communications through internet based web sites. 
Internal e-mail systems should only be used in accordance with the 
organisation’s policy. 
 

  
This means that the organisation should: 
�  have  a communication policy which 

specifies  acceptable  and 
permissible modes of communication  

This means that adults should: 
�  not give personal contact details to 

children or young people, including 
their mobile telephone number 

�  only use  equipment e.g. mobile 
phones, provided by organisation  to 
communicate with children,  & make 
sure  parents have given permission 
for this form of communication to be 
used 

�  only make contact with children for 
professional & in accordance with 
any organisation  policy 

�  recognise that text messaging is 
rarely an appropriate response to a 
child in a crisis situation or at risk of 
harm. It should only be used as a last 
resort when other forms of 
communication are not possible 

�  not use internet or web-based 
communication channels  to send 
personal messages to  a child/young 
person   

   

13. Social Contact 
14.  
Adults or their families who work with children and young people 
should not seek to have social contact them or their families, unless 
the reason for this contact has been firmly established and agreed 
with senior managers. If a child or parent seeks to establish social 
contact, or if this occurs coincidentally, the adult should exercise 
her/his professional judgement in making a response but should 
always discuss the situation with their manager and the parent of 
the child or young person.  Adults should be aware that social 
contact in certain situations can be misconstrued as grooming. 
 
Where social contact is an integral part of work duties, e.g. pastoral 

 This means that adults should: 
�  have no secret social contact with 

children, young people or their parents 
�  consider appropriateness of the 

social contact according to their 
role and nature of their work 

�  always approve any planned social 
contact with children or parents 
with  senior colleagues, 

�  advise senior management of any 
social contact they have had with a 
child or a parent with who whom 
they work, which may give rise to 
concern 

�  report & record any situation, which 
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work in the community, care should be taken to maintain 
appropriate personal and professional boundaries. This also applies 
to social contacts made through interests outside of work or 
through the adult’s own family or personal networks. 
 
 
 
 
 
 

may place a child at risk or which 
may   compromise the organisation 
or their own professional standing 

�  be aware that the sending of 
personal communications such as 
birthday or faith cards should 
always be recorded and/or 
discussed with line manager. 

�  understand that some 
communications may be called into 
question and need to be justified. 

 
   

15. Sexual Contact  
16.  
All adults should clearly understand the need to maintain 
appropriate boundaries in their contacts with children and young 
people. Intimate or sexual relationships between children/young 
people and the adults who work with them will be regarded as a 
grave breach of trust.  Allowing or encouraging a relationship to 
develop in a way which might lead to a sexual relationship is also 
unacceptable. Any sexual activity between an adult and the child or 
young person with whom they work may be regarded as a criminal 
offence and will always be a matter for disciplinary action. 
Children and young people are protected by specific legal 
provisions regardless of whether the child or young person consents 
or not.  The sexual activity referred to does not just involve 
physical contact including penetrative and non-penetrative acts. It 
may also include non-contact activities, such as causing children to 
engage in or watch sexual activity or the production of 
pornographic material.  'Working Together to Safeguard 
Children'12, defines sexual abuse as “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”. 
There are occasions when adults embark on a course of behaviour 
known as 'grooming' where the sole purpose is to gain the trust of a 
child, and manipulate that relationship so sexual abuse can take 
place.  Adults should be aware that consistently conferring 
inappropriate special attention and favour upon a child might be 
construed as being part of a 'grooming' process and as such will 
give rise to concerns about their behaviour.  

  
 
This means that adults should not: 
�  have  sexual relationships with 

children and young people 
�  have  any form of communication with 

a child or young person which could 
be interpreted as sexually suggestive 
or provocative i.e. verbal comments, 
letters, notes, electronic mail, phone 
calls, texts, physical contact 

�  make sexual remarks to, or about, a 
child/young person 

�  discuss their own sexual relationships 
with or in the presence of children or 
young people 

 
This means that adults should: 
 
�  ensure that their relationships with 

children and young people  clearly 
take place within the boundaries of a 
respectful  professional relationship 

�  take care that their language or 
conduct does not give rise to comment 
or speculation. Attitudes, demeanour 
and language all require care and 
thought, particularly when members of 
staff are dealing with adolescent boys 
and girls. 

 
 
 

   

17.  Physical Contact 
 
Many jobs within the children’s workforce require physical contact 
with children as part of their role. There are also occasions when it 
is entirely appropriate for other adults to have some physical 
contact with the child or young person with whom they are 
working.  
However, it is crucial that in all circumstances, adults should only 
touch children in ways which are appropriate to their professional 
or agreed role and responsibilities. 
Not all children and young people feel comfortable about physical 
contact, and adults should not make the assumption that it is 

  
 
This means that adults should: 
 
�  be aware that even well intentioned 

physical contact may be misconstrued 
by the child, an observer or by anyone 
to whom this action is described 

�  never touch a child in a way which 
may be considered indecent 

�  always be prepared to report and 
explain actions and accept that all 
physical contact be open to scrutiny 

                                                           
12 Working Together to Safeguard Children .A guide to interagency working to safeguard and promote 
the welfare of children HM Government 2006 



 

SafeguardingLKMRevJan2009   Page 34 of 41 

acceptable practice to use touch as a means of communication. 
Permission should be sought from a child or young person before 
physical contact is made. Where the child is very young, there 
should be a discussion with the parent or carer about what physical 
contact is acceptable and/or necessary.  
When physical contact is made with a child this should be in 
response to their needs at the time, of limited duration and 
appropriate to their age, stage of development, gender, ethnicity 
and background.  It is not possible to be specific about the 
appropriateness of each physical contact, since an action that is 
appropriate with one child in one set of circumstances may be 
inappropriate in another, or with a different child. Adults, 
nevertheless, should use their professional judgement at all times, 
observe and take note of the child's reaction or feelings and – so far 
as is possible - use a level of contact and/or form of communication 
which is acceptable to the child for the minimum time necessary.. 
Physical contact which occurs regularly with an individual child or 
young person is likely to raise questions unless there is explicit 
agreement on the need for, and nature of, that contact. This would 
then be part of a formally agreed plan or within the parameters of 
established, agreed and legal professional protocols on physical 
contact e.g. sport activities or medical procedures.  Any such 
arrangements should be understood and agreed by all concerned, 
justified in terms of the child's needs, consistently applied and open 
to scrutiny. 
Physical contact should never be secretive, or for the gratification 
of the adult, or represent a misuse of authority.  If an adult believes 
that their action could be misinterpreted, or if an action is observed 
by another as being inappropriate or possibly abusive, the incident 
and circumstances should be reported to the senior manager 
outlined in the procedures for handling allegations and an 
appropriate record made. Parents/carers should also be informed in 
such circumstances. 
Where a child seeks or initiates inappropriate physical contact with 
an adult, the situation should be handled sensitively and care taken 
to ensure that contact is not exploited in any way. Careful 
consideration must be given to the needs of the child and advice 
and support given to the adult concerned.  
It is recognised that some children who have experienced abuse 
may seek inappropriate physical contact.  Adults should be 
particularly aware of this when it is known that a child has suffered 
previous abuse or neglect.  In the child's view, physical contact 
might be associated with such experiences and lead to some actions 
being misinterpreted. In all circumstances where a child or young 
person initiates inappropriate physical contact, it is the 
responsibility of the adult to sensitively deter the child and help 
them understand the importance of personal boundaries. Such 
circumstances must always be reported and discussed with a senior 
manager and the parent/carer. 
 
 
 
 

�  not indulge in horseplay 
�  always encourage children, where 

possible, to undertake self-care tasks 
independently 

�  work within Health and Safety 
regulations 

�  be aware of cultural or religious views 
about touching and always be sensitive 
to issues of gender 

�  understand that  physical contact in 
some circumstances  can be easily 
misinterpreted 

 
 
 
 
 
 
 
 
 
This means that organisations should: 
 
�  ensure they have a system in 

place for recording  incidents and 
the means by which information 
about incidents and outcomes can 
be easily accessed by senior 
management 

�  make adults aware of relevant 
professional or organisational 
guidance in respect of physical 
contact with children and meeting 
medical needs of children and 
young people where appropriate 

�  be explicit about what physical 
contact is appropriate for adults 
working in their setting 

 

   

18. Behaviour Management 
All children and young people have a right to be treated with 
respect and dignity even in those circumstances where they display 
difficult or challenging behaviour. 

 This means that adults should: 
�  not use force as a form of punishment 
�  try to defuse situations before they 

escalate 
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Adults should not use any form of degrading treatment to punish a 
child. The use of sarcasm, demeaning or insensitive comments towards 
children and young people is not acceptable in any situation.  

 

�  be mindful of factors which may 
impact upon a child or young person’s 
behaviour e.g. bullying, abuse and 
where necessary take appropriate 
action 

 
 

���   Use of Control and  Physical Intervention�
There are circumstances in which adults working with children 
displaying extreme behaviours can legitimately intervene by using 
either non-restrictive or restrictive physical interventions.  
The use of physical intervention should, wherever possible, be 
avoided. It should only be used to manage a child or young 
person’s behaviour if it is necessary to prevent personal injury to 
the child, other children or an adult, to prevent serious damage to 
property or in what would reasonably be regarded as exceptional 
circumstances. When physical intervention is used it should   be 
undertaken in such a way that maintains the safety and dignity of 
all concerned and where possible with the support of the police. 
The scale and nature of any physical intervention must be 
proportionate to both the behaviour of the individual to be 
controlled and the nature of the harm they may cause.   
Under no circumstances should physical force or intervention be 
used as a form of punishment. The duty of care which applies to all 
adults and organisations working with children and young people 
requires that reasonable measures are taken to prevent children 
being harmed.  The use of unwarranted physical force is likely to 
constitute a criminal offence. 
In all cases where physical intervention is employed the incident 
and subsequent actions should be documented and reported. This 
should include written and signed accounts of all those involved, 
including the child or young person. The parents/carers should be 
informed the same day. 

  
 
This means that adults should: 
 
�  always seek to defuse situations  
�  always use minimum force for the 

shortest period necessary 
�  record and report as soon as possible 

after the event any incident where 
physical intervention has been used. 

 
 
This means that organisations should: 
 
�  ensure that an effective recording 

system is in place which allows for 
incidents to be tracked and monitored 

�  ensure adults are familiar with the 
above 

�  ensure that staff are appropriately 
trained  

 
 
 
 
 
 
 
 
 
 

   

20. Children and Young People  in Distress  
 
There will be occasions when a distressed child needs comfort and 
reassurance and this may involve physical contact.  Young 
children, in particular, may need immediate physical comfort, for 
example after a fall, separation from parent etc. Adults should use 
their professional judgement to comfort or reassure a child in an 
age-appropriate way whilst maintaining clear professional 
boundaries.  
Where an adult has a particular concern about the need to provide 
this type of care and reassurance, or is concerned that an action 
may be misinterpreted, this should be reported and discussed with a 
senior manager and parents/carers. 

  
This means the adult should: 
 
�  consider the way in which they offer 

comfort and reassurance to a 
distressed child and do it in an age-
appropriate way 

�  be circumspect in offering 
reassurance in  one to one situations, 
but always record such actions in 
these circumstances 

�  never touch a child in a way which 
may be considered indecent 

�  record and report situations which 
may give rise to concern from 
either party 

�  not assume that all children seek 
physical comfort if they are 
distressed 

   

21. Personal  Care 
Young people are entitled to respect and privacy at all times and 
especially when in a state of undress, changing clothes, bathing or 
undertaking any form of personal care.  
Adults need to be vigilant about their own behaviour, ensure they 

  
This means that adults should: 
�  avoid any physical contact when 

children are in a state of undress 
�  avoid any visually intrusive behaviour 
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follow agreed guidelines and be mindful of the needs of the 
children and young people with whom they work. 

�  refrain from assisting with any 
personal care task. 

   

22.  First Aid and Administration of Medication 
 
It is expected that adults working with children and young people 
should be aware of basic first aid techniques. It is not however, a 
contractual requirement and whilst adults may volunteer to 
undertake such tasks, they should be suitably trained and qualified 
before administering first aid  and/or any agreed medication.  
When administering first aid, wherever possible, adults should 
ensure that another adult is aware of the action being taken.  
Parents should always be informed when first aid has been 
administered. 
In circumstances where children need medication regularly a health 
care plan should have been established with Social Care and or 
parents to ensure the safety and protection of children and they 
could be encouraged to self administer medication or treatment 
including, for example any ointment, use of inhalers. SEH may not 
assist with routine medication/treatments and should ensure 
appropriate support planning has identified need and support 
provider identified and in place. 

  
This means that organisations should: 
�  ensure staff understand the extent 

and limitations of their role  
�  ensure there are trained and  named 

individuals to undertake first aid 
responsibilities 

�  ensure training is regularly 
monitored and updated 

�  always ensure that arrangements are 
in place to obtain parental  consent 
for the administration of first aid  

 
This means that adults should: 
 
�  adhere to the organisation’s  policy 

for administering first aid or 
medication 

�  comply with the necessary reporting 
requirements 

�  make other adults aware of the task 
being undertaken 

�  explain to the child what is 
happening. 

�  always act and be seen to act in the 
child’s best interests 

�  report and record any administration 
of first aid or medication 

�  have regard to any health plan which 
is in place 

 
   
23. One to One Situations 
All organisations working with or on behalf of children and young 
people should consider one to one situations when drawing up their 
policies.  
It is not realistic to state that one to one situations should never take 
place. It is however, appropriate to state that where there is a need, 
agreed with a senior manager and/or parents/carers, for an adult to 
be alone with a child or young person, certain procedures and 
explicit safeguards must be in place. This also applies to those 
adults who do not work as part of an agency or organisation but 
owe a duty of care to the child or young person because of the 
nature of their work.  
One to one situations have the potential to make child/young person 
more vulnerable to harm by those who seek to exploit their position 
of trust.  Adults working in one to one settings with children and 
young people may also be more vulnerable to unjust or unfounded 
allegations being made against them.  
 
 
 Both possibilities should be recognised so that when one to one 
situations are unavoidable, reasonable and sensible precautions are 
taken. Every attempt should be made to ensure the safety and 
security of children and young people and the adults who work 
with them.  
There are occasions where managers will need to undertake a risk 
assessment in relation to the specific nature and implications of one 

  
 
This means that adults should: 
 
�  ensure that when lone working is an 

integral part of their role, full and 
appropriate risk assessments have 
been conducted and agreed. 

�  avoid meetings with a child or young 
person in  remote, secluded areas,  

�  always inform other colleagues and/or 
parents/carers  about the contact(s)  
beforehand, assessing the need to have 
them present or close by 

�  avoid use of 'engaged' or equivalent 
signs wherever possible.  Such signs 
may create an opportunity for secrecy 
or the interpretation of secrecy 

�  always report any situation where a 
child becomes distressed or angry to a 
senior colleague 

�  carefully consider the needs and 
circumstances of the child/children 
when in one to one situations 
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to one work. These assessments should take into account the 
individual needs of the child/young person and the individual 
worker and any arrangements should be reviewed on a regular 
basis. 
Meetings with children and young people outside agreed working 
arrangements should not take place. 
   

24.  Home Visits 
There are workers for whom home visits are an integral part of their work. 
In these circumstances it is essential that appropriate policies and related 
risk assessments are in place to safeguard children and young people and 
the adults who work with them. A risk assessment should include an 
evaluation of any known factors regarding the child/young person, parents 
and others living in the household.  Risk factors such as hostility, child 
protection concerns, complaints or grievances can make adults more 
vulnerable to an allegation. Specific consideration should be given to 
visits outside of ‘office hours’ or in remote or secluded locations.  
Following an assessment, appropriate risk management measures should 
be in place before visits are agreed. Where little or no information is 
available, visits should not be made alone.  There will be occasions where 
risk assessments are not possible or not available, e.g. when emergency 
services are used. In these circumstances, a record must always be made 
of the circumstances and outcome of the home visit. Such records must 
always be available for scrutiny. 
Under no circumstances should an adult visit a child in their home 
outside agreed work arrangements or invite a child to their own 
home or that of a family member, colleague or friend.  If in an 
emergency, such a one -off arrangement is required, the adult must 
have a prior discussion with a senior manager and the parents or 
carers and a clear justification for such arrangement is agreed and 
recorded.  

  
These means that adults should:  
 
�  agree the purpose for any home visit 

with senior management, unless this 
is an acknowledged and integral part 
of their role e.g. social workers 

�  adhere to agreed risk management 
strategies 

�  always make detailed records 
including times of arrival and 
departure  and work undertaken 

�  ensure any behaviour or situation 
which gives rise to concern is 
discussed with their manager and, 
where appropriate action is taken 

 
 This means that employers should: 

 
�  ensure that they have home visit and 

lone-working policies of which all 
adults are made aware. These should 
include arrangements for risk 
assessment and management 

�  ensure that all  visits are justified and 
recorded 

�  ensure that adults are not exposed to 
unacceptable risk 

�  ensure that adults have access to a  
mobile telephone and an emergency 
contact person  

   
25. Transporting Children and Young People 
There will be occasions when adults are expected or asked to 
transport children as part of their duties. Adults, who are expected 
to use their own vehicles for transporting children should ensure 
that the vehicle is roadworthy, appropriately insured and that the 
maximum capacity is not exceeded. 
It is a legal requirement that all passengers should wear seat belts 
and it is the responsibility of the staff member to ensure that this 
requirement is met. Adults should also be aware of current 
legislation and adhere to the use of car seats for younger children.  
 
Where adults transport children in a vehicle which requires a 
specialist license/insurance e.g. PCV or LGV13- staff should 
ensure that they have an appropriate licence and insurance to drive 
such a vehicle. 
It is inappropriate for adults to offer lifts to a child or young 
person outside their normal working duties, unless this has been 
brought to the attention of the line manager and has been agreed 
with the parents/carers. 

 This means that adults should: 
 
�  ensure  they are  fit to drive and free 

from any  drugs, alcohol or medicine  
which is likely to impair judgement 
and/ or ability to drive  

�  be aware that the safety and welfare of 
the child is their responsibility until 
they are  safely passed over to a 
parent/carer 

�  record details of  the journey  in 
accordance with agreed procedures 

�  ensure that their behaviour is 
appropriate at all times   

�  ensure that there are proper 
arrangements in place to ensure 
vehicle, passenger and driver safety. 
This includes having proper and 
appropriate insurance for the type of 
vehicle being driven 

�  ensure that any impromptu or 

                                                           
13  For further information see www.dvla.gov.uk 
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There may be occasions where the child or young person requires 
transport in an emergency situation or where not to give a lift may 
place a child at risk.  Such circumstances must always be recorded 
and reported to a senior manager and parents/carers. 

emergency arrangements of lifts  are 
recorded  and can be justified if 
questioned 

   
26.  Trips, Outings and Social Events 
Adults should take particular care when supervising children and 
young people on trips, outings and at social events, where the 
setting is less formal than the usual workplace. Adults remain in a 
position of trust and need to ensure that their behaviour remains 
professional at all times and stays within clearly defined 
professional boundaries. 
Health and Safety arrangements require members of staff to keep 
colleagues/employers aware of their whereabouts, especially when 
involved in activities outside the usual workplace.  

 This means that adults should: 
�  always have another adult present in 

out of workplace  activities, unless 
otherwise agreed with a senior 
manager 

�  undertake  risk assessments in line 
with their organisation’s policy where 
applicable 

�  have parental consent to the activity 
�  ensure that their behaviour remains 

professional at all times(see section 7) 
  

   
27. Photography and Videos 
 
Working with children and young people may involve the taking 
or recording of images. Any such work should take place with due 
regard to the law and the need to safeguard the privacy, dignity, 
safety and well being of children and young people. Informed 
written consent from parents or carers and agreement, where 
possible, from the child or young person, should always be sought 
before an image is taken for any purpose.  
Careful consideration should be given as to how activities 
involving the taking of images are organised and undertaken. Care 
should be taken to ensure that all parties understand the 
implications of the image being taken especially if it is to be used 
for any publicity purposes or published in the media, or on the 
Internet. There also needs to be an agreement as to whether the 
images will be destroyed or retained for further use, where these 
will be stored and who will have access to them.  
Adults need to remain sensitive to any children who appear 
uncomfortable, for whatever reason, and should recognise the 
potential for such activities to raise concerns or lead to 
misunderstandings. 
 

It is not appropriate for adults to take photographs of children for 
their personal use.  

  
This means that adults should: 
�  be clear about the purpose of the 

activity and about what will happen 
to the images  when the activity is 
concluded 

�  be able to justify images of children 
in their possession 

�  avoid making images in one to one 
situations or which show a single 
child with no surrounding context 

�  ensure the child/young person 
understands why the images are 
being taken and has agreed to the 
activity and that they are 
appropriately dressed. 

�  only use equipment provided or 
authorised by the organisation 

�  report any concerns about any 
inappropriate or intrusive 
photographs found 

�  always ensure they have parental 
permission to take and/or display 
photographs 

 
 
 
 
 
 
 
 
 
 
This means that adults should not: 
�  display or distribute images of 

children unless they have consent to 
do so from parents/carers 

�  use images  which may cause distress   
�  use mobile telephones to take images 

of children 
�  take images ‘in secret’, or taking 

images in situations that may be 
construed as being secretive. 
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28. Access to Inappropriate Images and Internet Usage 
There are no circumstances that will justify adults possessing 
indecent images of children. Adults who access and possess links 
to such websites will be viewed as a significant and potential 
threat to children.  Accessing, making and storing indecent images 
of children on the internet is illegal. This will lead to criminal 
investigation and the individual being barred from working with 
children and young people, if proven. Adults should not use 
equipment belonging to their organisation to access adult 
pornography; neither should personal equipment containing these 
images or links to them be brought into the workplace. This will 
raise serious concerns about the suitability of the adult to continue 
to work with children. 
 
Adults should ensure that children and young people are not 
exposed to any inappropriate images or web links. Organisations 
and adults need to ensure that internet equipment used by children 
have the appropriate controls with regards to access.  e.g. personal 
passwords should be kept confidential. 
Where indecent images of children or other unsuitable material are 
found, the police and Local Authority Designated Officer (LADO) 
should be immediately informed. Adults should not attempt to 
investigate the matter or evaluate the material themselves, as this 
may lead to evidence being contaminated which in itself can lead 
to a criminal prosecution. 

  
 
This means that organisations should  
 
�  have clear e-safety policies in place 

about access to and use of the 
internet 

�  make guidance available to both 
adults and children and young 
people about appropriate usage. 

 
 
 
 
 This means that adults should: 
 
�  follow their organisation’s guidance 

on the use of IT equipment 
�  ensure that children are not exposed 

to unsuitable material on the internet 
�  ensure that any films  or material 

shown to children and young people 
are age appropriate 
 

 
 
 

   

29.  Whistle blowing 
Whistle blowing is the mechanism by which adults can voice their 
concerns, made in good faith, without fear of repercussion.  Each 
employer should have a clear and accessible whistle blowing 
policy that meets the terms of the Public Interest Disclosure Act 
1998. Adults who use whistleblowing procedure should be made 
aware that their employment rights are protected. 
Adults should acknowledge their individual responsibilities to bring 
matters of concern to the attention of senior management and/or 
relevant external agencies.  This is particularly important where the 
welfare of children may be at risk. 

 

 

 

 This means that organisations should: 
�  ensure they have appropriate 

whistle-blowing policies in place 
�  ensure that they have clear 

procedures for dealing with 
allegations against staff which are in 
line with their Local Safeguarding 
Children Board’s procedures. 

This means that adults should: 
�  report any behaviour by colleagues 

that raises concern regardless of  
source 

   

30. Sharing Concerns and Recording Incidents 
Individuals should be aware of their organisation’s child 
protection procedures, including procedures for dealing with 
allegations against adults. All allegations must be taken seriously 
and properly investigated in accordance with local procedures, 
statutory guidance and SEH Safeguarding Children and Young 
Persons policy and procedure.  
In the event of any allegation being made, to someone other than a 
manager, information should be clearly and promptly recorded and 

 This means that adults: 
 
�  should be familiar with their 

organisation’s  system for recording 
concerns 

�  should take responsibility for 
recording any incident, and passing 
on that information where they have 
concerns about any matter 
pertaining to the welfare of an 
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reported to a senior manager without delay.   
Adults should always  feel able to discuss with their line manager 
any difficulties or problems that may affect their relationship with 
children and young people so that appropriate support can be 
provided or action can be taken. 
It is essential that accurate and comprehensive records are 
maintained wherever concerns are raised about the conduct or 
actions of adults working with or on behalf of children and young 
people. 

individual in  the  workplace 
 
This means that organisations: 
 
�  should have an effective, transparent 

and accessible system for recording 
and managing concerns raised by 
any individual in the workplace 
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For more information about this document please contact us 

Write to us at; South Essex Homes, Cheviot House, PO BOX 5817, 
Southend on Sea, SS1 9EL 
Phone : 0800 833 160 
Minicom: 0800 833 162 
Email: customerservices@seh.southend.gov.uk 
Visit: www.southessexhomes.co.uk  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


