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POLICY 13: SAFEGUARDING & VULNERABLE ADULTS POLICY 
 

1. Introduction  
 

The purpose of ICA’s Safeguarding & Vulnerable Adults Policy is to set a clear 
protocol of action and a framework for our responsibilities and legal duties in 
relation to the welfare of all those the adults that we, as a charity, come into contact 
with i.e. employee’s, volunteer’s (includes trustees) and clients. 
 
Every vulnerable adult deserves to be safe and secure in his or her activities. Their 
carers (if they have them) need to feel sure that the people in charge of these 
activities are trustworthy, responsible and will do everything they can to keep the 
vulnerable adult from harm.  
 
Unfortunately, sometimes people who work or volunteer may pose a risk to 
vulnerable adults and may wish to harm them. Equally, the adult themselves may 
find themselves in a position where they are unable to keep themselves from 
potential harm.  
 
ICA has put in place safeguards to protect vulnerable adults based on its belief that 
it is important to not only protect the vulnerable from abuse but to actively promote 
the welfare of vulnerable adults - not just to protect, but to safeguard. 

 
2. Policy Statement 

 

ICA has a responsibility to:  
 
2.1. Safeguard adults who work or volunteer for ICA or receive ICA’s services or 

participate in ICA’s activities. 
 

2.2. Recruit all ICA employees and volunteers (includes trustees) safely, ensuring 
all relevant checks are made. See Section 9 for additional information.  

 

2.3. Deliver safeguards that avoid putting employees and volunteers in positions 
where abuse might be alleged. 

 

2.4. Ensure ICA employees and volunteers, where relevant, receive the 
appropriate guidance and training required to enable them to safeguard adults 
and make informed and confident responses to specific safeguarding issues. 

 

2.5. Share information about any concerns it may have regarding a vulnerable 
adult with relevant agencies, involving family/carers and others appropriately. 
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3. Definitions  
 

For the purposes of clarification, the following definitions apply:  
 

3.1. Vulnerable Adults 
 

Vulnerable adults are defined as people aged 18 or over: 
 

Who are receiving or may need community care services because                         
of learning, physical or mental disability, age, or illness. 

 

Who are or may be unable to take care of him or herself, or unable to protect 
him or herself against significant harm or exploitation. 

 
(No Secrets, Department of Health, 2000) 
 

3.2. Abuse 
 

Abuse is the violation of an individual’s human rights.  It can be single or 
repeated acts.  Abuse can include; physical, financial/material, sexual, 
psychological, discriminatory and emotional abuse and neglect or an omission 
to act. It may be something that is done to the person or something not done 
when it should have been.  It does not necessarily have to be intentional; if the 
vulnerable person experiences it as abusive it is considered abuse. 

 
4. ICA Values for Safeguarding Vulnerable Adults 

 

ICA believes the following values apply when supporting vulnerable adults: 
 

4.1. Privacy – The right of individuals to be left alone or undisturbed and free from 
intrusion or public attention into their affairs. 

4.2. Dignity – Recognition of the intrinsic value of people regardless of 
circumstances by respecting their uniqueness and their personal needs and 
treating them with respect. 

4.3. Independence – Opportunities to act and think without reference to another 
person, including a willingness to incur a degree of calculated risk. 

4.4. Choice – Opportunity to select independently from a range of options. 

4.5. Rights – The maintenance of all entitlements associated with citizenship. 

4.6. Fulfilment – The realisation of personal aspirations and abilities in all aspects 
of daily life. 

4.7. Valuing Diversity – Respect for different cultures, ethnic backgrounds, 
disabilities, religions, ages, genders, and sexual preferences. 
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5. Recruitment of Staff, Volunteers and Trustees, etc. 

ICA must take all reasonable steps to ensure the following steps are carried out 
during the selection process for new employees, volunteers and trustees etc. This 
process will include:   

5.1. Completion of an ICA Volunteer Application.  
 

5.2. Completion of an ICA interview. 
 

5.3. Securing two satisfactory references (provided by non-family members). 
 

5.4. Securing evidence of identity (passport or driving licence with photo). Should 
these items not be identified ICA will request a combination of other significant 
documents. These will be the same as those required for DBS checks (See: 
https://www.gov.uk/disclosure-barring-service-check/documents-the-
applicant-must-provide- for more information). 

 

5.5. Where relevant, the completion of a Disclosure and Barring Service (DBS) 
check. 

• Where DBS checks are required, ICA uses the umbrella body of Dorset 
Volunteer Centre to make disclosure applications to the DBS. 

 

• As an organisation using the DBS service to assess applicants’ suitability 
for positions of trust, ICA complies fully with the DBS Code of Practice 
and undertakes to treat all applicants for positions fairly. The code of 
Practice can be downloaded from: 
https://www.gov.uk/government/uploads/system/uploads/attachment_dat
a/file/143662/cop.pdf. 

 

• We undertake to discuss any matter revealed in a DBS check with the 
person seeking the position before withdrawing a conditional offer of 
employment/ volunteering. 

 

• In accordance with the Disclosure and Barring Service (DBS) Code of 
Practice, Disclosure documents and associated paperwork will be stored 
securely for a maximum period of six months and then shredded. 
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6. Interview and Induction     

All potential ICA employees and volunteers will be required to undergo an interview, 
carried out to acceptable protocol and recommendations. Depending on the role, 
this will be carried out on either a formal (with a full panel, including CEO and/or 
trustee) or informal basis (with a Project Manager or Lead Volunteer). Prior to (or 
during) this process: 

6.1. A check will be made to ensure an application form has been completed 
correctly.  

6.2. The individual’s qualifications, where relevant, will be substantiated. 
6.3. The job requirements and responsibilities will be clarified. 
6.4. Training needs will be identified. 
6.5. The applicant’s references will be sought and substantiated. 

 

7. Training                                                                                                                                                             

If successful an ICA induction session will follow. During this process: 

7.1. ICA’s overall procedures and processes will be explained. 
7.2. ICA’s policies, including ICA’s Child Protection policy will be signed. 
7.3. Role specific training will be given. 

In addition, ongoing training related to safeguarding for vulnerable adults should be 
provided in order that the employee or volunteer can continue to: 

7.4. Analyse their own practice against established good practice, and to ensure 
their practice is not likely to result in allegations being made. 

7.5. Recognise their responsibilities and report any concerns about suspected poor 
practice or possible abuse. 

7.6. Respond to concerns expressed by a vulnerable adult 
7.7. Work safely effectively with vulnerable adults. 

 

8.     The Process For Reporting Abuse 
 

The following procedure refers to abuse, suspicion of abuse of a vulnerable adult 
that ICA employees or volunteers become aware of during their work:  

 

8.1. If you become aware that a vulnerable adult is at risk of being abused you 
should raise the matter immediately with your line manager or, if your line 
manager is not available, the CEO or trustee. 
 

8.2. If, after discussion, you feel a case of abuse already exists you should jointly 
decide whether it is appropriate to inform an external agency (e.g. Social 
Services or the Police). 
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8.3. If you decide it is appropriate, explain your plans to the person informing you 
of the abuse. Ensure this person/s is kept informed at all stages, so they can 
be reassured about what to expect and what will happen next.  

 

8.4. Ensure also that the person subject to alleged abuse is safe and supported 
before proceeding with any other action.  

 

Usually there will not be an immediate threat and the decision about protecting 
the vulnerable person will be taken in consultation with an external agency.  
However, in some circumstances, it will be necessary to take immediate action 
to protect the vulnerable adult by calling the police and reporting it immediately 
to your supervisor.  This is more probable in a home visit situation. 

 

8.5. Abuse can be reported by contacting Social Services, the Police or if the 
abuse is in a regulated service, like a care home or concerns a home care 
service, the Care Quality Commission. 
 

Contact numbers:  
Dorset County Council – Social Services & Health (The Adult Access 
Team) 
E: adultaccess@dorsetcc.gov.uk 
T: 01305 221016               

 

Direct calls to the police should be reserved for incidents of assault and 
violence (or where an element of urgency applies). If you require immediate 
response and assistance from the Police, that is if you cannot stop the incident 
that is currently happening, or you think that it will re-occur shortly, you should 
make an emergency 999 call then report it immediately to your line manager. 

 

Local Police 
T: 101 for non-urgent calls e.g. 
• If the vulnerable adult wishes to talk to the Police at that time 
• If there is evidence to preserve  
• If the alleged perpetrator of the offence may come back before you can 

act to protect the vulnerable adult.  
 

The Care Quality Commission 
W: www.cqc.org.uk/content/report-concern-if-you-are-member-public 
 

All information and discussions should be recorded accurately and as soon as 
possible after the incident. This can be done using the relevant ICA reporting 
form, which will also act as a checklist (See Appendix 1: 
Safeguarding_Reporting Form_Adult).  
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9. Process For Reporting Concerns 
 

The following procedure refers to situations where a vulnerable adult is felt to be at 
risk of harm e.g. due to illness, frailty, disability or an unsafe / unsanitary living 
environment etc. 

 

9.1. As an ICA employee or volunteer, if you become aware that a vulnerable adult 
is at risk of harm you should raise the matter immediately with your line 
manager or, if your line manager is not available, the CEO or trustee. 
 

9.2. If known, the vulnerable adult’s emergency contact should be engaged at this 
stage. In addition to them being made aware of the situation, they may provide 
valuable information.  

 
9.3. If, after discussion, it is felt that further steps need to be taken in order to 

protect the vulnerable adult from harm / further harm, an appropriate external 
agency should be contacted.  

 
9.4. You should inform the vulnerable adult what you and your line manager have 

done (you should also update the person that raised the original concern, if it 
was not raised by an ICA employee or volunteer). It is important to keep the 
vulnerable adult, emergency contact and potential informant updated at all 
stages, so they are reassured about what to expect and what will happen next.  

 
9.5. The external agency contacted will depend on the situation, however, the 

following may well be good starting points: 
• Dorset County Council – Social Services & Health (The Adult Access 

Team / T: 01305 221016)              
• NHS 111 ‘non-emergency’ service 
• Portland Royal Manor Health Centre (GP practice) / T: 01305 820422) 

 

Direct calls to the Police should be reserved for incidents of assault and 
violence (or where an element of urgency applies). 

 
As with Section 5, all information and discussions should be recorded 
accurately, as soon as possible after the incident has been raised. This can be 
done using the relevant ICA reporting form, which will also act as a checklist 
(See Appendix 1: Safeguarding_Reporting Form_Adult).  
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10. Supporting ICA Employees and Volunteers Throughout The Process 
 

10.1. The line manager (or appropriate other) of the person reporting the concern 
should ensure they are available to talk through the situation and offer support.   
 

 

10.2. If Social Services, GP or the police have been contacted and need further 
information or involvement, the person reporting the incident will need to 
decide with their line manager (or appropriate other) whether they will talk with 
them or whether they would prefer their line manager (or appropriate other) to 
talk to them and how this will happen. 
 

 

10.3. ICA employees and volunteers may also be subject to allegations of abusing 
vulnerable people.  While support will be offered, ICA will ensure that Social 
Services or the police are given all assistance in pursuing any investigation.  

 

Suspension and/or the disciplinary procedure may be implemented (See ICA’s 
Disciplinary Policy for more information on this process). 
 

 

11. Confidentiality 

Every effort should be made to ensure that confidentiality is maintained for all 
concerned. Information should be handled and disseminated on a need to know 
basis only. This includes the following people: 

• ICA’s designated Health & Safety Officers – currently Jackie Carpenter and 
Katy Pascoe 

• The person making the allegation 
• Relevant organisations (e.g. Social Services and the police). 

Information should be stored in a secure place with limited access to designated 
people, in line with data protection laws (e.g. that information is accurate, regularly 
updated, relevant and secure). 
NB: Though ICA respects everyone’s right to confidentiality, we have a duty to 
disclose abuse / concerns to the appropriate agencies if deemed necessary            
(See ICA’s Confidentiality Policy for more information on this process). 
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Main contact for issues related to ICA’s Safeguarding & Vulnerable Adults 
Policy:   
Katy Pascoe, CEO 
T: 01305 823789 
E: office@islandcommunityaction.org.uk 
 
 

LINKED POLICIES 
POLICY 
NUMBER 

POLICY TITLE 

1 Confidentiality Policy 
2 Conflict of Interest Policy 
3 GDPR Policy 
4 Disciplinary Policy 
5 Environmental Policy 
6 Equal Opportunities Policy 
7 Financial Procedures Policy 
8 Grievance Policy 
9 Health & Safety Policy 
10 Lone Working Policy 
11 Risk Management Policy 
12 Safeguarding & Children Protection Policy 
13 Safeguarding & Vulnerable Adults Policy 
14 Training & Development Policy 
15 Transport Policy 
16 Whistleblowing Policy 

 

APPROVAL 

This policy was referred to and signed by the CEO and Chair of the Board of 
Trustees. 
 

Date…31st March 2019…       Review date…31st March 2020… 
 

Chief Executive Officer……………  
 

Chair of Board Signature…............  
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APPENDIX 1 

 

ICA: SAFEGUARDING_REPORTING FORM_ADULT 
 

DETAILS 
Name of the person who raised the concern:   
Address:  

 
 
 
 
 
 

Telephone (Home / mobile):  
Email:  
Name of the person affected:  
Address:  

 
 
 
 
 
 

Telephone (Home / mobile):  
Email:  
Provide details of the concern / allegation 
(please include dates, times and all other 
relevant details, stating if the information 
provided is fact, opinion or hearsay): 

 
 
 
 
 
 
 
 

Provide details of any visible bruising or other 
injuries (please include any indirect signs, such 
as behavioural changes) 
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Provide details of any witnesses (please 
include full name, address and contact details): 

 
 
 
 
 
 
 
 

Have any other individuals or organisations 
been contacted/consulted? 

Yes No 

If yes, provide details: 
 
 
 
 
 
 

 
 
 
 
 
 

Has anyone been alleged to be responsible for 
the concern / allegation raised? 

Yes No 

If yes, provide details (please include name 
and any contact details available): 

 
 
 
 
 
 
 

 

 
Where possible referral to Social Services and/or the Police should be confirmed in                          

writing within 24 hours and the name of the contact who took the referral should be recorded. 
 

 
Completed by (please print)………………………………………………………………………… 
 

Signatures…………………..………………………………………………………………………… 
 

Date……………………………………………………………………………………………………. 
 

 


