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Keeping People Safe in your organisation Toolkit 
Safeguarding is about protecting people from abuse, stopping abuse from happening, and making people aware of their rights.

Have you thought that some of the people who volunteer for you may sometimes be abusers as well as victims of abuse? 

Does everyone in your organisation know how to spot signs of abuse? 

Does everyone know what to do if someone is being abused and how to get help? 

This toolkit helps you to think about the ways in which you can keep people safe in your organisation. You can use this to note the ways you already keep people safe and the additional things you need to put in place to provide a safe environment for everyone. 

What’s included in this toolkit:

· Questions you need to think about - Page 2 

· Checklist – Page 9
· Template examples from Bradford People First: 

· Reference Request Form – Page 12
· Volunteer Application Form – Page 15
Questions you need to think about
	Question 1
	Have your staff had safeguarding training?



	Information to help you
	You can access information about free safeguarding training courses available from Bradford Council’s Workforce Development Unit’s website: 

https://www.bradford.gov.uk/adult-social-care/adult-abuse/safeguarding-adults-training-courses/


	Your comments
	

	Actions you need to take
	

	Question 2
	Have your volunteers / members had safeguarding training?

	Information to help you
	You can access information about free safeguarding training courses available from Bradford Council’s Workforce Development Unit’s website: 

https://www.bradford.gov.uk/adult-social-care/adult-abuse/safeguarding-adults-training-courses/


	Your comments
	

	Actions you need to take
	

	Question 3
	Does your organisation have Safeguarding policy and procedures in place?

Policies are like guidelines which make it clear what people need to do and Procedures means the proper way of doing things.

	Information to help you
	You can use the local Safeguarding Adults policy and procedures if you don’t have your own.

You can find these on this website:

https://www.bradford.gov.uk/media/3927/safeguarding-adults-multi-agency-policy-and-procedures.pdf


	Your comments
	

	Actions you need to take
	

	Question 4
	How do you make sure your staff, users, volunteers and members know about these policy and procedures?

	Information to help you
	How do you discuss these with everyone in your team including members, those people who use your service, or are volunteers? Is the policy (guidelines) in a format that everyone can understand? 

Have you considered the best way to help someone understand the policy (guidelines) if they have a disability?

You can display posters, use easy read documents, provide audio and video.

You can find resources in other formats here:

https://www.bradford.gov.uk/adult-social-care/adult-abuse/leaflets-and-posters-about-adult-abuse/


	Your comments
	

	Actions you need to take
	

	Question 5
	Would you know what to do if someone was / is abusing someone else or has a history of abusing others?

	Information to help you
	Sometimes the abuser can also be an adult at risk. Someone who also has care and support needs. 

Do you have procedures in place to safeguard the abuser as well as the person who has been abused?

The check-list at the end of this document gives ideas on how you can safeguard everyone.  



	Your comments
	

	Actions you need to take
	

	Question 6
	Do people know who and where they can report abuse to?

	Information to help you
	Everyone in your organisation needs to know where to find information about reporting abuse. Do you have this information available at your place?

You can report adult abuse to Bradford Council:

If you think someone is at risk of abuse or you are worried that someone might be abused raise your concern at:

www.bradford.gov.uk/makeanalert
If you are unable to complete the online form call the Safeguarding Adults Team on 01274 431077

You can also contact the Police 

· For emergencies 999 
· For non–emergencies and advice 101
Remember if a crime has occurred, call the Police on 101 


	Your comments
	

	Actions you need to take
	

	Question 7
	Think about support for everyone

	Information to help you
	If your staff, volunteer, or member has been told that someone else has been abused or is being abused, then this person may also need support. 

You need to be thinking about the emotional wellbeing of the person who has been told about the abuse as well.

What can you do to help and support them? Make sure you talk to them and see how you can help.

	Your comments
	

	Actions you need to take
	

	Question 8
	Do you ask people if they feel safe, frightened or worried about coming to your organisation?

	Information to help you
	Think about the ways you can ask people about this. 

You can ask these questions in your one-to-one meetings or at quiet times and also discuss this in groups. 

	Your comments
	

	Actions you need to take
	

	Question 9
	Are there times or places when abuse could happen at your organisation / service / club?

	Information to help you
	Think about where abuse could happen. 

Are there ‘out of sight’ places or times when staff are not around when abuse can happen?

Think about places outside your building too, such as at a bus stop nearby or near the local shop. 

If you think there maybe some potential risk to people 

· Talk to the person 
· Ask them how they can be supported and kept safe
· Come up with an agreed plan

	Your comments
	

	Actions you need to take
	

	Question 10
	Are you confident that your organisation and places around your building are secure and safe?

	Information to help you
	Think about the people who have access to your building such as visitors, work people such as builders, plumbers, electricians etc.

Your building might be used by other organisations too. It would be good to talk to them about how to keep everyone safe. 

Do you use signing in books, key fobs for access, CCTV? 

Has your staff had any security training? For example checking for IDs and reporting anything that seems wrong. 

	Your comments
	

	Actions you need to take
	

	Question 11
	How do you discuss safeguarding in your meetings?

	Information to help you
	You could have safeguarding or “keeping people safe” as a standard agenda item at your meetings. 

This gives people the opportunity to discuss issues and make plans to keep people safe.

	Your comments
	

	Actions you need to take
	

	Question 12
	Are there clear guidelines about who can be a member / volunteer and when they can’t?

	Information to help you
	If somebody is not considered to be safe to work alone with people or alongside them could they do something different within your organisation so they can still help out but are more supervised?

	Your comments
	

	Actions you need to take
	


Checklist

How to make sure you get good volunteers and members to join your organisation

· Make sure you interview everyone who would like to be a volunteer or member – this can be formal or informal but it is important to get to know the person and understand how they would like to help out. This is a good time to find out whether the person has any support needs or a disability. You can find out how you can best support the person and who else supports them if they do have a disability or support needs. 

· Carry out assessments – you could set up case studies or exercises to help draw out the key qualities you would like in a volunteer / member.

· Think about applying for a Disclosure and Barring Service (DBS) check for members/volunteers. If you're unsure on whether a DBS check is required, email the DBS customer service giving them information on the job / role description. 

· The Criminal Records Bureau (CRB) checks are now called DBS checks. 

· DBS helps employers make safer decisions about recruiting people and stops people who are not suitable from working with vulnerable groups. 
· Always remember, a DBS check alone might not be enough.  A DBS check only tells you what is known about someone. It will never say if the person is ‘safe’ to work with adults at risk. You may need to do more to keep people safe. See other points made in this checklist. 

· Contact the DBS with any questions Email customerservices@dbs.gsi.gov.uk  Telephone: 0300 0200 190 

· Ask for at least two references. The references can be from
· a family member 
· from a previous employer
· someone who has supported the person or a colleague, or 
· somewhere the person has attended like a group or community centre.
An example template that can be used to obtain references has been given from page 11 in this toolkit. 
· Set a probationary (trial) period with a final meeting to confirm whether or not the volunteer / member can continue with your organisation.
· Make sure your staff, volunteers and members have training on Professional Boundaries. Sometimes this needs to be made clear from the start, for example explain to people that they must not intrude in other people’s personal space and touching, kissing, hugging is not appropriate.
· Volunteering Bradford can give good practice guidance on volunteering policies and run courses for volunteer managers. Find out more from this link: http://www.volunteeringbradford.org/
· Sharing information between organisations about known or possible risks may help to stop abuse from happening.  

It is important that you know when to share information and when you should not.  

The Social Care Institute for Excellence (SCIE) has published a useful document:  Adult safeguarding: sharing information. This document can help people see what they should be doing. Find out more from this link: http://www.scie.org.uk/care-act-2014/safeguarding-adults/sharing-information/files/sharing-information.pdf
Sometimes, because they are a risk to other people, someone who has care and support needs may have to leave your organisation or is no longer allowed to volunteer .

What should you do?

· Anyone who supports this person should be told about this 

· If you know the person is going to volunteer somewhere else you should share this information with the new organisation. You should explain the reasons why they had to leave your organisation. This will mean the new organisation will be able to carry out a proper risk assessment and create a safeguarding plan. It will help stop the person harming other people again but will help them have their care and support needs met too. 

Remember

· When other adults are at risk ,even if the abuser is also an adult at risk, information can be shared. Keeping everyone safe is essential 

· Organisations who share information amongst each other must keep the information safe and store it safely. 

· Organisations should only share it with those people who need to know.  

Example Template from Bradford People First  
Reference Request Form 

Below is only an example template that organisations can use and adapt according to their own needs. 
Name of Referee: 
Job Title:
Organisation:
Address:
Name of person applying for position: 

Job Applied For: 
	

	Employed From:

To:
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	How long have you known the person?

	


	What is your relationship to the person?



	

	Person’s:

Job Title:

Employer:

Address of Employer:



	

	Brief description of what the person does/did when they worked for you:
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	How would you describe the person’s punctuality and attendance?
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Good                      Average                   poor 

 

	


	Is the person subject to any disciplinary proceedings or adult protection issues? If yes please give details:
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	If this person has left your establishment, would you re-employ them?



	

	Please give a brief description of the person’s strengths:



	

	Please give a brief description of any support needs (Please include any support needed with things such as personal care and interpersonal skills):
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	Please tick this box if you are happy for this reference 

to be seen by the person applying for this position. 
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Referee’s Signature:

Date:

Print Name of Referee:
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	PLEASE RETURN COMPLETED FORM TO:




Example Template from Bradford People First  
Volunteer Application Form 
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Application Form

I am applying for: 
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Look! Listen! Speak out!
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Please use this box to tell us why you would like to work (insert organisation name)

Also, please tell us what experience you have and things that you are good at that will help in your work as a volunteer here.

Tell us about the kind of work you have done before. This could be paid or voluntary work, or attending college or day centres.

	Where I worked
	What I did at work
	When I worked there

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Do you have any support needs?

 References

We need to check that you are the right person for this volunteer post and that you are able to keep yourself and others around you safe.

Please give us the names of 2 people that have known you for the last 2 years.

1 of these people must be from a place you work now, like a day centre, job or college.  The other must be a person that knows you well, like your carer. 

Person 1


Person 2

Once you have filled in the form please sign it to say that everything you have told us is true.


Please send this form to: 

 In the post to:



Or email to: 


This toolkit was created by the Safeguarding Adults Voice Group which is a service user group part of the Bradford Safeguarding Adults Board                   

Version: Final v1

Published Date: 17th August 2016
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Email address:	





Phone number:	





Name: 





Address: 








		


Postcode: 
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If yes    Please tell us here: 	








I 












































Name:   





Address: 	











		


Postcode: 	





Telephone:  





Email: 	





How do they know you?:  





Name:   





Address: 	











		


Postcode: 	





Telephone:  





Email: 	





How do they know you?:  





Signed: 							Date: 
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