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Standard 1 - The organisation has a written adult safeguarding policy supported by robust procedures and guidelines.
	Checklist
	Supporting Evidence
	Fully met / Partly 
met / Not met?
	If not fully met: action needed

	1. There is a written policy statement of the organisation's
       intention to keep adults safe from harm.
	
	
	

	2. There is an outline of the procedures and guidelines that the organisation will implement to meet this commitment, in line with the minimum standards.
	
	
	

	3.  The adult safeguarding policy is supported by other organisational policies, procedures and guidelines that promote safe and healthy working practices.
	
	
	

	4.  The policy is owned at all levels within the organisation, and the person(s) responsible for its approval, implementation and review are clearly identified.
	
	
	

	5.  The policy, procedures and guidelines are subject to 
      regular review, at least once every three years.
	
	
	

	6.  Everyone involved in the organisation is aware of the policy, understands its purpose, and knows the steps that will be taken to achieve its aims.
	
	
	



[bookmark: _Toc232360080]Sample text – Introduction
(Insert organisation name) recognises its legal and moral responsibilities to keep adults safe whilst they are participating in our programmes and activities. We have produced this policy to provide reassurance that the welfare of adults is paramount. The policy has also been produced to support staff and volunteers by providing information and guidance to increase confidence in what they do.

(Insert organisation name) has developed this policy in line with the following legislation and good practice guidelines.

Legislation:
· The Criminal Law (NI) Act 1967
· The Disability Discrimination Act 1995
· The Human Rights Act 1998
· The Public Interest Disclosure (NI) Order 1998
· The Safeguarding Vulnerable Groups (NI) Order 2007 (as amended by the Protection of Freedoms Act 2012);
· The Sexual Offences (NI) Order 2008

For further information on safeguarding legislation please visit www.opsi.gov.uk.

Good practice guidelines:
1. Adult Safeguarding in Sport Guidance (Volunteer Now, 2026) 

To access the above good practice guidelines please visit www.volunteernow.co.uk. 


Values and principles
(Insert organisation name) acknowledges that adults are entitled to live a life free from abuse and exploitation and our safeguarding policy is underpinned and guided by a number of values and principles.

We recognise the following principles, which underpin Adult Safeguarding: Prevention and Protection in Partnership (DOH and DOJ, July 2015).

1. A Rights-Based Approach:  To promote and respect an adult’s right to be safe and secure; to freedom from harm and coercion; to equality of treatment; to the protection of the law; to privacy; to confidentiality; and freedom from discrimination.
2. An Empowering Approach:  To empower adults to make informed choices about their lives, to maximise their opportunities to participate in wider society, to keep themselves safe and free from harm and enabled to manage their own decisions in respect of exposure to risk.
3. A Person-Centred Approach:  To promote and facilitate full participation of adults in all decisions affecting their lives taking full account of their views, wishes and feelings and, where appropriate, the views of others who have an interest in their safety and well-being.
4. A Consent-Driven Approach:  To make a presumption that the adult has the ability to give or withhold consent; to make informed choices; to help inform choice through the provision of information, and the identification of options and alternatives; to have particular regard to the needs of individuals who require support with communication, advocacy or who lack the capacity to consent; and intervening in the life of an adult against their wishes only in particular circumstances, for very specific purposes and always in accordance with the law.
5. A Collaborative Approach: To acknowledge that adult safeguarding will be most effective when it has the full support of the wider public and of safeguarding partners across the statutory, voluntary, community, independent and faith sectors working together and is delivered in a way where roles, responsibilities and lines of accountability are clearly defined and understood. Working in partnership and a person-centred approach will work hand-in-hand.































Sample text – Adult Safeguarding Policy Statement
(Place name of organisation here) will ensure that all adults, while engaging in our activities or programmes are in a safe, caring environment where they feel listened to and valued. Staff and volunteers in our organisation are committed to best practice which promotes the welfare of adults and protects them from harm and exploitation.
Staff and volunteers within (Place name of organisation here) accept and recognise our responsibilities to develop awareness of the issues that cause adults harm, and to establish and maintain a safe environment for all. We do not tolerate any form of abuse or harmful treatment. We are committed to promoting an inclusive, open, and transparent environment and welcome feedback from athletes, participants, carers, advocates, staff, and volunteers, to support the continuous improvement of our programmes and activities.
(Place name of organisation here) Adult Safeguarding Policy applies to all areas of its work where staff and volunteers encounter adults in the course of their duties. Everyone within (place name of organisation here) has a responsibility to take ownership of this policy. The Board of Trustees will oversee its development and is responsible for approving it. The policy applies to all staff and volunteers, including Trustees, and everyone involved has a role in ensuring it is implemented effectively.
All staff, volunteers, trustees, and participants will be provided with access to the policy statement. The Adult Safeguarding Policy statement will also be prominently displayed in (place name of organisation here) offices, where applicable, and shared through other appropriate communication channels.
Staff and volunteers in (place name of organisation here) will safeguard adults by:
· Adhering to our safeguarding policy and ensuring that it is supported by robust procedures.
· Following the organisation's procedures for the recruitment and selection of staff and volunteers.
· Providing effective management for staff and volunteers through support, supervision and training.
· Implementing clear procedures for reporting concerns to relevant statutory agencies, while involving those close to the adult, such as family members, or advocates, where appropriate
· Implementing a code of behaviour for all adults involved
· Managing personal information, maintaining confidentiality and sharing information, in line with relevant policies and procedures
· Ensuring that general safety and risk management procedures are followed at all times

(Place name of organisation here) Adult Safeguarding Policy will be supported by organisational policies and procedures aimed at promoting safe and healthy work practices, including recruitment and selection, learning and development, grievance and disciplinary / problem solving, code of conduct, equal opportunities, health and safety, support and supervision, and volunteer policy. 

(Place name of organisation here) is committed to reviewing this policy every three years, unless there is a significant change to legislation, policy, or practice in the interim. 

























Resource 2:
Clear recruitment and selection procedures that comply with legislative requirements and best practice
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Standard 2 - Clear recruitment and selection procedures that comply with legislative requirements and best practice.
	Checklist
	Supporting Evidence
	Fully Met / Partly Met / 
Not Met?
	If not fully met: action needed

	1. There is a clear job description for staff and role description for volunteers, and a      personal/volunteer specification outlining the key skills, abilities and qualifications.
	
	
	

	2.  There is an open recruitment process.
	
	
	

	3. There is an application form that covers past work / volunteering.
	
	
	

	4. There is a declaration form requesting information on previous convictions which are not protected, and investigations, if any.
	
	
	

	5. A consent form for an Access NI check is completed if required.
	
	
	

	6. There is an interview process appropriate to the post / role and task.
	
	
	

	7. Written references are sought (and followed up when necessary).
	
	
	

	8. If a professional qualification is a requirement of the post, a registration check is made with an appropriate Professional Regulatory Body.
	
	
	

	9. Where required, an appropriate Access NI check is carried out.
	
	
	

	10. The post is approved by management.
	
	
	




[bookmark: _Toc232360081]Sample text - Recruitment and Selection
(Place name of organisation here) operates transparent and clearly defined recruitment and selection procedures in line with legislative requirements and best practice. Thorough procedures help to screen out those who are not suitable to work with adults.
An Access NI Enhanced Disclosure with Barred List Check is required for staff and volunteers in regulated activity (as defined under the Safeguarding Vulnerable Groups (NI) Order 2007 (as amended by the Protection of Freedoms Act 2012)). Therefore, before advertising a post or volunteering role, (Place name of organisation here) will decide if it falls into the category of regulated activity.
(Place name of organisation here) recruitment and selection procedures for staff and volunteers include the following:
· Roles are clearly defined through written job/role descriptions. These will set out the qualifications required and tasks and responsibilities involved, the skills and qualities needed for the position are outlined in a personnel / volunteer specification. The description states whether an Access NI Check is required (and at which level).
· The completion of an application form/registration form, which will cover past work/volunteering experience.
· All applicants must complete a declaration form (and a consent form where an Access NI check is required). Where an Enhanced Disclosure Check is required, applicants must declare any criminal convictions, cautions (except those protected), bind-overs, and any pending cases. If the role is regulated activity, applicants must also state whether they are on the Adults Barred List. Applicants must also declare any past or ongoing investigations relating to allegations of adult abuse in which they have been named as the alleged perpetrator. In addition, applicants must give consent for an AccessNl Check to be undertaken, at the appropriate level.
· An interview (or meeting in the case of a volunteer) will be conducted by representatives of (place name of organisation here). Candidates will be required to provide photographic identification and, where applicable, original documentation evidencing qualifications and any relevant accredited training at the interview or meeting.
· Following a conditional offer of employment/volunteering the following procedures apply:
· A request for two written references, which will be followed up orally.
· Appropriate checks will be undertaken where required. An Access NI Enhanced Disclosure with Barred List Check will be requested of the preferred candidate if the job/role constitutes regulated activity. Where the post meets the former definition of regulated activity (pre-September 2012) an Enhanced Disclosure without Barred List Check will be requested if required. A registration check with an appropriate Professional Body will also be required. 
· All posts are approved by management.
(place name of organisation here) ensures that all information relating to recruitment and selection is securely and confidentially stored. The handling and storage of criminal history information complies fully with Access NI's Code of Practice for the storage, retention, and disposal of disclosure information.
Copies of (place name of organisation here) policy on the handling of AccessNl information; the security policy regarding disclosure information; and the Recruitment of Ex – Offenders Policy are available on request.












Resource 3:
Procedures in place for the support, training and management of staff and volunteers
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Standard 3 - Procedures in place for the support, training and management of staff and volunteers.

	
	Checklist
	Supporting Evidence
	Fully met/Partly met/Not met?
	If not fully met: action needed

	1.
	There is an induction process for staff and volunteers.
	
	
	

	2.
	There is a probationary period for staff and trial period for volunteers.
	
	
	

	3.
	Relevant training is provided and is appropriate to the post/role (including Adult Safeguarding training).
	
	
	

	    4. 
	There is a robust structure and process for support and supervision appropriate to the post/role.
	
	
	

	    5. 
	There is an annual appraisal for staff and review for volunteers.
	
	
	

	6.
	Comprehensive written records are kept of training completed, support and supervision, and annual appraisals/reviews.
	
	
	



[bookmark: _Toc232360083]Sample text – Support, training and management of staff and volunteers
The effective management of staff and volunteers helps everyone at (place name of organisation here) understand the organisation's goals and their role in achieving them. (place name of organisation here) is committed to preventing harm to all adults involved. Providing staff and volunteers with appropriate training, support, and supervision is an important part of this commitment. (place name of organisation here) aims to ensure that all staff and volunteers feel valued, supported, and listened to.
(Place name of organisation here) management procedures for staff and volunteers include the following:
Induction
(Place name of organisation here) ethos, activities, policies, and procedures.
· The job/role and the staff member/volunteer's area of responsibility.
· Organisational policies and procedures, including the Adult Safeguarding Policy and Code of Behaviour. 
· What is expected of staff and volunteers and the boundaries within which they may operate.
· Support available to the staff member/volunteer.
· Meeting fellow colleagues and volunteers
· Written acknowledgement of completion of induction. When completed the staff member/volunteer and their manager/coordinator sign off the induction.

Probationary / trial period
All appointments for staff are conditional on a satisfactory period of employment/ involvement, the timeframe for which will be agreed.
· All appointments for volunteers are conditional on a satisfactory trial period, the timeframe for which will be agreed.
· Following an agreed probationary/ trial period, the post will be confirmed in writing.



Training 
· In addition to induction, staff and volunteers receive training appropriate to their role and responsibilities.
· Staff and volunteers receive training on awareness of adult safeguarding and the (place name of organisation here) Adult Safeguarding Policy, procedures and guidelines, appropriate to their role.
· Any additional training needs identified will be discussed with line manager or coordinator.

Support and Supervision 

· Regular support and supervision are undertaken with staff and volunteers, which is reinforced with an annual check in / review.
· Volunteers can request additional support and supervision if needed between this time.
Records are maintained for all areas of staff and volunteer management, development, and support, including records of induction, reviews, training needs identified, and training completed. All records are securely stored in line with relevant GDPR guidelines.









Resource 4:
      Clearly defined procedures for raising awareness of, responding to, recording and reporting concerns about adult abuse
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[bookmark: _Toc232360085]Standard 4 - Clearly defined procedures for raising awareness of, responding to, recording and reporting concerns about adult abuse.

	
	Checklist
	Supporting Evidence
	Fully met / Partly met / Not met?
	If not fully met: action needed

	1.
	The policy outlines what constitutes adult abuse, where abuse can occur and who abuses.
	
	
	

	2.
	There is a written procedure outlining how staff and volunteers respond to, record and report adult safeguarding concerns.
	
	
	

	3.
	There is a system to communicate the reporting procedure to staff and volunteers to ensure they are familiar with it.
	
	
	

	4.
	There is an Adult Safeguarding Champion or appointed person who has responsibility for dealing with adult safeguarding concerns which come to light within the organisation.
	
	
	

	5.
	There is a procedure for the Adult Safeguarding Champion or appointed person to report adult safeguarding concerns to the appropriate authorities.
	
	
	

	6.
	There is a written procedure outlining how staff and volunteers respond to and report allegations made against staff and volunteers.
	
	
	

	
7.
	There is a whistleblowing policy and procedure
	
	
	



Sample text - Responding to, recording and reporting concerns about adult abuse

Staff and volunteers working with adults need to be aware of what is meant by adult abuse and the different categories of abuse that exist.
Abuse can happen anywhere, and an abuser can be anyone who has contact with another adult. Factors that increase risk of harm can include situations where a pattern of violence exists or has existed, where there is social or emotional isolation, drug/alcohol misuse, poor mental health, and/or a disability,
If a staff member or volunteer has concerns about an adult they are working with, it is not their responsibility to investigate nor to try to decide if abuse has occurred. It is their responsibility to pass on their concerns through (Place name of organisation here) reporting procedures. Under no circumstances should a staff member or volunteer attempt to investigate or deal with the situation alone.
What is abuse?
Abuse is a single or repeated act, or a failure to act appropriately, within a relationship where there is an expectation of trust, care, or responsibility. It results in harm or distress to an individual or a breach of their human or civil rights. At its core, abuse involves the misuse of power and control by one person over another. It can take many forms and may involve direct contact, indirect contact, or online communication, including social media, messaging apps, and other digital platforms.
Abuse can happen in any setting, including sport and physical activity environments, workplaces, community settings, or in the home. It may be carried out by anyone who has contact with the adult. This can include a person who is known to the adult, such as a family member, friend, carer, coach, team mate, volunteer or staff member within an organisation.
In many cases, it may involve someone who is in a position of trust or responsibility. However, it can also be carried out by someone with no prior relationship to the individual. Within sport abuse may occur during training, competition, travel, online communication, or during any other activity linked to the organisation.

Physical abuse is the use of physical force or mistreatment by one person towards another, which may or may not result in physical injury. In a sporting context, physical abuse can include physical assault, such as hitting, pushing, or inappropriate physical contact. It may also include forcing an adult to train or compete when they are injured or unwell or requiring them to continue training at a level of intensity that is unsafe or beyond their physical capacity. Physical abuse can also include the use of excessive or inappropriate physical punishment or discipline as part of coaching or training practices. All training should be safe and appropriate and must never exceed what is reasonable for an individual’s ability, health, and overall wellbeing.
Indicators of physical abuse may include: 
Unexplained or repeated injuries (such as sprains or fractures) that are inconsistent with the explanation given, or a pattern of injuries which can often increase in severity over time. Physical marks such as cuts and bruises, including marks to the face. An adult may also show fear or reluctance to train with a particular coach or attend certain sessions, or appear withdrawn or anxious around physical training environments. The continuation of involvement in sport despite ongoing injuries can also be a potential indicator. Adults experiencing this type of abuse may tell you that their physical injuries are sports related when in fact they are not. 
Sexual abuse is any behaviour (physical, psychological, verbal, virtual/online) perceived to be of a sexual nature which is controlling, coercive, exploitative, harmful, or unwanted, and which is inflicted on anyone (irrespective of age, ethnicity, religion, gender, gender identity, sexual orientation, or any form of disability). It can take place in person and online. 
Some examples of sexual abuse include unwanted touching, sexual comments, or inappropriate physical contact; sending unwanted sexually explicit messages or images; upskirting or downblousing; sextortion; pressuring or manipulating an athlete into sexual acts in exchange for selection, playing time, or career advancement; or invading privacy in changing rooms or showers. It also includes engaging in sexual activity with someone who lacks the capacity to consent.
Indicators of sexual abuse may include:
An adult may show signs of discomfort, fear, or avoidance around a specific person, or in particular situations such as changing rooms, travel, or online communication. They may appear distressed after interactions, receive unexplained gifts, or become secretive about phone or online use. Sudden changes in mood, confidence, attendance, or performance may also be indicators, particularly if there is no clear explanation. They may be in pain, have bruising, bleeding, STI’s and/or be pregnant as a result of sexual abuse.
Psychological/emotional abuse is behaviour that is psychologically harmful or causes mental distress through threats, humiliation, or other verbal or non-verbal conduct. It can happen in person and online. 
In a sporting context, this can include a volunteer or coach constantly shouting at, belittling, or humiliating an adult; threatening to remove funding, selection, or playing time unless the athlete complies with demands; bullying, name-calling, or mocking an athlete’s appearance, ability, or personal life; or requiring forced initiation rituals or other degrading acts and monitoring how the adult spend their free time and lives their daily life e.g. insisting they sacrifice personal/family time to undertake further training. 
Indicators of psychological / emotional may include:
An adult may appear withdrawn, anxious, or lacking confidence, particularly around certain coaches, volunteers, or training environments. They may show signs of fear of making mistakes, reluctance to attend training or competition, or a noticeable drop in performance or motivation without a clear physical cause. Changes in mood, increased stress, or signs of low self-esteem may also be indicators, especially if linked to specific individuals or situations within the sporting environment.
Financial abuse is the actual or attempted theft, fraud, or misuse of money, property, benefits, material goods, or other assets. It involves the improper or illegal use of an individual’s finances or possessions, or where consent to do so has been obtained through intimidation, coercion, or deception. This can happen in person and online. 
In a sporting context, examples may include pressuring an athlete to pay excessive or hidden training fees; misusing team or club funds intended for athlete support; a coach, agent, or other individual taking an unfair or disproportionate share of winnings or earnings; fraud linked to sporting activity; restricting an individual’s access to their own money, accounts, or financial resources; or forcing them to take out loans on behalf of the club or a colleague. Adults can also be tricked into scams online or on their doorstep. 
Indicators of financial abuse may include:
An adult may show signs of unexplained financial difficulty, such as the struggle to afford travel, equipment, or participation costs despite being actively involved in sport. They may appear confused or uncertain about fees, payments, or money owed; or mention being in debt or being pressured to pay unexpected or excessive costs to coaches, clubs, or other individuals within the sporting environment. There may also be indications that they lack control over their own finances or are not able to make independent financial decisions.
Neglect occurs when a person deliberately withholds, or fails to provide, appropriate and adequate care and support that another adult requires. It may result from a lack of knowledge or awareness, or from a failure to take reasonable action based on the information and circumstances available at the time.
In a sporting context, neglect may include not providing adequate medical attention after an injury; ignoring safety regulations or requirements for protective equipment; forcing athletes to compete or train when injured; exposing a person to a dangerous situation, such as leaving them unsupervised when supervision is required; or failing to meet an individual’s personal or intimate care needs.
Indicators of neglect may include:
An adult may continue to train or compete despite being injured, unwell, or clearly unfit to participate, particularly where this appears to be expected or encouraged. There may be repeated failure to seek or provide appropriate medical attention following injury, or signs that injuries are not being properly assessed or managed. Concerns may also arise where safety procedures are not followed, protective equipment is not provided or used. In some cases, there may be evidence that an adult’s basic care, medical, or support needs are not being met within the sporting environment.
Institutional abuse is the mistreatment or neglect of an adult by individuals within an organisation tasked to safeguard them such as a sporting organisation. It involves the collective failure of an organisation to provide safe activities and programmes, and includes a failure to ensure that necessary preventative and/or protective measures are in place. In a sporting context, examples may include an organisation ignoring or dismissing concerns or reports of adult abuse; covering up concerns or incidents; failing to act on safeguarding concerns; prioritising success, performance, or reputation over athlete welfare; allowing power imbalances between coaches, officials, and athletes to go unchallenged; poor practice or inappropriate behaviour by staff or volunteers; or a culture of silence, fear, or reluctance to raise concerns.
Indicators of institutional abuse may include:
A culture where poor practice and inappropriate behaviour, is normalised, ignored, or not challenged. There may be reluctance to report concerns due to fear of consequences, lack of confidence in reporting procedures, or belief that concerns will not be taken seriously. Repeated safeguarding issues may be dismissed, poorly handled, or not acted upon in a timely way. Concerns may also arise where there is an overemphasis on performance, results, or reputation.
Exploitation is the deliberate maltreatment, manipulation, or abuse of power and control over another person in order to take advantage of them or a situation, usually, but not always, for personal gain. This may involve treating a person as a commodity. It can take many forms, including slavery, servitude, forced or compulsory labour, domestic abuse, sexual violence and abuse, or human trafficking.
In a sporting context, exploitation occurs when someone in a position of power takes unfair advantage of another person for personal, financial, or performance gain. For example, a coach or other individual may exploit an athlete to improve performance outcomes or for personal benefit. Exploitation can be financial, sexual, emotional, or physical in nature and may include behaviours and indicators outlined in other categories of abuse, such as coercion, manipulation, or abuse of authority.
How can you be alerted to signs of abuse?
· An adult may disclose to you; they may tell you that they are being harmed.
· Someone else may tell you about their concerns or something that causes you concern (this could be a staff member, volunteer, carer, or team member).
· You may notice physical signs or indicators which give cause for concern.
· The adult's demeanour or behaviour may give you cause for concern. The behaviour of a person close to the adult makes you feel uncomfortable (this could be a team member, carer, or peer).
· The behaviour of another staff member/volunteer makes you feel uncomfortable.

What if an adult discloses abuse?
If an adult discloses abuse it is very important that you know how to respond appropriately. Such information is sensitive and it may have taken a lot of courage for the person to reach the stage of telling someone.

Do:
· Stay calm.
· Listen and hear what the adult is telling you.
· Express concern and sympathy about what has happened.
· Reassure the adult that they have done the right thing in telling you.
· Let the person know that the information will be taken seriously and provide details about what will happen next, including the limits and boundaries of confidentiality;  
· Let the person know that they will be kept involved at every stage; 
· Record in writing (date and sign your report) and report as per reporting procedures at the earliest possible time; 
· Act without delay. 

Do not:
· Panic
· Stop someone from disclosing to you.
· Promise to keep secrets.
· Ask leading questions.
· Press the adult for more details or ask them to repeat the story.
· Gossip about the disclosure or pass on the information to anyone who does not have a legitimate need to know.
· Contact the alleged person to have caused the harm.
· Attempt to investigate yourself.
· Leave details of your concerns on a voicemail or by email.
· Delay
ALWAYS REPORT WITHOUT DELAY.
Ensure the immediate safety of the person. If urgent medical/police help is required, call the emergency services. If you think a crime has occurred be aware that medical and forensic evidence might be needed - make sure nothing you do will contaminate it.

There may be some initial 'checking out' with the adult who has disclosed to you to ensure their safety. For example, if a staff member/volunteer notices a bruise on an adult's arm, it would be appropriate to ask, “l see you have a bruise on your arm. How did that happen?”
However, staff and volunteers should not investigate by asking questions that relate to the details, or circumstances of the alleged abuse, beyond initial listening, expressing concern and checking out.

Reporting procedure
There may be emergency situations where it is appropriate to contact the police immediately. Whatever the circumstances of the concern, disclosure or allegation it is vital that you record the details and report these without delay. Sharing information, no matter how insignificant it may seem, is one of the most important ways of safeguarding adults.

(Place name of organisation here) has implemented a reporting procedure that is communicated to staff/volunteers at induction and through support and supervision meetings, as well as safeguarding training. The following reporting procedure should be followed:

Record and Report
Staff and volunteers must record any concerns, disclosures or allegations, using the (insert name of report form here and where it can be accessed.)
Records must include the date and time the concern was identified, details of those involved, and any immediate action taken. Any questions asked for clarification to understand the concern must also be clearly recorded.
All records must be stored securely and passed to the Adult Safeguarding Lead (or Deputy) without delay.
Where concerns are raised by individuals external to (place name of organisation here), these must also be recorded. You must include the date and time the information was received and any actions taken. This information must be stored securely and escalated to the Adult Safeguarding Lead (or Deputy).

Adult Safeguarding Leads' role and responsibility
When the Adult Safeguarding Lead is informed of a concern about an adult at risk, they must act promptly in line with (place name of organisation here) reporting procedures. This includes:
· Ensuring the adult is not in immediate danger and that appropriate medical or police assistance has been sought where necessary.
· Considering whether the concern constitutes a safeguarding issue, taking care to gather relevant information without carrying out an investigation.
· Consulting with statutory agencies where there is uncertainty or doubt. Making a formal referral to statutory services where a safeguarding concern is identified.
· If the Adult Safeguarding Lead determines that the concern does not meet the threshold for safeguarding action, or if advice from the local HSC Trust confirms that no referral is required, a clear record must still be kept. This record should include the concern, any actions taken, the rationale for the decision not to refer, and arrangements for ongoing monitoring or alternative support. This ensures that patterns or cumulative concerns can be identified over time and appropriate protective action taken if required.

What if the Adult safeguarding lead cannot be contacted?
If the Adult Safeguarding Lead cannot be contacted, concerns should be reported to the Deputy Adult Safeguarding Lead, following the same reporting procedures.
If neither the Adult Safeguarding Lead nor the Deputy Adult Safeguarding Lead can be contacted, concerns must be reported directly.

The next stage is contacting the relevant statutory agencies, such as the HSC Trust or PSNI. Staff and volunteers can also contact Volunteers Now's Adult Safeguarding in Sport Service for support.
In these circumstances, the name of the person contacted within the statutory agency, along with the date and time of the report, must be clearly recorded. The staff member or volunteer must then inform the Adult Safeguarding Lead (or Deputy) as soon as possible.

Confidentiality

Information relating to a safeguarding concern should be confidential and shared on a need-to-know basis only. It should not be shared inside or outside (place name of organisation here) other than with those who need to know, such as those identified in the reporting procedures outlined in Chart One.

Allegations against staff and volunteers

An allegation against a staff member/volunteer is often a difficult situation for an          organisation to deal with, as the individual who is the subject of the allegation may be well known to the organisation and a close colleague or friend.
However, it is vital that the procedure for dealing with allegations is followed accordingly.
When responding to an allegation made against a staff member/volunteer, (Place name of organisation here) recognises its responsibilities, firstly to the adult at risk, and, secondly to the staff member/volunteer. Two related but independent strands of enquiry are followed in such circumstances, in relation to reporting concerns and disciplinary/problem solving procedures.
Record and report

If a staff member/volunteer receives any information about an allegation against another staff member/volunteer this must be recorded on (insert name of report form here and where it can be accessed).
This should include the date and time that the staff member or volunteer became aware of the information and the parties who were involved.
This information must be kept in a secure place and passed to your Adult Safeguarding Lead following reporting procedures. 
Any information about an allegation against a staff member/volunteer received from a person outside of (Place name of organisation here) (for example carers or social workers) should be recorded on (insert name of report form here and where it can be accessed).




The following procedures must be implemented:
· (Place name of organisation here) Adult Safeguarding Lead will consult with the HSC Trust and/or PSNI to ensure that any subsequent action taken by (Place name of organisation here) does not prejudice the HSC Trust or PSNI investigation.
· Following this consultation, the individual whom the allegation has been made against will be informed by (their line manager or supervisor) that an allegation has been made against them and provide them with an opportunity to respond. The details of this response will be fully recorded by their line manager or supervisor.
· Through consultation with the statutory authorities, (Place name of organisation here) will agree the most appropriate way forward.
· Protective measures will be implemented as a priority. This may include suspending/removing the staff member/volunteer from their role or moving them to alternative duties for the period of the investigation. Suspension is a neutral act to allow the investigation to proceed and to remove the staff member/volunteer from the possibility of any further allegation, as well as protecting people. Where suspension is considered necessary, it will be dealt with as quickly and sensitively as possible.

All the above actions will be taken in accordance with (place name of organisation here) disciplinary/problem solving procedures and will have due regard to guidance from the HSC Trust and/or PSNI.
· If the allegation is unsubstantiated, the staff member/volunteer will be given support to reintegrate into (Place name of organisation here) and resume their role. 
· If the allegation is substantiated and the staff member/volunteer has been found to have harmed or put at risk of harm an adult, (place name of organisation here) will implement disciplinary/problem – solving procedures. Where the staff member/volunteer is permanently removed from regulated activity (or would have been had they not left) following internal procedures, (place name of organisation here) will be under statutory duty to refer the staff member/volunteer to the Disclosure and Barring Service (DBS) under the Safeguarding Vulnerable Groups (NI) Order 2007 (as amended by the Protection of Freedoms Act 2012). Where the role is not regulated activity (place name of organisation here) will consult with the Disclosure and Barring service to establish if a referral can be made.
The Disclosure and Barring Service (DBS) maintains a list of individuals who are barred from engaging in regulated activity with adults at risk of harm.

Resource 5:
A written code of behaviour which
outlines the expectations of
everyone involved in the
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Standard 5 – A written Code of Behaviour which outlines the expectations of everyone involved in the organisation. 

	Checklist
	Supporting Evidence
	Fully met / Partly met / Not met?
	If not fully met: action needed

	1. The Code of Behaviour contains positive statements about how staff and volunteers are expected to behave towards and communicate with adults that they are working with.
	
	
	

	2. The Code of Behaviour outlines behaviours to be avoided.
	
	
	

	3. The Code of Behaviour outlines unacceptable behaviours.
	
	
	

	4. The Code of Behaviour contains guidelines relating to physical contact, intimate care and restraint.
	
	
	

	5. The Code of Behaviour contains guidelines relating to diversity, additional care and support needs.
	
	
	

	6. The Code of Behaviour contains guidelines on the handling of money.
	
	
	

	7. The Code of Behaviour contains guidelines about online communication.
	
	
	

	8. The Code of Behaviour includes guidelines on the use of images.
	
	
	

	9. The Code includes anti – bullying guidelines. 
	
	
	

	10. The Code of Behaviour outlines sanctions in the case of staff and volunteers breaching the guidelines.
	
	
	



[bookmark: _Toc232360086]Sample text - Code of Behaviour (the guidelines must be tailored to your organisation’s programmes and activities)

(Place name of organisation here) expects all staff and volunteers to conduct themselves in a way that ensures everyone is kept safe from harm while they are engaged in any activity associated with the organisation. Equally, (Place name of organisation here) expects participants to behave in a manner that is respectful towards others.

The following Code of Behaviour aims to provide guidance to minimise the opportunity for adults to suffer harm, as well as ensuring staff and volunteers’ behaviour is appropriate.
Staff members/volunteers who breach any of the following may be subject to (Place name of organisation here) disciplinary/problem solving procedures.
Staff and volunteers should:
· Treat everyone with dignity and respect.
· Adopt a person-centred approach.
· Listen to adults and communicate with them appropriately.
· Involve adults appropriately in decision making.
· Promote inclusion and fairness
· Be aware of their role and the boundaries within which they should work.
· Identify themselves as a representative of (Place name of organisation here) during their duties (and present an identification card if relevant).
Staff and volunteers should never:
· Make sexually suggestive comments to, or about, any adult involved. 
· Spending excessive amounts of time alone with an adult where this is unnecessary or inappropriate to their role.
· Taking an adult into their home without clear organisational approval and appropriate safeguards in place.
· Take an adult alone on a car journey unless this is necessary, agreed in advance where possible and in line with organisational procedures) 
· Form inappropriate relationships (with adults involved in sport)
· Gossip about adults who participate, work, spectate, or volunteer within the sport, or about their families.
· Ignore or fail to report allegations of adult abuse, safeguarding concerns, or a disclosure of abuse made by an adult.
· Use inappropriate, abusive, discriminatory, or offensive language towards any adult involved. 
· Share personal contact details where this is not appropriate to their role or authorised by the organisation.
· Contact adults involved through personal social networking accounts or pages where this is not appropriate to their role or against organisational policy.

Staff and volunteers should: 
· be open to, respectful of and responsive to diversity and inclusion.
· be aware of individual needs and provide appropriate support. 
· report any discrimination and bullying. 

Staff/volunteers should:
· maintain records of personal allowances, receipts and expenditure managed on behalf of an adult. 
· never deny an adult access to their money.
· report any suspicions of financial abuse.

Staff and volunteers should:
· Never communicate privately with adults at risk of harm through social media, messaging apps or other online platforms.
· Ensure that any photographs/videos taken of adults are appropriate, that they have a required purpose, and that this purpose has been explained fully.
· Ensure that consent has been obtained before taking photographs/videos of adults during their duties.
· Report any inappropriate use of images as per reporting procedures.


Staff and volunteers should:
· Ensure that consent has been obtained for any physical contact, and that it is supportive, takes place in an open environment, and is not secretive.
· Ensure that physical contact is in response to the need of the adult and is appropriate to the task required.
· Ensure that physical contact is carried out carefully, sensitively, and respectfully.
· Ensure that any dangerous behaviour by adults is stopped.
· Inform their supervisor/line manager of any changing or additional needs with regards to physical support required by an adult. 

Staff and volunteers should not:

· Engage in inappropriate contact with any adult.
· Do things of a personal nature that an adult can do for themselves.
· Engage in any type of physical intervention or restraint, unless specifically trained and informed to do so within their job/role.










Resource 6:
Written guidelines on the management of records, confidentiality and information sharing
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[bookmark: _Toc232360087]Standard 6 - There are written guidelines on the management of records, confidentiality and sharing of information.
	Checklist
	Supporting Evidence
	Fully met / Partly met / Not met?
	If not fully met: action needed

	1. Relevant and accurate information is gathered about adults involved. 
	
	
	

	2. The policy outlined how information is shared with adults. 
	
	
	

	3. The policy outlines what and how information is shared with relevant people within and outside of the organisation.
	
	
	

	4. There is a procedure in place for adults and parents/carers to share concerns and make complaints. 
	
	
	

	5. There is a grievance/problem - solving procedure in place, and these are communicated appropriately to everyone involved.
	
	
	

	6. The policy informs staff and volunteers what written records are kept and how they should be stored, accessed and disposed of.
	
	
	

	7. There is a clear policy on confidentiality and data protection.
	
	
	



[bookmark: _Toc232360088]Sample text - Sharing information

(Place name of organisation here) is committed to providing an inclusive environment where openness, transparency, and respect for confidentiality are central to how services and activities are delivered.
Management of records:
(place name of organisation here) requires essential personal information about adults involved in our organisation. This includes names, addresses, contact details, emergency contact numbers, and, where appropriate, the details of carers, advocates or next of kin. Relevant medical and health information is also collected to support safe participation and appropriate care. 
The organisation also keeps records relating to an adult's involvement in activities and programmes. This may include attendance records, information relating to participation or support needs, and records of any accidents, incidents, concerns, or near misses. It may also include safeguarding information. 
(place name of organisation here) collects, stores, uses, shares, and disposes of personal information in accordance with legal requirements. Personal information will be stored securely and only accessed by staff or volunteers who have a legitimate need to know. Information may also be used to support improvement, staff or volunteer training, research, and statistical purposes where appropriate.
Adults, and where appropriate their carers or advocates, will be informed about how their information will be collected, used, stored, and shared before it is provided. Adults should also be able to request access to the information held about them by (place name of organisation here).
Confidentiality 
Personal information about adults must be treated confidentially and handled with care. However, confidentiality cannot be guaranteed where there are concerns about the safety, wellbeing, or protection of an adult or where a crime is suspected. In these circumstances, staff and volunteers must report concerns to the Adult Safeguarding Lead in line with reporting procedures, using the appropriate reporting forms.

Where appropriate, (place name of organisation here) may share relevant information with external agencies, such as the Health and Social Care Trust (HSC Trust) and/or the Police Service of Northern Ireland (PSNI).

Sharing Information
Anyone engaging in activities and or programmes provided by (Place name of organisation here) will:
· be informed of the Safeguarding Policy by the appropriate staff member on commencement of the activity/service.
· be made aware of the reporting procedures and how to contact the Adult Safeguarding Lead.
· be given a copy of the Safeguarding Policy statement and details on how to access the full policy.
· be informed of the procedures for giving us feedback and for making a complaint. Evaluations, surveys and meetings are all essential ways of receiving feedback about our programmes and activities.

Dealing with concerns and complaints
Adults, carers, or advocates who have a concern or a complaint about some aspect of (Place name of organisation here) should follow (Place name of organisation here) complaints procedure. Staff and volunteers should raise their complaint through the Grievance/Problem – Solving Procedure. 
The Complaints Procedure outlines the stages to be followed, such as who the complaint should be passed to, appeals procedures and expected timescales.  Whenever necessary, alternative formats of the procedure will be provided.
Records of discussions and information shared at each stage of the Complaints/Grievance Procedure will be made clearly and accurately. All information relating to the complaint/grievance will be kept confidential and stored in a secure location and accessed only on a need-to-know basis.
Where there is a complaint in relation to potential abuse, the reporting procedures take precedence over the complaint’s procedure.


Resource 7:
Written guidelines to ensure the general safety and management of activities
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Standard 7 - Written guidelines to ensure the general safety and management of activities. 

	Checklist
	Supporting Evidence
	Fully met / Partly met
/ Not met?
	If not fully met: action needed

	1. All staff and volunteers have, or have access to, a named or appointed first aid person for each activity.
	
	
	

	2. There are procedures for recording and reporting accidents, incidents and near misses. 
	
	
	

	3. There are written procedures for dealing with emergencies. 
	
	
	

	4. There are regular fire drills, and these are recorded. 
	
	
	

	5. Staff and volunteers have quick access to emergency phone numbers. 
	
	
	

	6. All staff and volunteers are qualified and competent in their role. 
	
	
	

	7. There is a system for ensuring the safety of equipment. 
	
	
	

	8. There is appropriate supervision of adults taking part in activities. 
	
	
	

	9. Risk assessments are carried out for all activities, including day trips and/or residentials. 
	
	
	

	10. Transport is roadworthy and adequate for purpose.
	
	
	

	11. There is an agreement on which organisation’s procedures will be followed on a residential activity. 
	
	
	

	12. There are clear guidelines for sleeping arrangements on residentials. 
	
	
	



Sample text - General Safety and Management of Activities
(Place name of organisation here) is committed to providing a safe environment across all programmes and activities. Staff and volunteers must plan activities carefully and ensure they are effectively managed. All activities must be approved by management, and the following considerations must be considered:

Target group
The target group should be clearly identified, and their needs, abilities, and any additional support requirements should be considered.
Aims and objectives
The aims and objectives of the activity should align with the overall aims of (place name of organisation here). Each activity should have a clear purpose, and all participants should have the opportunity to take part safely, develop their ability and potential, and enjoy the experience.
Programme
Staff / volunteers where appropriate, should develop a detailed programme outlining pick-up and drop-off locations, dates, and times, including appropriate breaks where travel is involved. The type and intensity of activities should be carefully planned, for example scheduling more restful activities in the afternoon if the morning has involved high energy sessions. A balanced range of activities should be provided to suit different ages, abilities, and interests, with appropriate breaks included throughout.
Venue(s)
As part of planning, a pre-visit to the venue should be carried out wherever possible. If a pre-visit is not possible due to distance, cost, or other constraints, a reputable venue or provider should be selected, and relevant information should be gathered about the facilities and suitability of the site. In all cases, a risk assessment must be completed for the day trip or residential using the (place name of organisation here) Risk Assessment Record Form. All staff and volunteers involved must be provided with a copy of the risk assessment and must be familiar with its contents before the activity takes place.
Where staff or volunteers from the venue are responsible for supervising or delivering activities, the organisation must be assured that appropriate recruitment and selection procedures are in place, and that staff are suitably trained and hold relevant qualifications where required.

Catering
The venue must be able to meet all dietary requirements of the group and meet appropriate food hygiene standards.
Accessibility
The venue and facilities must be accessible and be able to provide a range of activities to suit all needs. Leaders may need to carry out a risk assessment if they are bringing an adult with additional needs. Remember that risk assessment should promote inclusion, independence, and choice. All leaders should have a copy of the risk assessment and be familiar with its content.
Health and Safety
Fire drills should be undertaken regularly, and there should be appointed fire warden, and fire extinguishers available. Staff, volunteers, and participants must be aware of site rules, and health and safety procedures, including evacuation procedures. Everyone must be clear about how to record and report accidents/incidents or near misses on the appropriate report form.
There must be a designated first aid person for the duration of the activity and they should know the location of the first aid box. In some circumstances, medical advice may need to be sought, and arrangements made for the person to be taken home. Contact details for the local GP surgery and hospital must be obtained prior to departure.
An attendance list should be maintained, and regular headcounts should be carried out where appropriate, particularly during changes in environment such as adjusting routes on outdoor activities or when boarding or leaving transport. Where helpful, participants may choose to use a buddy system to support group awareness, with individuals keeping an informal check on each other and notifying a leader if someone appears to be missing.
Where appropriate, participants should also be provided with contact details for a designated staff member for use during the activity. Where equipment is used, clear systems must be in place to ensure it is safe and suitable for use. Any damaged or unsafe equipment must not be used and should be reported immediately to management.

Staff and volunteers
Staff and Volunteers must be clearly informed of their roles, responsibilities, and the expected standards of behaviour for each activity. They must be competent, appropriately trained, and confident in carrying out their duties.
A designated lead person must be appointed for each activity. This person will have overall responsibility for coordination and decision-making and must remain contactable throughout the activity.
A pre-activity briefing must be held with all staff and volunteers involved to ensure they have all relevant information, including roles, procedures, and any specific needs of participants. Where an external venue is being used, relevant venue staff should also be included in the briefing where appropriate.
While there are no set minimum staffing ratios for adult participants, appropriate levels of supervision must always be maintained, with particular consideration given to the needs and safety of any adults with additional needs. It is highly desirable that in a mixed group there are both male and female leaders present. 
All staff and volunteers must be familiar with (place name of organisation here) policies and procedures, including the Code of Behaviour and reporting procedures. Leaders must have completed Adults Safe training within the last three years and the Safeguarding Lead within the last two years. 
Transport
Where transport is required, staff should hire a reputable minibus/coach company which applies robust recruitment and selection procedures and has adequately trained drivers. The company should have vehicles which are roadworthy and have appropriate insurance cover. The vehicle must be suitable for the number of passengers and have operational seat belts. If you are bringing participants with disabilities, accessibility must also be considered. 
Insurance 
Staff should ensure that all activities are covered by (place name of organisation here) insurance and that the venue(s) also has appropriate insurance.



Parents/Guardians/Carers
Parents/guardians and carers, where relevant, must be fully informed about the activity (aims and objectives, venue and catering, date(s), pick up and drop off locations and times, transport, programme of events) and given relevant contact numbers. They should be given any other relevant information, for example, about suitable clothing required if there are outdoor activities scheduled or any spending money required. Where an adult participant cannot provide consent themselves e.g. for participation, photographs/videos, this should be provided by those who are permitted to do so.   
Essential information should be collated including health/medical information, information about allergies and dietary requirements, emergency contact numbers, and any other information leaders may need to know about. If someone requires medication during the activity all of this should be discussed and agreed prior to the activity and included on the consent form. The person may be able to keep and administer the medication themselves, for example, an inhaler for asthma. Leaders, in this case, may just need to remind the person to bring it with them. However, in other circumstances, it may be necessary for a designated leader to keep the person’s medication and information on dosage in a safe place that is easily accessible.  All of these details should be recorded on the participant’s registration form. This information should be stored securely but accessible to staff and volunteers during the activity.
Participants should be fully briefed about the activity and given the opportunity to raise any questions/concerns they may have and, where possible, have an input to the programme.
They should be clear about the expected levels of behaviour and play an active role in setting some ground rules for the activity. They must be aware of the sanctions should these rules be breached. 
Additional considerations for staff and volunteers planning and managing residentials: 
Sleeping Arrangements
There must be separate, but adjacent, sleeping facilities for staff and participants, and, generally, facilities are arranged by gender and age. However, a risk assessment will be undertaken, and facilities will be arranged in a way that strives to keep all participants safe. Sleeping arrangements must be approved by management. 
Leaders’ rooms should not be far away or in a separate building. Attention needs to be given to safe access for the adults to leaders and to toilet facilities during the night.
Staff and volunteers assisting on the residential should be appointed in accordance with (insert name of organisation) normal recruitment and selection procedures. Where required, an AccessNI checks will be undertaken. 
Dealing with Disclosure
Sometimes, due to the nature of the environment, an adult may be more likely to make a disclosure of abuse during a residential. Staff and volunteers should, therefore, be familiar with the disclosure guidelines and reporting procedures outlined in this policy. All concerns, disclosures and allegations must be recorded and reported as per reporting procedures. 
Where there is an immediate risk to an adult participating in a residential there should be no delay in passing this information to the statutory authorities. In these circumstances the staff member/volunteer must record the name of the person in the statutory agency to whom they reported and the date and time of the report. They must inform their Adult Safeguarding Lead as soon as possible that they have made the report.
Staff and volunteers assisting on the residential must be also informed of how to contact the venue/company’s Adult Safeguarding Champion and ensure procedures dovetail. 
Risk assessment and management
An important factor in ensuring the general safety of activities is risk assessment. This is the process of examining what could possibly cause harm to adults, staff or volunteers involved with (insert organisation name) through its activities and programmes. In safeguarding terms, the aim of risk assessment and risk management is to prevent abuse or harm occurring, to reduce the likelihood of it occurring and to minimise the impact by responding to it effectively if it does occur.
(Insert organisation name) staff and volunteers must take time to identify risks, evaluate and put in place risk reducing measures. An identification of any risk carries a duty to report this risk to their line manager/supervisor. 
Risk of harm can result from a number of factors, such as threatening behaviours, injury, abuse, neglect, accidents/incidents/near misses, venue/environment, lack of training/support/supervision, inappropriate ratios.  Factors such as disability and medical/health/additional needs may require additional planning in advance to ensure inclusion.

Staff/volunteers carrying out risk assessment in relation to adults need to consider the following: 
· the assessment and management of risk should promote independence, choice and social inclusion of children, young people and adults;
· risks change as circumstances change;
· risks can be minimised but not eliminated;
· involvement of children, young people, adults, parents, carers, advocates and other agencies helps to improve the quality of risk assessments and decision – making;
· working in partnership to achieve positive outcomes;
· application of good practice, communication and following procedures (such as Code of Behaviour) can help to minimise risk.
Where activities are taking place off site, the risk assessment should be completed in partnership with relevant staff from the venue. 
Dealing with accidents, incidents and near misses
Staff and volunteers must report all accidents, incidents and near misses to their line manager/coordinator and record the details on (insert name of report form and with whom it need to be shared). 
Where the accident, incident or near miss is in some way connected to a safeguarding matter, it should be reported to their Adult Safeguarding Lead as per reporting procedures, for appropriate action. 
(Insert organisation name) is aware of its legal responsibilities in relation to health and safety and will ensure that premises are kept safe. For full details of our Health and Safety policy please contact (insert relevant contact). 
Where the activity is taking place in another venue, staff and volunteers must be familiar with the procedures at the venue. 
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