
 
 

 

Safeguarding Adults Policy and Procedure 
 

Purpose 
 
1. Together Co makes a positive contribution to the wellbeing of the community and 

recognises the right of every individual to a live a life free from abuse, neglect 
and exploitation. This is critical to the way we operate. 
 
This policy document outlines both Together Co’s policy on safeguarding adults 
and the procedure that employees and volunteers should follow if they are 
concerned about an adult who is experiencing abuse. 
 

Scope 
 
2. This policy applies to any adult with care and support needs, or the appearance 

of care and support needs – regardless of whether these are being met by the 
Local Authority (LA) – who is experiencing abuse or neglect or is at risk of 
experiencing abuse or neglect and who is unable to protect themself. 

 
3. An adult’s care and support needs arising from a physical or mental disability 

may include issues such as physical, sensory or cognitive impairments, physical 
disabilities, needs for specialised communication, long term health conditions 
frailty due to age, learning disabilities and substance misuse issues. These 
individuals may be at increased vulnerability to abuse, have increased difficulty 
expressing their views, wishes and feelings and be unable to protect themselves 
from the abuse.  (See Annex A for types of abuse). 
 
The policy applies equally to all adults at risk, regardless of gender, ethnicity, 
disability, sexuality, or religion, and their carers. 
 

Context and background 
 
4. Safeguarding means protecting an adult’s right to live in safety, free from abuse 

and neglect. It is about people and organisations working together to prevent and 
stop both the risks and experience of abuse or neglect, while at the same time 
making sure that the adult’s wellbeing is promoted including, where appropriate, 
having regard to their views, wishes, feelings and beliefs in deciding on any 
action. This must recognise that adults sometimes have complex interpersonal 
relationships and may be ambivalent, unclear or unrealistic about their personal 
circumstances. 
 

5. The Care Act 2014 places adult safeguarding on a legal footing. Under Section 
42 of the Care Act, Local Authorities have a statutory duty to make enquiries 
when they are made aware of a concern regarding any adult who meets the 
following criteria: 

• Has care and support needs (whether or not the LA is meeting those needs); 
or is a carer for someone who has care and support needs (whether or not the 
LA is meeting those needs); 



 
• Is experiencing, or is at risk of, abuse or neglect; 

• Is unable to protect themselves from either the risk, or the experience, of 
abuse or neglect, as a result of their care and support needs. 

The most up to date version of the Pan Sussex Safeguarding 
Thresholds can be found here: Brighton & Hove Safeguarding 
Adults Board - thresholds guidance 

 

6. The key principles set out in the Sussex Safeguarding Adults Policy and 
Procedures are: 

• Empowerment – people being supported and encouraged to make their own 
decisions and give informed consent; 

• Prevention – it is better to take action before harm occurs; 

• Proportionality – the least intrusive response appropriate to the risk 
presented; 

• Protection – support and representation for those in greatest need; 

• Partnership – local solutions through services working with their 
communities; communities have a part to play in preventing, detecting and 
reporting neglect and abuse; 

• Accountability – accountability and transparency in delivering safeguarding. 
 

Making Safeguarding Personal 
 

7. Making Safeguarding Personal (MSP) is a Local Government Association led 
initiative, which aims to develop an outcome focus to safeguarding work, and a 
range of responses to support people to improve or resolve their circumstances. 
It is about engaging with people about the outcomes they want at the beginning 
and middle of working with them, and then ascertaining the extent to which those 
outcomes were realised at the end. MSP seeks to achieve: 
 

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

• Practice that focuses on achieving meaningful improvement to people's 
circumstances rather than just on ‘investigation' and ‘conclusion'; 

• An approach that uses social work skills rather than just ‘putting people 
through a process'; 

• An approach that enables practitioners, families, teams and Safeguarding 
Adult Boards to know what difference has been made. 

 
Safeguarding Policy 
 
8. The safety and wellbeing of adults with care and support needs must be of 

paramount consideration when providing services. At Together Co we aim to 
promote a culture where employees and volunteers feel confident to raise 
safeguarding concerns and are supported appropriately when they do so. 
Together Co is committed to ensuring that all employees and volunteers work to 
promote and enable safe lives for all people who use its services. 
 

https://www.bhsab.org.uk/professionals/thresholds-guidance/
https://www.bhsab.org.uk/professionals/thresholds-guidance/
https://www.bhsab.org.uk/professionals/thresholds-guidance/


 
9. Together Co follows the Six Safeguarding Principles outlined in the Sussex 

Safeguarding Adults Policy and Procedures (Empowerment, Prevention, 
Proportionality, Protection, Partnership, and Accountability) and the principles of 
MSP when having conversations with adults about safeguarding concerns. This 
approach supports the individual’s experience, improves the quality of 
safeguarding referrals, and ensures best practice if Together Co is ever required 
to undertake an enquiry by the Local Authority. 
 

Rights and responsibilities 
 
10. Responsibility for developing and implementing this policy rests with the 

Trustees. There is a nominated Trustee for safeguarding on the Board. Day-to-
day responsibility for safeguarding of adults is delegated to the Chief Executive 
Officer (CEO), who is supported by a Designated Safeguarding Officer (DSO). 
The Designated Safeguarding Officer is Deputy CEO. Together Co employees 
and volunteers, including Trustees, are expected to be aware of this policy and to 
know what action to take where they have a concern about an adult being at risk 
of /or experiencing abuse. 
 

11. Together Co works together across services to safeguard adults at risk. This 
means recognising and responding to the wider context of the people we support, 
including where their needs or risks may impact children, young people, or other 
adults at risk within their family. Staff and volunteers are expected to be alert to 
intergenerational safeguarding concerns and to work collaboratively with the DSO 
where crossover is identified. 
 

12. The nominated safeguarding Trustee will support the DSO in ensuring that 
safeguarding risks are well understood and keep the Board of Trustees updated. 

 
Safeguarding procedures are reviewed annually by the DSO and safeguarding 
trustee. Safeguarding incidents and trends are reported annually to the Board, 
with improvements embedded into organisational practice. 

 
13. In implementing the policy, people using Together Co’s services are: 

 

• Made aware of this policy in ways that are appropriate to their ability when 
they first receive a service from us; 

• Have alleged incidents of abuse or lack of protection recognised and taken 
seriously; and 

• Kept central to any enquiry process and protective measures. 
 

14. Employees and volunteers, including Trustees, are: 
 

• Made aware of this policy and the importance of following it as part of their 
induction and provided with appropriate training and support to implement it 
effectively; 

• Given training as part of their induction and at regular intervals as and when 
required. Employees are expected to renew their safeguarding training every 
2 years and record their training history on Breathe HR. Volunteer roles differ 
and so the requirement for updated training is listed within individual service’s 



 
volunteer guidelines. All safeguarding training delivered by Together Co is 
aligned with the NHS England Intercollegiate Guidance on Adult 
Safeguarding. Frontline staff meet the competencies set out for Level 1 and 2 
safeguarding training as appropriate to their roles; 

• Given support with safeguarding concerns at work, in supervision or one-to-
one sessions, as required and agreed with their line manager; 

 
All employees and volunteers over 18 who work directly with adults at risk are 
required to undertake a criminal record check through the Disclosure and Barring 
Service (DBS). This is logged on service specific databases. There is more 
information about roles and responsibilities at Annex B. 

 
Safeguarding procedure 
 
15. Staff should bring any concerns about an adult being at risk of, or experiencing, 

abuse to the attention of a senior member of staff as soon as possible. 
Volunteers should report their concerns to their named point of contact at 
Together Co. If a senior member of staff has concerns, they should discuss these 
with another senior colleague. If necessary, concerns can then be escalated to 
the DSO.  
 

16. Annex C shows a step-by-step procedure to follow, which is also described 
below, and outlines information that should be provided to Adult Social Care 
(Access Point) when a safeguarding concern arises. An employee or volunteer 
who has concerns should: 

I. Consider whether the adult with care and support needs is in 
immediate danger and, if so, contact the emergency services. 

II. Follow the guidance in Annex E (dos and don’ts) where an adult with 
care and support needs makes a disclosure about actual or potential 
abuse or significant harm and in particular: 

− Explain their concerns about the individual’s wellbeing and ask 
them for their views about what has happened; 

− Let the individual know that they need to speak with a senior 
colleague, and possibly other colleagues, who will respond to 
the risk and work with the person and their desired outcome; 

− Avoid making promises to keep anything the person tells 
secret and be open about the need to share information with 
others. 

− If appropriate, seek the individual’s views on how able they are 
to protect themselves, what outcome they would like, and how 
they can best be supported, bearing in mind the principles 
outlined in para 4. 

III. Make a record of the information received that has caused concern and 
any conversation with the adult at risk as soon as possible. Use the 
guidance in Annex F to record the information when time allows and 
label the case notes as a ‘safeguarding concern’. 

IV. Contact a senior member of staff, or named point of contact as soon as 
possible and inform them of the concerns. If the named point of contact 
is not available, the volunteer should call Together Co’s mainline on 
01273 775 888. If no senior member of staff is available, the DSO, 



 
Head of Service or CEO should be contacted. In the case of no senior 
members of staff, or members of the senior leadership team being 
available, the member of staff should contact Adult Social Care 
(Access Point) (details below) to inform them of the concerns, with an 
indication of the impact on the individual and level of risk they are 
facing. 

V. Discuss the situation with a senior colleague and agree a plan of 
action, which is in line with the service users preferred outcomes, if 
known. If further support is required, the situation should also be 
discussed with the DSO. 

VI. Discuss the plan of action with the adult at risk and keep them informed 
about any action taken or proposed (if safe to do so). 

VII. If appropriate or necessary, discuss the concerns with relevant 
partners or stakeholders (such as support workers, family or friends), 
taking care to do so in a way that complies with the Together Co data 
protection and confidentiality policy. Aim to obtain the individual’s 
consent to share information about them and always inform them who 
the information will be shared with (unless it is unsafe to do so). 

 
17.  It is important to recognise that the adult with care and support needs, who is the 

subject of concern, may not be in agreement about raising that concern with the 
LA. Nevertheless, where an employee or volunteer judges that the individual is 
unable to protect themselves, it is essential to make the LA aware and to work 
sensitively with the person to minimise further loss of control. If the adult lacks the 
capacity to make a decision about raising a concern, Together Co must make a 
decision based on their best interests, in line with Mental Capacity Act 2005. Staff 
receive training on assessing capacity and applying the statutory principles. 

 
18. If a concern is considered to require safeguarding action the senior member of 

staff will either support the member of staff in reporting it to Adult Social Care 
(Access Point) or report the concern. If the concern is raised by a volunteer, their 
point of contact at Together Co will typically report the concern on their behalf, 
with support from a senior member of staff, unless it is agreed that the volunteer 
is better positioned to raise the concern directly. All safeguarding concerns 
should be recorded and monitored over time by the staff member who initially 
raised the concern, ideally until the concern has been responded to by the LA. 
The DSO must be kept informed of situations where the outcome of raising a 
concern has not been shared with Together Co and the risk to the person 
remains. In such cases the DSO will first address concerns to the manager of the 
LA safeguarding team via the Adult Social Care (Access Point) email and will 
escalate the matter to the LA Safeguarding Lead if the lack of response 
continues. 

 
All discussions and reasons for decisions should be recorded in the service’s 
regular record keeping system. If an employee is asked by the LA to take part in 
an enquiry and feels this represents a conflict of interest (for example because 
they are an advocate for the person at risk), they should initially speak to a senior 
colleague to explore whether it would be appropriate to make alternative 
arrangements. If necessary, this should then be escalated to the DSO. 
 



 
19. Together Co recognises that dealing with safeguarding concerns or disclosures 

can be a stressful and distressing experience for the person raising them. After a 
safeguarding incident, the senior member of staff will speak with the individual 
who raised concerns to give them an opportunity to talk about how the process 
has affected them and to offer support. For volunteers, their point of contact at 
Together Co will provide this support. 
 

Appropriate conduct and behaviour 
 
20. When working with adults, it is important that employees and volunteers take 

care to set and maintain appropriate boundaries in the way they behave. 
Appropriate boundaries will be different depending on the role with Together Co, 
the nature and longevity of contact with service users – please see service 
specific guidelines for more information. Some general principles include: 
 

• Establishing appropriate physical boundaries at the start of the relationship, 
possibly even explaining these if necessary; 

• Being mindful of appropriate physical contact, for many staff and volunteers 
this means not initiating any physical contact, ceasing any contact made by a 
service user sensitively and making their manager or coordinator (who will 
make a record for their safety) aware; 

• Not lending or borrowing money; 

• Not giving or receiving any gifts, other than small value tokens of appreciation 
such as cards, flowers or chocolates; 

• Not taking service users into their home; 

• Being mindful of which contact details to share with service users (for most 
staff and volunteers, only professional contact details would be appropriate to 
share, whereas some volunteer roles may involve sharing personal contact 
numbers if desired). 
 

21. If an employee or volunteer becomes aware of a concern about someone else 
working or volunteering in a position of trust, who has behaved in a way that has 
harmed, or may have harmed an adult, possibly committed a criminal offence 
against, or related to, an adult or behaved towards an adult or child in a way that 
indicates they may pose a risk of harm to adults with care and support needs, this 
is a safeguarding concern and must be raised with the DSO and reported to the 
LA. 

 
Please see the service specific guidance on appropriate boundaries and, if in 
doubt, speak to a Head of Service or Line Manager. 
 
A separate Managing Allegations Against Staff and Volunteers policy outlines 
how allegations involving people in positions of trust are handled. This includes 
referral to the Local Authority Designated Officer (LADO) where appropriate. 
 

 
22.  Together Co supports a culture of openness and safety. Safeguarding concerns 

may be raised through our Whistleblowing Policy, and staff are encouraged to 
report concerns without fear of reprisal. 

 



 
Useful Numbers 

• Adult Social Care (Access Point) (accesspoint@brighton-hove.gov.uk (out of 
9-5 use 01273 295555) NB between 9-5 Adult Social Care (Access Point) is 
not an emergency response service and cannot deal well with phone calls. 

• Sussex Police non-emergency contact centre 101 

• Childline 0800 1111 

• Parent Plus 0808 800 2222 

• NSPCC 24-Hour Helpline 0800 800 5000 

• Mental Health Rapid Response Service 03003 040078 

• Health Advice and Mental Health Support NHS 111  
 

Governing documents 
This policy and Together Co’s approach is based on the Pan Sussex Safeguarding 
Adults Policy and Procedure, which is underpinned by the following legislation: 

• Care Act 2014 

• Data Protection Act 1998 

• Sexual Offences Act 2003 

• Human Rights Act 1998 

• Health and Social Care Act 2008 

• Mental Capacity Act 2005 and Deprivation of Liberty Standards (DoLS) 
 

This policy is also aligned with the NHS England Intercollegiate Guidance on Adult 
Safeguarding. 
 
Related documents 

• Safeguarding children policy 

• Data Protection and Confidentiality policy 

• Modern Slavery Statement 

• Whistleblowing Policy 

• Managing Allegations Policy 
 

Approving body Board of Trustees 

Date of approval December 2018 

Last review date July 2025 

Next review date July 2027 

Policy reviewer 

DSO (Deputy CEO) with Safeguarding 
Trustee 

 

 
 
 
  
  



 
 
Annex A 
 
Types of abuse 
 
The Care Act 2014 outlines the different types and patterns of abuse and neglect, 
and the different circumstances in which they may take place. Abuse can include the 
following: 
 

• Physical abuse – defined as ‘the use of force, or any action, or inaction which 
results in pain or injury or a change in a person’s natural physical state’ or the 
‘non- accidental infliction of physical force that results in bodily injury, pain or 
impairment’. 

• Domestic abuse – incident or pattern of controlling, coercive or threatening 
behaviour, violence or abuse by someone who is or had been an intimate 
partner of family member regardless of gender or sexuality, including anyone 
aged 16 years and over. Includes psychological, physical, sexual, financial, 
emotional abuse and so-called ‘honour’ based violence. 

• Sexual abuse – direct or indirect involvement in sexual activity without valid 
consent (this can include when an adult has not or cannot consent or was 
pressured into consenting). Includes rape, indecent exposure, sexual 
harassment, inappropriate looking or touching, sexual teasing or innuendo, 
sexual photography, subjection to pornography or witnessing sexual acts. 

• Psychological or emotional abuse – includes emotional abuse, threats of 
harm or abandonment, deprivation of contact with others, humiliation, 
blaming, controlling, intimidation, coercion, harassment, verbal abuse, cyber-
bullying, isolation or unreasonable and unjustified withdrawal of services or 
supportive networks. 

• Financial or material abuse – includes theft, fraud, scamming or coercion in 
relation to an adult’s financial affairs (including in connection with wills, 
property, inheritance or financial transactions). 

• Neglect and acts of omission – includes ignoring medical or physical care 
needs, failure to provide access to appropriate health, social care or 
educational services, the withholding of the necessities of life, such as 
medication, clothing, adequate nutrition and heating. Failure to give privacy 
and dignity. 

• Self-neglect – self-neglect is ‘the inability (intentional or non-intentional) to 
maintain a socially and culturally accepted standard of self-care with the 
potential for serious consequences to the health and well-being of people who 
self-neglect and perhaps even to their community’ (Gibbons, 2006). 

• Discriminatory abuse – including racist or sexist abuse and abuse based on 
a person’s disability, age or sexuality and other forms of harassment, slurs or 
similar treatment. 

• Organisational abuse – includes neglect and poor care practice within an 
institution or specific care setting such as a hospital or care home, or in 
relation to care provided in a person’s own home. This may range from one-
off incidents to on-going ill-treatment. It can be through neglect or poor 
professional practice as a result of the structure, policies, processes and 
practices within an organisation. 



 
• Modern slavery – includes human trafficking, forced labour, domestic 

servitude, sexual exploitation, such as escort work, prostitution and 
pornography and ‘debt bondage’ (being forced to pay off debts that cannot 
realistically be paid). 

  



 
 

Annex B 
 
Responsibilities for safeguarding adults at risk 
 
Trustees 
The Trustees have a duty to promote the welfare and safety of children, young 
people and adults at risk. The Board determines the policy, taking into account legal 
requirements, and ensures that it is properly implemented and adequately 
resourced. The nominated safeguarding Trustee supports the DSO in ensuring that 
safeguarding risks are well understood and keeps the Board of Trustees updated. 
The Trustees delegate day-to-day responsibility for safeguarding to the Chief 
Executive Officer (CEO). 
 
CEO 
The CEO has overall responsibility for promoting the importance of, and for 
implementing arrangements for, safeguarding the welfare of adults at risk throughout 
the organisation; and for ensuring that such arrangements are included in 
appropriate strategies, policies and team and individual plans, which are reviewed on 
an annual basis. 
 
Designated Safeguarding Officer (DSO) 
The DSO is responsible for overseeing all instances involving adult protection that 
arise within Together Co. While the DSO remains oversight, the responsibility for 
responding to safeguarding incidents lies with senior members of staff. However, in 
cases where additional support is required, or where incidents are particularly 
complex, the DSO will be directly involved in the management of the situation. The 
Designated Safeguarding Officer for Together Co is Deputy CEO. 
 
Senior members of staff  
Senior members of staff are responsible for supporting staff and volunteers in 
responding to safeguarding incidents, ensuring appropriate actions are taken in 
response to all safeguarding concerns, and making necessary referrals to the LA. 
Senior members of staff include Senior Befriending Coordinator, Senior Link Worker, 
and Senior Connection Hub Coordinator. 
 
Employees and Volunteers 
All employees and volunteers, including Trustees, working on behalf of Together Co 
have a duty to promote the welfare and safety of adults at risk. It is everybody’s 
responsibility to recognise the signs of, and to report, abuse wherever it is seen, 
suspected or disclosed. 
 
Employees and volunteers must also respond appropriately to any disclosure and 
take any immediate action necessary to protect a vulnerable person from identified 
risk of abuse. 
  



 
 
Annex C 
 
Together Co Step by Step Procedure for Safeguarding Adults 
 
1. Is the individual in immediate danger? 

• Yes: Contact emergency services. 

• No: Proceed to the next step. 
2. Handling the Disclosure 

• Where appropriate, explain your concerns to the individual and ask for their 
views. 

• Inform them that you need to speak with a senior colleague/ member of staff 
at Together Co, and possibly others 

• Avoid making promises to keep secrets; explain the need to share 
information. 

• Discuss the individual's ability to protect themselves and their desired 
outcome, if appropriate. 

3. Record Keeping 

• Record the information that caused concern and any conversation with the 
adult at risk in the secure CRM system. 

• Use Annex F guidance for recording and labelling the notes as a 
‘safeguarding concern.’ 

4. Discuss with Staff Member 

• Staff members: Inform a senior member of staff as soon as possible. If no 
senior staff are available, contact the DSO, Head of Service, or CEO. If no 
senior leadership is available, contact Adult Social Care (Access Point). 

• Volunteers: Inform your named point of contact as soon as possible. If your 
point of contact is not available, call Together Co’s Connection Hub on 01273 
775 888. 

5. Action Plan 

• Discuss the situation with a senior colleague and agree on a plan of action. 
Involve volunteer where appropriate.  

• Ensure the plan aligns with the individual’s preferred outcomes, if known. 

• If further support is needed to agree action plan, consult the DSO. 
6. Communication with the Adult at Risk 

• Discuss the plan of action with the adult at risk. 

• Keep the individual informed of any actions taken or proposed, if it is safe to 
do so. 

7. Involve Relevant Partners (if necessary) 

• If appropriate, discuss the concerns with relevant partners or stakeholders. 

• Obtain the individual’s consent to share information. 

• Always inform the individual about who the information will be shared with, 
unless it’s unsafe to do so. 

8. Contact Adult Social Care (Access Point) 

• Report the concerns to Adult Social Care (Access Point): 
https://www.brighton- hove.gov.uk/adult-social-care/keep-people-safe/help-
adult- risk-abuse-or-neglect OR phone 01273 295555 (office hours) OR 
01273 295555 (out-of- hours – answered by Carelink Plus); inform of 
concerns, discuss situation and take agreed action. 

https://www.brighton-hove.gov.uk/adult-social-care/keep-people-safe/help-adult-risk-abuse-or-neglect
https://www.brighton-hove.gov.uk/adult-social-care/keep-people-safe/help-adult-risk-abuse-or-neglect
https://www.brighton-hove.gov.uk/adult-social-care/keep-people-safe/help-adult-risk-abuse-or-neglect
https://www.brighton-hove.gov.uk/adult-social-care/keep-people-safe/help-adult-risk-abuse-or-neglect


 
 

9. Monitor Situation 

• Continue to monitor for a response from Adult Social Care (Access Point). 

• If no response, DSO to contact Safeguarding Manager at Adult Social Care 
(Access Point) then escalates to BHCC Safeguarding Lead if still no 
response. 

• If change in situation, return to step 1.  
 
 
 
 
 
  
 
 
 
 
 
 
  
 
 
 
 
 
 
 
  



 
Annex D 
 
Guidance on what information to provide to Adult Social Care (Access Point) 
 
Giving Adult Social Care (Access Point) staff good up to date information, as far as 
you have it, will greatly assist workers assess in determining the appropriate level of 
response, determining their legal duty and how best to respond (either within the LA 
or by alerting other organisations) to concerns about vulnerable individuals. 
 
Demographic details of the individual 

• Name, DOB address 

• GP details 

• Known medical conditions 

• Named workers involved, if known 
 
Description of your concern 

• Nature of Harm: Clearly describe the harm the individual has experienced or 
is at risk of experiencing and state the category of abuse. 

• Timeline: Indicate when the incident(s) occurred. 

• Frequency: Specify if it is a one-off incident or a pattern of abuse/ neglect. 
Mention the duration if it has been ongoing.  

• Impact: Describe the current impact on the individual. Predict potential 
changes in the coming days/weeks/months if the situation remains 
unchanged. 

 
Description of their vulnerability and engagement 

• Vulnerability: Assess the individual's care and support needs. Highlight their 
level of vulnerability.  

• Self-Protection: Evaluate if the individual can protect themselves from further 
harm, either independently or through existing support networks. Include 
details of factors affecting their self-protection and state that you believe the 
person is unable to protect themselves as a result of their care and support 
needs. 

• Involvement of Others: Mention if anyone else has been informed or involved 
in the situation. 

• Individual's View: Share the individual's perspective on the concern. 

• Suggested Help: Note what the individual believes would help in their 
situation. 

• Preferred Outcome: Indicate what the individual would like to happen next. 
 
Wider Issues 

• Potential Wider Impact: Assess if others could be affected by the harm. 
Determine if the alleged perpetrator has contact with other vulnerable 
individuals or children. 

• Living Conditions: Evaluate how the individual's living conditions impact those 
around them, including tenancy issues and home safety. 

 
 
 



 
Accountability 

• Record Keeping: Ensure a copy of the form submitted to Adult Social Care 
and/ or any emails, as well as any related information, included internal 
conversations, are recorded in your client recording system. 

• Communication Plan: Document how you have agreed to keep the vulnerable 
adult informed about the next steps. 

 
  
  
  



 
 
 
Annex E 
 
Responding to disclosures made by an adult at risk 
 
DOs: 

• Do treat any allegations extremely seriously and act at all times towards the adult 
at risk as if you believe what they are saying, irrespective of their level of 
development or communication. 

• Do tell the adult at risk that they were right to tell you. 

• Do reassure them that they are not to blame. 

• Do ask open questions, to gather as much factual information as possible, such 
as: ‘Tell me what happened’, ‘Explain that in a bit more detail’, ‘Describe how you 
felt’. 

• Do be honest about your own position and let them know that you will have to tell 
your line manager. 

• Do inform the adult at risk what you are doing, and when, and – where 
appropriate – keep them up to date with what is happening. 

• Do take further action immediately – you may be the only person able to prevent 
further abuse. Report to your line manager or senior team member immediately. 

• Do document everything said, and any actions taken (using the guidelines in 
Annex F) – always state facts and not opinions. 

• Do seek medical attention for the adult at risk if necessary. 
 
DON’Ts: 

• Don’t make promises you can’t keep. 

• Don’t interrogate adults at risk.  It is not your job to carry out an investigation; this 
is the responsibility of the police and LA. 

• Don’t cast doubt on what the adult at risk has told you, don’t interrupt or change 
the subject. 

• Don’t say anything that might make the adult at risk feel responsible for the 
abuse. 

• Don’t keep it to yourself or act alone.  

• Ensure you tell your line manager or another senior team member immediately. 
They will take the lead in following up your concerns and seeking further advice. 

• Don’t promise confidentiality - Depending on the situation you may be legally 
required to pass on information. 

• Don’t confront any alleged abuser. 
  
  
  



 
 
 
Annex F 
 
Guidelines for making a record about concerns for the safety of an adult at risk 
 
When an adult at risk safeguarding concern arises, it is essential that somebody 
records what is said or seen and what action was taken. 
 
These records may, occasionally, be shown to the police or social services and 
could be used as evidence in court. 
 
The records are extremely sensitive and should be kept securely in the service’s 
regular record keeping system and in accordance with Together Co’s data protection 
and confidentiality policy. 
 
Employees or volunteers who raise a concern about an adult at risk, should 
complete as full and comprehensive a report as possible on the service’s regular 
record keeping system and should ensure that, as far as possible, the record covers: 

• Information about the person who is raising a concern (if not the person 
writing the record); 

• As appropriate, information about the person alleged to have abused the adult 
at risk; 

• The nature of the concern or abuse: where it took place, what it consisted of; 

• The content of any conversation with the individual at risk (and / or their carer) 
about the concerns, including their views about what should happen next and 
any consent given to share information; 

• Brief details of any action that is agreed with the individual at risk or within 
Together Co. 

 
The DSO should be sent information about and updates relating to all safeguarding 
concerns. 
 


