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This information can be made available in alternative formats, such as easy read 

or large print. Please contact 0208 980 7101 or email info@outward.org.uk. 

1. Introduction 

 

1.1. This document sets out Outward’s policy on safeguarding adults at risk  and the steps we expect 

staff to take, where the people we support and others report abuse, in order to foster a 

safeguarding culture within the organisation. It sets out the key legislation and other guidance, 

including when to involve the police. The purpose of this policy is to enable Outward employees 

working with adults at risk to be able to recognize instances of abuse and address them quickly 

and effectively. This applies where a safeguarding concern is suspected or exists, regardless of 

whether the individual is a person receiving support from Outward or not. For example, it is 

applicable if we learn that a friend or sibling of a person we support is at risk.  

 

1.2. The term ‘staff’ covers volunteers as well as paid employees. The term ‘abuse’ covers both harm 

and abuse. The term ‘social services’ is used throughout to describe the various local authority 

departments dealing with adults at risk. 

 

2. Policy  
 

2.1.  Outward regards the protection of adults at risk as fundamental to all that we do. We have a 

zero tolerance approach to all forms of abuse. Outward wants to achieve the best outcomes for 

people we support who are at risk of abuse and part of a safeguarding concern and will seek to 

obtain the wishes of those affected and work to meet them.   Everyone has the right to live their 

lives free from violence and abuse and any form of exploitation.  

 

2.2. Outward requires a consistent, effective and immediate response to any matters giving grounds 

for concern. This may include for example, neglect and  failure through omission to do something 

about a bruise or unexplained injury that a staff has seen on a person we support, or an assault 

on a person we support by another person we support that they have witnessed, or unwitting 

abuse, such as staff shouting or raising voices at people we support.  

 

2.3. Outward aims to ensure that all members of staff are equipped with the necessary information 

to prevent, reduce or remove specific risks; to effectively support the people we support to 

recover from any abuse or neglect they have experienced; and to help them make the decisions 

they feel are right for them.  

 

2.4. Outward is committed to developing and maintaining policies and procedures which can prevent 

incidents of abuse by ensuring:  

 

 

mailto:info@outward.org.uk
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 Recruitment and selection checks, such as photographic ID, right to work/remain, Enhanced 

DBS, employment history and reference checking are in place 

 All staff receive a comprehensive induction, which includes information regarding Outward’s 

policy on safeguarding, and 

 All staff, regardless of their position in the organisation, receive training and understand how 

to recognise, prevent and respond to abuse. 

 

2.5. For further information, read Outward’s Recruitment and Selection Policy. 

 

2.6. Outward is committed to working with partner agencies, such as the Care Quality Commission 

(CQC), the police and social services in responding to and preventing abuse, both actual and 

alleged, quickly and effectively. 

 
2.7. Outward’s policy is intended to meet the requirements of the Care Act 2014 and the policies of 

individual London Boroughs, as well as the London Multi-agency Adult Safeguarding Policy and 

Procedures which can be referred to as a guide.  See Safeguarding Policy appendix 14 - London 

Multi-Agency Adult Safeguarding Policy April 2019.  

 

2.8. This policy is based on the six principles of safeguarding which consists of: 

 

 Empowerment- People being supported and encouraged to make their own decisions and 

informed consent 

 Prevention- It is better to take action before harm occurs 

 Proportionality- The least intrusive response appropriate to the level of risk presented 

 Protection- Support and representation after harm has been identified 

 Partnership- working in collaboration with local services to achieve the best outcomes 

 Accountability- Everybody knows their rights and responsibilities in relation to safeguarding, and 

creating a culture of accountability and transparency.  

 

3. Roles and Responsibilities 

Failure to comply with this policy may be treated as misconduct and dealt with under Outwards 

Disciplinary procedures. 

 

3.1. Outward Designated Safeguarding Lead (DSL)  

Outwards DSL will: 

 Oversee the role of the Area Managers (Adult or Childrens Safeguarding Leads) in relation 

to safeguarding 

 Monitor and review Outwards’ safeguarding policy, procedures and reporting 
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 provide strategic and organisational direction and governance in line with legislation and 

guidance 

 Via the line management structure and in partnership with the learning and development 
lead, ensure that all staff are trained to the required levels 

 Take the lead role in allegations against an Outward member of staff 

 Be available for consultation and advice 

 Work with the Outward executive team to manage threats to reputational risk arising 
from a safeguarding issue. The CEO will liaise with and update trustees as required   
 

 

3.2. Outward Adult Safeguarding Lead 

Outward’s Adult Safeguarding Lead will: 

 Ensure the policy is updated annually and staff are advised of changes to the policy 

 Review Safeguarding referral forms and report findings and lessons learned to 

department meetings and the health and safety committee  

 Check that appropriate actions have been taken within the timeframe set out 

 Escalate to the DSL, or in their absence, the CEO any concerns that are raised regarding 

reputational risk 

 Work with the DSL in the event that an allegation is made regarding an Outward member 

of staff, including, for example, liaising with the Local Authority Designated Officer (LADO) 

 Be available for consultation and advice 

 Chair the safeguarding panel quarterly 

 

 

3.3. Managers 

Managers will: 

 Induct staff in the safeguarding policy 

 Monitor the quality of record keeping within the service 

 Support and advise their team around safeguarding matters 

 Create a learning culture around safeguarding, for example, using case studies during 

team meetings, debriefing following incidents and providing effective supervision 

 To promote open lines of communication with families and stakeholders, making sure 

they are able to raise concerns and to record and follow up an these promptly   

 Act as the referring manager (internally and externally) 

 Liaise with external professionals as appropriate 

 Ensure all cases are managed in accordance with good practice and this policy 

 Receive and record information regarding safeguarding concerns 

 Ensure the Safeguarding, Incident and Accident (SIA) is received, completed accurately 

and fully and sent to the appropriate internal sources 

 Consult with, inform or refer to statutory services (including CQC where necessary) 
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 Submit the referral to the appropriate statutory service within the timeframe set out by 

the Local Safeguarding Board 

 Will ensure that each staff has in place safeguarding –staff supervision completed at least 

once each year 

 Ensure staff receive refresher training every 2 years.  

 Escalate safeguarding concerns to the safeguarding lead when they feel a safeguarding 

allegation has not been responded to appropriately within their line management 

structure 

 Ensure follow up actions are completed such as updating support plans and risk 

assessments  

 

3.4. Volunteers, Agency Workers and Front Line staff will: 

 Be alert to signs and indicators that someone may be at risk of, or experiencing, abuse or 

neglect. 

 Maintain clear and comprehensive records in people’s files. 

 Keep risk management plans and support plans up to date 

 Complete clear, factual and comprehensive Safeguarding, Incident and Accident (SIA) 

forms within 24 hours 

 Promote an awareness of abuse and provide support and guidance to the people they 

support 

 Engage openly and fully with training 

 Maintain familiarity with this policy, re-reading from time to time as appropriate.  

 

 

4. Prevention - creating a safeguarding awareness culture 

 

4.1 Managers and staff can foster a safeguarding culture by promoting awareness, building 

knowledge and empower people we support to recognize abuse and neglect, how to keep 

themselves safe and how to report concerns. Support teams, led by management are 

responsible for promoting an awareness and understanding of safeguarding abuse and neglect 

among the people we support taking person centered approaches. Every effort should be made 

to ensure that as far as possible the people we support are fully involved in decision-making; 

and where linguistic, sensory or other difficulties impede their involvement, reasonable steps 

are taken to overcome them.  

Depending on the person’s choice and preference, this could involve the sharing of posters, 

easy read leaflets, using videos, holding focused meetings with people we support, either in 

groups or one-to-ones. Teams can source workshops and training on safeguarding adults at risk 

for the people we support from external partners (such as local authorities) and Outwards 
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coproduction team. Safeguarding information should be included in welcome packs provided to 

people we support when they first receive support from on Outward service.    

Relatives, friends and carers concerned about possible abuse of people we support also have 

rights, which includes rights to information in accessible formats on how to make a complaint or 

raise a concern.  

Staff should promote awareness and understanding of safeguarding and abuse to family 

members / others involved in the persons support and care. Stakeholders must be aware of 

who they can contact if they would like to discuss a concern.   

 

4.2 Teams can create an open safeguarding culture by – 

 Being prepared - By being prepared and knowing what help is available, staff can make a 

difference to people’s safety and wellbeing. 

 Keeping alert - Some people we support will never reveal directly that they're being abused, no 

matter how close their relationships with the people around them. That is why it is important to 

be alert for signs and symptoms and to act on any concerns staff may have. 

For information about signs and symptoms of possible abuse, which could raise suspicions from 

staff, see Safeguarding Policy appendix 10 on the Outward intranet: 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support. 

 Reducing opportunities of harm – robust person centered risk assessments that are shared with 

everyone involved in the persons support   

 Knowing how to report (holding relevant forms) - each service should have for reference a copy 

of ‘London Multi-Agency Adult Safeguarding Policy and Procedures’ April 2019. This is located in 

the Safeguarding Policy section on the intranet appendix 14 London Multi Agency Adult 

Safeguarding Policy April 2019. 

 

This should be kept in the office and be accessible to everyone. It is the responsibility of the 

service manager to obtain these policies and to keep blank copies of relevant local authority 

abuse notification forms. Not all local authority areas have these forms. Managers should 

contact their local social services to check. Some local authorities have an online reporting 

facility, others require telephone reports. Staff should make themselves familiar with the 

reporting procedure for their local authority. Please refer to Outward Intranet/ Care and 

Support/ Safeguarding of Adults for below : 

 Appendix 5. Hackney Safeguarding Adults Referral Form 

 Appendix 6. Waltham Forest Safeguarding Adults Concern Form 

 Appendix7. Enfield Safeguarding Adults Concern Form 

 

 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
https://intranet.outward.org.uk/01-08_hackney_safeguarding_adults_referral_form_ap5_in12_final_2022/
https://intranet.outward.org.uk/01-08_waltham_forest_safeguarding_adults_concern_form_ap6_in12_final_202/
https://intranet.outward.org.uk/01-08_enfield_safeguarding_adults_concern_form_ap7_in12_final_2022/
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The Outward SIA (appendix 1) form should be used directly from the intranet, where possible, 

to ensure that it is the latest version. 

 

 

5. Safeguarding Training  

 

5.1        It is Outward’s responsibility to ensure they procure and provide to all of their employees the 
most current Safeguarding of adults training aiming to  support staff to: 

 Understand what safeguarding means and the responsibilities you have for safeguarding adults 

at risk. 

 Understand why safeguarding adults training is important for everyone within your organisation. 

 Have an awareness of which factors increase the likelihood of an adult being at risk from harm. 

 Know about the different categories of abuse, plus the potential warning signs associated with 

each type. 

 Understand how to respond appropriately to a disclosure from an adult in need and know what 

to do next. 

 Have an awareness of the safeguarding process and know what happens after a referral is made 
 
At the time of this policy review as of 2024 each staff member working for Outward regardless of their 
role is required to complete Safeguarding of adults online mandatory training every 2 years. Training 
will be delivered online and face to face.  
 
Staff who report safeguarding issues should be given adequate levels of supervision and support. 

Members of staff also have the right to receive specific training, information and support to enable 

them to exercise their safeguarding responsibilities. They should also be able to access local authority 

ongoing and refresher training, both on safeguarding and local reporting procedures. Safeguarding 

training must be completed every two years.  

 

 

5.2   As part of Safeguarding of adults Policy and Procedure 2024 review, we are implementing 

Safeguarding of adults-Staff supervisions ( Please, refer to Appendix 14 which can be found  on   the 

Outward Intranet as it follows:  https://intranet.outward.org.uk/outward/policies-and-procedures/care-

support.) 

The newly implemented supervision aims ongoing assessment and close monitoring of each 

staff member’s awareness and knowledge around safeguarding.  This supervision is an excellent 

tool for managers to ensure they keep their team(s) up to date in this area and identify any gaps 

and issues requiring additional improvement actions such as additional training.  

 

 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
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The Safeguarding of adults-staff supervision has to be completed during probation for new staff 

members and at least annually after that. The Safeguarding of adults supervision can be done 

instead of regular one-to-one with staff and can be recorded on Select HR as one-to-one 

supervision.  

 
 
 

6. Recognising Forms of abuse 

 

6.1. Abuse can take many different forms. The Care Act sets out 10 forms of abuse which are listed 

below. This list is not exhaustive, but can be experienced by adults at risk of abuse. Abuse can 

include one or a combination of: 

 

6.2. Physical abuse 

This is defined as ‘non-accidental harm to a person caused by the use of force, which results in 

pain, injury, or a change in a person’s natural physical state’. It can include hitting, slapping, 

pushing, kicking, misuse of medication, restraint, or inappropriate sanctions. 

In order to enable staff to make a record of any observed injuries on People We Support body, 

Outward have in place Body Charts. There is a Body Chart- Male (Appendix 3 from Safeguarding 

of Adults policy and Procedure) and Body Chart-Female (Appendix 2 from Safeguarding of Adults 

policy and Procedure). Staff to ensure they use the most current version of the Body Charts ( to 

be found on the Outward Intranet) 

 

6.3. Sexual abuse 

This includes rape, indecent exposure, sexual harassment, inappropriate looking or touching, 

sexual teasing or innuendo, sexual photography, subjection to pornography or witnessing sexual 

acts, indecent exposure, sexual assault and sexual acts to which the adult has not consented or 

was pressured into consenting.  

Sexual exploitation involves situations, contexts and relationships where adults at risk receive 

something (e.g. food, accommodation, drugs, alcohol, cigarettes, gifts, money, affection) as a 

result of them performing sexual acts (and/or another/others performing such acts on them). 

Sexual exploitation affects men as well as women. People who are being exploited may not 

always perceive such behaviors as exploitation. In all cases those exploiting the adult at risk have 

power over them by virtue of their position, gender, age, physical strength, intellect, economic 

situation or other resources. There is a distinct inequality in the relationship.  

 

6.4. Psychological / emotional abuse 

This is a form of abuse where an individual is subjected to threats of harm, isolation or seclusion 

from services, harassment or intimidation, as well as anything that alters the person’s behaviour 

from the way they’d like to live and impacts negatively on their wellbeing.  
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This can include an absence of respectful interaction, bullying (online or off line), threats of harm 

or abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, 

coercion, harassment, stalking and verbal abuse. Examples of emotional abuse can including 

name calling, laughing at the person, treating the person like a child, ignoring them, blaming 

them for things when it’s not their fault. 

 

6.5. Financial or material abuse 

This is defined as an individuals funds being used inappropriately by a someone else.  

This can include theft, fraud, exploitation, pressure in connection with wills, property or 

inheritance or financial transactions, or the misuse or misappropriation of property, possessions 

or benefits, identity theft and ‘cuckooing’ (where criminals take over someone’s home and use 

as a base to conduct criminal activities). Other examples of this can include a person having their 

money stolen, being forced to pay for other people’s things, a person not having a say in how 

their money is spent. 

 

6.6. Neglect and acts of omission 

This is a failure to meet the person’s basic physical and/or psychological needs and is likely to 

result in the serious impairment of their health or wellbeing. 

This can include failing to provide adequate food, shelter and clothing, ignoring medical or 

physical care needs, failure to provide access to appropriate health, social care or educational 

services in a timely manner, the withholding of the necessities of life such as medication or 

heating.  

Neglect also includes a failure to intervene in situations that are dangerous to the person 

concerned or to others, particularly where the adult at risk lacks the mental capacity to assess 

risk for themselves. 

Indicators include pressure ulcers, which can be the result of neglect and may be raised as an 

adult safeguarding concern.  

 

6.7. Discriminatory abuse 

Discriminatory abuse is the unequal treatment of an individual based on age, disability, gender 

and gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 

religion and belief, sex or sexual orientation.  

 

6.8. Self-neglect  

Self-neglect covers a wide range of behaviour, including neglecting to care for one’s personal 

hygiene, health or surroundings and includes behaviour such as hoarding.  

It should be noted that self-neglect may not always prompt a section 42 enquiry. An assessment 

should be made on a case by case basis. A decision on whether a response is required under 

safeguarding will depend on the adult’s ability to protect themselves by controlling their own 
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behaviour. There may come a point when they are no longer able to do this, without external 

support. 

 

6.9. Domestic abuse including Stalking, Female Genital Mutilation, Forced Marriage and “Honour-

Based” Violence 

Domestic Abuse is defined by the Home Office as ‘any incident or pattern of incidents of 

controlling, coercive, threatening behavior, violence or abuse between those aged 16 or over 

who are, or have been, intimate partners OR family members regardless of gender or sexuality’ 

 

This can encompass but is not limited to psychological, physical, sexual, financial, and emotional 

abuse. 

Honour Based Violence (HBV) is committed when families feel that dishonour has been brought 

to them. It will usually be a criminal offence and referring to the Police must always be 

considered. Women are predominantly (but not exclusively) the victims and the violence is often 

committed with a degree of collusion from family members and/or the community. Some 

victims of HBV may contact the Police or other organisations for help themselves. But many 

others are so isolated and controlled that they may be unable to seek help. Adult safeguarding 

concerns that may indicate HBV include domestic abuse, concerns about forced marriage, 

enforced ‘house-arrest’ and missing person’s reports.  

 

Forced Marriage is a term used to describe a marriage in which one or both parties are married 

without their freely given consent or against their will. A forced marriage differs from an 

arranged marriage in which both parties consent to the assistance of a third party in identifying a 

spouse. In a situation where there is a concern that an adult is being forced into a marriage that 

they cannot consent to, there will be an overlap between action taken under the forced 

marriage provisions and adult safeguarding processes. If an adult safeguarding concern is raised 

about HBV or forced marriage, Police should be contacted as urgent action may need to be 

taken and they (in co-ordination with other relevant specialised organisations) have the 

necessary expertise to help manage the risk. 

 

Female Genital Mutilation (FGM) is the partial or total removal of external female genitalia for 

non-medical reasons. It is most often (but not always) performed on girls before they reach 

puberty. It is also known as female circumcision, cutting or Sunna. Religious, social or cultural 

reasons are sometimes given for FGM. However, FGM is dangerous and a criminal offence. 

 

Children may suffer significant harm by seeing or hearing the ill treatment of others. It is 

important to be mindful of any exposure to domestic abuse, even where they are not the 

immediate victims.  

 

6.10. Organisational or Institutional abuse 
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This is the collective failure of an organisation to provide an appropriate or professional service. 

It can include failure to ensure people are safeguarded and it may be part of the accepted 

culture of an organisation, built in through informal practices or systems. Examples of this are 

lack of choice about bedtime, meals, denial of privacy, undue restraint, lack of stimulus and 

recreational activity, not having free access to available communal areas, general neglect and 

poor professional practice. 

 

6.11. Modern slavery 

This is when people are forced to work against their wishes with no choice about what they do 

or where they live for very little or no money. This encompasses slavery, human trafficking, 

forced labour and domestic servitude. This also includes criminal exploitation and is often seen 

in examples of ‘county lines’, forced benefit fraud, or organized gangs of pick-pocketers, 

cannabis cultivation, shop-lifting and the buying and selling of illegal items online (such as 

combat knives).  

 

6.12. In addition to the 10 forms of abuse listed in the Care Act, the Multi Agency (Pan London) Adult 

Safeguarding Policy and Procedures states that the following may constitute a crime and should 

be reported to the Police: 

 

6.13. Hate Crime 

The Police define Hate Crime as ‘any incident that is perceived by the victim or any other person 

to be racist, homophobic, transphobic or due a person’s religion, belief, gender identity or 

disability’. It should be noted that this definition emphasizes the perception of the victim or 

witness and is not reliant on evidence. In addition, it includes incidents that do not constitute a 

criminal offence.  

 

6.14. Mate Crime  

This is when vulnerable people are befriended by members of the community in order to exploit 

or take advantage of them. This is not technically a criminal act but the Police do encourage it to 

be reported and they will take a decision on whether a criminal act has been committed. 

 

6.15. Radicalisation  

This is comparable to other forms of exploitation and is, in itself, recognized as a form of harm. 

The process is a form of ‘grooming’ to attract people to a believe in radical ideology, political or 

religious, to inspire new recruits to the cause and embed extreme views. 

 

6.16.  Any or all of these types of abuse may be perpetrated as a result of deliberate intent, negligence 

or ignorance. 
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6.17.  For information about signs and symptoms of possible abuse, which could raise suspicions from 

staff, see Safeguarding Policy appendix 10 on the Outward intranet: 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support. 

 

7. Responding to suspected or actual abuse: consent requirements 

7.1. Adults have a general right to independence, choice and self-determination including control 

over information about themselves. In the context of adult safeguarding these rights can be 

overridden in certain circumstances.  

 

 

7.2. There is no such thing as complete confidentiality. When we refer to ‘consent to share  

information’ we mean consent to share outside of Outward. All information and any concerns 

MUST always be shared with line manager and followed up with a SIA report.   

People we support must be advised of this at the start of their relationship with Outward. 

 

7.3.  Outward acknowledges that it is often difficult for anyone to make a disclosure of abuse as the 

consequences can have a profound impact on the person, their family, friends and support 

networks. It can therefore, be difficult to obtain consent for a referral to be made to statutory 

services.  

 

7.4. Reassurance and appropriate support may help to change their view on whether it is best to 

share information. Staff should consider the following and: 

 
● Explore the reasons for the adult’s objections – what are they worried about? 

● Explain the concern and why you think it is important to share the information 

● Tell the adult with whom you may be sharing the information with and why 

● Explain the benefits, to them or others, of sharing information – could they access better help 

and support? 

● Discuss the consequences of not sharing the information – could someone else come to 

harm? 

● Reassure them that the information will not be shared with anyone who does not need to 

know 

● Reassure them that they are not alone and that support is available to them. 

 

 
7.5. There are a number of circumstances where staff can reasonably override such a decision, 

including: 

 

● The adult lacks the mental capacity to make that decision – this must be properly 

explored and recorded in line with the Mental Capacity Act.  

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
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● When it is an emergency or life-threatening situation 

● Other people are, or may be, at risk, including children 

● Sharing the information could prevent a serious crime (The Department of Health defines 

this as ‘murder, manslaughter, rape, treason, kidnapping, child abuse or other cases 

where individuals have suffered serious harm’  

● A serious crime has been committed 

● Where the alleged abuser is another person Outward is supporting 

● The risk is unreasonably high and meets the criteria for a multi-agency risk assessment 

conference (MARAC) 

● When an Outward worker OR any other professional is implicated 

● Where you are required to do so by a court order 

● There is reasonable evidence to believe that the person may be under duress or is being 

coerced (for example in cases of modern slavery, domestic abuse or other exploitation).  

 

7.6.  In such circumstances, it is important to keep a careful record of the decision making process. 

Staff should seek advice from managers in line with the policy before overriding the adult’s 

decision, except in emergency situations. Managers should make decisions based on whether 

there is an overriding reason which makes it necessary to take action without consent and 

whether doing so is proportionate because there is no less intrusive way of ensuring safety. 

 
5.7 Where staff feel that a safeguarding concern has not been responded to appropriately by the 
Manager, they must escalate their concerns to the Area Manager or senior manager on call (out of 
hours). Please also refer to the whistleblowing policy for more information.  

 

5.8If members of staff suspect that something is wrong, abuse may not be something they want 

to consider – especially if the suspect is family or a friend, a colleague or another person we 

support – and their initial reaction might be to dismiss their suspicions or try to prove they are 

not true. 

 
Not all cases of abuse will involve sexual, physical, severe mental or emotional abuse, but rather 

neglectful, inappropriate and/or unprofessional care or practice. It is essential that staff remain 

as alert to disclosures and observations of this nature, as well as those of a sexual or physical 

nature, and report to a line manager as soon as possible or at least within three hours. 

In addition, staff should report any concerns regarding a child or anyone else involved in any of 

our services being abused by a person we support. If necessary, staff should refer to the 

Whistleblowing Policy and Procedure and the Child Protection Policy and Procedure. 

 
5.9 The deliberate withholding of information by staff cannot be defended on the grounds of 

confidentiality as non-disclosure may impact on the future safety and security of the individual. 

In legal terms, ‘a duty’ means that failure to report suspicions constitutes breaking the law. 
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8. Responding to suspected acts of abuse 

 

  

 

Do not think:                                       What happens if I’m wrong? 

Consider:                                              What if I’m right? 

Remember:                                          We report CONCERNS, not certainties. 

 

You do not need evidence to raise a concern 

 

 

 

If you have a safeguarding concern, seek immediate advice from a service manager, area manager or 

safeguarding lead. 

 

8.1. Staff must: 

 

8.2. Complete a Safeguarding Incident and Accident (SIA) form if advised to do so by the 

manager.  

 

8.3. This should be submitted to the manager and the quality team before the shift is 

finished. Consent is NOT needed to record a concern internally within Outward. 

 

8.4. If it is out of hours where regular managers are not available contact the manager on call 

or senior manager on call for advice. 

 
 

8.5. Managers must: 

 

8.6. Raise the safeguarding concern in the relevant local authority (check each authority for 

their preferred referral route) within 24 hours. 

 

8.7. Notify the CQC without delay if the person supported is receiving a CQC regulated 

service. Use the Notification Form to notify CQC for allegations of abuse concerning a person 

who uses the service Safeguarding Policy appendix 4 on the Outward intranet: 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support.  

 
8.8. Obtain consent to notify next of kin ( if any) to update about the safeguarding concern 

unless the next of kin is the alleged perpetrator and reason for the raised concerns.  

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
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8.9. Only notify CQC if the person’s support is regulated under CQC. Duty of Candour policy 

will also need to be followed and the person supported should be sent a letter detailing what 

Outward has done to address the safeguarding issues.   

 

 

9. Responding to abuse where there is an immediate physical threat 

 

9.1. Staff Must: 

 

9.2. Call emergency services if there is an immediate danger, emergency or the person needs 

urgent medical treatment,.  

 

9.3. Call the line or on-call manager as soon as emergency services have been informed. 

 

9.4. Complete a Safeguarding Incident and Accident (SIA) form.  

 

9.5. Submit the SIA to the manager before the shift is finished. Consent is NOT needed to 

record a safeguarding incident internally within Outward. 

 
9.6. Ensure the PWS’s safety and well-being is closely monitored at all times. Manage any 

immediate risks. Provide  ongoing reassurance and encouragement to the adult at risk 

 
9.7. Ensure ongoing communication to the team  

 
9.8. Be part of Lessons learned practices and endeavor future improvements 

 

9.9. Managers Must: 

 

9.10. Consider and risk assess the threat and put measures in place to prevent further harm if 

possible  

9.11.  Raise a safeguarding alert in the relevant local authority (check each authority for their 

preferred referral route) immediately. 

 

9.12. Notify the CQC without delay where this is required. Use the Notification Form for 

allegations of abuse concerning a person who uses the service Safeguarding Policy appendix 4 on 

the Outward intranet: https://intranet.outward.org.uk/outward/policies-and-procedures/care-

support.  
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9.13. Only notify CQC if the person’s support is regulated under CQC. Duty of Candour policy 

will also need to be followed and the person supported should be sent a letter detailing what 

Outward has done to address the safeguarding issues.   

 

9.14. Be aware of retaining forensic evidence – see Safeguarding Policy appendix 11 ‘Guide to 

Preserving Evidence of Abuse’ on the Outward intranet: 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support. 

 

9.15. Be aware that the relevant medical authority will make a decision about whether a 

medical examination can be carried out on someone who is unable to give their consent.  

 

 

10. Responding to a disclosure of abuse where there is no immediate physical threat 

 

10.1. Staff Must: 

 

10.2. Read Safeguarding Policy Appendix 12 ‘Disclosures Dos and Don’ts’ on the Outward 

intranet: https://intranet.outward.org.uk/outward/policies-and-procedures/care-support. 

 

10.3. Discuss the courses of action available with the person at risk and agree a course of 

action that is personal to them. Ask the person for their consent to make a referral. 

 

10.4. Inform the line or on-call manager of the alleged abuse.  

 

10.5. Complete a Safeguarding Incident and Accident (SIA) form. 

 

10.6. Complete a visible body chart if the person at risk shows any visible injuries – see 

Safeguarding Policy appendix 2 Body Chart (Female) and appendix 3 Body Chart (Male) 

(https://intranet.outward.org.uk/outward/policies-and-procedures/care-support and attach to 

the Safeguarding Incident and Accident Form. 

 

10.7. Submit the SIA to the manager before the shift is finished. Consent is NOT needed to 

record an allegation or incident internally within Outward. 

 

10.8. Where the line manager is the person alleged to have caused harm, staff should report 

concerns to the next senior manager, and so on up the line of management. 

 

10.9. Staff should not confront or interview the person alleged to have caused harm. Rather, 

they should focus on the safety and support needs of the person at risk who we are supporting.  

 

https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
https://intranet.outward.org.uk/outward/policies-and-procedures/care-support
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10.10. Ensure the PWS’s safety and well-being is closely monitored at all times. Manage any 

immediate risks. Provide  ongoing reassurance and encouragement to the adult at risk 

 
10.11. Ensure ongoing communication to the team  

 
10.12. Be part of Lessons learned practices and endeavor future improvements 

 

11. Managers must: 

 

11.1. Determine whether there is a cause for concern.  

 

11.2. Be familiar with the factors which may allow consent to be overridden taking into 

account the person’s wishes and note what outcomes they want to achieve from the 

safeguarding. 

 

11.3. Raise the safeguarding alert in the relevant local authority (check each authority for their 

preferred referral route) immediately. 

 
 

11.4. Inform the Outward area manager.  

 

11.5. Notify the CQC without delay where this is required. Use the Notification Form for 

allegations of abuse concerning a person who uses the service Safeguarding Policy appendix 4 on 

the Outward intranet: https://intranet.outward.org.uk/outward/policies-and-procedures/care-

support.  

 

11.6. Only notify CQC if the person’s support is regulated under CQC. Duty of Candour policy 

will also need to be followed and the person supported should be sent a letter detailing what 

Outward has done to address the safeguarding issues.  

 

 

11.7. Contact the Police if it is suspected that a criminal offence has been committed. This can 

be done by phone.  

 

11.8. Send the Outward SIA Form to Quality@outward.org.uk  

 

11.9. Inform the person at risk’s next of kin of safeguarding concerns, ONLY if the person has 

consented to this, AND if the next of kin the person is not implicated.  

 

mailto:Quality@outward.org.uk
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11.10. Notify the Commissioning Team in local authorities where this is requested. Managers 

should follow any local serious incident reporting procedures. 

 

11.11. Carry out a risk assessment within 24 hours of a safeguarding concern being raised. This 

should consider the immediate health/welfare needs of the person at risk and those of any other 

adults at risk, including the person who is alleged to have caused harm if they are a person who 

is supported by Outward. 

 

11.12. Note that where the person alleged to have caused harm is another person we support, 

duty of care obligations continue for this person and they may need even more support than 

before.  

 

11.13. Carry out a thorough risk assessment to establish the likelihood that the person alleged 

to have caused harm will commit further abuse of the person at risk or to others.  

 

11.14. Consider interventions for reducing this risk. Where the two parties share a home and 

there is an ongoing risk that cannot be managed by the service, social services will need to 

provide alternative accommodation pending a long-term solution.  

 

11.15. Perpetrators will, in most cases, continue to be supported  by Outward to recognise their 

behaviour and assisted to develop strategies to change this behaviour. This will involve linking 

with a range of specialist agencies, landlords and the police to agree an action plan. People we 

support should also be made aware of the implications of their behaviour and the potential 

consequences in terms of their tenancy.   

 

11.16. Where there appears to be no cause for concern, the manager must discuss this with an 

area manager and agree a course of action, which must be documented. 

 

12. When the senior management team must be informed 

 

12.1. Call the Area Manager and email the SIA form to them within 24 hours if there are any 

incidences: 

 

 In which a member of staff is implicated as a possible abuser or implicit in abuse 

 In which the police are involved 

 In which the people we support are at serious and/or immediate risk 

 Which suggests bad practice and so has the potential to undermine Outward’s reputation 

 Alerts concerning physical/sexual abuse 

 Alerts deemed serious enough to warrant escalation to the senior management team. 
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12.2. The Area manager must inform the relevant Director and update on actions taken.  

12.3. The HR manager and HR director must be informed if the alleged perpetrator is an 

Outward staff member.      

 

 

13. Responding to allegations/ concerns of abuse by an Outward staff member 

 

Anyone who becomes aware of any concern or allegation that could indicate abuse by a 

member of staff must report it immediately to their Manager or Area Manager (or on call 

manager out of hours). The Area Manager will inform the Outward Safeguarding Adults Lead. 

 

13.1. Reports will be taken seriously and thoroughly investigated. Outward acknowledges that 

this can be distressing and stressful for all involved and will support all parties throughout the 

process.  

 

13.2. All staff raising concerns or making a disclosure, in good faith, about a colleague, will be 

fully supported and protected.  

 

13.3. If allegations arise during a disciplinary proceeding, the safeguarding procedure will take 

precedence and other procedures will be suspended whilst any statutory safeguarding 

investigation is completed.  

 

13.4. The staff member against whom allegations have been made will be given copies of this 

policy, kept informed throughout the process as appropriate and be reminded of Outward’s 

Employee Assistance Programme.  

 

13.5. Such concerns might arise if a staff member: 

 Behaves in a way that has harmed or may harm a child or adult at risk; (including acts 

of omission and failures to act)   

 Commits a criminal offence against or related to a child or adult at risk; 

 Behaves towards a child or adult at risk in a way that indicates s/he may be 

unsuitable to work with these groups. 

 

13.6. Primary consideration must be given to supporting the child or adult at risk or the person 

making the allegation and, if necessary, in reaching a decision about suspension and disciplinary 

action being taken. In such cases, suspension will be used as a neutral act which is designed to 

protect both the child or adult at risk and staff member.  

 

13.7. The process: 
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13.8. The Outward Safeguarding Adults Lead must immediately inform the Director of Care and 

Support who has lead organisational responsibility for safeguarding children and adults at risk. 

 

13.9. The relevant manager (Area Manager) will determine if the allegation threshold is 

criminal, constitutes abuse (including negligence), or contravenes Outward or any other 

professional code of conduct and whether to immediately report the matter to the Police and/or 

the Local Authority. 

 

13.10.  The  Local Authority Adult Safeguarding Manager or the Local Authority Designated 

Officer (LADO) must be involved from the outset.  

 

13.11. The LADO is available to discuss any concerns and to assist in deciding whether a 

safeguarding referral should be made and/or what immediate management action should be 

taken to protect an adult at risk (or any children who may be in contact with staff at the service 

or elsewhere). The LADO is not the investigating officer, but will provide advice and guidance on 

the management of the investigation. The LADO should be approached prior to a decision on 

suspension.  

 

13.12. The Director of Care and Support may delegate responsibility to the Adult Safeguarding 

Lead but must oversee the process and holds ultimate responsibility for it being reported. The 

Adult Safeguarding Lead, in consultation with the Director of Human Resources, will also assess 

if suspension and/or disciplinary procedures should be applied.  

 

13.13. The Director of Care and Support will undertake or delegate any follow up actions 

requested by the Police or the LADO to the relevant Area manager / Team Manager. 

 

13.14. If there is the possibility of a criminal investigation, then the Police and the Commissioner 

(if required by contract) must be consulted before the person who is the subject of the 

allegation is informed. This will enable consideration of any previous allegations known to the 

authorities.  

 

13.15.  The Directors will decide whether to instruct Human Resources to inform Outwards 

insurers.  

 

13.16. Disciplinary procedures may be suspended at the request of the Police or social services 

if there are concerns that internal investigations and procedures may impede a statutory or 

criminal investigation, which is why advice must be sought from the local authority prior to HR 

action.  
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13.17. If an adult at risk or child protection investigation results in no further action, Outward 

reserves the right to address the issue through its internal disciplinary or capability procedures.  

Dependent on the outcome, it will report findings of serious misconduct to the Disclosure and 

Barring Service (DBS) and any professional body the staff member may belong to.  

 

13.18. Where the staff member leaves prior to conclusion of an investigation or disciplinary 

action relating to a safeguarding issue, the investigation must be completed (in their absence if 

necessary). Findings will be recorded on their personnel file and referred to the DBS if 

appropriate.  

 

13.19. Detailed information about the case will be restricted to the Adult Safeguarding Lead, the 

Director of Care and Support, The Director of Human Resources and the CEO, and the relevant 

statutory authorities.  

 
 

14. What happens next: Local authorities’ responsibilities to make enquiries 

 

14.1 After an Outward manager has reported any safeguarding concern, the local authority is duty 

bound, if the concern meets the threshold, to make further, proportionate, enquiries under 

Section 42 of the Care Act and make sure that as the lead agency, enquiries are carried out. 

 

14.2 A Section 42 enquiry must take place if there is reason to believe that abuse or neglect is taking 

place or is at risk of taking place, and the local authority believes that an enquiry is needed to 

help it to decide what action to take to support and protect the person in question. The 

particular circumstances of each individual case will determine the scope of each enquiry, as 

well as who leads it and the form it takes. 

 

14.3 The local authority might decide that another organisation should carry out the enquiry, but 

the local authority will retain overall accountability. The local authority must satisfy itself that the 

organisation will meet agreed timescales and follow-up actions. Whatever form the enquiry 

takes, the following must be recorded: 

 

 Details of the safeguarding concern and who raised it 

 The views and wishes of the adult affected, at the beginning and over time, and where 

appropriate the views of the family 

 Any immediate action agreed with the adult or their representative 

 The reasons for all actions and decisions 

 Details of who else is consulted or who the concern is discussed with 

 Any timescales agreed for actions 
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 Sign-off from a line manager and/or the local safeguarding lead or designated adult 

safeguarding manager. 

 

14.4 Non-statutory enquiries (known as ‘other safeguarding enquiries’) may also be carried out or 

instigated by local authorities in response to concerns about carers, or about adults who do not 

have care and support needs but who may still be at risk of abuse or neglect and to whom the 

local authority has a wellbeing duty under Section 1 of the Care Act 2014.  

 

14.5 There may be instances where Outward receive concerns from a third party this could be from 

a local authority or health professional or another partner agency. Professionals from these 

agencies may raise allegations of safeguarding directly with the local authority. Managers 

should respond to these enquiries by providing feedback information directly to the local 

authority concerning the safeguarding allegation and complete any SIA or CQC notification that 

may be required. If the incident has already been raised as an incident and not a safeguarding 

internally this can be flagged as a safeguarding directly in the performance monitoring 

workbook. Managers should risk assess and check if the person supported support plan needs 

to be updated to address any areas of support that maybe missing from their plan.  

 

14.6 Where social services organise a strategy meeting, they will invite all relevant agencies, 

including the police if a criminal offence has been committed. The meeting will be coordinated 

by a Safeguarding Adults Manager within the care management team. Strictly, the strategy 

meeting should take place within five days of the initial concern and it can be via telephone at 

first. (The local authority must make whatever enquiries it thinks necessary to enable it to 

decide whether any action should be taken in the case. The enquiry should establish whether 

and what action needs to be taken to prevent or stop abuse or neglect). 

 

14.7 This meeting should co-ordinate all the facts and assign people or agencies to investigate the 

allegation and consider risk. A framework should be agreed and an action plan drawn up. The 

welfare and safety of the person at risk  will be assessed, along with the support needs of the 

person alleged to have caused harm if this is another person that Outward are supporting. The 

local authority will follow ‘Making Safeguarding Personal’ approaches that will seek to establish 

the outcomes that the person at risk wants in relation to the safeguarding.  

 

15  The investigation 

 

15.1 The investigation should take place within 13 days of the initial referral and should involve all 

the people nominated at the strategy meeting. Full and accurate records must be kept 

throughout the investigation, and these should be passed on to all the relevant agencies on 

completion of the investigation. 
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15.2 Where Outward is nominated to investigate, a manager or senior manager will be identified as 

the investigating officer and they will complete the actions detailed at the strategy meeting. The 

investigator would not be the manager involved in the incident/allegation. 

 

15.3 The investigating officer is responsible for liaising with social services and, if they are involved, 

the police. 

 

15.4 Where the investigating officer finds there is possible misconduct by staff, they will advise a 

senior manager and Outward Human Resources in line with disciplinary procedures. 

 

15.6 See on the intranet – Human Resources – Disciplinary Policy for Investigations Procedure and 

Investigation Guidelines  

 

16. Case conference 

 

16.1 Once the investigation is completed, a case conference will be held. All parties involved in the 

strategy meeting will attend and outcomes from the investigation will be discussed. Further 

action will be agreed as will ongoing support and a monitoring package for the person we 

support and the person alleged to have caused harm (if also supported by Outward). Checks 

should be made at this point with the person at risk who we are supporting (as part of ‘Making 

Safeguarding Personal approaches’) to consider if their initial outcomes have been met. Risk 

assessment for the person at risk would be revisited. 

 

16.2 If the allegation is unfounded, a report will be filed by social services and Outward and any 

further incidents or issues will be closely monitored.  

 

17.  Post event review 

 

17.1 Reflecting after a safeguarding incident has been resolved can be invaluable to help develop 

best practice. Any of the senior management team can arrange for a post event review of a 

safeguarding incident to identify any themes and consider lessons learned from the event. For 

incidents where this analysis applies, a suitably skilled manager should be appointed to carry 

out the review.  

 

18.  Monitoring performance and lessons learned 

 

18.1 All safeguarding incident forms will be reviewed by the manager and an area manager will be 

informed. The quality team will log all safeguarding reports. 
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18.2 Quarterly meetings will be held through the safeguarding board meeting; where senior 

management and quality team managers review reports, analyse data, find trends and consider 

lessons learned, with a view to improving processes and so reduce the number of safeguarding 

incidents. 

 

18.3 Safeguarding data will also be reviewed by area managers at patch team management 

meetings and/or one-to-one supervision meetings. It will be a key performance indicator to be 

discussed at quarterly meetings of the operations committee. An annual report on safeguarding 

will be prepared by the quality team for the operations committee, and the key performance 

indicator for staff training will be reviewed at performance meetings. 

 

18.4 Managers are expected to discuss safeguarding incidents and staff performance in relation to 

these in supervision and appraisals and at service level team meetings with frontline staff.  

 

19. Involving the police 

 

19.1 Adults at risk are entitled to the protection of the law in the same way as any other member of 

the public, and some instances of abuse will constitute a criminal offence. The sort of 

behaviours which may constitute criminal offences are assault, whether physical or 

psychological, sexual assault and rape, theft, fraud or other forms of financial exploitation, and 

certain forms of discrimination, whether on racial or gender grounds. 

 

19.2 Alleged criminal offences differ from all other non-criminal forms of abuse in that the 

responsibility for investigation invariably rests with the police. Accordingly, when complaints 

about alleged abuse suggest that a criminal offence may have been committed, it is imperative 

that the matter should be referred to the police urgently. Criminal investigation by the police 

takes priority over all other lines of enquiry.  

 

19.3 The first concern must be to ensure the safety and wellbeing of the person we support. 

However, in situations where there has been or may have been a crime, and the police have 

been called, it is important that forensic and other evidence is collected and preserved. The 

police will attend the scene, and agencies and individuals can play an important part in ensuring 

that evidence is not contaminated or lost. Therefore, staff should secure the scene by, for 

example, locking the door; try not to disturb the scene, clothing or footwear, have limited 

contact with the victim if at all possible as this can destroy evidence; and preserve any blankets 

used to comfort the victim and all containers, documents, locations, etc. For further information 

see Safeguarding Policy appendix 11 Preserving evidence of abuse. 
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19.4 Evidence may be present even if staff cannot see it. If in doubt, staff should contact the police 

and ask for advice. 

 

19.5 Staff should also ensure that the urgent medical and welfare requirements of the person we 

support are met; preserve any potential forensic opportunities and record verbatim the 

disclosure made by the person we support; consider immediately reporting to the police (on 

999) any sexual activity that is not freely consented to before conducting any internal 

investigation or interview.  

 

19.6 Sexual relationships or inappropriate sexual behaviour between a member of staff and a 

person we support are always abusive and will lead to disciplinary proceedings. A sexual 

relationship between the person we support and a care worker is a criminal offence under 

Sections 38–42 of the Sexual Offences Act 2003. 

 

19.7 There may be safeguarding referrals that involve sexual innuendo or remarks that will not 

result in a criminal investigation. However, all referrals that indicate any form of sexual abuse 

require a risk assessment, intelligence gathering and appropriate information sharing with 

relevant partners. 

 

 

20. Safeguarding finances 

 

Outward recognises the need to have in place systems and processes which protect the people 

we support from possible financial (or material) abuse from people who may support them with 

their financial matters. For information about safeguarding finances, see Outward’s Customer 

Finances policy and procedure and the Newlon Group Anti-Fraud Policy. 

 

21. General Data Protection Regulations Statement 
 

Outward is committed to compliance with the General Data Protection Regulations and the 
Data Protection Act 2018. It requires all staff and partners to respect confidentiality and data 
subjects’ rights in line with its policies and procedures. 

 
To ensure compliance with the Regulations staff must ensure that any personal information 
produced or processed as part of these procedures is appropriately filed on SharePoint, Iplanit, 
the Outward server or other agreed Password-controlled filing system(s) with role-based access 
control.   

 
Whilst processing paper documents, including those from third parties, these documents must 
be stored in secure lockable cabinets. Records will be kept for as long as they are needed to 
meet the operational needs of Outward, together with legal and regulatory requirements. 
Where there is a deviation from this principle, the reasons for this must be recorded.  
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A detailed breakdown of retention and deletion of records can be found in Outward’s Record 
Management and Retention Policy. 

 
When disposing of documents containing personal data this should be done via confidential 
waste. 

 
Please refer to Outward’s Data Protection Policy and Procedure for more information. 

 

 

22. Appendices 
 

AP1: Outward’s Safeguarding, Incident and Accident Form (SIA) 

AP2: Female Body Chart 

AP3: Male Body Chart 

AP4: CQC Notification Allegation of Abuse About a Person Who Uses the Service 

AP5: Hackney Safeguarding Adults Referral Form 

AP6: Waltham Forest Safeguarding Adults Concern Form 

AP7: Enfield Safeguarding Adults Concern Form 

AP8: Safeguarding Flow Chart- No immediate risk or danger 

AP9: Safeguarding Flow Chart-Immediate risk or danger 

AP10: Signs and Symptoms of Abuse 

AP11: Preserving Evidence of Abuse  

AP12 Disclosures Do’s and Don’ts  

AP13: London Multi Agency Adult Safeguarding Policy April 2019  

AP14: Safeguarding of adults-Staff supervision 

 

 

 


