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1. Policy Statement 
 
YHA (England and Wales) has a duty of care to 

provide a safe environment for all those that come into 

contact with the activities and services of YHA, both 

on and off site. By the very nature of the work 

undertaken by YHA, many staff and volunteers have 

contact with children and/or adults at risk during the 

course of their work. YHA will take all reasonable 

steps to ensure that safeguarding and promoting the 

welfare of any children and adults at risk is embedded 

across its network of sites and business models. 
 
YHA believes that it is unacceptable for any child or 

adult at risk to experience abuse or neglect of any 

kind and recognises its responsibility to safeguard the 

welfare of all children and adults at risk, by committing 

to policy, procedures and practices that seek to 

prevent and protect them from all forms of abuse and 

neglect, whilst visiting YHA. 
 
This policy and its procedures and appendices are 

intended to help us put the safety and well-being of 

children and adults at risk at the heart of our mission. 
 
This policy makes clear what is required in 

relation to the protection of any children, young 

people and adults at risk; it helps to create a safe 

and positive environment for all. 
 
YHA will:  
�� Apply this policy to the YHA network  
�� Take all reasonable steps to ensure that all guests, 

whatever their age, culture, disability, gender, 

language, racial origin, religious beliefs, and  
or sexual identity, whilst staying with YHA, 

are protected from abuse 
 
�� Take all reasonable steps to provide 

environments that are safe and secure 
 
�� Provide procedures to follow in the event 

of allegations of abuse by:  
a. Staff members and Volunteers  
b. Visiting Staff  
c. Guests  
d. Group leaders/ school teachers  
e. Contractors  
f. Members of the Public 

 
�� Ensure that our staff members are 

carefully selected, trained and supervised  
�� Ensure that new trustees are fully inducted and 

understand their role in safeguarding as a trustee 

 
 
 
 

 

�� Establish a best practice safeguarding 

working group, called the Safeguarding Panel 
 
�� Appoint experts in the field of safeguarding, 

to support our work in this subject 
 
�� Train staff members in their roles 

and responsibilities  
�� Train staff members to adopt best practice 

to safeguard young people against abuse 

and themselves against false allegations 
 
�� Take seriously all allegations of abuse and 

respond to these swiftly and appropriately  
�� Provide support to staff members when 

situations and allegations are disclosed:  
�� To them  
�� Against them  
�� Where a hostel contracts the services of third party 

providers we will take all reasonable steps to ensure 

that these providers have appropriate safeguarding 

procedures in place. Such considerations will  
be made explicit in any contract or service 

level agreement with the provider. 
 
�� Where we are advised that an individual is 

on the sex offenders register, that person will 

not be allowed to use the site  
�� Ensure our safeguarding procedures are 

subject to external auditing  
�� The Board of Trustees will receive all audit feedback 

via the Performance and Audit Committee 

�� Review this policy at least annually   
Law and Guidance: 
 
The policy and procedures have been drawn up on 

the basis of legislation and statutory guidance in 

England and Wales 
 
�� HM Government (2015) Working 

Together to Safeguard Children  
�� Welsh Government (2004) Safeguarding Children: 

Working together under the children Act 2004 
 
This policy was developed in consultation with the 

NSPCC (National Society for the Prevention of 

Cruelty to Children). 
 

 

 

 

JAMES BLAKE  
Chief Executive Officer  
26th March 2018  
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2. Purpose and Scope 
 
To ensure staff members and volunteers at all levels 

of YHA and anybody working at our hostels in any 

other capacity: 
 
1. Are aware of their responsibilities in relation 

to safeguarding, child and adult protection 
 
2. Know the procedures that should be followed 

if they have a safeguarding concern 
 
3. Know where to go to find additional information or 

support regarding safeguarding 
 
4. Are aware of the key indicators relating to 

child and adult abuse 
 
5. Fully support the YHA commitment to 

safeguarding, child and adult protection 

 
 

 

3. Definitions 
 

3.1 A child is defined in law (Children Act 1989) as 

a person who is up to the age of 18 years. 

Therefore, the term ‘child’ is used throughout the 

document and procedure and this includes young 

people. The fact that a child has reached 16 years 

of age, is living independently or is in further 

education, is a member of the armed forces, is 

in hospital or in custody, does not change his 

or her status or entitlement to protection under 

the Children Act 1989. 
 

3.2 An adult at risk (previously referred to as 

a ‘vulnerable adult’) is ‘any person who is aged 

18 or over and at risk of abuse or neglect 

because of their needs for care and support’ 

(Care Act 2014). This means that a person 

defined as an adult at risk of abuse is a person 

who may have additional needs arising from a 

variety of factors including learning disabilities, 

mental ill health, brain injury, physical 

disabilities, sensory disabilities, dementia, frailty 

due to their age, or substance misuse. 
 

Adults at risk are both more likely to experience 

abuse, and also less able to recognise abuse and 

protect themselves from it. It is important to be 

aware that an ‘adult at risk’ could be a member of 

the public but could also be a YHA employee, 

volunteer or other, working on behalf of YHA. 

 
 
 
 
 

 

22.1 This Framework should also be read 

in conjunction with the following: 
 
��Checking in (Admissions) 
 
��Whistleblowing 
 
��Vetting procedures including DBS 
 
��Disciplinary 
 
��Recruitment and Selection 
 
��Summer Camp Operations Manual 

��Security Strategy 

 ��Social Media 

��ICT Acceptable Usage Policy 

��Equality and Diversity 

��Substance misuse 

 
 
 
3.3 Safeguarding and promoting the welfare 

of children is defined as: 
 
 
��Protecting children from maltreatment; 

��Protecting any child from assault by other 
 

children 
 
��Preventing impairment of children’s health or 

development; 
 
��Ensuring that children grow up in 

circumstances consistent with the 

provision of safe and effective care; and 
 
��Taking action to enable children to have the 

best outcomes. 
 
3.4 Child protection and adult protection are 

one element of safeguarding and relate to activity 

that is undertaken to protect specific children 
 
or adults who are suffering, or likely to 

suffer, significant harm.1 
 

 
 

 1The Children Act 1989 introduced the concept of Significant Harm as the 
 threshold that justifies compulsory intervention in family life in the best 

 interests of children. 
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4. Roles and Responsibilities 
 
There is an executive director, currently the Property 

Director, with specific responsibility for safeguarding. 

He is supported in this duty by the Head of Safety 

and Safeguarding who is the Designated 

Safeguarding Lead (DSL) who is in turn supported 

by Designated Safeguarding Officers (DSO). 
 
A safeguarding working group, (“the Safeguarding 

panel”), meets regularly with a director sitting in 

attendance. The work of the Safeguarding Panel fits 

within the wider context of all services and our clear 

mission, to inspire all, especially young people, to 

broaden their horizons, gaining knowledge and 

independence through new experiences of 

adventure and discovery. Our particular focus 

however is that of the ‘Staying Safe’ outcome with 

our aim to reach 1 million young people. 
 
4.1 Board of Trustees 
 
The Board has ultimate responsibility for safeguarding.  
The Board will: 
 
�� Receive appropriate training to understand 

their responsibility for safeguarding as a Board 

of Trustees 
 
�� Support the Executive team in assessing and 

managing risk, by reviewing the risk register 
 
�� Ensure safeguarding policies, procedures 

and reporting, are in place  
�� Receive and review an annual report 

on safeguarding from the Executive  
�� Promote at board level, a culture and 

environment whereby all are enabled to raise 

concerns and feel supported in their 

safeguarding role 
 

4.2 Chief Executive Officer 
 
�� The CEO has day to day responsibility for 

safeguarding. The CEO will ensure that: 
 
�� There is a clear line of accountability for the 

provision of services designed to safeguard and 

promote the welfare of children and adults at risk  
�� There is an Executive level lead, to take 

leadership responsibility for our safeguarding 

arrangements  
�� There are arrangements in place which set out 

clearly the processes for sharing information 

with other professionals  
�� There is a designated safeguarding lead, 

whose role is to support YHA to recognise the   

needs of 

 
 
 
 
 

 

children and adults at risk, including responding 

appropriately to concerns about children and 

adults at risk or safeguarding allegations 

against YHA staff members   
�� There are procedures are in place for safe 

recruitment and vetting processes and for 

making referrals to the Disclosure and Barring 

Scheme check; and other regulatory bodies 
 
�� The board receives an annual update on 

safeguarding  
�� Serious safeguarding incidents are 

reported to the charity commission  
�� There is a process is in place for whistleblowing 
 

4.3 Directors 
 
The Executive Staff have duties that mirror that of the 

CEO, but will also ensure that within their operational 

responsibility are accountable for implementing 

safeguarding procedures and ensuring: 
 
�� Safe recruitment practices for individuals whom 

the organisation will permit to work regularly with 

children, including policies on when to obtain a 

Disclosure and Barring Scheme check, (DBS); 
 
�� Appropriate supervision2 and support for staff 

members, including undertaking safeguarding 

training, a mandatory induction, and regular 

reviews of their own practice with line managers. 
 
�� Continual development of a culture and 

environment whereby staff members are 

enabled to raise concerns and feel supported in 

their safeguarding role 
 
�� They raise concerns to the CEO / 

trustees informing them of any issues 

around safeguarding practice 
 
�� Promotion of a culture and environment 

whereby all are enabled to raise concerns and 

feel supported in their safeguarding role  
�� Attendance at Safeguarding Panel Meetings 
 

4.4 Designated Safeguarding Lead (DSL) 
 
The DSL will: 
 
�� Lead on the development and implementation 

of YHA safeguarding policy and related 

procedures, with the support of the board and 

other senior managers  
�� Chair the Safeguarding Panel  
�� Have support responsibility for YHA 

safeguarding practice  

 
2Supervision – The monitoring and support of staff members in their role,  
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�� Create and support a network of Designated 

Safeguarding Officers (DSOs)  
�� Refer cases of suspected abuse or allegations to 

the home authority of children’s social care3 and/ 

or police child protection unit where appropriate, 

and follow up afterwards, except where this is a 

school group, where these should be reported to 

the schools safeguarding lead 
 
�� Ensure accurate written records of referrals/ 

concerns are stored securely and shared 

appropriately (where concerns have not required 

referral to children’s/adult social services or 

police a record should still be retained) 
 
�� Ensure a process is in place whereby all 

staff members can be made aware of 

their responsibilities under this policy  
�� Support external reviews and feed back to the 

Safeguarding Panel, Risk Management Group, 

Health And Safety Committee, Performance 

and Audit Committee and the Board 
 
�� Provide information and advice on child and 

adult protection within YHA  
�� Ensure YHA Safeguarding Policy and procedures 

are followed and notify relevant external agencies 

of concerns or safeguarding allegations  
�� Keep up to date with best practice  
�� Ensure accurate record keeping of 

safeguarding incidents  
�� Liaise with Head of Correct –or others, as 

appropriate, about any action taken and any 

further action required, for example, disciplinary 

action against a member of staff 
 
�� Ensure that an individual case record is 

maintained of the action taken by YHA, and liaise 

with other agencies regarding the outcome 
 
�� Report any relevant incidents to the chief 

executive’s office, for reporting to the 

Charity Commission 
 

4.5 Head of People 
  
Head of People is responsible for ensuring that: 
 
�� Safe recruitment practices are followed for 

individuals whom the organisation will permit 
to work in regulated activity, including ensuring  

��  

��  

��  

��  

��  

��  

�� there is a policy and procedure on when to 

obtain a Disclosure and Barring Scheme check 

(DBS) and when those checks need to be 

refreshed  
 
4.6 Head of Volunteering 
 
Is responsible for ensuring that: 
 
�� Safe recruitment practices are followed for 

individuals whom the organisation will permit to 

work regularly with any child and adult at risk, 

including ensuring policies on when to obtain a 

Disclosure and Barring Scheme check (DBS) are 

in place and applied 
 

4.7  Operations Managers (Designated 

Safeguarding Officers (DSOs) Will: 
 
�� Have Operational responsibility for 

YHA safeguarding practice  
�� Liaise with relevant school groups  
�� Ensure the DSL is provided with completed 

forms for safeguarding concerns or allegations  
�� Ensure the Hostel Managers they support 

are aware of their responsibilities  
�� Provide appropriate supervision and support 

for Hostels Managers in which safeguarding 

is integrated  
�� Include safeguarding as an agenda item at all 

business meetings where lessons learned 

require communication. 
 
4.8 Head of I.T is responsible for taking all 

reasonable steps to ensure that YHA’s networks 

are safe for all users by: 
 
�� Installing appropriate software and taking all 

reasonable steps to block Illegal and 

inappropriate websites, which includes 

pornographic sites, and inappropriate images 
 
�� Setting restrictions around YHA internal 

network, including emails and making all users 

aware of their responsibilities through the ICT 

Acceptable Usage Policy 
 
�� Ensuring that Wi-Fi provided for customer use in 

hostels either by YHA or YHA’s partners has 

appropriate filters in place and a methodology for 

regular checks to ensure that these remain robust 
 
�� Ensuring that there is regular monitoring of 

users activity on the YHA ICT network.  

 
 
 
 

 
 3In Wales this is Social Services 
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4.9 Hostel Managers 
 
All managers should ensure that they consult 

initially with a DSO with any safeguarding concerns 

or allegations. In addition they should: 
 
�� Ensure staff members understand their duty to 

report any concerns, allegations or suspicions of 

abuse to their line manager, or if the line 

manager is implicated, to the DSL  
�� Take appropriate action when anyone 

discloses abuse to them  
�� Where CCTV4 is in place, ensure relevant 

staff members understand how it operates  
�� To ensure all televisions are reset each business 

quarter, ensuring adult channels are blocked 
 
�� To ensure that all new televisions purchased 

are also checked upon first use to ensure 

adult channels are blocked  
�� To ensure all televisions used for AV purposes 

only are also checked and reset for adult 

channels blocks 
 
4.9.1 Safeguarding Panel 
 
The Panel will: 
 
�� Function primarily as a support, supporting the 

organisation with best practice in safeguarding 

in line with law and current regulations,  
�� Be responsible for supporting the Trustees, in 

undertaking a monitoring function to identify 

and report any identified weaknesses in our 

safeguarding process, mainly by way of 

review external audit feedback 
 
�� Develop, monitor and review the 

organisation’s approach and plans for 

safeguarding any child, adults at risk and 

young people across the network. 
 
�� Develop a safeguarding improvement plan 

which identifies its work and which will be 

reported against on an annual basis  
�� Advise/act on the safeguarding implications of 

any new organisational projects/development 

 
 

 

4.9.2 Head of Learning and Development 

is responsible for: 
 
�� Ensuring a training strategy is in place 

for safeguarding across the network  
�� Monitoring safeguarding training 

completion rates and report this into the 

Head of Operations by the 21st of each 

month 
 
YHA expect staff members and volunteers to know how 

to report all incidents of suspected concerns or abuse, be 

aware of their responsibilities to adhere to the 

information within this policy and to access the online e-

learning safeguarding children training module. 
 
YHA will ensure all staff access training as part of 

their induction, and receive on-going supervision via 

the training passport. 
 
4.9.3 Head of Commercial is responsible for: 
 
�� Where hostels use the services of third party, 

outside designated activity providers, the Head 

of Commercial will ensure that these providers 

have appropriate safeguarding, child and adult 

protection policies and procedures, and that 

there are arrangements in place to link with the 

YHA on such matters. Such considerations will 

be made explicit in any contract or service level 

agreement with the provider, and any licenses 

or accreditations are checked for suitability. 
 
�� Ensuring a service level agreement is in place 

for all contracted providers of activities, that 

clearly states: 
 

�YHA safeguarding requirements and 

expectations 
 

��Safe recruitment and value based practices 
 

��What procedures are in place to ensure that 

instructors take responsibility for ensuring  

participants are sufficiently competent to 

undertake the task, and are adequately 

trained in first aid and emergency 

procedures 
 

��How it complies with The Adventure Activities 

Licensing Regulations 2004 
 

��What safeguarding training is completed for 

activity providers 
 

��Having a process in place to review the 

information above  
 
 
 

4YHA Security Strategy – CCTV Procedure 
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4.9.4 Product Delivery Staff will ensure: 
 
�� Services provided are monitored to ensure 

compliance within their service level agreement 
 
�� The delivery of services provided satisfy YHA 

that safeguarding is managed effectively  
�� Respond to concerns and report to the DSL  
�� Procedures for reporting concerns or 

allegations are in place  
�� Any concerns are logged following YHA 

reporting procedure 
 

4.9.5 Head of Franchising & Procurement is 
responsible for: 
 
�� Ensuring that there is adequate safeguarding 

practice at branded sites, referring any child / 

adult protection concerns to the DSL or DSO 

 
 

 

 

and provide information and advice within the 

YHA on safeguarding issues   
�� Ensuring the Enterprise hostel managers 

are aware of their responsibilities under 

the safeguarding policy and procedures  
�� Knowing where regulated roles are within 

the Enterprise sites  
�� Providing appropriate supervision and 

support for managers  
�� Ensuring hostel managers, manage effectively 

the various guest groups 
 

4.9.6 Chief Information Officer (Head of 

Business Systems) 

�� To support YHA with data protection compliance 

 

 

5. Code of Conduct 
 
This section outlines the behaviour expected of 

YHA staff members. 
 
This code will help you to protect children and adults 

at risk and will also help you and your colleagues 

identify any practices which could be mistakenly 

interpreted and perhaps lead to false allegations of 

abuse being made against you. Good practice will 

also protect the YHA by reducing the possibility of 

anyone using their role within the organisation to gain 

access to children in order to abuse them. This is 

because all members of staff, volunteers, etc. will be 

expected to report any breaches of this code by any 

others working for or on behalf of the YHA 
 
If in doubt, you should always consider how an 

action or activity may be perceived as opposed to 

how it is intended. 
 
The code of conduct should guide all actions taken 

by YHA staff members. If it is necessary to act 

contrary to it you should only do so after discussion 

and with the approval of your line manager or DSO. 
 
The code is divided into six sections:  
�� Engaging directly with children  
�� E-safety  
�� Sexting  
�� Positions of trust  
�� Handing children’s data  
�� Physical Contact 

 
 
 
 
 

5.1 Engaging directly with any child 

and adults at risk 
  
Staff members should: 
 
�� Work with any child in an open and 

transparent way  
�� Listen to and respect children at all 

times, regardless of their age, gender, 

ethnicity, disability or sexual orientation 
 
�� Ensure allegations by a child or adult at risk 

are reported, including any made against you  
�� Follow the procedures for reporting 

safeguarding concerns or allegations. Never 

agree to keep any information relating to the 

harm of any child or adult at risk confidential 
 
�� Ensure that their relationships with children and 

young people are appropriate to their age and 

gender, and take care that their language or 

conduct does not give rise to comment or 

speculation. Attitudes, demeanour and language 

all require care and thought. The use of swear 

words in the presence of children, even if not 

directed at them, is never appropriate. 
 
�� Ensure that if you need to comfort any child or 

adult who has become distressed, it is important 

that you do so in a way which is both age 

appropriate and respectful of their personal 

space. Never act in a way which may be 

perceived as threatening or intrusive. Ask the 

child or adult before you act  
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�� Ensure that dangerous or unacceptable 

behaviour, by any child or adult is identified, 

managed appropriately and reported 
 
�� Avoid favouritism, singling out ‘troublemakers’ 

and gossiping about children or their families 
 
�� Be aware that any child and adult can develop 

sexual infatuations towards adults working with 

them. If you become aware of this happening 

towards yourself you should inform your 

manager and then respond to the situation in a 

way which maintains the dignity of all concerned. 
 
�� Ensure that if any kind of physical support is 

required during any activities, it is provided 

only when necessary in relation to the activity 

or child’s needs 
 
�� Ensure that the focus of your relationship with a 

child or adult you have met through work is 

always on the work. The aim should never be, 

or become, to develop the relationship into a 

long-term friendship. Never invite, or allow a 

child or adult guest you have met through work 

into your home or make contact with him or her 

outside of work. 
 
�� Ensure that contact with children or adults is 

for work purposes only 
 
Staff members should not:  
�� Discriminate or be prejudicial  
�� Ask children to keep secrets  
�� Trivialise child abuse or its effects  
�� Attend work under the influence of any 

substance, including alcohol, illegal drugs and/or 

solvents. Staff members who have been 

prescribed medication by a healthcare 

professional must inform their line manager 

immediately if that medication has, or could, 

have an adverse effect on their ability to carry 

out their duties 
 
�� Steal, or condone someone else’s stealing, 

regardless of the value of an item stolen 
 
�� Smoke with or in front of any child and 

young people  
�� Make sexually suggestive remarks or 

discriminatory comments to or in front of a child 

or adult or discuss staff member’s own sexual/ 

personal relationships in front of any child 
 
�� Offer to transport a child alone in your car unless 

in an emergency and having notified your line 

manager or another senior member of staff 

 
 

 

�� Engage in or allow any sexually provocative 

games involving or observed by children, 

whether based on talking or touching 
 
�� Engage in or tolerate any inappropriate physical 

activity involving children or adults, or any 

bullying of a child or adult by an adult or 

another child 
 
�� Use sarcasm, demeaning or insensitive 

comments to a child or adult  
�� Use any physical punishment as part 

of disciplining children.  
�� Shout at children. Shouting should be 

avoided and used only if other alternative 

forms of discipline have failed.  
�� Photograph or film children unless prior 

authorisation from the parents has been 

obtained (see Appendix 11 Photography and 

Filming Permission Form)  
 
5.2 E-safety – Young Champions (Formerly Base 25) 
 
We recognise the opportunities and challenges new 

technology brings to those working with children and 

young people. We advocate applying the same 

principles, expectations and standards for interacting 

and communicating with children and adults online 

as in other areas of practice, maintaining personal 

and professional boundaries in their communications 

and contacts with children and their families. 
 
The term ‘e-safety’ is defined here as the process 

of limiting the risks to children and young people 

when using any internet, digital and mobile 

technology. To this end YHA expects all staff 

members to adhere to the following and report any 

concerns to their line manager 
 
�� YHA I.T. equipment (including computers, 

laptops, mobile phones, notebooks, etc) must 

not be used to view, download, create or share 

illegal content (such as abusive images of 

children) or material inappropriate to the 

workplace, e.g. adult pornography; 
 
�� If staff members identify online concern, for 

example, illegal online content or suspicious 

behaviour by another adult online then they 

must follow the procedures for reporting those 

concerns 
  



YHA Safeguarding Policy and Procedures 2018 
 

13  

 

YHA Safeguarding Policy and Procedures  
 
 

 

�� In respect of any child or young person 

met through work for or on behalf of 

YHA, staff members must not: 
��Give their personal contact details (including 

personal mobile number and e-mail address) 

to any child. This includes mobile phone 

numbers, home address, social networking 

accounts, personal website/blog urls, online 

image storage sites, passwords etc. 
 

��Communicate with any child via any personal 

social networking sites (e.g. Facebook, msn 

and twitter) 
 

��Use the internet or web base communication 

to send personal messages unless this is 

part of official YHA business using 

professional accounts and devices or the 

YHA Young Champions Facebook page 
 

��Ask to become an online friend/contact of a 

child 
 

��Add/allow a child to join your contacts/friends 

list on personal social networking profiles 
 

��Share personal details with any child on a 

personal social network site 
 

��Use personal digital camera/video for work 
 

– This includes integral cameras on 

mobile phones 
 

��Play online games with any child unless part 

of official YHA business using professional 

accounts and devices 
 

��Send any illegal or inappropriate content 

(written, images or icons) including 

sexting via mobile phones 
 

��Seek to befriend a child or their family online 

whom you have met through work for any 

purpose whatsoever including for the 

purpose of developing a personal and/or 

sexual relationship 
 

  �� Use personal mobile phone to communicate

 with any child. This includes phone calls, 
 texts, emails, social networking sites etc. 

 
5.3 Information on sexting 
 
It may be common but ‘sexting’ is illegal. By sending 

an explicit image, a young person is producing and 

distributing child abuse images and risks being 

prosecuted, even if the picture is taken and shared 

with their permission 
 
‘Sexting’ is the exchange of self-generated sexually 

 
 

 

explicit images, through mobile picture messages 

or webcams over the internet. 
  
Young people may also call it:  
�� Cybersex  
�� Sending a nude picture or selfie 
 
‘Sexting’ is often seen as flirting by children and 

young people who feel that it’s a part of normal life 
 
Young people may see ‘sexting’ as harmless activity 

but there are risks. Taking, sharing or receiving an 

image, even voluntarily, can have a long-lasting 

negative impact. 
 
It’s easy to send a photo or message but the sender 

has no control about how it’s passed on. 
 
When images are stored or shared online they become 

public. They can be deleted on social media or may only 

last a few seconds on apps like Snapchat, but images 

can still be saved or copied by others. 
 
These images may never be completely removed 

and could be found in the future, for example 

when applying for jobs or university 
 
�� Blackmail An offender may threaten to share 

the pictures with the child’s family and friends 

unless the child sends money or more images.  
�� Bullying If images are shared with their peers 

or in school, the child may be bullied.  
�� Unwanted attention Images posted online 

can attract the attention of sex offenders, who 

know how to search for, collect and modify 

images. 
 
�� Emotional distress Children can feel 

embarrassed and humiliated. If they are very 

distressed this could lead to suicide or self-

harm. 
 
5.4 Position of Trust 
 
All staff members and volunteers should clearly 

understand the need to maintain appropriate 

boundaries in their dealings with any child and young 

people. They should be aware that they may be seen 

as role models by children, and must always act in an 

appropriate manner. When you are working with 

children on behalf of the YHA you are considered to be 

acting in a position of trust5. Broadly speaking, a 

relationship of trust can be described as one in which 

one party is in a position of power or influence over the 

other by virtue of their work or the nature of their 

activity. It is vital for all those in positions of trust to 

understand the power this can give them over those 
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they care for and the responsibility they must 

exercise as a consequence of this relationship. 
  
Young people of 16 or 17 can legally consent to 

some types of sexual activity but they may still be 

relatively immature emotionally. It is essential that 

those who may be in a position of responsibility and 

trust recognise this vulnerability and ensure that it is 

not exploited; exploitation in this area is illegal. 
 
Where a person aged 18 or over is in a specified 

position of trust with a child under 18, it is an offence 

for that person to engage in sexual activity with or in 

the presence of that child, or to cause or incite that 

child to engage in or watch sexual activity even if the 

young person is ostensibly consenting. 
 
Any behaviour, which might allow a sexual relationship 

to develop between the person in a position of trust and 

the children in their care, must be avoided. 
 
Any sexual relationship within a position of trust 

relationship is unacceptable so long as the 

relationship of trust continues. 
 
All those in YHA have a duty to raise concerns about 

the behaviour of, volunteers, managers and others, 

which may be harmful to those in their care, without 

prejudice to their own position. 
 
Allegations relating to a breach of this code may be 

reported to the police and children’s services and 

may also be investigated in line with YHA 

disciplinary procedures. 
 
5.5 Handing children’s data 
 
�� All children’s information is securely stored, 

accessed and managed in line with the 

Data Protection Act 1998 and YHA Data 

Protection policy 
 
�� A limited number of approved YHA staff have 

access to the data and the process of 

approval will be managed through the Chief 

Information Officer and Head of IT 
 
�� Children’s data must be used for YHA 

business purposes only  
�� Children’s data must not be printed off or shared 

with others (internal or external) unless it’s for a 

clear work purpose and has formal documented 

line management approval e.g. an email trail 

should report any concerns about inappropriate 

use of children’s data to their line manager in the 

first instance or the Chief Information Officer 
 

5.6 Physical Contact 
 
Some roles within YHA will have to initiate some 

physical contact with children, for example to 

demonstrate technique in the use of a particular piece 

of equipment, adjust posture, or perhaps to support a 

child so they can perform an activity safely or prevent 

injury. Such activities should be carried out in 

accordance with existing codes of conduct, 

regulations and best practice. 
 
If any staff members or volunteers believe that their 

action could be misinterpreted, or if an action is observed 

by another as being inappropriate or possibly abusive, 

the incident and circumstances should be reported to 

the DSO outlined in the procedures for handling 

allegations and an appropriate record made. 

Parents/carers should also be informed in such 

circumstances. 
 
It is recognised that some children who have 

experienced abuse may seek inappropriate physical 

contact. Employees or Volunteers should be 

particularly aware of this when it is known that a child 

has suffered previous abuse or neglect. In the child’s 

view, physical contact might be associated with such 

experiences and lead to some actions being 

misinterpreted. In all circumstances where a child or 

young person initiates inappropriate physical contact, 

it is the responsibility of the staff member or 

volunteers to sensitively deter the child and help them 

understand the importance of personal boundaries. 

Such circumstances must always be reported and 

discussed with a DSO and the parent/carer. 
 
Physical contact should take place only when it is 

necessary in relation to a particular activity. It should 

take place in a safe and open environment i.e. one 

easily observed by others and last for the minimum 

time necessary. Contact should be relevant to their 

age or understanding and adults should remain 

sensitive to any discomfort expressed verbally or non-

verbally by the child. 
 
This means that staff and volunteers should: 
 
�� Treat children with dignity and respect and 

avoid contact with intimate parts of the body  
�� Always explain to a child the reason why contact 

is necessary and what form that contact will take 
 

Consider alternatives, where it is anticipated that 

a child might misinterpret any such contact, 
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�� Be familiar with and follow 

recommended guidance and protocols  
�� Conduct activities where they can be seen 

by others 

 
 

 

�� Be aware of gender, cultural or religious issues 

that may need to be considered prior to 

initiating physical contact  

 

 

6. Procedures for the identification and reporting of concerns about a 

child or adult at risk 
 
 
The principles that underpin YHA reporting 

procedures are: 
 
�� Be alert and recognise concerns that any child 

or adult at risk is being harmed or might be at 

risk of harm; specifically around assaults on any 

child, by another child 
 
�� Respond appropriately to any child or adult 

who is telling you what is happening to him or 

her – question behaviours;  
�� Refer, ask for help, to the DSO first then DSL 

if DSO not available, or in an emergency, to the 

children’s or adult social care or police 
 
�� Record the concerns appropriately and any 

subsequent action taken; no delay in passing 

on concerns. Timescales are in place to 

ensure that matters are resolved in a timely 

way but these are the maximum allowed and 

nothing should prevent a more speedy 

response if this is required.  
�� Resolution and escalation –YHA has a 

responsibility to ensure that it follows up any 

referrals made and take further action if it 

considers appropriate protective action has 

not been taken. 
 
�� The child’s welfare is paramount – this 

means that the child’s safety and protection 

must be the most important consideration and 

take priority over everything else. 
 
�� Remember it is not the role of YHA staff 

members to decide if a child or adult has 

been abused, rather it is our role to identify 

and pass on concerns to the relevant 

authorities to investigate. 

 
6.1 Types of Abuse (see Appendices 5 and 6 for more 

detailed definitions and indicators of abuse) 

�� Adults Children 
 
�� Physical Physical 
 
�� Psychological Emotional 
 
�� Sexual Sexual 
 
�� Neglect Neglect 
 
�� Financial  
�� Discriminatory  
�� Domestic 
 

6.2 How concerns may arise 
 
A concern about the safety of any child or adult at 

risk might arise as a result of: 
 
�� Any child or adult saying that s/he is being 

abused or telling you about an experience or 

event that has happened to them that you think 

would be harmful (this is sometimes referred to 

as a ‘disclosure’ – not to be confused with a 

disclosure to do with a vetting check for the 

Disclosure and Barring Service (DBS); 
 
�� You identify physical or behavioural indicators 

of child or adult abuse or neglect  
�� A person’s behaviour is inappropriate and 

gives cause for concern e.g. a guest or 

teacher  
�� You directly witness someone being harmed 

by an adult or another child;  
�� Somebody telling you (for example another child, 

or a member of the public) either face to face or by 

any other means of communication, that a child or 

adult is being harmed or is at risk of harm, 
 
�� The behaviour of an adult towards any child 

or adult at risk gives you cause for concern;  
�� An adult survivor of abuse telling you about 

their experience of abuse in childhood – this 

can be referred to as ‘historical abuse’. 

However, the perpetrator may still be alive and 

children may therefore be at risk  
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If you have any concern about the safety or welfare of 

a child or adult at risk you must: 
 
Report your concerns immediately to your Line 

Manager and the relevant DSO, if the DSO is 

unavailable then report to the DSL instead. Together 

they will decide:  
�� What further information is needed  
�� Who needs to be spoken to e.g. child, 

adult, parent, group leader, 6teacher  
�� Who else should be informed e.g. police 

or children/adult services or senior 

manager (safeguarding) 
 
�� If there is a need to consult for advice 

from external agencies  
�� Is any immediate protective action needed 

to ensure the child or adult’s safety? 
 
�� Depending on the nature of the concern it 

must be acted upon within the same working 

day and in some instances straight away. 
 
Ensure that any conversations with the child, 

adult at risk or other adults involved are 

conducted in a respectful and polite way in an 

area where others cannot overhear if possible. 
 
The person reporting the concern must complete the 

Safeguarding Incident Report Form (Appendix 2) 

and pass this to the DSL on the same working day. 

This will include: 
 
�� Names and contact details of ALL people involved  

– parents, group leaders, the member of staff 

initially involved and if necessary the member 

of staff or public (if this is possible) named in 

an incident/concern.  
�� The nature of the incident/concern  
�� A time line of events and actions taken. 
 
If there is concern or a safeguarding allegation (this may 

come in the form of a complaint) about a staff member 

then follow the procedures outlined in Section 7. 
 
The DSO and DSL will have to determine whether or not 

to inform the child/parent/adult of a referral being made. 

For more information about issues of confidentiality and 

information sharing see Appendix 7. 

 
6.3 A Quick Guide to Reporting Procedures 
 
�� If concerned about any child or adult at risk– 

report your concern to your line manager 

immediately and escalate to a DSO within 24 

hours. If this is not possible and if there is an 

 
 

 

immediate risk, report it to the appropriate 

authority, e.g. police, children’s social care or 

adult social care   
�� Record the details of the 

abuse/allegation/ suspicion  
�� Record accurately what the child/young person 

or adult at risk has said or what has been seen 

or reported. Include information about how the 

child/Adult at risk adult appeared (angry/upset), 

recording any visible signs on the child/ adult at 

risk adult e.g. burn on the hand. Do not ask 

leading questions or investigate. Complete 

the form in Appendix 2 the same day. 
 
�� DSO will discuss the matter with DSL and 

make a decision regarding the concern/incident 

within 4 hours of receiving the information 
 
�� Potential Action by DSL – concern allayed – record 

the decision or further info sought or a referral is 

made to children’s social care and/or police 
 
�� DSL to put any referral made in writing within 

48 hours of having made the referral by phone  
�� DSL to follow up within 3 working days with 

children’s or adult social care to establish 

action being taken 
 

6.3a Disclosure of Abuse 
 
If a person confides in you, that abuse has taken place: 
 
�� Remain calm and in control but do not 

delay taking action  
�� Listen carefully to what has been said. Allow 

the person to tell you at their own pace and 

ask questions only for clarification. Don’t ask 

questions that suggest a particular answer 
 
�� Don’t promise to keep it a secret. Use the 

first opportunity you have to share the 

information with your DSO. Make it clear to 

the person that you will need to share this 

information with others. Make it clear that you 

will only tell the people who need to know 

and who should be able to help 
 
�� Reassure the person that ‘they did the right 

thing’ in telling someone  
�� Tell the child what you are going to do next  
�� Speak immediately to the person with 

responsibility for child protection. It is that 

person’s responsibility to liaise with the relevant 

authorities, usually social services or the police 
 
�� As soon as possible after the disclosing 

conversation, make a note of what was said, using 
 

 
 
 

 
6Teachers will have their own reporting structure 
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the child’s own words. Note the date, time, any 

names that were involved or mentioned, and 

who you gave the information to. Make sure you 

sign and date your record. 
 
6.4 Action to take regarding 

indecent/obscene images of children 
 
What to do if a staff member searches for indecent 

images of children whilst using the internet 
 
�� The URLs (webpage addresses) which contain 

the suspect images should be reported to 

National Crime Agency’s Child Exploitation and 

Online Protection Command (CEOP) – the staff 

member should do this and immediately inform 

the DSO and Head of IT. You must avoid 

sending copies of the images to CEOP 
 
�� Any copies that exist of the image, for 

example in emails, should be deleted, when 

advised it is acceptable to do so by CEOP 

 
 

 

What to do if a staff member has indecent images 

of children on an electronic device: 
 
�� Follow the reporting procedures as outlined in 6.4.  
�� The DSL should: 
 

��Contact the police regarding the images. If 

there is doubt about whether the images are 

criminal, then discuss with the police the 

best way for them to receive copies to 

determine whether they are criminal or not; 
 

��Discuss with the police what to do about the 

device that the images are on 
 

��Quarantine the device in question and discuss 

with the police about checking for any other 

images on that device 
 

��Suspend the person’s access to the YHA 

network account but do not explain the 

reason for this until clarified with the police 
 

��Initiate the procedure for managing 

safeguarding allegations against 

staff members (see Section 7). 

 

 

7. Responding to safeguarding allegations against staff members 
 
�� Child and adult abuse can and does occur outside 

the family setting. Although it is a sensitive and 

difficult issue, child and adult abuse also occurs 

within organisations as well as in other settings. 
 
�� Evidence indicates that abuse which takes place 

within an organisation is rarely a one-off event. It 

is crucial that everyone in YHA is aware of this 

possibility and that all allegations are taken 

seriously and appropriate action taken. 
 
7.1 Definition of a safeguarding allegation 
 
This is where a staff member has: 
 
�� Behaved in a way that has harmed a child or 

adult, may have harmed a child or adult or 

might lead to a child or adult being harmed 
 
�� Possibly committed or is planning to commit 

a criminal offence against a child or adult, or  
�� Behaved towards a child/ren or adults(s) in a 

way that indicates s/he is or would be 

unsuitable to work with children or adults 
 
An allegation may concern one or more children or 

adults. It can be about any child or adult, for example: 

�� A guest attending a hostel or a summer camp; 

 
�� That the staff member has contact with in 

their community/home life; or  
�� That is the son or daughter of a staff member   
The allegation may: 
 
�� Not directly have a ‘known victim’ as such. For 

example, if a staff member is accessing abusive 

images of children online or using the internet to 

groom children with the intent to harm in future  
�� Be about any type of abuse  
�� Concern a breach of our code of conduct  
�� Relate to a member or volunteer who has left 

YHA (often known as a ‘historical abuse’) 
 
A safeguarding allegation may arise when: 
 
�� A child or parent/carer makes a direct 

allegation against an individual member of 

staff, volunteer or accompanying staff  
�� A staff member directly observes behaviour 

that is cause for concern  
�� YHA receives a safeguarding allegation from 

a person, including a member of the public 

or professional  
�� A member of the public or professional tells 

a staff member face to face  
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�� In the course of another internal procedure, 

for example a disciplinary or someone 

whistleblowing or making a complaint 
 
�� YHA is informed by the police or local authority 

or another organisation that an individual is the 

subject of a child/adult protection and/or criminal 

investigation 
 
�� Information emerging from the renewal of a 

DBS that a staff member or volunteer may have 

committed an offence or been involved in an 

activity that could compromise the safety of a 

children or adults(s) 
 
�� A staff member informs YHA that they have 

been the subject of allegations, have actually 

harmed a child/adult, or committed an offence 

against or related to a child/adult at risk 
 
The managing safeguarding allegations procedure 

must be followed consistently in all instances, 

regardless of how the safeguarding allegation arises 

or from whom, or whether it is shared with YHA by 

email, face-to-face contact, social networking, 

telephone or letter. 
 
If a staff member is concerned about the behaviour of 

another staff member they should stay calm and ensure 

they report. If you are mistaken it is better to discuss it 

and enable a proper investigation and assessment to 

happen than not report it at all. You should not: 

�� Ignore concerns.  
�� Confront the person.  
�� Discuss the matter with other members of 

/ volunteers outside of those identified in 

this procedure. 
 
There may be up to four strands in the 

consideration of any safeguarding allegation: 
 
�� Enquiries and assessment by children’s or 

adults social care about whether a child is in 

need of protection and/or services  
�� A police investigation of a possible 

criminal offence  
�� Consideration by an employer of disciplinary 

action in respect of the individual 
 
�� Referral for ‘consideration to bar’ a person from 

working with children/adults (ie referral to the 

Disclosure and Barring Service) and/or referral 

to a professional registration body for 

professional misconduct and notification to the 

Charities Commission 

 
 

 

7.2 What to do if a safeguarding allegation is made   
The person who receives a safeguarding allegation 

must make a note of the basic details of the 

allegation using the form in Appendix 3 
 
The person should then inform his/her line manager 

in the first instance to agree next steps. If the 

concern is about the line manager then the person 

should inform the second line manager. However, 

information about any safeguarding allegation must 

be kept confidential and should not be shared outside 

of the line management structure. 
 
If the person and/or line manager considers that any 

child or adult is subject to life threatening concern, 

risk of immediate harm, or needs emergency medical 

attention, then the emergency services must be 

contacted straightaway and the parents/carers of the 

child/adult told that immediate steps are being taken 

to get help. Otherwise, the person or his/her line 

manager must pass on the information about the 

allegations within 24 hours to either the DSL or the 

Director (Safeguarding). 
 
The Director (Safeguarding) will determine if any 

records need to be secured or ‘locked down, or 

any equipment removed from the individual who 

is the subject of the concern. 
 
7.3 Initial considerations about managing 

a safeguarding allegation 
 
The Director (Safeguarding) will oversee the 

management of all allegations and hold accountability for 

them. He will normally delegate the investigative task 

and responsibilities to the DSL unless there are 

exceptional circumstances, for example where there is a 

conflict of interest or the allegation concerns the DSL. 
 
The Director (Safeguarding) and the DSL are 

responsible for agreeing an initial plan of how to 

proceed with managing the allegation. They need 

to agree that the information before them is a 

safeguarding allegation. The safeguarding 

allegation may be in respect of the person’s 

employment, voluntary activity or behaviour 

towards any other children including their own. 
 
If, after the initial consideration, the Director 

(Safeguarding) and DSL do not consider the matter 

constitutes a safeguarding allegation then they 
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must decide if an internal investigation is required to 

determine if the behaviour/incident was related to 

poor practice or misconduct. 
 
The disciplinary process must then be followed. All 

decisions and the reasons for them must be 

recorded and kept on the individual’s file. 
 
If confirmed as a safeguarding allegation, the 

Director (Safeguarding) and DSL must agree an 

initial plan within one working day, which includes: 
 
�� The immediate safety of any relevant child/ren 

or adult at risk involved, for example those that 

are the subject of the safeguarding allegation or 

other children/adults that the individual has 

contact with through work or family life 
 
�� What information to share with the individual 

who is the subject of the safeguarding 

allegation, and when to do so  
�� Whether any immediate decision has to be 

taken about suspension of the individual 

subject to allegation, pending further enquiries 

and/or investigation 
 
�� Whether the criteria is met for referral to the 

local authority and/or the police  
�� What further information may be required for 

clarification  
�� Identifying who else is aware of the safeguarding 

allegation and who has been spoken to 
 
�� Identifying whether any advice should be 

sought from the HR department  
�� Arrangements for support for the person who is 

the subject of the safeguarding allegation and 

the person who raised the allegation  
�� Consideration of support arrangements for 

the child/ren or adult(s) and family 

members concerned 
 
In the event that a safeguarding allegation is made: 
 
�� The DSL – the Director (Safeguarding) will 

manage the allegation, with support from 

Head of People 
 
If it is agreed that the safeguarding allegation 

meets one or more of the criteria (see para 7.1), 

then the Director (Safeguarding) or DSL must 

make a referral within one working day to: 
 
�� The Designated Officer7 in the local authority if 

the allegation is about behaviour towards a child 
 
�� Local authority adult services if the allegation 

is about behaviour toward an adult at risk. 

 
 

 

Some safeguarding allegations are so serious that they 

require immediate referral to the local authority/police. 

Other allegations that appear to meet the criteria may 

seem less serious, however, it is important that they are 

followed up and examined objectively by the external 

authorities who may hold other relevant information 

about the individual that is unknown to the YHA. 
  
If the allegation is considered to meet the criteria for 

referral, then the safety and welfare of any child/ren 

or adult at risk is of the utmost importance, and any 

child or adult protection investigation and/or police 

investigation must take priority over any internal 

YHA procedures. 
 
All decisions and the evidence upon which they 

are based must be recorded. 
 
7.4  Action following initial consideration 
 
Where the allegation meets the criteria, the Director 

(Safeguarding) or DSL will make the referral to the 

appropriate local authority department to discuss and 

agree the next steps, including informing parents/ 

carers of the child/adult concerned (if applicable) 

about the allegation if they are not already aware of it. 
 
The designated officer (or equivalent in adult 

social care) will: 
 
�� discuss the allegation and obtain further details 

of the allegation and the circumstances in 

which it was made; 
 
�� discuss whether there is 

evidence/information that establishes the 

allegation is false or unfounded; 
 
�� convene a strategy discussion within procedural 

timelines in order to plan any police investigation 

and/or protective action in respect of the child or 

adult if there is cause to suspect a child or adult is 

suffering or likely to suffer significant harm, and/ or 

a criminal offence may have been committed. 
 
As an employer, YHA should expect to be invited to join this 

discussion alongside other relevant professionals, including 

the police and children’s or adult social care. The Senior 

Manager (Safeguarding) or DSL would be the YHA 

representative in this case. YHA is expected to cooperate 

fully with any police or child/adult protection investigation. 
 
The staff member subject to the allegation should be 

informed as soon as possible that an allegation has 

been made. However, where a strategy discussion is 

required with the authorities, or it is clear that the 

 
 

 7This role was formerly known as the LADO however Working Together 
 to Safeguard Children 2015 removed this term. It says the local authority 

 must appoint a designated officer(s) to carry out this role. 
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police or children’s or adult social care may need to 

be involved, information about the allegation should 

not be shared until those agencies have agreed 

what information can be disclosed to the person 

who is the subject of the allegation. 
 
The possible risk of harm to a child or children or 

adult or adults must be effectively evaluated and 

managed in respect of any child or children involved 

in the allegations, and any other children in the 

individual’s home, work or community life. In some 

cases, this will require the YHA to suspend the 

employee who is the subject of the allegation or 

cease to use the services of a volunteer (sole trader, 

contractor, student etc.) on a temporary basis. 
 
The act of suspension does not indicate a person’s 

guilt; it is a neutral act that allows the investigation 

to take place. An individual must not be suspended 

automatically when there has been an allegation or 

without careful thought. Suspension should be 

considered in any case where: 
 

• there is cause to suspect a child or adult is at 

risk of significant harm 
 

• the allegation warrants investigation by the police 
 

• is so serious that it might be grounds for 

dismissal 
 

• There are concerns that the person about whom 

the allegations are made may put pressure on 

or interfere with potential witnesses. 
 
The power to suspend the accused member of staff 

or dispense with the services of the volunteer is 

entrusted to the employer alone. However, in 

making these decisions the Director (Safeguarding) 

(in consultation with the DSL where relevant) will 

need to take into consideration the views of the 

police and the local authority. Advice can be sought 

from the People team if necessary. 
 
The Director (Safeguarding) will be responsible for 

deciding how and when to feed back to the person 

who made or received the allegation, and what 

information to give to others who may know the 

accused individual concerned. 
 
The Director (Safeguarding) will decide on a case-by-

case basis if, and when, it is necessary to advise the 

YHA CEO about the allegation and its management, 

depending on the seriousness of the allegation, 

reputational risks, liability and potential media interest. 

 
 

 

7.5 Action following the conclusion of 

the investigative process 
  
At the conclusion of any external investigations, the 

Director (Safeguarding) or DSL and the Designated 

Officer (or equivalent in adult social care services) will 

formally review the outcome and determine any further 

action required. The line manager of the employee or 

volunteer will need to be informed of any decision. The 

range of options open will depend on the 

circumstances of the case and will need to take into 

account the result of any police investigation or trial, 

any investigations in respect of the child or adult’s 

safety, as well as the different standard of proof 

required in disciplinary and criminal proceedings. 

Options include: 
 
�� Reintegration of the staff member  
�� Performance management or 

capability processes invoked  
�� Disciplinary process invoked  
�� Referral to the Disclosure and Barring 

Service (DBS) for consideration to be barred 

from working with children and/or adults 
 
The following definitions should be used 

when recording the outcome of allegation: 
 
�� Substantiated: there is sufficient 

identifiable evidence to prove the allegation.  
�� False: there is sufficient evidence to disprove 

the allegation.  
�� Malicious: there is clear evidence to prove that 

there has been a deliberate act to deceive and 

the allegation is entirely false. 
 
�� Unsubstantiated: this is not the same as a 

false allegation. It means that there is 

insufficient evidence to prove the alleged 

behaviour occurred. 
 
Every effort should be made to reach a conclusion in 

all cases even if: 
 
�� the individual refuses to cooperate, although 

s/he should be given a full opportunity to answer 

the allegation and make representations  
�� it is difficult to reach a conclusion  
�� the employee has resigned or the 

volunteer withdrawn his/her services 
 
YHA never agrees to the use of a ‘settlement 

agreement’ with an employee. This is where the 

employee subject to the allegation agrees to resign, the 

employer agrees not to pursue disciplinary action, and 
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both parties agree a form of words to be used in 

future references. Nor can it be used to override the 

YHA’s duty to make a referral to the DBS where they 

meet the criteria for consideration to bar them from 

working with children and/or adults. 
 
The Director (Safeguarding) must determine who 

needs feedback following the conclusion of any 

investigations and the nature of that feedback in 

accordance with the principles of data protection and 

confidentiality. This might include feedback to the 

child/adult, the parents/carers, and/or the person who 

raised the concern initially and the line manager of the 

employee or volunteer. 
 
If an allegation is determined to be unfounded or 

malicious, the Director (Safeguarding) with the 

DSL where relevant, must consider if any further 

action is required. 
 
�� If the safeguarding allegation was made by a 

child or adult then there is a need to consider 

if a referral to children’s or adult social care is 

required to determine if that child or adult is 

in need of services, or may have been 

abused by someone else and/or 
 
�� If the safeguarding allegation was deliberately 

invented or malicious by an adult then this could 

be discussed with the police and advice sought  
�� whether disciplinary action is required  
�� The support needs of the person who was 

the subject of the safeguarding allegation 

should be considered 
 
At the end of the process of managing an allegation 

and its conclusions, the Director (Safeguarding) 
 
in consultation with the DSL where relevant are 

responsible for the identification of any lessons to be 

learned about the procedure, the actions taken, and 

the support offered. This learning should feed into 

policy and procedural revisions as well as the 

safeguarding training strategy. 
 
The Director (Safeguarding) must provide in writing 

feedback to the person who has been subject to the 

investigation, clarifying the final outcome and any 

implications for their employment/volunteering. This 

must be provided within five working days of the 

conclusion of the investigation 

 
7.6 Support 
 
In managing any allegation there is a need for the 

Director (Safeguarding) to consider the support needs 

 
 

 

of individuals involved. The support they require 

depends on the circumstances of the case and will 

have to be negotiated and agreed on a case-by-case 

basis. Support may include responding to the impact 

from shock, anger or being a suicide risk, for example. 

It may include support for the: 
 
�� person who raised the concern at the outset  
�� person who is the subject of the allegation  
�� Child/parents/carers, if applicable, where 

harm was alleged against a particular child. 
 
The Director (Safeguarding) is responsible for 

ensuring that the employee or volunteer who is 

subject of the allegation is: 
 
�� informed of the allegation against them (once 

agreed by the local authority/police), notified of 

the processes that will follow and signposted to 

independent support should they require it 
 
�� kept up to date about any progress in relation 

to their case  
�� advised to contact their union or 

professional association at the outset  
�� informed of arrangements to keep him/her 

updated about developments in the 

workplace in cases where the employee or 

volunteer is suspended or the YHA cease to 

use his/her services as a volunteer 
 
�� sent correspondence confirming all of the 

above including the arrangements for support. 
 

7.7 Referral to DBS/ Charities Commission/ 

Professional Regulatory Body 
 
Once the final outcome of the allegation 

management process is concluded, there are three 

key decisions to be made by the Director 

(Safeguarding) in conjunction with the DSL: 
 
�� Where a staff member is engaged in providing 

regulated activity (see DBS policy for the definition 

of this) then the issue of whether they are allowed 

to continue with this must be considered by the 

Senior Manager (Safeguarding) in conjunction with 

the DSL, depending on the outcome of the 

investigation /disciplinary process. If it is 

concluded that the person should no longer be 

engaged in regulated activity then the YHA must 

refer the employee/volunteer to the DBS/ for 

consideration to bar the person from working 

with children and/or adults. The process for this 

is outlined on the DBS website. 
 

 
 

 
 



YHA Safeguarding Policy and Procedures 2018 
 

22  

 

YHA Safeguarding Policy and Procedures  
 
 

 

�� Where a staff member is registered with a 

professional body (e.g. Health and Care 

Professions Council), the issue of referral of the 

staff member to the professional regulatory body 

must be considered by the Senior Manager 

(Safeguarding) in conjunction with the DSO. 
 
�� The DSL in conjunction with the Chief Executive’s 

office and the outcome of risk assessment  
will consider any notifications to the 

Charities Commission8 of any incident that 

meets the Reporting Serious Incidents – 

Guidance for Trustees 
 

7.8 Escalation 
 
If any staff member considers that the concern they 

have raised has not been taken seriously or remains, 

then s/he should speak with the DSL. Any staff 

member who is unhappy with the response and/or 

action taken by YHA can: 
 
�� Use the YHA Whistleblowing line: Safecall Tel 

0800 915 1571 or www.safecall.co.uk/report 
 
�� Contact the NSPCC Helpline: 0800 500 5000 
 
�� Report the matter directly to the local 

children’s or adult social care 
 
7.9 Safeguarding allegation against a group 

member, teachers, group leaders, 

contractor, guest or member of the public 
 
Sometimes adult behaviour may pose a risk of 

violence or sexual harm to others including to other 

guests. A five step approach is required: 
 
Step 1 - Identification: Determine the potential type 

of harm; see section 6 onwards for types of abuse. 
 
Step 2 - Is it something that can be seen or has 

been witnessed? 
 
�� What is the presenting behaviour 
 
�� What risks does the behaviour present to 

the person, /volunteers, others 
 
�� How serious is the behaviour 
 
�� Does the behaviour constitute possible criminal 

behaviour; is anyone in immediate danger?  

Could the behaviour be said to create a 

safeguarding risk 

 
 

 

The outcome of such questions will assist staff 

and volunteers in knowing what action to take 

next and how quickly a response is required. 
  
See Appendix 4 Adult behaviour that may signal 

sexual interest in children 
 
Step 3 - Consult if uncertain what to do next: 

Discuss with your line manager and DSO in the first 

instance. If they are unavailable or unsure what to do 

then they should discuss with the DSL. This must be 

done the same day the concern is identified. Also 

consult with group leaders, if not implicated in the 

allegation. 
 
Step 4 - Take action: If someone is in immediate 

danger call the police on 999 and then inform your 

line manager and the DSO. 
 
If it’s not an emergency you will need to discuss with 

your line manager or DSO on how the situation 

should be dealt with. 
 
Step 5 - Record and inform: Ensure that a record of the 

concern and any action taken is recorded on the 

safeguarding incident report which is on the home page 

of the intranet, same as appendix 2, within the same 

working day. Ensure the line manager is informed. 
 
If a referral has been made to the police or children’s/ 

adult social care by the DSO or DSL then the DSL 

should follow this up to ensure action has been taken 

and record the outcome. 
 
The DSL must always be informed if there has 

been a safeguarding concern about an adult guest. 
 
Following the incident, the DSL and Operations Manager, 

will decide whether the behaviour is such that the person 

should be barred from booking with YHA again – this is 

referred to as being put on the ‘Exclusion Register’. 
 

 
 
 
 
 
 
 

 
8See Charities Commission (2013) Reporting Serious Incidents –  

Guidance for Trustees 
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8. Photography and filming of children and/or adults at risk by 

Staff and volunteers 
 
Staff and volunteers must ensure they do not take 

pictures or videos during YHA activities without 

gaining appropriate written, informed consent of the 

parent or guardian. This should explain the purposes 

for which any photographic images will be used. This 

applies to both children and adults at risk. Please 

follow the data protection policy for more specific 

guidance. 
 
We are committed to providing a safe and enjoyable 

learning experience for young people and adults at risk. 
 
Below are some good practice guidelines that should be 

adhered to in relation to photography and recording 

images of children, especially as there is evidence that 

some people do use activities and events as an 

opportunity to take photographs or footage of young and 

disabled children and young people which can be 

manipulated or used inappropriately: 

 
�� All young people and adults at risk featuring in 

photographs or recordings must be appropriately 

dressed for the activity they are undertaking. 
 
�� Wherever possible, images of the young 

people and adults at risk should be recorded 

in small groups and focus on the activity 
 
�� Instructors can still be allowed to use equipment 

to record an activity as a teaching aid, providing 

that written consent of the parents or guardians 

and young person or adult is sought and that 

this is placed on file, and using dedicated 

recording equipment, not their own. 
 
�� Care needs to be taken with regard to the 

storage and dissemination of the photographs or 

video material 
 

 

 

9. Online safety at YHA 
 
We have a social media and use of IT policy that must 
be adhered to at all times.  
 

 

10. Bullying 
 
Definition 
 
Bullying is defined as behaviour by an individual or group, 

usually repeated over time, that intentionally hurts another 

individual or group either physically or emotionally 
 
Cyberbullying is the use of Information and 

Communications Technology (ICT) particularly 

mobile phones and the internet, deliberately to 

upset someone else 
 
Homophobic bullying occurs when bullying is 

motivated by a prejudice against lesbian, gay, 

transgender or bisexual people 
 
Racist bullying refers to a range of hurtful behaviour, 

both physical and mental that makes the person feel 

unwelcome, marginalised and excluded, powerless or 

worthless because of their colour, ethnicity, culture, 

faith community, national origin or national status. 
 
9Disability bullying. At YHA we are inclusive, 

specifically with summer camps, whereby all 

 
 
 
 
 
 
 
 
 
 

 

Children are integrated together, reducing the visible 

target label. 
  
Bullying can include the following behaviours: 
 
Physical: hitting, kicking, pushing, taking or 

damaging belongings 
 
Verbal: name calling, taunting, mocking, 

insulting, making offensive remarks e.g. racist, 

sexist or homophobic remarks, repeated 

teasing, threats, sarcasm, gossiping 
 
Indirect: spreading nasty stories about someone, 

excluding someone from social groups, leaving notes, 

failure to speak to acknowledge a person, make 

someone the subject of malicious rumours, 

inappropriate text messaging and emailing, sending 

offensive or degrading images by phone or the 

internet, producing offensive graffiti. 
 
Within some YHA activity there is an increased 

likelihood of bullying occurring e.g. during 

summer camp because children are together 
 

 
 9Bullying experiences among disabled children and young people 

 in England. Department of Quantitative Social Science, Institute of 
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for a period of time and some of those children belong to 

marginalised groups such as children in the care system. 
  
YHA Anti Bullying Promise 
 
It is important to understand the difference between 

bullying and assaults by children on another child. 

YHA will prevent and deal with any bullying, and 

promote an ethos where bullying is regarded as 

unacceptable, so that a safe and secure environment 

is created and maintained for all by:  
�� Raising awareness  
�� Consistent response to incidents  
�� Support to all members who may be involved  
�� Understanding summer camps group mix 

 
 

 

If you see signs of bullying do not ignore it, try to 

resolve it with those involved – involving group 

leaders as necessary and report it to your line 

manager in the first instance. 
 
Some forms of bullying are illegal and should be 

reported in line with Appendix 1b where the DSL 

with liaise with the police and the leader of the 

groups safeguarding lead;  
�� violence or assault  
�� theft  
�� repeated harassment or intimidation, e.g. name 

calling, threats and abusive phone calls, emails 

or text messages  
�� hate crimes 

 

 

11. Accommodation for Children and Young People in Public 

Dormitory Accommodation 
 
To ensure that we provide safe and suitable 

accommodation for everyone within the YHA we 

have put the following conditions in place: 
 
�� Children under the age of 16 must be 

accompanied by a person who is 18 or older 
 
�� Children between 12 and 16 can be in public 

dorms if accompanied by an adult, who they 

checked in with 
 
�� Children who are 16 or over may stay in 

any accommodation within the YHA 
�� Families and private groups of mixed 

genders, who wish to stay in the same 

room, must book private accommodation 

 
„ „  YHA do not allow adults from educational 

establishments and youth groups to share 

bedrooms with children, with the following 

exception: 

„ „  Where a child’s health or wellbeing would 

prevent them from staying with us otherwise, 

for example carers, and we have proof in 

writing that the parent or guardian of the 

child have provided written consent naming 

the adult they permit to share with the youth.   
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Appendix 1a 
 
�� Flowchart – what to do if you have a safeguarding concern about a child or adult at risk  
 
 

 

You have a safeguarding concern  
about any child or adult at risk? 

 
 
 
 

 

Verbally inform one of the hostel management  
Team immediately and you must record all  

information on the safeguarding incident report  
form, which your line manager will forward to  

safeguarding@yha.org.uk 
 
 
 
 

 

Line manager to inform the DSO  

(Operations Manager) who will liaise Notification of person 
with the DSL (Head SSHEQ) and 

agree 

 

in loco parentis 
 

appropriate action to take. Decision  (Person who has legal 

to be made within 4 hours of the DSL responsibility for the young 

receiving the information  
 
 
 
 
 
 

 

No action. 
 

The concern does not  
constitute a safeguarding 

concern. Record action & 

decision on Safeguarding 

incident report form. 

 
 
 
 

 

Uncertain? 
 
Consult with Children’s Social 

Care or the NSPCC Helpline 

if the concern is about a child. 
 

Consult with local adult 

social care if concern about 

an adult at risk 
 

Record action & decision.  

 
 
 
 
 

 

Concern remains? 
 

Refer to Children’s Social 

Care or adult social care 

and/or the Police by phone. 
 

DSL to put the referral in 

writing within 48 hours. 
 

Record action & decision. 
 
 
 
 

 

DSL to follow up after 3  
working days if there is no 

feedback on the action taken 

by children’s social care or 

adult social care 
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Appendix 1b 
 
�� Flowchart re: Safeguarding allegations against employee, Group Leaders – visiting members of employee  
 
 

 

Concern, following an allegation received/  
behaviour observed/breach of code of conduct etc. 

 
 
 

 

• External Employee  
• Group leader – teaching 

and nonteaching) – 

(person with Loco Parentis)  
• Contractor 

 
 
 

 

Line Manager to inform   

group leader person acting   

as loco parentis or the groups  Discuss with 

safeguarding team 
 

DSO same day  

or the contractors head office   

 
 
 

 

Employee 
 
 
 
 

 

Inform your line manager on the same 

working day and complete the Report 

Form for Safeguarding Allegations 

 
                   

 Issue of poor 
 

                    

       

Within 24 Hrs 
          

     

   

         

practice? 
   

                 

                       

                           
                           

     

Concern passed to DSL 

   

Potential 

    People Team 
 

         
                

     or          

Group leader will the Director (Safeguarding) suspension 
        

        

then follow there  agree how to manage while review is  

own procedures the allegation and inform undertaken 
        

        
    

Unfounded 

 

     any other relevant senior            
     

manager/DSO/media team 
              

            

No further 

 

             
                     

                     

     DSL to liaise To ensure               action Support  
     effective closure        Founded   and debrief staff  
                    

member 
 

     

Concern meets threshold for referral 

        

                   
     onto child protection or adult       

Address through 
 

Following information 
 protection agencies?        
       

YHA disciplinary 
 

DSL refers to local authority Designated 
       

sharing and evaluation,        

      

procedures and/ 
 

leads to the decision Officer (England) or social services        
       

or supervision 
 

that no further action (Wales) and/or the police. Await advice 
      

 

 

       

      

and/ or training. 
 

is needed, the DSL will and guidance as to next steps. Within        
      

Record decision 
 

update recording logs. 24 hrs decide if the employee has to be        
     

making & actions 
 

     suspended whilst enquiries are underway.       
                    

Record actions, decisions and outcomes  
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YHA SAFEGUARDING INCIDENT REPORT FORM  
http://goo.gl/kRyHRu 
 
This form should only be sent via an encrypted password (instructions at bottom of document)  
 

 

Send original by email to: safeguarding@yha.org.uk 
 

YHA National Office, Trevelyan House, Dimple Road, Matlock, Derbyshire DE4 3YH  
 

Name of Child/ren  
Age & D.O.B 

 
Adult at risk Adult 

  

 
(if known) 

 

(VA)   
   

    

Gender:    
      

Religion  Ethnicity  
    

    

Any Disability or  
Any Special 

 
Communication   

 
Factors 

 

Needs 
  
   

    

    

Parent’s/Carer’s    
Name(s)    

    

Responsible Adult’s    
Name(s)    

    

    

   Telephone number(s) 

Home Address 
   

  Home 
   

   Other 
     
 

Are you reporting your own concerns or passing on those of someone else? 
 
 
 
 
 
 
 
 
 
 

Description of what has prompted concerns (please include details of any specific incident, dates, times) etc.  
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Please describe any physical or behavioural indicators, which have been observed. 
 
 
 
 
 
 
 
 
 

 

Have you or anyone else spoken with the child and if so what was discussed? 
 
 
 
 
 
 
 
 
 

 

Have you or anyone else spoken with the parents/carers/or other adult and if so what was said?  
 
 
 
 
 
 
 
 
 

 

To whom reported  Date & Time  
    

Your name and position    
    

State what hostel this    

incident took place    
    

 
 

You can protect a document by using a password to help prevent unauthorized access. 
 
1. Click the File tab. 
 
2. Click Info. 
 
3. Click Protect Document, and then click Encrypt with Password. 
 
4. In the Encrypt Document box, type a password, and then click OK. 
 
5. In the Confirm Password box, type the password again, and then click OK.  
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Report Form for Reporting Safeguarding Allegations Staff Members or Visiting Members of Staff 
 
WHEN TO USE THIS FORM 
 
To be completed by the person who raises the concern, with line manager and send to DSL 
 
This form must be filled in and sent to the Local Authority Safeguarding lead in every case where it is alleged 

that a person working with children or adults at risk has 
 
1. behaved in a way that has harmed or may have harmed a child/adult at risk  
2. possibly committed a criminal offence against or related to a child/adult at risk  
3. behaved towards a child/ren/adult in a way that indicated s/he is unsuitable to work with children/adults at risk 

 

YHA Details  
 

Date of referral  
Referrer’s name  
Referrer’s job title  
Place of work & address  
Tel number  
Email 

 

Allegation Details  
 

Date of alleged incident 
 

Who has made the allegation e.g. child, 
parent, other professional etc. 

 
Full details of the allegation 

 
Where is it alleged the incident or  
behaviour took place 

 
 

Details of person/s subject to the allegation please repeat box if more than one person  
 

First name  
Surname  
Job title  
DOB  
Home address 

 

Details of potential child or adult victim please repeat box if more than one 

child Note: there may not always be a specific child or adult victim 
  

First name  
Surname  
DOB  
Gender  
Home address/telephone number  
Parent’s/carers names/contact details 

 
Is/has this child been looked after or 
the subject of a child protection plan  
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Appendix 4 
 
Adult behaviour that may signal a sexual 

interest in children 
 
�� Insists on hugging, touching, kissing, tickling, 

wrestling with or holding a child even when 

the child does not want affection  
�� Manages to get time alone or insists on 

time alone with a child or young person 

without interruptions  
�� Spends most of his / her spare time with 

children and has little interest in spending time 

with someone their own age  
�� Regularly offers to babysit many different 

children for free or takes children on 

overnight outings alone  
�� Buys children gifts (including 

cigarettes/alcohol/ drugs) or gives them money 

for no apparent reason 
 
 

Appendix 5 
 
�� Indicators of Child Abuse and Neglect  
�� Some of the following signs might be 

indicators of abuse or neglect:  
�� Children whose behaviour changes – they may 

become aggressive, challenging, disruptive, 

withdrawn or clingy, or they might have difficulty 

sleeping or start wetting the bed 
 
�� Children with clothes which are ill-fitting 

and/or dirty  
�� Children with consistently poor hygiene  
�� Children who make strong efforts to avoid 

specific family members or friends, without 

an obvious reason 
 
�� Children who don’t want to change clothes in 

front of others or participate in physical activities  
�� Children who are having problems at school, for 

example, a sudden lack of concentration and 

learning or they appear to be tired and hungry 
 
�� Children who talk about being left home alone, 

with inappropriate carers or with strangers 
 
�� Children who reach developmental 

milestones, such as learning to speak or walk, 

late, with no medical reason  
�� Children who are regularly missing from school 

or education  
�� Children who are reluctant to go home 

after school 

 
 
 
 
 
 

�� Frequently walks in on children in the bathroom  
�� Allows children to consistently get away 

with inappropriate behaviours  
�� Encourages silence and secrets in a child  
�� Makes fun of a child’s body parts – calls a 

child sexual names  
�� Openly discusses sex in presence of children.  
�� Argues for trust and expresses 

dissatisfaction with the structure of home, 

house rules, and accountability.  
�� Views adult pornography or obscene 

images of children or encourages children 

to view pornography  
�� Abuses alcohol or drugs and/or encourages 

children to use them. The use of such 

substances reduces inhibitions. 
 
 
 
 

 

�� Children with poor school attendance and 

punctuality, or who are consistently late 

being picked up 
 
�� Parents who are dismissive and non-responsive 

to practitioners’ concerns  
�� Parents who collect their children from school 

when drunk, or under the influence of drugs 
 
�� Children who drink alcohol regularly from 

an early age  
�� Children who are concerned for younger 

siblings without explaining why  
�� Children who talk about running away  
�� Children who shy away from being touched 

or flinch at sudden movements   
There are four main categories of abuse and 

neglect: physical abuse, emotional abuse, sexual 

abuse and neglect. Each has its own specific 

warning indicators, which you should be alert to. 

Working Together to Safeguard Children (2015) 

statutory guidance sets out full descriptions. 
 
Physical abuse is deliberately physically hurting a child. 

It might take a variety of different forms, including hitting, 

pinching, shaking, throwing, poisoning, burning or 

scalding, drowning or suffocating a child. 
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Physical abuse can happen in any family, but 

children may be more at risk if their parents have 

problems with drugs, alcohol and mental health or if 

they live in a home where domestic abuse happens. 

Babies and disabled children also have a higher risk 

of suffering physical abuse. 
 
Physical harm may also be caused when a parent or 

carer fabricates the symptoms of, or deliberately 

induces, illness in a child. Physical abuse can also 

occur outside of the family environment. 

 

Some Of The Following Signs May Be Indicators 

Of Physical Abuse: 

�� Children with frequent injuries;  
�� Children with unexplained or unusual fractures 

or broken bones  
�� Children with 

unexplained:  

��Bruises or cuts; 

��Burns or scalds 

 ��Bite marks. 

 

Emotional abuse 
 
Emotional abuse is the persistent emotional 

maltreatment of a child. It is also sometimes 

called psychological abuse and it can have 

severe and persistent adverse effects on a 

child’s emotional development. 
 
Although the effects of emotional abuse might take a 

long time to be recognisable, practitioners will be in a 

position to observe it, for example, in the way that a 

parent interacts with their child. Emotional abuse may 

involve deliberately telling a child that they are 

worthless or unloved and inadequate. It may include 

not giving a child opportunities to express their views, 

deliberately silencing them or ‘making fun’ of what 

they say or how they communicate. 
 
Emotional abuse may involve serious bullying – 

including online bullying through social networks, 

online games or mobile phones – by a child’s peers. 
 
Some of the following signs may be indicators 

of emotional abuse: 
 
�� Children who are excessively withdrawn, fearful, 

or anxious about doing something wrong 
 
�� Parents or carers who withdraw their 

attention from their child, giving the child the 

‘cold shoulder’ 

 
 

 

�� Parents or carers blaming their problems on 

their child  
�� Parents or carers who humiliate their child, 

for example, by name-calling or making 

negative comparisons  
 

Sexual Abuse and Exploitation 
 
Sexual abuse is any sexual activity with a child. You 

should be aware that many children and young 

people who are victims of sexual abuse do not 

recognise themselves as such. A child may not 

understand what is happening and may not even 

understand that it is wrong. Sexual abuse can have a 

long-term impact on mental health. 
 
Sexual abuse may involve physical contact, including 

assault by penetration (for example, rape or oral sex) 

or non-penetrative acts such as masturbation, kissing, 

rubbing and touching outside clothing. It may include 

non-contact activities, such as involving children in the 

production of sexual images, forcing children to look 

at sexual images or watch sexual activities, 

encouraging children to behave in sexually 

inappropriate ways or grooming a child in preparation 

for abuse (including via the internet). Sexual abuse is 

not solely perpetrated by adult males. Women can 

commit acts of sexual abuse, as can other children. 
 
Some of the following signs may be indicators of 

sexual abuse: 
 
�� Children who display knowledge or interest 

in sexual acts inappropriate to their age  
�� Children who use sexual language or have 

sexual knowledge that you wouldn’t expect 

them to have 
 
�� Children who ask others to behave sexually 

or play sexual games  
�� Children with physical sexual health problems, 

including soreness in the genital and anal 

areas, sexually transmitted infections or 

underage pregnancy 
 
Child sexual exploitation is a form of sexual abuse 

where children are sexually exploited for money, power 

or status. It can involve violent, humiliating and 

degrading sexual assaults. In some cases young people 

are persuaded or forced into exchanging sexual activity 

for money, drugs, gifts, affection or status. Consent 

cannot be given, even where a child may believe they 

are voluntarily engaging in sexual activity with the 
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person who is exploiting them. Child sexual 

exploitation doesn’t always involve physical contact 

and can happen online. A significant number of 

children who are victims of sexual exploitation go 

missing from home, care and education at some point. 
 
Some of the following signs may be indicators of 

sexual exploitation: 
 
�� Children who appear with unexplained gifts 

or new possessions  
�� Children who associate with other young 

people involved in exploitation  
�� Children who have older boyfriends or girlfriends  
�� Children who suffer from sexually 

transmitted infections or become pregnant  
�� Children who suffer from changes in 

emotional well-being  
�� Children who misuse drugs and alcohol  
�� Children who go missing for periods of time 

or regularly come home late  
�� Children who regularly miss school or 

education or don’t take part in education 

 

Neglect 
 
Neglect is a pattern of failing to provide for a child’s basic 

needs, whether it is adequate food, clothing, hygiene, 

supervision or shelter. It is likely to result in the serious 

impairment of a child’s health or development. 
 
Children who are neglected often also suffer from other 

types of abuse. It is important that practitioners remain 

alert and do not miss opportunities to take timely action. 

However, while you may be concerned about a child, 

neglect is not always straightforward to identify. 
 
Neglect may occur if a parent becomes physically or 

mentally unable to care for a child. A parent may also 

have an addiction to alcohol or drugs, which could 

 

 

impair their ability to keep a child safe or result in 

them prioritising buying drugs or alcohol over food, 

clothing or warmth for the child. Neglect may occur 

during pregnancy as a result of maternal drug or 

alcohol abuse. 
  
Some of the following signs may be indicators 

of neglect 
 
�� Children who are living in a home that 

is indisputably dirty or unsafe  
�� Children who are left hungry or dirty  
�� Children who are left without adequate 

clothing, e.g. not having a winter coat  
�� Children who are living in dangerous conditions, 

i.e. around drugs, alcohol or violence 
 
�� Children who are often angry, aggressive or 

self-harm  
�� Children who fail to receive basic health care  
�� Parents who fail to seek medical treatment 

when their children are ill or are injured 
 
There are four key steps to follow to help you to 

identify and respond appropriately to possible abuse 

and/or neglect. 
 
It may not always be appropriate to go through all four 

stages sequentially. If a child is in immediate danger or 

is at risk of harm, you should refer to children’s social 

care and/or the police. Before doing so, you should try 

to establish the basic facts. However, it will be the role 

of social workers and the police to investigate cases 

and make a judgement on whether there should be a 

statutory intervention and/or a criminal investigation. 
 
You should record, in writing, all concerns and 

discussions about a child’s welfare, the decisions 

made and the reasons for those decisions. 
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Appendix 6 
 

Indicators of Adult Abuse 
 
Physical abuse may include hitting, slapping, 

pushing, punching, kicking, burning, biting, 

suffocating, and misuse of medication, restraint, 

physical intervention or inappropriate sanctions. 
 
Psychological abuse – including emotional abuse, 

threats of harm or abandonment, deprivation of 

contact, humiliation, verbal or racial abuse, isolation 

or withdrawal of services or supportive networks. 
 
Sexual abuse is a sexual act (contact or non-contact) 

carried out without the informed consent or knowledge 

of the other individual. Non-contact abuse may include 

sexual suggestions, salacious exposure to indecent 

material and indecent behaviour. Contact abuse may 

include rape and sexual assault or sexual acts to 

which the vulnerable adult has not consented, or 

could not consent or was pressured into consenting. 
 
Neglect includes: ignoring medical or physical care 

needs, failing to provide access to appropriate 

health, social care, or educational services, or the 

deliberate withholding of necessities of life such as 

medication, adequate nutrition and heating. 
 
Financial abuse is the wilful use or manipulation of 

the vulnerable person’s property, assets, or monies 

without their informed consent or authorisation. This 

can include theft or fraud of monies or possessions, 

exploitation, pressure or undue influence to change 

wills, financial arrangements, or the misuse of 

property, possessions or benefits. 
 
Discriminatory abuse is maltreatment or harassment 

that is based on any characteristic of a person’s 

identity, such as their race, sex, or disability. Many of 

the signs of discriminatory abuse will be the same as 

for emotional abuse. 

 
 
 
 

 

Institutional abuse is repeated instances of poor 

care of individuals or groups of individuals through 

neglect or poor professional practice. 
  
Spiritual abuse can be caused by the inappropriate 

use of religious belief or practices e.g. the misuse of 

the authority of leadership, discipline, oppressive 

teaching, or intrusive healing and deliverance 

ministries, which may result in vulnerable people 

experiencing physical, emotional, or sexual harm. 
 
Domestic abuse is the use of forms of control and/ or 

maltreatment within an intimate or domestic relationship. 

Types of domestic abuse includes physical, verbal (also 

called emotional, mental, or psychological abuse), sexual 

and financial. Stalking and cyber-stalking are also forms 

of control and abuse. Domestic abuse may occur in 

heterosexual or same sex relationships and between 

young people under 18 years. 
 
Honour based violence and forced marriage. Honour 

based violence is where a family feel that dishonour 

has been brought to the family. Forced marriage is a 

term used to describe a marriage in which one or both 

parties are married without their consent or against 

their will. If there is suspicion that the adult is the 

victim of honour based violence, referral must always 

be made to the police. A forced marriage differs from 

an arranged marriage, in which both parties consent to 

the assistance of their parents or a third party in 

identifying a spouse. 
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Appendix 7 
 

Confidentiality and Information Sharing 
 
Sharing information appropriately and in a timely 

fashion is a very important part of keep a child safe 

from harm. Care must also be taken to ensure that 

both adults and children’s confidentiality is maintained 

and that information is handled and disseminated on a 

need to know basis only. Individuals must be confident 

that information held about them by the YHA will only 

be disclosed to others either with their consent or 

when there is a legal duty to do so. 
 
The principles of the Data Protection Act 1998 & 

General Data Protection Regulation (GDPR) 

(Regulation (EU) 2016/679) must be adhered to when 

handling personal information, that is: personal 

information is obtained and processed fairly and 

lawfully; only disclosed in appropriate circumstances; 

accurate, relevant and not held for longer than 

necessary; and kept securely. 
 
The Act allows for the disclosure (in other words, 

sharing) of personal information without consent of the 

subject in certain conditions, including for the 

purposes of the prevention and detection of a crime, 

for example where there is a child protection concern. 
 
It is best practice to gain verbal or written consent, from a 

child or parent/carer before any personal information 

relating to them is shared with another organisation (such 

as children’s or adult social care). However, you may not 

need to seek consent to share information if 
 
it might be unsafe to seek (e.g. seeking consent might 

increase the risk to the child) or causes an unjustified 

delay or if it would prejudice the prevention, detection or 

prosecution of a serious crime. The most important 

 
 
 
 
 
 

consideration is whether sharing information is likely 

to safeguard and protect a child. If in doubt, advice 

should be sought from children’s social care or adult 

social care the NSPCC Helpline. 
  
The principles for information sharing are that it is 

necessary and proportionate; relevant; adequate; 

accurate; timely; secure; and that a record is kept 

of having shared the information. 
 
In situations where a request is made by another 

organisation for information about an individual(s), 

the relevant manager and safeguarding adviser must 

be informed, and their decision (including the 

reasoning for this decision) should be recorded and 

stored by the safeguarding adviser. 
 
In all cases where information is shared the following 

information should be recorded and passed to the 

senior safeguarding adviser for safe storage: 

�� Date and time  
�� Summary of information shared  
�� Who the information was shared with  
�� Whether you are sharing with or without consent  
�� If sharing without consent , whether the 

child, adult at risk or family were informed  
�� How the information was shared and any 

receipt of it having been received  
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You are asked to  share information   
   

      

Is there a clear and legitimate purpose for 
No 

sharing information?   

Yes 

    

    
    

     
 

 

   
No 

Does the information enable an individual to      
            
    

be identified? 
     

           

      Yes      

   
No 

 
Is this information confidential? 

   Not  
           

       

sure 
 

      

Yes 

  

           

           

   
Yes 

 
Do you have consent? 

      
          

          

      No      

You can 

   
Is there another reason to share information 

     
        

Yes 
 such as to fulfil a public function or to protect      

share 
  

No 

 
 

the vital interests of the information subject? 
  

     

       

 
 

 

Share information:  
• Identify how much information to share.  
• Distinguish fact from opinion  
• Ensure that you are giving the right information to the right individual.  
• Ensure where possible, you are sharing the information securely.  
• Inform the individual that the information has been shared if they were not 

aware of this as long as this would not create or increase risk of harm. 

 

 

Record the information sharing decision and your reasons in line with your  
organisation or local procedures.  

 

 

If there are concerns that a child is suffering or likely to suffer harm then follow the 

relevant procedures without delay. Seek advice if unsure what to do at any stage 

and ensure that the outcome of the discussion is recorded. 
 

 
 
 
 
 
 
 
 
 

 

Seek  
advice 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Do not  
share 
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Appendix 8 
 
Emergency Contact List 
 
Contact List of Designated Safeguarding Lead, Designated Safeguarding Officers and Roles  
This list is updated at the beginning of each month and the most up to date version can be located at: 
 

 

 

 

Other Useful Contacts 
 
DBS helpline: 03000 200 190 Welsh language line: 03000 200 191 
 
http://www.saferinternet.org.uk/ 0844 381 4772 
 
NSPCC 0808 800 5000 
 
National Crime Agency’s Child Exploitation and Online Protection Command (CEOP) 
 
0870 000 3344 
 
http://www.mentalhealth.org.uk/ 
 
The Samaritans offer emotional support 24 hours a day - get in touch with them on 08457 90 90 

90 Domestic Violence support http://www.refuge.org.uk/about-domestic-violence/ MASH – 

Multi agency Safeguarding Hubs: 

Google mash and the local authority you need. 

Chief Information Officer  

Sharn Harrison 01629 592753 
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Appendix 9 
 

Safeguarding Panel: Terms of Reference 

 

1. Introduction 
 
1.1 Safeguarding and promoting the welfare of 

children and adults at risk, requires effective co-

ordination. For this reason, the YHA have 

established this specific Panel. 
 
1.2 Effective Safeguarding arrangements in the YHA 

are underpinned by the three key principles which 

will equally apply to the activities of the Panel:  
�� Safeguarding is everyone’s responsibility  
�� All activities must ensure that the welfare of 

children and adults at risk are at the centre of 

any decisions that are made. 
 
�� All Services need to seek the views of children 

and young people so that they are able to tailor 

support for prevention and intervention. 
 
2. Role and Scope of the YHA Safeguarding Panel 
 
2.1 The work of the YHA Safeguarding Panel fits 

within the wider context of all YHA services and our 

clear mission, to inspire all, especially young people, 

to broaden their horizons gaining knowledge and 

independence through new experiences of 

adventure and discovery. Our particular focus 

however is that of the ‘Staying Safe’ outcome with 

our aim to reach 1 million young people. 
 
2.2 A key role of the YHA Safeguarding Panel will be 

to gain the agreement of the relevant stakeholders, 

to protocols and methods of working that will ensure 

that safeguarding activity is conducted in a 

consistent and integrated manner across the entire 

network and represented on the panel. 

 

3. Objectives and Functions 
 
3.1  Panel Objectives 
 
The Panel will: 
 
�� Function primarily as a scrutiny and support 

function – supporting the organisation with 

best practice in safeguarding in line with law 

and current regulations,  
�� Ensure communication of lessons learned 

throughout the network, with the ultimate 

objective of preventing reoccurrence of any 

safeguarding incidents wherever possible 

 
 
 
 
 

  
�� Ensure YHA has Safeguarding policies and 

procedures in place which are regularly 

reviewed and revised as necessary  
�� Develop, monitor and review the organisation’s 

approach and plans for safeguarding children 

and adults across the network 
 
�� Monitor compliance with a safeguarding training 

strategy  
�� Develop a safeguarding improvement plan 

which identifies its work and which will be 

reported against on an annual basis 
 
�� Advise/act on the safeguarding implications of 

any new organisational projects/development 
 
4. Panel meetings   
4.1 Meetings will take place twice a year but can also 

be convened at short notice if there is a serious 

incident that warrants it. 
 
4.2 An annual timetable for Panel meetings will be 

published no less than four weeks before the 

commencement of the year indicating the date, 

time and venue for all meetings. All panel members 

have responsibility for identifying items for the 

agenda at each Panel meeting. 
 
4.3 The Chair may call an extraordinary meeting at 

any time. 
 
4.4 All Panel meetings will create minutes; draft 

minutes will be distributed within 15 working days 

and submitted for approval to the next meeting. 

4.5 Spring Panel will review the Safeguarding 

Policy and suggest amendments or improvements 

following a review of law and practices.  

4.6 Autumn Panel will review all of the training 

provided by YHA in relation to safeguarding and 

suggest amendments or possible improvements.  

 

5. Panel Membership 
 
5.1 Members will have a strategic role in relation 

to safeguarding and promoting the welfare of 

children and adults within the organisation. 
 
5.2 If a Panel member misses two consecutive 

meetings without sending apologies or an appropriate 

representative, then the Chair, on behalf of the Panel, 

will write to that member. If non-attendance 

continues, the Chair will write to individual requesting 

termination from the Panel and an alternative 

representative be sought. 
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5.3 The Chair of the Panel will be appointed by the 

Chief Executive Officer of the YHA. The Chair will be 

held to account by the CEO in the performance of 

their functions relating to the Panel. 
 
5.4 Wherever possible the Panel will seek to establish a 

consensus on any decisions made, however where 

there is impact on other Directorates, the Executive 

staff will be consulted as part of an escalation process. 
 
5.5 Panel Membership will include 

representations across the Directorates, but will 

always have the following:  
�� Head SSHEQ – Chair  
�� Director  
�� Operations Manager  
�� Shared Services  
�� Member of the Commercial team 

 
6. Accountability 
 
The Panel will report to the following groups in order:  
�� Risk Management Group  
�� Executive staff  
�� Performance and audit committee  
�� Health and Safety Committee  
�� People forum 
 

 

 

7. Roles and Responsibilities of Members   
The key roles of a member are to contribute to the 

effective working of the Panel, in promoting high 

standards of safeguarding practice and to foster a 

culture of continuous improvement. This will 

require each member to: 
 
�� Be objective in undertaking assessments and 

scrutinise functions of the YHA safeguarding 

process in an unbiased manner. 
 
�� Identify, communicate and liaise as 

appropriate with staff members within their 

area of responsibility about safeguarding.  
�� Attend all safeguarding committee meetings and 

where this is not possible, to ensure the 

committee is kept updated of any issues or risks 

within their area of responsibility that may 

influence safeguarding across the network 
 
�� Advise, contribute, and actively take part in 

decision making processes at Panel meetings 
 
�� Prepare for meetings and complete actions 

when required to agreed timescales. 

 
8. Review 
 
The panel will review its activity on an annual basis 

and determine at each review whether any changes 

are required to the terms of reference. 

 

Appendix 10 
 
Transporting young people in vehicles 
 
It is important that all steps are taken to ensure the 

safe transport of children and young people. 
 
If children are to be transported by coach the 

following should be considered: 
 
a) Use a reputable company providing transport 

and necessary insurance 
 
b) Ensure sufficient supervisors are on each 

coach (male and female) 
 
c) All participants have a seat and seat 

belt regulations are adhered to 
 
d) Parents/carers are issued with detailed information 

of pick-up and drop-off points and times 

 
 
 

 

e) All supervisors are issued with all relevant 

information of passengers’ e.g. Name/contact 

number, pick-up/drop-off point, name of parent/ 

carer to collect, emergency telephone number 
 
f) Participants are not to be left unsupervised, i.e. 

dropped off when a parent/carer is not there 
 
g) If private cars are used for transport, you should 

ensure parental consent has been obtained 
  
Please refer to YHA’s Driving Policy for more details.  
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Appendix 11 
 

Photography and Film Consent 

Form For the period: [add in dates] 
 
YHA recognises its responsibility to ensure the 

welfare and safety of children and young people. 
 
Whilst there is no time constraint on this consent, the 

majority of images are used for up to five years. They 

will then either be securely archived for future use, or 

destroyed. Image consent can be changed or 

withdrawn at any time by contacting the Head of 

SSHEQ at YHA. Please note that we cannot 

withdraw images that are already published. 
 
YHA values your support and respects your privacy. 

The data we gather and hold is managed in 

accordance with the Data Protection Act (1998) & 

General Data Protection Regulation (GDPR) 

(Regulation (EU) 2016/679). All images are securely 

stored by YHA in accordance with our data protection 

policy. 
 
I/we give permission for the YHA, or a person 

nominated by these YHA, to take images or film of 

my child and I/we understand they may be used for 

some or all of the following purposes: 
 
�� to record a child’s participation in an activity  
�� to share with a child’s parent(s)/carer(s)  
�� to share with other members of YHA  
�� to include in a programme of events, events 

or exhibitions  
�� to add to the YHA’s images archive  
�� to include in YHA promotional literature including 

newspaper or YHA website 

 
 
 
 
 
 
 
 
 

 
Name of child............................................ Age.....................................  
 
Your Relationship to the child………………………………………………. 

 
Your Signature......................................... Date..................................... 

 
Print name.................................................................................................. 

 
Your Contact details..……………………………………………………………… 

 
.......................................................................................................................... 

 
.......................................................................................................................... 

 

 

YHA will take steps to ensure these images are 

used solely for the purpose they are intended. 
 
If you become aware that these images are being 

used inappropriately please contact [add here] 
 
Purpose of photos at YHA would be for 

marketing purposes on brochures and website. 
 
Once photos have been used they will be 

securely stored, in line with our data protection 

policy and securely destroyed at the end of its 

legitimate retention period. 
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