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Safeguarding vulnerable adults policy 
and procedure including prevent duty 

1. Terms of reference

At Spires, we recognise that our work supports those with a range of complex needs, which can 
include homelessness, unemployment, problems with mental and physical health, addiction and 
substance abuse, domestic and sexual abuse.  These are frequently the most vulnerable members of 
society and their safety is a priority for the organisation. We believe that it is always unacceptable 
for vulnerable adults to experience abuse of any kind and we recognise our responsibility to 
safeguard the welfare of those individuals we work with.  

We recognise that: 

 the welfare of those we work with is paramount

 everyone, regardless of age, disability, gender, racial heritage, religious belief, sexual
orientation, or identity, has the right to equal protection from all types of harm or
abuse

 working in partnership with others is essential in promoting the welfare of and
vulnerable adults.

The purpose of the policy is: 

 to provide protection for vulnerable adults who take part in our centre sessions,
outreach session, classes, events or other activities

 to provide staff, tutors and volunteers with guidance on procedures they should adopt
in the event that they suspect a vulnerable adult may be experiencing, or be at risk of,
harm.

This policy applies to all staff, permanent, fixed-term and casual; freelance contractors (tutors); 
volunteers including trustees; student placements and anyone working on our behalf. We have a 
fundamental duty to ensure that all who work or volunteer for us have confidence that they are fully 
supported in their contact with our beneficiaries. 

We define safeguarding as the action we take to promote the welfare of vulnerable adults and 
protect them from harm, including protecting them from abuse or maltreatment, preventing harm 
to health or development, ensuring safe and effective care and taking action to enable people to 
have the best outcomes. 

We will seek to safeguard vulnerable adults by: 

 valuing, listening to and respecting them

 following agreed safeguarding procedures

 recruiting staff, tutors and volunteers safely, ensuring all necessary checks are made

 sharing information about good practice with staff, tutors and volunteers

 ensuring all suspicions and allegations of abuse are taken seriously and responded to
swiftly and appropriately
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 providing effective management for staff, tutors and volunteers through supervision,
support and training.

We are also committed to reviewing our policy and practice annually. 

2. Procedures and responsibilities

It is the responsibility of all staff, tutors and volunteers working within Spires to record and report 
vulnerable adult protection concerns, i.e. where they believe a vulnerable adult has been or is at risk 
of abuse, or significant harm.  This responsibility extends to all staff, tutors and volunteers and not 
just those specifically working with vulnerable adults. 

2.1 Acting on concerns 

If you have any concerns about an adult’s behaviour towards a vulnerable adult, where the adult is 
not an employee or volunteer working on our behalf, you should: 

 not ignore it – we will take any concerns very seriously

 discuss your concerns with one of Spires’ designated Safeguarding Officers

 under no circumstances confront the adult or try to investigate the matter on your own

If you have any concerns about an adult’s behaviour towards a vulnerable adult, where the adult is 
an employee or volunteer working on our behalf, you should: 

 report your concerns to one of our designated Safeguarding Officers, or the Chief
Executive Officer

 not confront the adult until advice has been sought.

We will endeavour to ensure that the member of staff or volunteer is treated fairly and honestly, 
helped to understand the concerns expressed, the process being followed and any outcomes of the 
process. However, consideration will be given to the graveness of the allegation before informing 
the person concerned. In the event of serious allegations, the police will be involved.  

In all circumstances, we will act quickly and effectively if an allegation is made, or if there is 
suspicion or concern about a professional or volunteer’s relationship with a vulnerable adult, or 
group thereof, particularly if they have: 

 behaved in a way that has harmed, or may have harmed, an individual

 possibly committed a criminal offence

 behaved in a way that indicates she/he is unsuitable to work with vulnerable adults.

Staff should also refer to our whistleblowing policy, which sets out how they can raise any serious 
concerns they may have, including those that relate to safeguarding issues.  

Organisations have a legal requirement to report individuals to the Disclosure and Barring Service 
(DBS) if they are dismissed or removed from regulated activity (or would have been had they not 
already left) because they harmed or posed a risk to a child or vulnerable adult. This duty to refer 
overrides any obligation to withhold information on the grounds of confidentiality.  

2.2 Responding to a disclosure  

If someone tells you that he or she, or someone they know, is being abused: 

 believe what the person is saying and take it seriously
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 reassure them that they have done the right thing

 give them time to talk and do not probe or ask leading questions; investigation is not
your responsibility

 do not promise to keep secrets; all allegations of harm or potential harm must be acted
upon

 explain that you will share this information with our designated Safeguarding Officer or
Chief Executive who will ensure the appropriate procedures will be followed

 record what you have been told straight away while it is fresh in your mind, using the
actual words spoken as much as possible, rather than your own reinterpretation

 ensure that the disclosure is reported to one of our designated Safeguarding Officers. If
you feel the individual is in immediate danger, take them straight to that staff member,
where possible.

The Safeguarding Officers will be responsible for recording essential information about each case 
and for collecting reports and notes as appropriate. 
Any detailed information about a case will be confined to the Safeguarding Officers and the Chief 
Executive Officer, but where a referral to an external agency is to be made, the Chief Executive 
Officer will advise the Chair of Trustees. 
The staff/volunteer reporting the allegations will be kept informed of the progress of the case on a 
‘need to know’ basis. 

2.3 What happens next 

Taking into account all the information available, the Safeguarding Officers and the Chief Executive 
will decide on the next steps, which may include taking no further action.  Where it is decided that 
further action is necessary, this may be to: 

 Seek further advice from Social Services

 Make a referral to Social Services

 Report the incident to a designated Social Worker

 Report the matter to the police if a crime is suspected.

If a referral is made, this must be confirmed in writing to the appropriate agency within 24 hours. 
If a member of staff/volunteer does not agree with the decision of the designated Safeguarding 
Officers or the Chief Executive that no further action is necessary, the member of staff/volunteer 
has the right and duty to refer the case directly to Lambeth Social Services. 

The designated Safeguarding Officers or the Chief Executive may consider that those involved may 
require counselling.  Where it is felt there is a need for counselling (which could be for the 
vulnerable adults, other clients, staff or carers involved); the Safeguarding Officers or the Chief 
Executive will make the necessary arrangements. 

2.4 Confidentiality 

Confidentiality and trust should be maintained as far as possible, but staff, tutors and volunteers 
must act on the basis that the safety of the vulnerable adult is the overriding concern.  The degree 
of confidentiality will be governed by the need to protect the vulnerable adult.  The vulnerable adult 
should be informed at the earliest possible stage of the disclosure that the information will be 
passed on.  All conversations regarding a vulnerable adult should always be held in private and any 
notes taken will be kept fully confidential and separate from any general client information. 

There is a legal duty to report cases of suspected Female Genital Mutilation (FGM) 
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The organisation complies with the requirements of the Data Protection Act 1998, which allows for 
disclosures of personal data where this is necessary to protect the vital interests of a vulnerable 
adult. 

Whatever happens, you should always be open and honest with the vulnerable adult if you intend 
to take the case further. 

Staff/volunteers must not discuss the case with anyone other than those involved in the case.  If 
staff/volunteers have any concerns about the progress of the case or have any other concerns these 
must be discussed with the designated Safeguarding Officer or the Chief Executive. 

3. Staff conduct

It is essential that all staff, tutors and volunteers are conscious of how they should conduct 
themselves to minimise the risk of finding themselves the subject of any allegations. All staff, tutors 
and volunteers should be aware of the following summary of things to do and not to do when 
working with vulnerable adults. 

Do… 

 Read and follow the safeguarding procedures above

 Report to the designated Safeguarding Officer any concerns about welfare/safety

 Report to the designated Safeguarding Officer or Chief Executive any concerns about the
conduct of other staff, tutors, or volunteers

 Record in writing all relevant incidents and submit the report to one of our designated
Safeguarding Officers

 Work in an open and transparent way

 Discuss and report any incidents of concern or that might lead to concerns being raised about
your conduct towards a vulnerable adult

 Report to one of the designated Safeguarding Officer any incidents that suggest a vulnerable
adult may be infatuated with you or taking an unusual interest in you

 Dress appropriately for your role

 Avoid unnecessary physical contact with vulnerable adults

 Avoid working in one-to-one situations with vulnerable adults

Don’t… 

 Take any action that would lead a reasonable person to question your motivation and/or
intentions

 Misuse in any way your position of power and influence over vulnerable adults

 Use any confidential information to intimidate, humiliate or embarrass an individual

 Establish or seek to establish social contact with a vulnerable adult outside of the workplace or
setting

 Accept regular gifts, or give personal gifts

 Communicate in an inappropriate way, including via personal emails, social media, text
messages and telephone

 Pass on your home address, phone number, email address or other personal details

 Arrange to meet in closed rooms without other staff being made aware of this in advance

 Use physical punishment of any kind

 Transport individuals in your own vehicle without prior management approval
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 Access abuse images (for example pornography) or other inappropriate material

 Abuse your position of trust with vulnerable adults

 Allow boundaries to be unsafe in more informal settings such as trips or celebration events

4. Use of Disclosure and Barring Service (DBS) checks

A DBS check provides information about a person’s criminal history, to help organisations determine 
whether a person is a suitable candidate for a particular position. It forms one part of the wider 
safeguarding process.  

If a position, paid or voluntary, will put an individual in regular unsupervised contact with vulnerable 
adults, a Disclosure and Barring Service (DBS) check should be undertaken.  All key working staff and 
tutors will have a check undertaken as their job remit means they will be taking part in unsupervised 
regulated activity.  

The following activities are classed as regulated activity if done regularly (by the same person at 
least once a week, or on four or more days in a 30 day period): providing advice/guidance on 
wellbeing, teaching, training, instructing.  

If a check is required, the individual will be informed and the reasons why it is needed will be 
explained. If a prospective, new or existing employee makes a disclosure prior to being checked, the 
relevance of that disclosure will be assessed against the profile of their likely contact with vulnerable 
adults. 

5. The Prevent Duty

Prevent is about safeguarding people and communities from the threat of terrorism. Prevent is one 
of the four elements of CONTEST, the Government’s counter-terrorism strategy. It aims to stop people 
becoming terrorists or supporting terrorism.  

As part of the safeguarding and Prevent duty and the Equality Act 2010 all staff and volunteers have 
a duty to demonstrate and help develop values that underpin an awareness of social and moral 
responsibility in modern Britain. As a provider of adult education services this is a duty to safeguard 
learners, volunteers and staff to keep them safe and within the law. The Prevent duty is not about 
preventing learners from having political and religious views and concerns but about supporting them 
to use those concerns and act on them in non-extremist ways. 

Complying with the Prevent duty includes promoting and exemplifying British values: i.e. democracy, 
rule of law, individual liberty, tolerance and mutual respect and different faiths and beliefs. 

Spires offers all staff, tutors and volunteers Prevent duty training in addition to our safeguarding 
training. We recognise that it is crucial for Spires to be involved in the Prevent strategy as we have a 
part to play in fostering shared values and promoting cohesion in our community. At the heart of 
Prevent is safeguarding adults and providing early intervention to protect and divert people away 
from being drawn into terrorist activity. 

Spires is committed: 

 To provide an ethos which upholds core values of shared responsibility and wellbeing for all
learners/clients, staff, volunteers and visitors and promotes respect, equality and diversity and
understanding
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 To provide a curriculum which promotes knowledge, skills and understanding and build the
resilience of s learners/clients, by undermining extremist ideology and supporting the learner voice

 To ensure that staff are confident to take preventative and responsive steps working with partner
professionals, visitors to the centre and the wider community

 To ensure that the organisation monitors risks and is ready to deal appropriately with issues which
arise

 To ensure that external speakers and events are appropriately risk assessed to safeguard
learners/clients

 To work in partnership with agencies who are effective in identifying and reducing the spread of
extremist influences

 To ensure online safety by limiting learner’s exposure to the risks around content, contact and
conduct form the IT systems

 To ensure learners’ safety by developing risk assessments that identifies accurately the possible
threats to learners and the local community

 To continue to identify effective staff training to help all staff understand the nature of the specific
risks in the communities that they serve

 To continue to access the range of support, information and intelligence available from a range of
external partners/providers including Lambeth Adult Learning Service.

 To continue to provide all staff, volunteers and learners with clear, easy to read and understand
team talks in relation to safeguarding, prevent and British values

5.1 Responsibility for recording and reporting as Safeguarding and Prevent concerns. 

It is the responsibility of all staff, tutors and volunteers working within Spires to record and report 
PREVENT concerns using Spires’s reporting procedure.   

6. Designated Safeguarding Officers

It is the responsibility of the designated Safeguarding Officers to: 

 respond to queries and advise Spires staff, tutors and volunteers on how to respond to
concerns relating to vulnerable adults and ensure that the correct procedures are followed
and the correct agencies notified

 ensure the Spires Safeguarding Policy & Prevent Duty is implemented and adhered to in
liaison with charity senior management

The current designated Safeguarding Officers 
are: 

Pamela Mhlophe  
Head of Care and Intervention 
Email: Pamela@spires.org.uk 

Ola Malanska 
Adult Learning Manager 
Email: Ola@spires.org.uk 

To contact a Safeguarding Officer, please call 
07783 143 150

If there is a risk of immediate danger, please call 
the police on 999
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7. Confirmation of receipt

I confirm that I have read The Spires Centre’s safeguarding vulnerable adults policy and procedure 
including prevent duty. I understand, accept and will comply with the contents. I understand that 
compliance with the rules and conditions set out forms part of my contract of employment. I will 
keep myself aware of its contents and any updates that are brought to my attention.  

Employee name: 

Employee signature: 

Date: 




