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SAFEGUARDING POLICY 
 

It is the duty of any person working with Voices and Choices as a member of 

staff, Board member, volunteer, in any consultancy capacity, or elsewhere 

involved with the organisation to prevent the physical, sexual, emotional or 

financial abuse of any adult with whom they come into contact.  If there are 

any concerns they must be reported within one working day to the 

Safeguarding Lead or in their absence, to a member of the Board. 

Code of Practice for staff and volunteers 
Paid staff and volunteers must: 

 establish and maintain the trust and confidence of clients 

 be accountable for the quality of their work  

 treat each person as an individual 

 respect and maintain the dignity and privacy of each person 

 declare issues that might create conflicts of interest 

 refuse to accept gifts and money from individual  

 report dangerous, abusive, discriminatory or exploitative behaviour and practice 
to the Safeguarding Lead or to a Board member 

 inform your manager about any personal difficulties that might affect your ability 
to perform your role  

 Seek assistance if you do not feel able or adequately prepared to carry out any 
aspect of your role, or you are not sure how to proceed 
 

Staff and volunteers must not: 

 abuse, neglect or harm clients 

 exploit  clients 

 abuse the trust of clients or the access you have to information about them, 
their property, home or workplace 

 form inappropriate personal relationships with clients 

 discriminate unlawfully or unjustifiably against adults who are vulnerable 

 condone any unlawful or unjustifiable discrimination by adults who are 
vulnerable 

 behave in a way which would call into question your suitability to work for 
Voices and Choices 

 Any work undertaken on behalf of Voices and Choices should take place in 
rooms that can be observed by others in nearby settings unless the 
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confidentiality of the client user is thereby compromised and the client seeks 
somewhere more private. 

 

Everyone involved with Voices and Choices must ensure that there is no potential for 

personal financial benefit in anything that they undertake for the organisation.  That 

includes the provision of financial advice, taking on power of attorney for clients of 

Voices and Choices, or handling clients’ assets without written authorisation and 

referral to the Chief Executive.  If we become aware of any form of financial 

irregularity, the disciplinary procedure will be activated immediately and further 

contact with any clients of Voices and Choices will cease until the situation is 

resolved. 

At the beginning of any work with Voices and Choices the client will be made aware 

of the complaints procedure. 

Staff and volunteers are accountable to the person indicated in their job/task  

description, and the job/task descriptions and outlines of work will be reviewed 

regularly and whenever the tasks change significantly. 

Employees and volunteers working with Voices and Choices will review their work 

with their supervisor on a regular basis to review and plan their work.  On each 

occasion the supervisor might ask questions about the working and personal 

relationships with the people with whom they come into contact.  If anyone appears 

to be receiving exceptional treatment, either being highly favoured or treated unduly 

harshly, the supervisor will explore the relationship further.  If the supervisor is not 

convinced the issue will be pursued until the supervisor is reassured that there is no 

possibility of abuse.  Supervisors will keep a brief written record of each supervision 

meeting and of any things of note that are observed. 

Voices and Choices will take all reasonable steps in order to judge an applicant’s 

ability or commitment to prevent abuse which will be a prime factor to be considered 

before an appointment is made.  These steps will be as follows: 

 

All staff and volunteers will sign an application form indicating: 

 their full name, current and recent addresses and date of birth; 

 details of previous experience, voluntary or paid, working with children or 
vulnerable adults 

 permission to contact, in writing and in person, two people who have 
experience of their work who will be asked for a reference 

 details of any convictions for criminal offences against children, including any 
'spent' convictions under the Rehabilitation of Offenders Act 1974 

 permission to undertake a DBS check 
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Before the appointment of any paid worker or volunteer is confirmed, Voices and 

Choices will write to two people with first hand experience of their work or voluntary 

contacts.  When writing to a referee, we will state explicitly that the applicant is being 

considered for a position involving contact with adults who are vulnerable and seek 

views on their suitability for such work.  A copy of the job/task description will also be 

sent to inform the referee's judgement.  If anything in a reference causes Voices and 

Choices to have any doubts about the applicant's suitability, the referee will be 

contacted in person to discuss the matter further. 

However Voices and Choices will not seek or act on information which is not relevant 

to the prevention of abuse.  Any information gathered in this way will be used 

carefully to avoid unfair or unlawful discrimination. 

Voices and Choices will use the interview to explore with applicants their working, 

voluntary, and personal relationships with adults who are vulnerable, using the 

information given in the written application.  Applicants should be asked about their 

ability and commitment to fulfill the duty to prevent the abuse of adults who are 

vulnerable set out in the job/task description. 

Should anything in the applicant's responses leave the interviewer(s) in any doubt 

these areas of uncertainty should be explored further through searching follow-up 

questions before an appointment is made. 

 

At the final interview Voices and Choices will need to see a form of identification 

giving the applicant's full name, date of birth and current address,  together with their 

signature and a photograph, e.g. a passport, driving licence, copies of recent 

household bills. 

Having been reassured by the above procedures, Voices and Choices will not relax 

its vigilance. Paid appointments will be subject to the probationary period indicated 

on appointment.  Staff and volunteer appointments will only be confirmed upon the 

completion of the training programme and receipt of references.  A probationary 

period will be set up.  On the set date the supervisor will meet with the worker or 

volunteer and record that they have no doubt as to their ability and commitment to 

prevent abuse before confirming the successful completion of the probationary 

period. 
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Dealing with the Disclosure or Discovery of Abuse 
Policy 

 

It is the responsibility of everyone connected with Voices and Choices, 
volunteers, paid workers, members of the Board and freelance or consultancy 
staff, to prevent abuse and, with the agreement of the person being abused, to 
report any abuse either discovered or suspected.  All staff and volunteers are 
required to attend mandatory adult protection training and to attend child 
protection training if required. 

Procedures 
If a child is being abused 

It is not anticipated that Voices and Choices provide services to young people under 

18.  However, if a staff member or volunteer becomes suspicious of any situation 

they are witnessing they must act on the following guidelines.  

Children and young people have rights of their own independent of their parents.  

They have a right to protection from harm and the welfare of the child is paramount.  

Children have a right to be consulted and have their views taken into account on 

matters and decisions that may affect their lives having regard to their age and 

understanding.  The first priority will be protection of the child. 

If a child discloses abuse to a member of staff or a volunteer this needs to be dealt 

with carefully, balancing the need to pass on the information with the desire to retain 

the child's trust.  Care needs to be taken not to make promises to a child, either 

about not passing the information on, or about the action that will result. 

Listen to the child, rather than directly questioning them.  Never stop a child who is 

freely recalling significant events 

The child must be encouraged to discuss the situation with other adults with whom 

they are in contact. 

Record the discussion, taking care to record timing, setting and personnel as well as 

what is being said 

 

Any situation of suspected abuse will be referred on immediately to the Chair of the 

Board of Voices and Choices.  The child should be advised that the situation is being 

reported immediately.  The responsibility of the Chair is that of any professional who 

has been advised of the particular situation. 

If an adult is being abused  
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In the case of an adult and with their agreement, when abuse is disclosed or 

discovered it must be immediately reported to the Chair of Voices and Choices and 

the appropriate Safeguarding Vulnerable Adults procedures followed.   

If a client living in the community does not wish abuse by a relative or friend to 
be reported, staff and volunteers will: 
 
Ensure the client understands the confidentiality policy of Voices and Choices 

Ensure the client has all the information necessary to make an informed choice 
 
Listen to and believe what they are being told 
 
Accept a client's right to express anger or fear 
 
Ensure that a client recognises the responsibility for abuse lies with the abuser 
 
Seek support for themselves within the structures of Voices and Choices to enable 
them to continue to support their client 
 

If the adult partner wishes the abuse to be reported, staff and volunteers will: 
 

Ensure that a client understands the confidentiality policy of Voices and Choices 

Listen to and believe what they are being told 
 

Support a client through the disclosure process including police visits, case 

conferences and, where necessary, legal processes 

Provide all appropriate corroborative evidence with the consent of the client 

Accept a client's right to express anger or fear 
 
Ensure that the client recognises the responsibility for abuse lies with the abuser 

Seek support for themselves within the structures of Voices and Choices to enable 

them to continue to support their client 

If the client is being abused by a paid worker 

Abuse by paid workers can be experienced by people living in the community and 

also by anyone in residential accommodation including private, social services and 

health establishments. 

If organised abuse is suspected the staff or volunteer should report the situation 

immediately.  The Chair will then disclose the abuse through the local Safeguarding 

Adult Protection Procedures.   
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Abuse of the client by a paid or voluntary worker with Voices and Choices 

In the event of a complaint of any form of abuse against a paid or voluntary member 

of Voices and Choices, the complaint will be immediately reported to the Chair of the 

Board and the person involved will be suspended pending investigation and the local 

Safeguarding Adult Protection procedures will be followed.  After the conclusion of 

any investigating Voices and Choices will identify the necessary steps to minimise 

the risks of a similar situation occurring again 

Abuse of a member of staff or volunteer 
 

In the event of a staff member or volunteers being abused in any way whilst 

undertaking their role, their rights are protected and acknowledged and Voices and 

Choices will support them through the same procedures and respect their decision 

about disclosure. 

 

Training on adult abuse will be provided each year by Voices and Choices.  

Attendance at this course is required within the first year of any appointment.  Child 

protection training is mandatory where necessary. 

 
 

 

 

 

 

 

 

 

 

  


