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Exit Foundation, (EF) 

Children and Adults 
Safeguarding Policy 
Policy and procedures for services in England  

Exit Foundation is committed to protecting children and adults from abuse, neglect and exploitation. 

This policy explains how we prevent harm, respond to concerns and hold everyone acting for EF 

accountable. It covers mentoring, education support, sport, transport, online contact, custody support 

and resettlement. 

Document control Details 

Registered charity 1172408 
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Policy owner Paul Dayes, Director and Designated Safeguarding Lead 

Approval status To be approved by Trustees on 24th September 2026 
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Replaces on adoption January 2026 version 2.0 and earlier EF safeguarding policies. 

 

In immediate danger call 999. Do not wait for EF permission. Safeguarding contacts and the reporting 

sequence are in section 1. 
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1 Immediate action and contacts 

If someone is in immediate danger, seriously injured or at imminent risk of suicide, call 999. Give their 

exact location. Take safe protective action and follow emergency advice. Do not wait for EF 

management permission. 

Contact Details and use 

Designated Safeguarding Lead Paul Dayes | 07429 026981 

Deputy safeguarding lead Nigel Dayes | 07956902620 

Independent safeguarding 

trustee 
Dr Claude A. Halm | independent reporting via Jos Lucas below 

Alternative trustee and 

independent contact 

Jos Lucas | 07857 396143 

Use for concerns about the Director or DSL, or to reach an unconflicted 

trustee. 

EF office 
020 8004 7448 | admin@exitfoundation.org.uk 

Administration only. Not an emergency or confidential trustee reporting route. 

Redbridge children’s social care 
020 8708 3885, Monday to Friday 9am to 5pm 

Out of hours: 020 8708 5897 

Professional referral route: see source register. 

Redbridge LADO 
020 8708 5350 | LADO@redbridge.gov.uk 

Absence cover: 020 8708 5371 

Redbridge adult safeguarding 
020 8708 7333, option 2, Monday to Friday 9am to 5pm 

Evenings and weekends: 020 8553 5825 

adults.alert@redbridge.gov.uk 

Police 999 for emergencies | 101 for non-emergencies 

 

The action sequence for every worker 

• Protect and listen. Ask only what is necessary to establish immediate safety. 

• Report immediately by telephone to the DSL or deputy. If unavailable, implicated or failing to act, 

contact statutory services directly and an unconflicted trustee. 

• Record facts, exact words, time, decisions and action as soon as possible, normally before the end 

of the working day. Never postpone a referral to complete a form. 

• Confirm who has received the referral and who is taking the next action. Follow up until there is an 

agreed response. 

Use the authority for the person’s circumstances, not automatically Redbridge. The DSL 

maintains a live directory for each commissioning, placing and host authority, including children, adults, 

the Local Authority Designated Officer (LADO) and emergency duty routes. Verify at referral and at least 

quarterly. Never delay emergency action over an address or boundary dispute. 

External referral routes were checked against the official sources on 22 September 2026. EF must 

confirm the internal contacts and availability before issue. Where an EF contact is unavailable or 

implicated, use an unconflicted trustee or statutory services directly. 
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2 Scope and safeguarding culture 

This policy applies to trustees, employees, sessional and agency workers, volunteers, students, 

contractors and anyone acting for EF. It covers all locations and communications, including offices, 

homes, schools, care placements, gyms, vehicles, online contact, prisons and approved premises. 

Safeguarding means preventing harm, identifying needs early and promoting welfare as well as 

responding to abuse. The welfare of children is central to every decision. Adult safeguarding follows 

empowerment, prevention, proportionality, protection, partnership and accountability, with the adult’s 

wishes and desired outcomes guiding the response. 

Who the policy protects 

A child is under 18. Being employed, living independently, involved in offending or appearing mature 

does not remove their right to child protection. All EF participants are entitled to safe services. For 

adults aged 18 and over, the Care Act safeguarding threshold concerns a person who has care and 

support needs, is experiencing or at risk of abuse or neglect, and is unable to protect themselves 

because of those needs. The authority decides whether its enquiry duty is engaged. [1, 2] 

Do not assume every prison leaver, person with a disability or adult mentee meets that threshold. EF 

must still respond to abuse, domestic violence, homelessness and other welfare risks when it is not met, 

using appropriate services and a documented support plan. 

How Exit Foundation works 

• Listen to the person and record what safety and a helpful outcome mean to them. Explain decisions 

in language they understand. 

• Use trauma-informed practice: predictability, choice, calm communication and consistent 

relationships. A person does not have to tell their story repeatedly to obtain support. 

• Challenge racism, adultification, sexism, disablism, homophobia and transphobia. Do not interpret a 

young person’s race, size, reputation or offending history as evidence that they need less 

protection. 

• Offer interpreters, accessible formats and communication adjustments. Do not use a suspected 

abuser or an unsafe family member as an interpreter. 

• Explore changes in behaviour without blame. Poverty, disability, poor hygiene or missed 

appointments alone do not establish abuse; understand context and offer help while assessing risk. 

• Treat complaints, mistakes and near misses as opportunities to protect people and improve 

practice. No worker may discourage a concern to protect EF’s reputation or funding. 

Jurisdiction and partner services 

This is an England policy. Before delivery or transport into another UK nation, the DSL must record the 

relevant local safeguarding law, contacts, referral arrangements and handover responsibilities. English 

referral routes must not simply be assumed to apply. 

When working in schools, placements or partner venues, staff follow the host’s immediate reporting 

arrangements as well as EF’s. Neither process replaces the other. Contracts cannot transfer EF’s 

responsibility to act. School-specific duties apply where relevant to the setting or role; EF is not 

assumed to be a school. 
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3 Responsibilities and safe governance 

Trustees 

Trustees retain collective accountability. They approve this policy, resource safe delivery, appoint the 

DSL and independent safeguarding trustee, and ensure cover whenever EF operates. They receive a 

safeguarding report at each scheduled board meeting and an annual review of practice. Serious 

incidents are escalated promptly between meetings. [3] 

The independent trustee leads concerns involving the Director or DSL. Anyone with a family, personal 

or other conflict withdraws from case decisions, supervision and access to unnecessary records. 

Another unconflicted trustee or suitably qualified external adviser is appointed. No person oversees an 

allegation about themselves. 

A deputy or relative is not automatically an independent decision-maker. Where a concern involves 

someone with a family or close personal relationship to the DSL or deputy, trustees appoint an 

unconflicted lead and consider external safeguarding oversight. Access controls must prevent the 

subject of a concern from seeing or altering the case record. 

Designated Safeguarding Lead and deputy 

• Receive concerns, arrange immediate safety measures and make or support external referrals. 

Keep a chronology, decision log, named action owners and review dates. 

• Coordinate child and adult pathways, allegations referrals and professional escalation. Seek 

specialist advice when the threshold or jurisdiction is unclear. 

• Approve matching, individual risk assessments, lone work, transport and changes in delivery. 

Confirm that staffing and competencies match the risks. 

• Maintain the current contact directory, secure records, training register and safeguarding 

supervision arrangements. 

• Check that referrals have been received and acted upon and tell workers the outcome relevant to 

their role. 

• Provide a named cover arrangement during leave, evenings, weekends and journeys. Personal 

goodwill is not a substitute for reliable availability. 

Every worker 

Workers must understand this policy before unsupervised work, remain alert, report concerns 

immediately, maintain boundaries and accurate records, and challenge inaction. They must declare 

relevant conflicts and changes affecting suitability. Uncertainty is a reason to seek advice, not to ignore 

a concern. 

Induction and ongoing support 

Exit Foundation requires child and adult safeguarding training before unsupervised contact; annual 

refresher learning and updates when risks or guidance change; and specialist DSL and deputy training 

refreshed at least every two years. These are EF standards. Training must include exploitation, 

discrimination, digital safety, allegations, adult consent and capacity, and the practical reporting routes. 

Staff delivering direct work receive documented safeguarding supervision at least monthly, more often 

for complex cases and after serious incidents. Supervision checks boundaries, emerging patterns, 

emotional impact and overdue actions. Staff can obtain support outside their normal management line 

where a conflict exists. 

The DSL audits a sample of records quarterly, including referrals, session reports, missed contacts, 

recruitment and travel plans. The board records improvements, owners and completion dates. 

Participant feedback informs people about changes; low referral numbers alone are not evidence that 

services are safe. 
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4 Recognising harm and exploitation 

Concerns may arise from what a person says, behaviour, injuries, digital communications, third-party 

information or patterns across sessions. Absence of visible injury or a direct disclosure does not 

establish safety. A delayed, partial or withdrawn account still requires consideration. 

Forms of harm 

• Physical abuse: assault, inappropriate physical punishment, dangerous handling or misuse of 

medication. 

• Sexual abuse: contact or non-contact abuse, harassment, coercion, exposure to sexual material 

and image-based abuse, including online grooming. 

• Emotional or psychological abuse: threats, humiliation, intimidation, isolation, controlling behaviour 

or discriminatory treatment. 

• Neglect: unmet care, safety, health or developmental needs; repeated omissions may create 

cumulative harm. 

• Adult safeguarding concerns also include financial or material abuse, organisational abuse, 

discriminatory abuse, domestic abuse, modern slavery and self-neglect. 

Domestic abuse can affect children directly: seeing, hearing or experiencing its effects may make a 

child a victim in their own right. Consider coercive control, economic abuse, stalking and technology-

facilitated abuse alongside physical violence. 

Risks particularly relevant to Exit Foundation 

Staff must consider criminal and sexual exploitation, county lines, debt bondage, cuckooing, trafficking, 

serious violence, weapon carrying, coercive peer relationships and harm in neighbourhoods or online. 

Unexplained money, repeated missing episodes, new controlling associates, injuries, fear of places or 

pressure to carry items may require urgent action. 

A child’s apparent agreement, receipt of money, offending behaviour or claim to be older does not make 

exploitation their fault. Record behaviour factually; do not describe children as choosing abuse or being 

sexually provocative. Consider protection and disruption alongside support for desistance. 

Children can be harmed by other children. Bullying, sexual violence, harassment and coercion must not 

be dismissed as banter. Protect those harmed and assess the needs and risks of the child alleged to 

have caused harm separately. 

Inclusion and professional curiosity 

Autism, ADHD, learning disability, speech differences, trauma and mental distress can affect 

communication and engagement. Do not explain away injuries or distress as part of a diagnosis. Check 

what is different for this person and offer alternative ways to communicate. 

LGBTQ+ identity is not itself a safeguarding concern. Threats, exploitation, rejection, abuse and unsafe 

disclosure of identity may be. Ask how the person can be contacted safely and avoid disclosure to 

relatives without considering harm and lawful confidentiality. 

Record specific observations and their source. Ask proportionate questions about who is affecting the 

person, where they feel unsafe and what has changed. Mentors must not undertake surveillance, 

confront suspected exploiters or arrange meetings between rival groups as an informal response to risk. 
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5 Receiving and reporting a concern 

When someone tells you about harm 

• Move to a safe place where conversation can be heard privately while maintaining appropriate 

visibility. Stay calm and allow time. 

• Listen without expressing disbelief or making judgements. Reassure them that telling you was right 

and abuse is not their fault. 

• Explain that information may need to be shared with people who can help. Never promise secrecy 

or an outcome you cannot guarantee. 

• Use only minimal open questions needed for safety or clarity. Do not investigate, test their account 

or ask them to repeat it to several staff. 

• Ask about immediate danger, injuries, where they will go next and safe contact arrangements. 

Explain the next step and invite their views. 

What staff must not do 

Do not confront the alleged abuser, seek an admission, inspect intimate areas, ask someone to 

undress, or take photographs of injuries on personal devices. Preserve original notes and relevant 

messages. Seek police or clinical advice about evidence; urgent care always takes priority. 

Reporting and recording 

Telephone the DSL or deputy immediately. Email or a session report alone is insufficient for an urgent 

concern. If no safe EF contact is available, refer directly to children’s social care, adult safeguarding or 

police as appropriate, then inform an unconflicted senior person. If danger escalates, call 999. 

Make a contemporaneous record as soon as safe, normally before the end of the working day. Include 

exact words, observations, who was present, dates and times, immediate action, the person’s wishes 

and each contact made. Distinguish fact, third-party information and professional opinion. Use the form 

in Appendix A and record reasons for any delay. 

The DSL reviews each concern on the day received, immediately when urgent, and records referral 

decisions and reasons. Incomplete personal information must not prevent a referral. A referral to a 

commissioner or placement alone is not a substitute for contacting the statutory safeguarding service 

when required. 

Parents and carers 

Usually work openly with parents and carers, taking account of the child’s understanding and 

circumstances. Do not notify them first where that may increase danger, trigger intimidation, cause 

evidence to be lost or compromise an investigation. Seek statutory advice and record why information 

was shared or withheld. A child protection referral does not require parental consent. 

No response or disagreement 

The referrer must confirm receipt. Chase a children’s referral if no acknowledgement or decision is 

received within one working day; urgent risk requires immediate follow-up. Use the local professional 

disagreement process and escalate to a manager if protection remains inadequate. Record the 

response and continue safe support. [1] 
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6 Child protection and continuing support 

Choosing the response 

Where a child may be suffering or at risk of significant harm, make an immediate referral to children’s 

social care and contact police where necessary. Do not wait for proof, a parental meeting, planned 

review or management consensus. The local authority determines statutory enquiries and assessment. 

[1] 

For needs without an immediate protection concern, the DSL agrees early or family help with the child, 

family and relevant services, using local thresholds. Record the plan, responsible professional and 

review date. Repeated low-level concerns, failed support or new risk require reassessment and possible 

escalation. 

Cross borough and placement arrangements 

At referral, identify the child’s current location, home and placing authorities, allocated social workers, 

placement manager and emergency contacts. For urgent concerns contact services where the child is 

currently located, inform the placing authority and agree responsibility. Do not allow uncertainty over 

responsibility to leave the child unprotected. 

Share relevant observations with child protection conferences, core groups, youth justice and other 

safeguarding meetings. EF provides factual reports within agreed timescales, challenges missing action 

and records the child’s views separately from adult accounts. 

Missing children and failed contact 

Agree a written missing and non-attendance response at the outset. If a child disappears during a 

session or journey, assess immediate danger, alert police promptly according to risk, and inform the 

DSL and safe carers or placement. There is no requirement to wait 24 hours. Do not enter unsafe 

premises or pursue suspected exploiters. 

An unexplained missed session triggers proportionate same day attempts to establish safety and 

contact with the agreed professional or carer. Repeated failed contact is reviewed as a potential 

safeguarding pattern, not simply disengagement. On return, listen without punishment, update the 

safety plan and liaise about the statutory return interview where relevant. 

Transitions and endings 

Before a young person turns 18, leaves care, moves placement or leaves custody, agree the next 

safeguarding and support arrangements with them and the responsible services. Identify an adult 

safeguarding route where relevant, but do not assume all children’s provision or duties continue 

unchanged. 

Before mentoring ends, review outstanding concerns and agree a safe handover, crisis contacts and 

how the person can seek further help. A funding decision or an unplanned absence must not result in 

silent closure of unresolved safeguarding concerns. Record what was shared, with whom and who has 

accepted responsibility. 

Custody and approved premises 

For immediate risk in prison or approved premises, notify the establishment’s responsible manager and 

emergency response promptly; escalate unresolved risk through its safeguarding arrangements and 

EF’s DSL. Statutory adult safeguarding arrangements differ in these settings. Coordinate with probation 

and community services for release and handover. [2] 
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7 Adult safeguarding and decision making 

A response led by the person 

Ask the adult what has happened, what they want to change, what matters to them and how they can 

be contacted safely. Offer communication support, an advocate or a trusted person of their choice who 

is not implicated. Agree the least intrusive safe response and keep them involved. 

Where there is reasonable concern about an adult meeting the safeguarding threshold in section 2, 

contact adult safeguarding promptly. EF reports the concern; it does not decide conclusively whether a 

section 42 enquiry must occur. Record the adult’s views even where they differ from the proposed 

action. 

Consent and refusal 

Normally seek informed agreement to refer and explain what will be shared. A refusal requires careful 

assessment, not automatic closure and not automatic override. Consider coercion, the safety of other 

people, the seriousness of harm and any legal duty. Discuss necessary disclosure without consent with 

the DSL and statutory service, recording the lawful basis and why it is proportionate. In immediate 

danger, contact emergency services first. 

If an adult who has capacity for the decision refuses help and there is no overriding lawful reason to 

disclose, respect their decision, offer safer options, agree a way to return for help and review concerns. 

Do not promise absolute confidentiality. A signed refusal does not remove EF’s responsibility to 

consider new information or risk to others. 

Mental capacity 

Presume capacity. Support the person to decide through accessible information, time and 

communication adjustments. An unwise choice, diagnosis or criminal history does not demonstrate 

incapacity. Capacity concerns are about a specific decision at a particular time. [4] 

Where there is reason to doubt capacity, seek an appropriately competent assessment. Consider 

whether an impairment or disturbance affects the ability to understand, retain, use or weigh relevant 

information, or communicate the decision. If capacity is lacking, decisions must follow best interests and 

the least restrictive option, involving the person and appropriate representatives. The Mental Capacity 

Act generally applies from age 16; child safeguarding still applies until 18. [4] 

Capacity and consent are separate from authority to restrict liberty. Staff must not treat a best-interests 

decision, parental agreement or a placement request as automatic authority for detention or forced 

transport. Obtain the specific legal authority and competent advice where restrictions are proposed, 

while remaining within EF’s non-restraint service model. 

Self-neglect and domestic abuse 

Repeatedly refusing help, unsafe living conditions or harmful substance use require exploration of 

reasons, capacity and coercion. Arrange a coordinated plan with relevant health, housing and social 

care services; do not abandon the person solely because engagement is difficult. 

For domestic abuse, speak privately and establish a safe communication method. Do not arrange 

mediation with an alleged abuser. Consider children or other adults affected and specialist domestic 

abuse services. Urgent threats, stalking or escalating violence require prompt protection and police 

involvement as appropriate. 
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8 Allegations and concerns about workers 

This procedure covers paid and unpaid workers, trustees, contractors and people acting for EF, 

including relevant behaviour outside work. Report concerns immediately. The status, reputation, family 

connections or length of service of the person involved must not affect the response. 

Who receives concerns 

Report to the DSL unless implicated. Concerns about the Director or DSL go directly to the independent 

safeguarding trustee; concerns about that trustee go to the alternative unconflicted trustee. Staff may 

contact statutory agencies directly at any point. An internal complaints or disciplinary process must not 

delay protection. 

Children and the LADO 

Contact the relevant Local Authority Designated Officer within one working day where a worker may 

have harmed a child, committed an offence involving a child, presents a risk to children, or behaved in a 

way suggesting unsuitability to work with children. Seek advice if uncertain, including about conduct 

outside work. For Redbridge, use section 1. [1, 5] 

The unconflicted case manager records the allegation, immediate risk controls and advice. Do not 

interview the child or witnesses, notify the alleged perpetrator or conduct a substantive internal 

investigation before agreeing to the next steps with LADO and police. Protect evidence and agree when 

and how those involved are informed. 

Adults and positions of trust 

Concerns about workers affecting adults go to adult safeguarding and police where appropriate, using 

the local Person in a Position of Trust process. Consider whether the same information also presents a 

risk to children and requires LADO advice. One referral route does not automatically cover the other. 

Fair and protective case management 

Consider supervised duties, temporary redeployment or suspension according to risk and statutory 

advice. Suspension is a neutral measure, not a finding of guilt, and is not automatic. Appoint a suitable 

case manager, review restrictions, provide separate support to those affected and keep access to 

information proportionate. 

Record outcomes accurately, including unresolved or unsubstantiated concerns. Lack of proof is not 

evidence of a malicious allegation. Resignation or withdrawal from volunteering does not end the need 

to conclude safeguarding action. 

Lower-level concerns and external notifications 

Boundary breaches, inappropriate messages, favouritism or other conduct below the allegation 

threshold must also be reported and recorded. The unconflicted lead reviews patterns, seeks LADO 

advice where needed and agrees corrective action; repeated concerns must not remain isolated entries. 

The case manager considers a DBS barring referral when EF removes a person from regulated activity, 

or would have done so had they left, and the relevant conduct, harm test or relevant offence conditions 

are met. This duty is separate from other referrals. Trustees consider prompt Charity Commission 

serious incident reporting, and relevant regulator, commissioner and insurer notifications. Record 

decisions and reasons. [3, 6] 

Where the DBS referral conditions are met, the referral is mandatory; it must not be left as a 

discretionary consideration. Trustees must ensure required serious incident reports are made promptly, 

without awaiting the outcome of a criminal or disciplinary process. 
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9 Safe mentoring and professional boundaries 

Before work begins 

Obtain referral and relevant risk information, the person’s wishes, communication and health needs, 

safe contacts, legal restrictions, placement arrangements and known risks to or from others. Confirm 

who can authorise the child’s participation and transport, including any delegated authority. Seek the 

child’s agreement and explain confidentiality and complaints. 

The DSL approves the mentor match, staffing, venue and individual safety plan before delivery. Assess 

exploitation, missing episodes, violence, self-harm, unsafe adults, peer conflicts, disability adjustments 

and lone working. Review at least monthly, after an incident and whenever circumstances change. 

Decline or change arrangements that EF cannot safely deliver. 

One-to-one sessions and home visits 

One-to-one mentoring is permitted when planned, authorised and risk assessed. Use suitable venues 

with appropriate visibility, privacy and access to help. Log location, start and finish, travel and check-in 

arrangements with a responsible colleague. An overdue check-in triggers a welfare call and escalation 

proportionate to risk. 

For home visits, assess who may be present, safe access and exit, animals and known hazards. Use 

two workers or an alternative venue where required. Do not continue a visit if conditions become 

unsafe. Children and adult participants must not be left together unsupervised simply because both 

receive EF support. 

Boundaries every worker must keep 

• No sexual or romantic relationship, sexualised communication, grooming or exploitation of any 

current participant. Do not use the mentoring relationship to initiate later contact after support ends; 

disclose any proposed personal relationship with a former participant for independent safeguarding 

review. 

• No humiliation, discriminatory language, threats, corporal punishment or misuse of authority. 

• No secret meetings, private arrangements, personal loans, borrowing, financial dealings or 

substantial gifts. Planned purchases and small gifts require approval and a record. 

• No visits to workers’ homes, private overnight stays or unofficial transport. Disclose pre-existing 

relationships and conflicts before matching. 

• Physical contact must have a clear legitimate purpose, respect the person’s wishes and remain 

appropriate to their needs. Explain necessary first aid or sports support; avoid intrusive or intimate 

contact. 

• Do not disclose personal trauma in ways that burden the participant or create dependency. Lived 

experience supports skilled practice; it does not replace training or accountability. 

Reports after engagement 

Complete a detailed factual report after every engagement, recording time, location, activity, participant 

voice, progress, concerns and agreed actions. Share relevant information securely with the authorised 

referring or responsible professionals under the agreed arrangements. Urgent safeguarding concerns 

are reported immediately, not left for the routine report. 
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10 Transport activities and physical safety 

Transport planning and handover 

Each journey requires an approved plan: purpose, route, safe stops, authorised passengers, staffing, 

consent or other authority, communication needs, health information, missing risk and emergency 

contacts. Check destination readiness and confirm named handover arrangements. Overnight travel 

needs a separate plan for accommodation, staffing, rest, privacy and supervision. 

Verify the driver’s licence, vehicle roadworthiness, seatbelts and appropriate child restraints, and 

insurance covering the actual service, including any applicable hire-and-reward requirements. Personal 

vehicles require the same approval. Do not drive while impaired, fatigued or distracted; never manage a 

behavioural crisis while continuing to drive. 

One worker travelling with one participant is allowed only where the individual assessment supports it. A 

routine rule based solely on age is insufficient. Specify when a second worker or placement staff must 

attend, who supervises and who drives. Record collection, arrival, delays, incidents and the identity of 

the receiving adult or service. 

Refusal escalation and restrictive intervention 

EF’s service is based on engagement and de-escalation. EF does not offer planned restraint, 

handcuffing, seclusion or forced transport. A referral, parental request, deprivation of liberty order or 

placement instruction does not by itself authorise an EF worker to use force or exceed their 

competence. 

If a person refuses, becomes distressed or tries to leave, stop safely, reduce pressure, maintain safe 

observation where possible and contact the DSL and responsible service. Call emergency services 

where danger requires it. Do not improvise holds, lock someone in as punishment or chase them into 

unsafe situations. 

Any exceptional emergency physical action must be lawful, necessary, proportionate and the minimum 

needed to prevent imminent harm. Staff must not use pain compliance or pressure affecting breathing. 

Seek medical assistance where needed, report immediately, record the person’s account and arrange 

independent review. Such an incident does not establish permission for future restraint. 

After an incident, check the person’s welfare, offer a supported opportunity to give their account, obtain 

medical assessment where indicated and notify responsible professionals promptly. Review whether 

LADO, adult safeguarding or other external reporting is required before further delivery. 

Premises sport therapy and education 

Risk assess rooms, equipment, gym activities, outings and group composition. Maintain attendance and 

visitor controls, first aid cover, fire procedures and safe access. Privacy in changing and toilet areas 

must be protected; there is no photography there. Qualified staff provide specialist activities within their 

competence. 

Therapists, tutors, trainers and placement providers must have suitable checks, insurance, professional 

credentials where relevant and clear safeguarding duties. Confirm how concerns reach EF and statutory 

agencies. Any medication support or intimate care requires a separately authorised plan, suitable 

training and clear responsibility; it is not an assumed mentoring duty. 

Where a participant presents a known risk to others, agree proportionate supervision, venue and 

contact restrictions with responsible professionals before attendance. Do not expose children or adults 

at risk to unmanaged contact in the name of rehabilitation. 
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11 Information sharing and secure records 

Necessary information reaches the right people 

Share information that is relevant, accurate, necessary and proportionate for protection, using a secure 

method and verified recipient. Record what was shared, with whom, when and why, including reasons 

for not sharing. Be open with the person unless this would be unsafe or compromise protection. 

Consent is not the only lawful basis for safeguarding disclosure. [7] 

Apply the UK GDPR and Data Protection Act 2018 as amended. The DSL and the person responsible 

for data protection must document the appropriate lawful basis, relevant special-category or criminal-

offence data conditions and safeguards. Seek advice on uncertainty without delaying necessary 

protective action. 

Information sharing duty from 30 September 2026 

Section 16LA of the Children Act 2004 commences on 30 September 2026. It covers EF where it 

delivers safeguarding or welfare services under arrangements with an organisation specified in the 

legislation, including relevant local authority, youth justice and education arrangements. The DSL must 

document the scope of each service. [7] 

From commencement, where the duty applies, share relevant information proactively or on request with 

an in-scope recipient if it may assist their safeguarding or welfare functions. This includes emerging 

needs, not only significant harm. Consent is not required when the statutory conditions are met. 

Exceptionally, information may be withheld where disclosure would be more detrimental to the child 

than non-disclosure. Record the reasoning, safer alternatives and review date. [7] 

Do not delay safeguarding sharing before commencement. For self-referrals, independently funded 

services, adult-only work or recipients outside the duty, establish the applicable lawful route rather than 

assuming sharing is prohibited. The duty can include information about adults connected to a child. [7] 

Information sharing agreements 

The DSL and data protection lead maintain written arrangements for regular sharing with Children’s 

Social Care, Youth Justice Services, schools and relevant alternative provision, health services, police, 

placements, probation and custody services. Record each partner’s role and whether it falls within the 

statutory duty; a partner’s name alone does not establish scope. 

Each agreement must specify the purpose, necessary data, lawful basis and any additional conditions 

for sensitive or criminal-offence information; controller responsibilities; verified recipients; secure 

channels; response times; correction and retention arrangements; breach reporting; and escalation. 

Agreements must distinguish routine session reports from restricted safeguarding records. An 

agreement is not itself a lawful basis and its absence must not obstruct lawful protective sharing. 

Under the duty, Article 6(1)(c), legal obligation, will normally support sharing. Document any additional 

data protection condition that applies. The DSL briefs staff before commencement and following 

material changes, records understanding and audits sharing decisions. [7] 
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Records and access 

Keep safeguarding records in a restricted EF-controlled system, separate from routine access to 

mentoring notes and personnel files, with relevant cross-references. Use individual accounts, strong 

access controls, secure backups and an audit trail. Lock paper records away. Preserve original notes; 

corrections must be dated additions, not silent overwriting. 

Routine reports to commissioners must not reproduce an entire confidential safeguarding file. Grant 

reports should use anonymised or aggregated information wherever possible. Disclose identities only 

where necessary and lawful. Restrict allegations records to unconflicted authorised people. 

Retention and breaches 

Appendix C sets out the proposed EF retention schedule for adoption with this policy. The DSL and data 

protection lead must reconcile it with applicable legal, commissioner and insurer requirements, record 

exceptions and maintain the schedule. Retention periods are not permission to keep unnecessary 

duplicate information. 

Suspend destruction where a concern, investigation, complaint, claim, inquiry or preservation direction 

remains relevant. Record the reason, owner and review date for the hold. The DSL, or an unconflicted 

trustee for allegations, authorises disposal after checking the schedule and outstanding risks. Securely 

destroy paper and electronic copies, including managed expiry from backups, and record the disposal. 

Report loss, misdirected messages or unauthorised access immediately to the DSL and data protection 

lead. Contain the breach and assess risks. Notify the Information Commissioner’s Office without undue 

delay and within 72 hours of awareness where the breach is not unlikely to risk individuals’ rights and 

freedoms. Notify affected people without undue delay where the risk is high, subject to applicable 

exceptions. Record all breaches and notification decisions. [14] 

Digital tools and artificial intelligence 

Do not enter identifiable case details, disclosures, court papers or safeguarding records into personal or 

unapproved AI systems. Any approved use needs a documented privacy and security assessment, 

restricted access and human checking. AI must not make safeguarding threshold decisions, determine 

credibility or replace professional referral. No automated meeting recording without prior authorised 

arrangements. 
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12 Online safety and specific concerns 

Communication and images 

Use EF-approved work accounts, devices and retained communication channels. No personal social-

media friendships, disappearing messages or secret contact with participants. Agree contact hours and 

explain emergency alternatives; staff are not assumed to provide a 24-hour crisis service. Emergency 

use of a personal device must be necessary, reported and securely transferred to the case record. 

Do not routinely copy parents into all messages. Follow the child’s safe communication plan and 

consider confidentiality and risk. Report inappropriate contact and preserve relevant records. Use 

photographs or recordings only with authorised, specific permission and an appropriate lawful basis; 

refusal must not affect support. Avoid identifying locations or vulnerable participants in publicity. 

For suspected sexual images of a child, do not request, copy, forward or routinely view them. Record 

the concern without reproducing the image and obtain DSL or police advice about preserving the device 

or account. Do not investigate through the child’s phone. Assess threats, coercion and immediate 

safety. 

Treat manipulated or AI-generated sexual images, sexual extortion and threats to share images as 

safeguarding concerns. Preserve the report and seek specialist advice without reproducing sexual 

imagery of children. 

Self-harm and mental health crisis 

Take statements about suicide or self-harm seriously. Ask calm, direct questions about immediate 

safety; seek urgent clinical or emergency help rather than making a diagnosis. Where risk is imminent, 

call 999 and remain with the person if safe until a responsible handover. Otherwise seek same-day 

appropriate health advice and agree a safety plan with relevant services. 

Bullying and harmful sexual behaviour 

Separate people safely where necessary, listen privately, preserve evidence and report. The DSL 

assesses statutory referral, supervision and support needs. Never require a victim to apologise, 

reconcile or attend mediation. Restorative work is considered only after risk assessment, freely given 

agreement and confirmation that it will not undermine statutory action. 

Forced marriage FGM and abuse linked to belief 

Escalate threats, coercion, forced marriage, female genital mutilation and abuse linked to faith or so-

called honour immediately through the appropriate safeguarding route. Do not approach family or 

community members where doing so may increase danger. Do not conduct mediation or examinations. 

A worker in a profession subject to the specific FGM reporting duty must also fulfil that personal duty; 

passing the concern to the DSL alone does not discharge it. [8] 

Radicalisation and modern slavery 

Report concrete concerns about grooming into terrorism to the DSL for proportionate assessment and 

local Prevent advice or referral. Religion, ethnicity, lawful protest or political views alone are not 

evidence of radicalisation. EF’s statutory Prevent status depends on its role; the DSL must check 

relevant contractual duties. Channel participation is voluntary. [9] 

For suspected trafficking or modern slavery, prioritise safety, refer to statutory agencies and request 

consideration of the National Referral Mechanism by an authorised first responder. EF must not assume 

it is an authorised first responder. Do not confront controllers or attempt an informal rescue. 
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13 Safer recruitment and speaking up 

Recruitment and continuing suitability 

Every role must have a written safeguarding responsibility and a recruitment assessment proportionate 

to its activities. Verify identity, employment history and unexplained gaps, qualifications where required, 

and two suitable references checked directly with the referee. Interview for judgement, boundaries and 

ability to challenge unsafe practice. 

Determine the lawful DBS level for the actual role and workforce. Request an enhanced certificate and 

the relevant barred-list check only where eligible. No person barred from the relevant regulated activity 

may undertake it. No worker begins unsupervised regulated activity until required checks and 

safeguarding induction are complete. 

EF values lived experience. A conviction does not automatically disqualify a person from every role, and 

a clear certificate does not establish suitability. Assess lawfully disclosed information, relevance, 

seriousness, time elapsed, evidence of change and current risk. Record an unconflicted decision and 

any restrictions. Do not request protected or filtered information or assume every EF post is exempt 

from rehabilitation rules. [10] 

Check whether an existing DBS certificate or Update Service check is suitable for the exact role and 

workforce, with the individual’s consent where required. Overseas history may require further checks. 

Record recruitment decisions securely and retain certificate information only in accordance with the 

approved schedule and DBS requirements. 

Supervise probation, obtain safeguarding acknowledgements and review suitability annually and when 

concerns arise. Require prompt disclosure of relevant allegations, restrictions or other changes affecting 

safe work, using lawful and proportionate employment procedures. Agency and partner assurances 

must be verified; a contract alone is insufficient. 

Accessible complaints and whistleblowing 

At the start of support explain, in an accessible form, how participants can speak to another worker, the 

DSL, a trustee, their social worker or an external agency. Offer advocacy and help to complain. 

Complaints may be spoken, written or communicated in another way; do not insist on a form before 

responding. 

What we tell participants 

You have the right to feel safe and be treated with respect. You can tell your mentor, another EF 

worker, Paul Dayes or the independent trustee contact in section 1 if something worries you. You can 

also tell your social worker or contact safeguarding services directly. You do not need proof and you will 

not lose support because you raise a concern. We will listen, explain what happens next and only share 

information where needed and lawful. In immediate danger, call 999. 

Staff must explain this directly to participants and check understanding. Sending the staff policy by 

email is not evidence that participants know how to seek help. Offer accessible written information, 

communication support and an independent advocate where appropriate. 

Safeguarding complaints are triaged immediately under this policy. Other complaints follow the 

complaints procedure with a named contact and response date. A person may report directly to 

statutory services without exhausting EF procedures. 

Workers must raise unsafe practice, concealment, discrimination, retaliation or management failure. 

They may bypass any implicated manager. EF prohibits detriment for raising an honestly held 

safeguarding concern, even if it is not substantiated. Anonymous concerns are assessed on their 

content; do not promise absolute anonymity where disclosure may be legally required. 

The independent trustee checks that the concern has been addressed and that the reporter and 

participant are not disadvantaged. External routes include children’s social care, adult safeguarding, 

LADO, police and the Charity Commission as relevant. Each performs a different function; a 

governance complaint does not replace an urgent safeguarding referral. 
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14 Adoption and assurance 

 

Action Responsible person and evidence 

Confirm the deputy contact and 

safe cover 

Deputy Safeguarding Lead: Nigel Dayes  07956 902620 

Safe Cover: Dinija Natarajan: 07881581872  

Confirm independent reporting 
Trustees: Dr Claude A. Halm and Jos Lucas remain the appointed 

contacts. 

Policy and retention schedule 
Trustees. Record the resolution, effective date, annual review date and 

any amendments to Appendix C after checking contractual, insurer and 

legal requirements. 

Operational readiness 
DSL and trustees. Evidence secure restricted records, training, 

supervision, contact cover, risk assessment and partner-sharing 

arrangements.  

Brief staff and participants DSL. Paul Dayes 

Information-sharing arrangements 
DSL: Paul Dayes 

Data protection lead: Jason Henry 

 

Trustee adoption record 

Approving trustee or board: ___Dr Claude A Halm 

Resolution or minute reference: Administration Dinija Natarajan 

Approval and effective date: 24/09/26 

Next review date: 25/09/27 

Policy owner acknowledgement: Paul Dayes 
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15 Legal framework and source register 

Sources checked on 22 September 2026. Apply current law and local procedures to the role and 

setting. The framework includes the Children Acts 1989 and 2004 as amended, Children’s Wellbeing 

and Schools Act 2026, Care Act 2014, Mental Capacity Act 2005, Safeguarding Vulnerable Groups Act 

2006, Equality Act 2010, Sexual Offences Act 2003, Domestic Abuse Act 2021, Modern Slavery Act 

2015 and UK data protection, rehabilitation and DBS legislation. Some provisions have separate 

commencement dates. 

Training frequencies, reporting routines and service controls identified as EF requirements are 

organisational standards. They must be resourced and implemented. Read this policy with EF’s 

complaints, whistleblowing, recruitment, staff conduct, data protection, health and safety, lone-working, 

transport and online-safety procedures. 

Child sexual abuse reporting changes 

EF requires immediate reporting of child sexual abuse concerns under sections 5 and 6. The Crime and 

Policing Act 2026 introduces a separate mandatory reporting framework. It is not treated as commenced 

in this September 2026 policy. The DSL must monitor commencement and statutory guidance, review 

affected roles and brief staff before implementation. This does not postpone existing safeguarding 

action. [16, 17] 

1 Working Together to Safeguard Children 2026 

2 Care and Support Statutory Guidance Chapter 14 

3 Charity Commission safeguarding guidance 

4 Mental Capacity Act Code of Practice 

5 Redbridge allegations and LADO procedure 

6 DBS barring referrals 

7 Information Sharing Duty statutory guidance September 2026 

8 FGM mandatory reporting procedural information 

9 Prevent duty guidance 

10 DBS filtering guidance 

11 Redbridge children referral route 

12 Redbridge adult safeguarding referral route 

13 NSPCC child protection records guidance 

14 ICO personal data breach guidance 

15 DBS certificate handling guidance 

16 Crime and Policing Act 2026 reporting reforms 

17 Devon Safeguarding Children Partnership commencement update 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
https://www.gov.uk/guidance/safeguarding-and-protecting-people-for-charities-and-trustees
https://www.gov.uk/government/publications/mental-capacity-act-code-of-practice
https://www.redbridgescp.org.uk/professionals/managing-allegations-against-staff/
https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs
https://www.gov.uk/government/publications/information-sharing-to-safeguard-children-and-young-people
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/dbs-filtering-guidance
https://www.redbridgescp.org.uk/professionals/worried-about-a-child/
https://www.redbridgesab.org.uk/for-professionals/making-a-safeguarding-referral/
https://learning.nspcc.org.uk/research-resources/briefings/child-protection-records-retention-storage-guidance
https://ico.org.uk/for-organisations/report-a-breach/personal-data-breach/personal-data-breaches-a-guide/
https://www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information
https://www.gov.uk/government/publications/crime-and-policing-act-2026-factsheets/crime-and-policing-act-2026-independent-inquiry-into-child-sexual-abuse-recommendations-factsheet
https://www.devonscp.org.uk/new-child-sexual-abuse-mandatory-reporting-duty-and-guidance/
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Appendix A Safeguarding concern record 

Complete as soon as safe. Telephone urgent concerns immediately. Store this form in the restricted 

safeguarding record, not a general shared folder. Continue on additional numbered sheets where 

necessary. 

Record identification 

Case reference: __________________   Date and time recorded: __________________ 

Worker name and role: __________________________________________________ 

Person and immediate safety 

Name / date of birth / safe contact / current location: 

______________________________________________________________________ 

Child or adult / responsible authority / allocated professional: 

______________________________________________________________________ 

Concern and source 

When and where did it happen? Who was present? Is this direct observation, disclosure or information 

from another person? 

______________________________________________________________________ 

______________________________________________________________________ 

Exact words and observations 

Record the person’s words accurately. Separate fact from opinion. Describe visible injuries without 

examining or undressing the person. 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Wishes communication and consent 

What does the person want? What communication support is needed? Record consent, refusal, 

capacity concerns and any reason for sharing without consent. 

______________________________________________________________________ 

______________________________________________________________________ 

Action and referral 

Immediate safety or medical action; DSL / agency contacted; date and time; recipient; reference; advice 

and agreed next step. 

______________________________________________________________________ 

______________________________________________________________________ 

Responsibility and follow up 

Who owns each action, by when, and when will safety be reviewed? 

______________________________________________________________________ 

Worker signature: __________________   DSL review date: __________________ 
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Appendix B Safety and referral checklist 

Use this alongside the participant’s individual risk assessment. It is not a substitute for professional 

judgement or immediate action. 

Before the first session 

• Referral details, identity, age, safe contacts and responsible authority recorded. 

• Participant voice, communication needs and accessibility adjustments recorded. 

• Relevant risks, legal restrictions, health needs and safe emergency response understood. 

• Consent or other authority for participation and transport established. 

• Mentor match, staffing, location, transport and lone working approved. 

• Named safeguarding cover, check-in and out of hours arrangements confirmed. 

• Participant knows how to report a concern outside the mentoring relationship. 

After a concern 

• Immediate safety addressed and emergency services involved if needed. 

• DSL or unconflicted lead informed; statutory referral made without avoidable delay. 

• Child and adult pathways considered; LADO or position-of-trust route considered where relevant. 

• Person’s wishes and safe contact recorded; decisions on notifying carers explained. 

• Original evidence preserved safely and concern record completed. 

• Referral receipt checked; case number, recipient and next steps recorded. 

• Outstanding risk escalated; action owner and review date agreed. 

• Routine professional update sent securely without unnecessary sensitive detail. 

Referral and action log 

Date and recipient Action and deadline Outcome and review 

   

   

   

 

Staff acknowledgement 

I have read this policy, know the current safeguarding contacts and understand how to refer directly and 

how to report a concern about a senior colleague. I understand the boundaries of my role and will seek 

advice when unsure. 

Name and role: ________________________________________________________ 

Signature: __________________________    Date: __________________________ 

Manager checking understanding: _________________________________________ 
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Appendix C Records retention schedule 

 

Record category Retention trigger and proposed period 

Child safeguarding concern 

records 
Until the child’s 25th birthday. Review before disposal and extend where an 

identified lawful need, statutory requirement or preservation hold applies. 

Adult safeguarding concern 

records 

Seven years from closure of the safeguarding concern. EF proposes this 

period for accountability and continuity; review exceptional needs and 

relevant contract requirements. 

Allegations about workers 

involving children 

Until normal retirement age or ten years after conclusion, whichever is later. 

Obtain LADO advice on records determined to be malicious and applicable 

exceptions; do not equate unsubstantiated with malicious. 

Adult safeguarding allegations 

about workers 

Ten years from conclusion as a proposed EF accountability standard, 

subject to documented necessity, statutory advice and any longer 

preservation requirement. 

Lower-level conduct concerns 
Review at least annually for patterns and continuing necessity. Normally 

retain throughout engagement and six years after departure. Move relevant 

material to the allegations schedule if the threshold is reached. 

Routine adult mentoring records 
Six years after service closure, unless a different justified contractual period 

applies. Extract safeguarding material into the safeguarding record rather 

than retaining every duplicate. 

Routine child mentoring records 
Until age 25 as a proposed EF continuity and accountability standard. 

Remove unnecessary duplicates; preserve relevant safeguarding material 

under its own schedule. 

Recruitment and suitability 

records 

Successful applicants: engagement plus six years, subject to safeguarding 

exceptions. Unsuccessful applicants: six months after the decision unless a 

documented reason requires longer. 

DBS certificates and certificate 

information 

Do not routinely retain certificate copies. Where needed, retain normally no 

longer than six months after the decision, subject to DBS guidance on 

exceptional retention. Keep a limited check and recruitment decision record 

separately. 

Training supervision and policy 

acknowledgements 
Engagement plus six years; retain safeguarding case content under the 

relevant concern or allegation schedule. 

 

The DSL owns participant safeguarding records; an unconflicted trustee owns allegations records. If EF 

closes, trustees must arrange a lawful records custodian. Review the schedule annually and record all 

exceptions and disposal decisions. 


