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1. Policy Statement 
 

Green Light Trust (GLT): 

• Strongly believes that all children, young people and adults at risk have the 

right to protection from all forms of abuse and harm, including sexual 

abuse, harassment, exploitation, neglect, and any other harm that may 

impact their safety and wellbeing 

• Has a zero-tolerance policy for any abusive or harassing behaviour across 

all its services and activities 

• Is committed to making adult safeguarding personal 

• Will actively promote the welfare of all children, young people and adults at 

risk by working to the best possible safeguarding standards across all its 

services and activities, with appropriate arrangements in place to safeguard 

and protect 

• Recognises that all employees and volunteers have a key safeguarding role 

to play and is committed to ensuring that everyone, individuals and 

organisations, who are involved with GLT, are clear about their roles and 

responsibilities 

• Will work with their colleagues in social care, health services and the police, 

in keeping people safe. The scope of GLT’s work means it’s well placed to 

identify people with care and support needs and will co-operate, liaise and 

work with the statutory agencies at all times 

• Values and nurtures its links between local public protection forums such as 

multi agency risk assessment conferences (MARACs), multi-agency public 

protection arrangements (MAPPAs), Health and wellbeing boards and 

Community safety partnerships. 

• GLT recognises that safeguarding responsibilities apply equally to children, 

young people, adults at risk and unborn children where safeguarding 

concerns have been identified. GLT is committed to anti-discriminatory and 

anti-racist safeguarding practice and expects all employees and volunteers 

to actively challenge discrimination, barriers to inclusion and harmful 

attitudes that may increase vulnerability to abuse or neglect.  
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This policy relates to people supported by GLT. Should an employee or 

volunteer have any concern that they or a colleague is or has been subject to 

harm or abuse in the workplace then they should raise this with a manager 

immediately or directly with the People Services Team. 

2. Policy Aims  

This policy is intended to be the overarching safeguarding control document for 

all of GLT’s services and activities. It applies to, and must be adhered by all 

employees, workers and volunteers including agency workers. 

• It is reviewed by the policy owner every year. Amendments are proposed to 

the People Committee, who recommend it to the Board of Trustees for 

approval 

• It is also updated by the policy owner whenever there are changes in law, 

statutory guidance, practice, service provision or if near miss events occur. 

Any changes are then approved by the People Committee. 

• All employees, workers and volunteers will be given a full induction, 

relevant to their job role and service, and have access to this full policy 

upon appointment. They will also undertake supervision and /or 

safeguarding training as relevant to their job role. Everyone will confirm to 

say they have read, understood and will comply with GLT’s safeguarding 

arrangements 

• GLT publishes this policy on its website and disseminates it as appropriate 

to all who come into contact with GLT 

• Independent associates, contractors, freelancers and partners are expected 

to have their own robust safeguarding policies, procedures and safer 

recruitment arrangements in place but will comply with this policy when 

working for GLT 

• Failure to comply with this policy will be considered a disciplinary matter, or 

a breach of contract, and be dealt with accordingly. For volunteers this 

could result in their agreement with GLT ending. 

3. GLT background  

Green Light Trust was founded in 1989 as a conservation charity and has since 

become a key provider across Norfolk and Suffolk of education and well-being 

programmes for people facing multiple barriers to well-being, independence 

and inclusion. 

4. Legal Context and Background (See Appendix 1 for Safeguarding 

definitions) 

This policy complies with and has been developed with reference to the 

following legislation, statutory guidance and sector guidance. The live links 

below are included so that readers can access the most current published 

versions. the  Care Act 2024 and Care and Support Statutory Guidance, the 

Mental Capacity Act 2005, the Children Acts 1989 and 2004, Working Together 

to Safeguard Children 2026, Keeping Children Safe in Education 2026, What to 

https://www.legislation.gov.uk/ukpga/2014/23/contents/enacted
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
https://www.legislation.gov.uk/ukpga/2005/9/contents
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
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do if you're worried a child is being abused, Domestic Abuse Act 2021, Online 

Safety Act 2023 , Prevent Duty Guidance for England and Wales 2023 , 

Counter-Terrorism and Security Act 2015 , Modern Slavery Act 2015, Equality 

Act 2010, Data Protection Act 2018 , UK GDPR guidance from the Information 

Commissioner’s Office , Safeguarding Vulnerable Groups Act 2006 , Protection of 

Freedoms Act 2012, DBS Code of Practice, Charity Commission Safeguarding 

Duties for Trustees, Charity Commission Serious Incident Reporting,  CAPSEAH 

Safeguarding Support Hub  

This policy also reflects relevant Norfolk and Suffolk safeguarding partnership 

procedures and adult safeguarding arrangements where GLT is based and 

works. GLT will review this policy whenever significant legislative or statutory 

safeguarding changes are introduced. 

5. The Six Principles of Adult Safeguarding: 

• Empowerment: People are supported and encouraged to make their own 

decisions and informed consent 

• Prevention: It is better to take action before harm occurs 

• Proportionality: The least intrusive response appropriate to the risk 

presented 

• Protection: Support and representation for those in greatest need 

• Partnership: Services offer local solutions through working closely with their 

communities. Communities have a part to play in preventing, detecting and 

reporting neglect and abuse 

• Accountability: Accountability and transparency in delivering safeguarding 

6. Mental Capacity 

Mental capacity is defined in the ‘Mental Capacity Act 2005’ and the ‘Mental 

Capacity Act, Code of Practice’ supporting statutory guidance. Safeguarding at 

GLT respects the autonomy and independence of all our participants and this 

policy and our associated procedures include the presumption of mental 

capacity.  Our participants must be assumed to have capacity to make 

decisions that affect them and all practical steps should be taken to help them 

make that decision. Mental capacity should be assessed in relation to the 

particular decision that needs to be made. Therefore whether a person has 

mental capacity to make a particular decision or not has to be considered on an 

individual basis in the light of the circumstances at the time. 

Consent driven approach means employees and volunteers should not act 

without consultation and the consent from the adult at risk unless it has been 

properly assessed that the adult does not have the mental capacity to make 

that decision or in order to act in the vital interest of others.  This may include 

an emergency situation or in the interest of the public to prevent the abuse or 

neglect of others. 

• Always assume a person has capacity unless it is assessed otherwise 

• Take all practical steps to enable people to make their own decisions 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://www.legislation.gov.uk/ukpga/2021/17/contents
https://www.legislation.gov.uk/ukpga/2023/50/contents
https://www.legislation.gov.uk/ukpga/2023/50/contents
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.legislation.gov.uk/ukpga/2015/6/contents
https://www.legislation.gov.uk/ukpga/2015/30/contents
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2018/12/contents
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
https://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees
https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
https://safeguardingsupporthub.org/capseah
https://safeguardingsupporthub.org/capseah
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• Do not assume incapacity because someone makes an unwise decision 

• Always act, or ensure a decision is made for a person without capacity in 

their best interests 

• Carefully consider actions to ensure the least restrictive option is taken. 

7. Partners 

In line with Charity Commission guidance, all partner agreements for 

independent associates, contractors, freelancers and partners will include 

signed confirmation, as relevant, that they: 

• Carry out criminal records checks for their employees, workers and 

volunteers, as appropriate 

• Train all employees, workers and volunteers in safeguarding at the 

appropriate level for their job role 

• Will inform GLT, without delay, if they identify any safeguarding concerns, 

allegations of abuse or serious incidents when delivering activities or 

services commissioned by GLT. 

8. Named Persons for Safeguarding 

Job Role and Named 

Person 

Contact details 

Chief Executive Officer 

(CEO) 

Email: gavin@greenlighttrust.org 

Tel:     01284 830829 

Trustee – Nigel McCurdy Email: chair@greenlighttrust.org 

Strategic Lead Email: hannah.seymour@greenlighttrust.org 
Tel:     07842 422172 

Designated 
Safeguarding Leads 

A list of safeguarding leads can be located 
within Beacon 

 

The CEO will:  

• Oversee safeguarding allegations against employees or volunteers, 
together with the Strategic Safeguarding lead (or Trustee 

safeguarding lead where the CEO or Strategic Safeguarding Lead is 
implicated. 

• Ensure that there is a quarterly safeguarding report submitted to 

the People Committee, and an annual safeguarding report to the 
Board of Trustees.   

• Monitor and review any safeguarding concerns about any of GLT 
activities. 

 

The Named Trustee for Safeguarding will: 
• Be the point of escalation in the event of significant harm or death 

to a participant 
and/or significant risk to the organisation  

• Be the point of contact for Whistleblowing 
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• Review quarterly reporting of safeguarding, training and best 
practice, and DBS compliance across GLT 

• Be a point of contact for employees or volunteers if someone 

wishes to complain about a lack of action in relation to 
safeguarding concerns 

• Work with the Chair of the Board, CEO and Strategic safeguarding 
lead where there are serious safeguarding cases 

• Ensure that as Lead Trustee for safeguarding, they either have the 

required knowledge, skills, and experience or are supported to 
develop these. 

 

The Strategic Lead for Safeguarding will:  

• Be the point of escalation for serious safeguarding incidents, 
concerns or whistleblowing, reporting to the CEO. Ensure that the 
CEO, Safeguarding Trustee and Chair of Trustees is made aware of 

any serious safeguarding incidents or concerns that relates to GLT 
• Ensure this policy is kept up to date by conducting an annual 

review, or sooner as required if legislation changes or serious 
incidents occur 

• Liaise with external statutory agencies as required 

• Ensure any needs for resources are highlighted at budget setting to 
maintain robust standards of safeguarding across GLT 

• Call for audits of qualitative and quantitative data (either internal 
or external) when they’re needed 

• Learn from case reviews locally and nationally, to improve your 

organisation’s policies, procedures and practices  
• Be a point of contact for employees or volunteers if someone 

wishes to complain about a lack of action in relation to 
safeguarding concerns 

• Support the Trustees in developing their individual and collective 

understanding of safeguarding. 
 

The Designated Safeguarding Leads will:  
• Champion safeguarding throughout the organisation.  

• Listen and offer advice and support to all employees, workers and 
volunteers when needed 

• Ensure employees and volunteers report and record their concerns 

appropriately on the GLT’s Safeguarding Concern Form on Beacon 
on the same working day, factually, timed, dated & signed, 

including job role 
• Liaise with statutory agencies and / or the police in relation to 

safeguarding referrals and co-operate with any subsequent 
requests for information or action from any agencies. Attend 
meetings, activities, projects to engage with employees, volunteers 

and participants to understand safeguarding on the ground  
• Support regular safeguarding updates for employees, volunteers 

and participants. 
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Safeguarding Procedure 

1. Expectations 

Regardless of role, all employees and volunteers will work to the highest 

standards of safeguarding practice, taking into account any specific issues listed 

below which are included in their work. 

Everyone involved with GLT will: 

• Treat others with respect, fairness and dignity at all times, and expect to be 

treated in the same way 

• Keep their private and professional relationships with participants and the 

public separate, including when using social media 

• Have no personal contact with any participants and/or their families, with 

whom they work professionally 

• Declare any conflicts of interest between their duties and personal interests, 

financial or otherwise 

• Ensure their line manager knows, whenever they are lone working or 

making home visits 

• Exercise caution when discussing sensitive issues with participants; 

especially children or adults at risk 

• Report any safeguarding or welfare concerns without delay 

• Report any safeguarding or welfare concerns about the behaviour of 

colleagues directly to the relevant Operational Lead for Safeguarding 

without delay. 

• Treat and always handle safeguarding information securely, when storing, 

sharing and accessing the information. The access and sharing of 

safeguarding information must be on a strict need to know basis. The Data 

Protection Policy allows for sharing, disclosure and transfer of data where 

there is a legal reason for doing so 

• Report all gifts to their line manager 

• Speak with their line manager immediately if they consider their work may 

put them into a position that might lead to an allegation of professional 

misconduct 

• Exercise their right to whistle blow if they are concerned safeguarding 

issues are being mismanaged or ignored within GLT 

• Maintain confidentiality at all times, including with family and friends 

• Apply professional curiosity where a situation is unclear, where information 

does not fit or where a participant’s presentation, disclosure, behaviour or 

circumstances indicate that something may not be right. Staff should 

pause, record, consult a DSL and escalate where required.  

 

 

2. Whistleblowing 
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All employees and volunteers will know how to “whistle-blow” externally in line 

with GLT’s Whistleblowing Policy if they have concerns that GLT is not 

addressing safeguarding issues appropriately or they feel unable to raise the 

matter internally. They can do this by referring directly: 

• To the Police if a crime has, or may have been committed; 

• to local Adult Social Care Services or Child Social Care Services 

• To the Local Authority Designated Officer (LADO) for concerns about any 

employee, worker or volunteer working with under 18’s 

• To the Charity Commission for England and Wales by email 

whistleblowing@charitycommission.gov.uk or Tel: 0800 055 7214 or, 

• For CQC services, the CQC direct, enquiries@cqc.org.uk or Tel: 03000 

616161 or via the Speak Up helpline Tel: 08000 724 725 

 

3. Responding to Child and Adult Safeguarding Concerns 

Employees or volunteers may become concerned by: 

• Their own observations 

• Being told by another person that they have concerns 

• What the child or adult says 

• What others say 

• Any complaints, including anonymous. 

 

4. Handling Disclosures 

A disclosure may be made verbally or by the behaviour of a child, young person 

or an adult at risk and it is important for everyone to remember the following: 

• Keep calm 

• Reassure them that they were right to tell you 

• Consider who else can hear 

• Listen carefully 

• Do not ask leading questions or promise confidentiality 

• Factually record on the same working day the child/adult’s words as 

accurately as possible, on the Safeguarding Form on Beacon. 

 

5. Actions to be Taken 

If an employee or volunteer has a concern, they should: 

• Immediately assess if the person affected is safe from any further harm 

• In an emergency, or if it is felt someone is in immediate danger, call 999, 

telling the emergency service that the person is a person with care and 

support needs where applicable 

• Inform their Designated Safeguarding Lead or the Strategic Safeguarding 

Lead if no other Designated Safeguarding Lead is available or a 

Safeguarding Lead is implicated.  If the Strategic Lead for Safeguarding is 

implicated, the C.E.O should be contacted 

https://www.gov.uk/report-abuse-of-older-person
https://www.gov.uk/report-child-abuse
https://www.cqc.org.uk/contact-us/report-concern/report-concern-if-you-are-member-staff
https://speakup.direct/
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• Not investigate 

• Preserve any evidence if relevant 

• Factually record their concerns in writing as soon as possible on the same 

day on the Safeguarding Form on Beacon. Records must include only the 

information already known, the person with the concern, name, job role, 

service, time and date   

• Maintain confidentiality at all times, including with colleagues (inform 

colleagues only on a need to know basis), family and friends. 

 

6. The Designated Safeguarding Lead (or Strategic Lead/CEO) will: 

 

• In the case of an emergency, or if it is felt someone is in immediate danger, 

contact the Police on 999. 

• Ensure the person with the direct concern has factually recorded their 

concerns in writing and on the same day on Beacon 

• If CYP related, will inform the school/other commissioner/ key contact 

• If home school educated will inform via the Home education policies and 

procedures - Norfolk County Council  Elective Home Education (EHE) - Suffolk County Council 

• Maintain an accurate chronology of all discussions held and actions taken on 

Beacon 

• Inform the Strategic Lead for Safeguarding (unless they are implicated) 

• Attend multi-agency meetings to discuss the case if requested 

• Liaise with the statutory agencies with regards to report writing, offering 

support and services where relevant 

• Co-operate with any Social Service or police investigation. 

 

 

 

 

 

 

 

 

 

 

 

https://www.norfolk.gov.uk/38519
https://www.norfolk.gov.uk/38519
https://www.suffolk.gov.uk/children-families-and-learning/schools/elective-home-education
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When responding to a concern GLT employees should evaluate the level 

of risk presented by a concern and carry out appropriate action based on 

the following traffic light guidance: 

 

Local Management

• Low risk, no immediate danger. 

• Conversation held with participant and notes recorded on 
Beacon.

• Participant’s needs are met through local support services.

• DSL made aware of situation.

• Monitor and hold notes on Beacon– be honest with 
participant that we need to record conversations and they 
would be made aware if that information were to be passed 
on. 

Requires Consultation

• Moderate risk, no immediate danger

• Concerns at this point may be reportable and should be 
considered on a case by case basis. 

• The participant views MUST be considered.

• Advice should be sought from a DSL or the Suffolk/Norfolk 
MASH Consultation Line

• Conversation and action must be logged on Beacon

Reportable Safeguarding 
Concern

• High risk

• Concerns at this point will be reportable to safeguarding or 
police to protect the participant

• The participant views MUST be considered.

• Advice should be sought from DSL or the Suffolk/Norfolk 
MASH consultation Line

• Conversation and action must be logged on Beacon

• Report made to MASH and/or Police
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At Appendix 2 you will find the safeguarding process map for concerns raised in 

Suffolk and in Norfolk, and the links that can be used at each stage of a 

safeguarding concern. 

7. Safeguarding Allegations and Complaints against GLT 

employees or volunteers 

Designated safeguarding leads should immediately pass any allegations relating 

to members of employees or volunteers to the CEO and Strategic Safeguarding. 

When there is a safeguarding concern, complaint or allegation about the 

behaviour of any employee or volunteer the CEO will oversee the safeguarding 

process with support from the Strategic Safeguarding lead and will: 

• For child abuse allegations against an employee, worker or volunteer, the 

Local Authority Designated Officer (LADO) who will co-ordinate the next 

steps 

• For adult abuse allegations against an employee, worker or volunteer in a 

Position of Trust Adult Social Services who will co-ordinate the next steps  

• Consider possible suspension of the employee or volunteer; 

• For those who have criminal records checks at Enhanced DBS level refer to 

any relevant professional regulators including the Disclosure and Barring 

Service within 5 days of the closure of the case. 

This includes, but is not limited to an individual who has: 

• Behaved in a way that has harmed, or may have harmed a child or adult at 

risk 

• Possibly committed a criminal offence against or related to a child or adult 

at risk; or 

• Behaved towards a child or adult at risk in a way that indicates they may 

pose a risk of harm to vulnerable groups. 

The decision regarding the Outcome is based on the “Balance of Probabilities.” 

• 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 there has been a deliberate act 

to deceive and the allegation is entirely false 

• Unfounded: there is no evidence or proper basis which supports the 

allegation being made. It might also indicate that the person making the 

allegation misinterpreted the incident or was mistaken about what they 

saw. Alternatively, they may not have been aware of all the circumstances. 

• Unsubstantiated: there is insufficient evidence to prove or disprove the 

allegation. The term, therefore, does not imply guilt or innocence. 

Low-level concerns and transferrable risk: 

https://www.gov.uk/government/publications/professions-regulated-by-law-in-the-uk-and-their-regulators/uk-regulated-professions-and-their-regulators
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Low-level concerns must be reported, recorded and reviewed where a staff 

member, volunteer, contractor or partner may have acted in a way that is 

inconsistent with GLT’s Code of Conduct or expected safeguarding practice, 

even if the concern does not appear to meet the LADO harm threshold. If there 

is doubt about threshold, DSLs should seek LADO advice. Transferable risk 

should also be considered where behaviour outside GLT may indicate that a 

person is unsuitable to work with children, young people or adults at risk. 

 

8. External party safeguarding referrals 

If it is known that an external agency (e.g. Ambulance service, Police, NHS or 

any other organisation) or a private individual (e.g. family, friend or member of 

the public) have raised a local authority safeguarding referral relating to a 

participant, an internal safeguarding log entry on Beacon is required to be 

completed in line with the GLT’s entry requirements. This is to ensure that GLT 

is aware of all safeguarding referrals that could affect the participant and 

understand how we provide support to this participant moving forward and 

adjust or amend any risk assessments the organisation may have. 

9. Children or young people referrals 

When there is a referral that relates to a child or young person there should be 

specific consideration as to the employee who is completing the referral as 

identified on the Designated Safeguarding Leads list on Beacon.  This is to 

ensure only employees who are appropriately trained complete this. The 

purpose of this is to maximise the understanding and effectiveness of the 

referral and process moving forward to best support the child or young person 

involved. 

10. Support for employees 

It is the line managers responsibility, supported by GLT’s senior management, 

to ensure that there is appropriate welfare support in place to support all 

employees involved within any safeguarding referrals and post incident support. 

This is to help mitigate against any adverse effects of employees being involved 

within safeguarding referrals. 

11. Preserving evidence if needed 

 

• What is done or not done, in the time prior to the police arriving on the 

scene, may make all the difference to their investigation 

• Ensure that the victim and the alleged perpetrator do not come into contact 

with each other once the allegation has been made, this should prevent any 

cross contamination of evidence 

• Secure the scene and do not allow anyone to enter until the police arrive, 

with the exception of medical employees if the victim requires medical 

attention 
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• To enable the police to investigate effectively it is crucial that evidence is 

preserved, if in doubt consult the police on the telephone prior to their 

arrival 

• When dealing with allegations of financial abuse or other irregularities, 

documentation should not be removed or altered in any way 

• Where possible, leave things as they are, if anything has to be handled, 

keep this to a minimum, do not clean up, do not touch anything you do not 

have to 

• Leave weapons where they are unless they are handed over, if so, take 

care not to destroy fingerprints if possible 

• Do not wash anything or in any way remove blood, fibres etc 

• Preserve the clothing and footwear of the victim, handle them as little as 

possible 

• Note in writing the state of the clothing of both the alleged victim and the 

alleged perpetrator, note injuries in writing, make written notes the 

conditions and attitudes of the people involved in the incident, this should 

be done as soon as practicably possible 

• The police will decide how to preserve any obvious evidence such as 

footprints or fingerprints or any other evidence, which may have been left 

behind by the suspect 

• If an allegation of sexual abuse is disclosed days after the alleged offence, 

it may still be possible to collect forensic evidence, do not assume that it is 

too late, let the police decide 

• OR IN CASES when the alleged victim does not want to involve the police 

further contact the local Sexual Assault Referral Centre (SARC) for advice, 

help and support 

Important: It is important to remember that any concern may potentially lead 

to legal action at any point. The reliance a court will place upon the information 

obtained from the people involved (particularly from a child) may be reduced if 

it is known that someone has discussed the issues with the child or adult 

outside the normal multi-agency investigation process. 

All employees and volunteers are expected to report to their Designated 

Safeguarding Lead. This is to ensure the correct procedures are followed in line 

with the policy, records are kept, risk assessed and all cases are monitored by 

the relevant managers. Consideration must be given to service specific 

requirements to report to external commissioners. 

12. Responding to eSafety Concerns 

Safeguarding and modern technology. 

All safeguarding concerns will be dealt with in line with this policy, particularly 

in terms of referral and recording procedures on Beacon 

All employees, workers and volunteers will: 

• Act professionally and within the law at all times 

https://www.nhs.uk/service-search/other-health-services/rape-and-sexual-assault-referral-centres
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• Only interact with “at risk” groups with whom they come into contact at 

work via official GLT media, not personal 

• Report any concerns without delay in line with the eSafety concerns: 

flowchart for referral below and then notify the Designated Safeguarding 

Lead of their concerns and actions without delay 

• Record their concerns and actions on the Safeguarding Concern Form on 

Beacon; ensuring it is timed and dated, including name and job role. 

 

13. Examples of things that may give cause for concern include an 

employee or volunteer who: 

 

• Befriends members of the public who they work with; especially children, 

young people and adults at risk, by their personal phone, online, by 

messaging and social media etc 

• Views adult pornography, extremist or other offensive or illegal websites 

and /or material at work 

• Views child sexual abuse images at any time 

• Promotes discrimination, illegal acts or racial or religious hatred of any kind 

• Raises concerns linked to grooming, coercive online contact, harmful 

content, image-based abuse, inappropriate sharing of images, use of 

personal devices for participant communication, online radicalisation, 

cyberbullying, live-streaming risks, gaming or messaging risks and any 

breach of GLT’s authorised communication arrangements 

• Identifies risks linked to artificial intelligence tools, deepfake imagery, AI 

generated abuse, online manipulation, sextortion, harmful online 

communities, technology facilitated abuse or digital coercion.  

Staff should be aware that online harm frequently leads to real world 

safeguarding risks and should be managed through safeguarding procedures 

rather than treated only as an IT concern.  
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14.  Flowchart for eSafety Referrals 

 

15. Safer Recruitment 

GLT has robust procedures in place for safer recruitment. 

GLT adheres to all its legal responsibilities under Rehabilitation of Offenders Act 

1974 and the Exceptions Order 1975 (Amendment) (England and Wales) Order 

2020, the Police Act 1997, Safeguarding Vulnerable Groups Act 2006, 

Protection of Freedoms Act 2012 and amendments, the DBS Code of Practice 

and its Policy on the Recruitment of Ex-offenders.  

16. The People Services Team is responsible for ensuring that all GLT 

employees and volunteers will: 

• Be given job / role descriptions with a clear outline of safeguarding 

expectations and duties as relevant to their roles 

• Be recruited as safely as possible, proportionate to their role and contact 

with at risk groups 

https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide#:~:text=The%20amendments%20to%20the%20Rehabilitation,cautions%20are%20considered%20'protected'.
https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide#:~:text=The%20amendments%20to%20the%20Rehabilitation,cautions%20are%20considered%20'protected'.
https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide#:~:text=The%20amendments%20to%20the%20Rehabilitation,cautions%20are%20considered%20'protected'.
https://www.legislation.gov.uk/ukpga/1997/50/contents
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
https://www.gov.uk/government/publications/dbs-code-of-practice
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• Undertake induction training within 6 months?? of joining GLT relevant to 

their role; including signing to say they have read, understood and will 

comply with the safeguarding policy 

• Undertake / attend child and adult safeguarding training, as relevant to 

their roles. 

Those who recruit will ensure they have recruited as safely as possible 

by: 

• Strictly adhering to the GLT’s Procedures for Recruitment and Disclosure 

and Barring Service Criminal Records Checks 

• Requesting self-declarations from Trustees, the CEO and other eligible 

senior managers to confirm they are not disqualified from holding such 

posts 

• Ensuring all advertisements include a statement which confirms GLT’s 

commitment to safeguarding and safer recruitment where applicable 

• Requesting written declarations, as appropriate, for enhanced DBS, basic or 

non-DBS posts following NACRO guidance 

Recruitment of ex-offenders 

• External professional employment advice from Social Care Services (or 

the LADO for relevant child information) and / or NACRO will be sought 

when needed. 

Post-recruitment 

• Induction and probationary periods, where relevant, for all employees 

and volunteers will facilitate the development of understanding and 

grounding in the safeguarding policies, ethos and culture of GLT 

• All employees and volunteers will take part in supervisions/ 121’s 

throughout the year 

• All employees and volunteers are offered support when involved with 

professional safeguarding issues via one- to-one meetings with their line 

manager as appropriate. They may all seek further support from either 

their Designated Safeguarding Lead or the Strategic Lead/Deputy for 

Safeguarding if needed. 

 

17. Consideration of Safeguarding  

All employees will: 

• Be alert to the needs of those who need extra support and are 

demonstrating a change in those needs 

• Refer those changes to the Manager of the service who will liaise with the 

external agencies as relevant 

• Adhere to robust risk management procedures for all participants who have 

been assessed with medium complex needs/support needs. 

https://www.gov.uk/guidance/automatic-disqualification-rule-changes-guidance-for-charities
https://www.nacro.org.uk/news/dbs-filtering-regime-changes-to-come-into-effect-end-of-nov/
https://www.nacro.org.uk/
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• Follow GLT’s Incident procedures when Police, Emergency services and/or 

external agencies such as social services are contacted because of an 

alleged, or actual, assault or adult protection incident; participants 

presenting with self-harm or suicidal thoughts. These incidents will be 

reviewed by the relevant Manager and other GLT management as relevant 

• Liaise and exchange of information with other agencies including the police, 

Social Services, other Local Authority officers, the local Health Authority, 

other partners and stake holders as relevant. 

• Safeguarding should also be considered in the context of GLT woodland and 

outdoor delivery, absconding or separation from groups, remote locations, 

water, fire and tool use risks, education pathways and alternative provision, 

adult wellbeing programmes, partner delivery, information handovers, 

attendance concerns, disengagement and digital contact. 

Safeguarding Within GLT Settings: 

As a woodland, education, conservation and wellbeing provider, 

GLT recognises that safeguarding concerns may arise in circumstances specific 

to outdoor and community-based delivery across Norfolk and Suffolk. Staff 

should consider safeguarding alongside health and safety, positive risk 

taking, behaviour support, mental health, SEND needs, trauma-

informed practice and participant supervision.  

• Working in woodland, remote or semi-remote locations where privacy, 

boundaries, supervision and emergency response arrangements need to be 

clear  

• Use of hand tools and practical conservation equipment including bow saws, 

loppers, secateurs, billhooks, mallets, knives, axes and other site-specific 

tools  

• Fire lighting, campfire activities, outdoor cooking and proximity to hot 

surfaces or sharp equipment  

• Water, uneven ground, weather, low light, site access and separation from 

the main group  

• Community transport arrangements, participant travel, drop off and 

collection and staff discretion if concerns arise during transport or 

handover  

• Participants becoming separated from staff or groups, missing or 

absconding incidents and the need to follow the site-specific missing or 

absconding procedure  

• Working with young people with SEND, alternative provision learners, 

adults experiencing mental ill health or participants with trauma histories 

who may disclose historic or current abuse  

• Volunteer involvement and the need for clear supervision, boundaries and 

safeguarding awareness when volunteers work alongside children, 

young people or adults at risk  
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• Digital communications, photographs, marketing activity and social media 

contact linked to outdoor programmes  

• Disclosures made during informal practical activities where participants may 

talk while walking, using tools, cooking or taking part in woodland tasks  

Staff must always consider safeguarding alongside health and safety 

responsibilities. All concerns must be recorded and escalated in accordance 

with GLT procedures. This includes concerns arising during practical woodland 

activities where injury, exploitation, abuse, neglect or emotional harm may 

initially appear as a behavioural, welfare or health and safety concern. 

18. Photography and media 

 

• No photography or video will be taken of individual or small groups of 

children, young people or members of the public without advising them, 

their parents (if under 16 or under 18 if they lack mental capacity) or those 

with a Health and Welfare Lasting Power of Attorney (LPA); of the purposes 

of such images and seeking written signed consent using the GLT 

Photography and Filming Consent Form 

• In the case of any adult who lacks capacity and has not appointed an LPA, 

no consent can be given, so no images should be taken 

• When children, or adults who lack capacity, are associated with a partner 

organisation e.g. a school or a community group, it is that organisation's 

responsibility to seek permission and inform GLT if there are issues 

• Public crowd photography will not be taken unless there is prominent 

signage by the entrance to the venue, and at the location where filming is 

taking place, detailing the purpose of such imagery and giving people the 

option to opt out 

• Only authorised GLT devices, phones or cameras will be used to take any 

photographs or videos 

• A GLT official photographer may be commissioned to carry out professional 

photography or filming 

• All official press and other photographers will sign in to any of GLT venues 

events with their official ID being shown 

• No pictures of individual or small groups of children, young people or any 

members of the public will be published in any medium in a way that their 

names can be identified 

• No images of children or adults in a state of undress will be taken 

• All images of people will be taken in open public areas 

• All images will be uploaded onto the secure area of sharepoint and deleted 

from any mobile device 

• Any unused images due to lack of quality etc. are deleted within 2 days. 
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19. Working with people from partners who are regulated settings 

including schools, colleges, health providers, GP practices, prisons 

and social care settings 

 

• When there are concerns about the welfare of a child, young person or 

adult at risk, the employee with the concern should contact that 

organisation's Lead or Deputy for Safeguarding 

• The concern should be recorded on the GLT’S Safeguarding form on Beacon 

• The person with the concern should then inform the Designated Lead for 

Safeguarding that they have raised a concern, and 

• In cases where there are safeguarding concerns about the school, college, 

health provider, GP Practice, prison or social care setting, then employees, 

should refer to their Designated Safeguarding Lead who will refer to the 

relevant agencies in the usual way 

 

20. Confidentiality, Consent, Information Sharing and Record Keeping 

 

• GLT is mindful of its legal duties under the Data Protection Act 2018 and 

General Data Protection Regulation (UK GDPR) and has robust data 

management, IT security, privacy, record keeping and retention, and 

policies in place 

• Personal information about children, young people, adults at risk and/or 

their families will usually be confidential and should not be disclosed to a 

third party without the consent of the subject 

• Consent will be sought for those under 16 from their parent/s (or all under 

18’s if they lack mental capacity) or those with a Health and Welfare 

Lasting Power of Attorney (LPA); However, the law allows for the disclosure 

of confidential information where this is necessary to safeguard a child, 

young person or adult at risk; or if a crime has, or may have, been 

committed, or it is in the public interest 

• Disclosure of confidential information must be justifiable, according to the 

particular facts of the case and must be limited to those people who need to 

know in order to take appropriate action. 

Information sharing and safeguarding: 

Effective safeguarding relies upon lawful, timely and proportionate information 

sharing. Fear of sharing information must never be a barrier to safeguarding a 

child, young person or adult at risk. Decisions should be recorded clearly and 

any information sharing should comply with Data Protection legislation whilst 

prioritising the safety and wellbeing of the individual concerned. 

Sharing information without consent may be justified, if, for example: 

• The person lacks the mental capacity to make that decision, and sharing 

the information is judged to be in their best interests – this must be 

properly explored and recorded in line with the Mental Capacity Act 
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• The person or other people are, or may be, at risk, of harm 

• The person has the mental capacity to make that decision but they may be 

under duress or being coerced 

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

assessment conference referral 

• A court order or other legal authority has requested the information. 

 

Appendix 1  

Definitions & Recognising Possible Signs of Child/Adult Abuse 

For the purposes of this policy:  

Safeguarding is the overarching term to describe what Green Light Trust has 

put in place to prevent children and at-risk adults being harmed and how it will 

respond when, despite every best effort, harm does happen.   

A child/ young person is any person under the age of 18 years.  

Promoting the welfare of children and young people is:  

• Protecting children and young people from maltreatment  

• Preventing impairment of children’s health or development;  

• Ensuring that children grow up in circumstances consistent with the 

provision of safe and effective care  

• Taking action to enable all children to have the best outcomes.  

An adult at risk is someone who is aged 18 years or over and who is;  

• In need of care and support, and;  

• Experiencing or being at risk of abuse and neglect and;  

• As a result of those care needs, is unable to protect themselves from either 

the risk of, or the experience of abuse or neglect.  

Serious Incidents and Events are those that occur that result in significant 

harm, for example: 

• Personal injuries or harm  

• Loss of money   

• Radicalisation   

Such incidents and events could be reported to the Charity Commission by the 

Trust’s Company Secretary in line with the Charity Commission’s Serious 

Incident Reporting guidance. 
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What is Abuse?  

Abuse of a child, young person or adult at risk can take many forms and, if 

they are unsure, all employees and volunteers should consult their Operational 

Lead for Safeguarding, who in turn, may contact local social care services for 

advice.  

 

Children and Young People  

1. Emotional Abuse: Emotional abuse is the persistent emotional 

maltreatment of a child such as to cause severe and persistent adverse effects 

on the child’s emotional development. It may involve conveying to children that 

they are worthless or unloved, inadequate or valued only insofar as they meet 

another person’s needs. It may include not giving children opportunities to 

express their views, deliberately silencing them, making fun of what they say or 

how they communicate, seeing or hearing ill-treatment of another, serious 

bullying including cyber bullying, exploitation or corruption. 

2. Neglect: Persistent failure to meet a child’s basic physical and/or 

psychological needs, likely to result in serious impairment of health or 

development. It may include failure to provide adequate food, clothing and 

shelter, protect from harm or danger, ensure adequate supervision, ensure 

access to medical care or treatment and respond to basic emotional needs. 

3. Physical Abuse: May involve hitting, shaking, throwing, poisoning, burning, 

scalding, drowning, suffocating or otherwise causing significant harm. Physical 

harm may also be caused when a parent or carer fabricates symptoms or 

deliberately induces illness. 

4. Sexual Abuse: Involves forcing or enticing a child or young person to take 

part in sexual activities, whether or not the child is aware of what is happening. 

It may include physical contact or non-contact activities such as involving 

children in sexual images, watching sexual activities, encouraging sexually 

inappropriate behaviour or grooming including via the internet. Sexual abuse is 

not solely perpetrated by adult males. Women can also commit sexual abuse, 

as can other children. 

 

Other issues or circumstances that may involve, or give rise to, abuse 

include:  

• Breast ironing or breast flattening  
• Child abuse linked to faith or belief  

• Private fostering arrangements for children under 16 living away from home 
for more than 28 days  

• Children going missing from home or placement  
• Child sexual exploitation  
• Child trafficking  

• Coercive or controlling behaviour  
• Concealed pregnancy  

• County lines exploitation  
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• Domestic abuse  

• eSafety or online abuse  
• Female genital mutilation  

• Forced marriage  
• Modern slavery  
• Non-recent abuse  

• Peer abuse including bullying  
• Radicalisation  

• Violent extremism  
• Young unaccompanied asylum seekers. 
 

Additional Contemporary Safeguarding Risks  
The following safeguarding risks should also be recognised and responded to 

through GLT safeguarding procedures:  
 
• Child criminal exploitation including children or vulnerable adults being used 

to move, store or supply drugs, money or weapons  

• Harmful sexual behaviour between children or young 

people including behaviour that is developmentally inappropriate, 

coercive, abusive or violent  

• Sextortion, including threats to share intimate images or information unless 

money, more images or other actions are provided  

• Online exploitation, including grooming, coercion, image based abuse, 

online blackmail, livestreaming risks and exploitation through social media, 

gaming platforms or messaging apps  

• Technology facilitated abuse, including the use of digital devices, apps, 

location tracking, surveillance or online platforms to control, harass or 

exploit someone  

• Group based exploitation, where a child, young person or adult at risk is 

harmed by individuals or networks acting together  

• Artificial intelligence enabled abuse, including deepfake imagery, 

manipulated media, impersonation, coercive AI generated content or 

AI assisted grooming and exploitation. 

 

Adults at Risk  

Abuse is defined as a violation of an individual’s human and civil rights by 

another person or persons. It may involve a single or repeated act or omission 

occurring within a personal or professional relationship where there is an 

expectation of trust which causes harm to an adult at risk.  

Significant harm includes ill treatment, the impairment of or an avoidable 

deterioration in physical or mental health and the impairment of physical, 

emotional, social or behavioural development.  

• Discriminatory Abuse  

• Domestic Abuse  

• Financial or Material Abuse  
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• Forced Marriage  

• Hate and Mate Crime  

• Hoarding  

• Modern Slavery  

• Neglect or Acts of Omission  

• Organisational Abuse  

• Physical Abuse  

• Psychological Abuse  

• Self-Neglect  

• Sexual Abuse  

• Suicidal ideation.  

 

6. Recognising Possible Child/Adult Abuse 

The following behavioural signs may be indicators of child/young person 

abuse, but care should be taken in interpreting them in isolation. 

Physical signs  

• Injuries, bruises, bites, bumps or fractures inconsistent with the 

explanation given  

• Injuries occurring on parts of the body not normally exposed to falls or 

rough games  

• Injuries appearing to be caused by a weapon  

• Injuries that have not received medical attention  

• Children or young people being kept away from the group inappropriately or 

without explanation  

• Self-mutilation or self-harming. 

 

Emotional signs  

• Changes or regression in mood and behaviour  

• Nervousness or inappropriate fear of particular adults  

• Under-achievement, lack of concentration or inappropriate relationships 

with peers or adults  

• Persistent tiredness, wetting or soiling of bed or clothes by an older child. 

 

Signs of neglect  

• Regular poor hygiene  

• Persistent tiredness  

• Inadequate clothing  

• Excessive appetite  

• Failure to thrive or being left alone and unsupervised. 
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Indicators of possible sexual abuse  

• Direct disclosure concerning sexual abuse  

• Excessive preoccupation with sexual matters or detailed sexual knowledge  

• Age-inappropriate sexual play  

• Preoccupation with sexual activity through words, play or drawing  

• Sexually provocative or seductive behaviour with adults  

• Inappropriate bed sharing arrangements  

• Severe sleep disturbance, phobias or nightmares. 

 

Domestic abuse: A referral must be made direct to Children’s Social 

Care, following the reporting flowchart, if it seems reasonable to suspect 

that a child sees, hears, experiences or is otherwise aware of domestic 

abuse and the non-abusing parent will not be able to ensure the safety 

and wellbeing of their child without significant professional assistance 

and support.  

Adults Abuse Indicators  

Possible indicators of physical abuse  

• History of unexplained falls or minor injuries  

• Unexplained bruising in protected areas or on soft parts of the body  

• Unexplained burns, fractures, lacerations or abrasions  

• Slap, kick, pinch or finger marks  

• Injuries at different stages of healing  

• Untreated medical problems  

• Weight loss due to malnutrition or dehydration  

• Appearing over medicated  

 

Possible indicators of sexual abuse  

• Change in usual behaviour for no apparent reason  

• Sudden confusion, wetting or soiling  

• Withdrawal or choosing to spend most time alone  

• Overt sexual behaviour or language  

• Disturbed sleep pattern and poor concentration  

• Difficulty walking or sitting  

• Torn, stained or bloody underclothes  

• Pain, itching, bruising or bleeding in the genital area  

• Frequent infections  

• Severe upset when being bathed, dressed, undressed or medically 

examined  

• Pregnancy in a person not able to consent  
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Possible indicators of psychological abuse  

• Ambivalence about carer  

• Fearfulness, flinching or avoiding looking at the carer  

• Deference  

• Overtly affectionate behaviour to alleged source of risk  

• Insomnia or need for excessive sleep  

• Change in appetite or weight  

• Tearfulness  

• Unexplained paranoia  

• Low self-esteem  

• Excessive fears  

• Confusion or agitation  

 

Possible indicators of financial abuse  

• Unexplained inability to pay bills  

• Unexplained withdrawal of money  

• Lack of belongings or services which the person can afford  

• Unusual interest by others in the person’s assets  

• Power of Attorney obtained when the adult at risk cannot understand the 

document  

• Recent change of deeds or title of property  

• Financial manager is evasive or uncooperative  

• High expenditure without evidence of benefit  

• Personal items going missing  

• Unreasonable or inappropriate gifts  

 

Possible indicators of modern slavery  

• Marked isolation from the community  

• Being under the control and influence of others  

• Restricted freedom of movement  

• Unusual travel times  

• Unfamiliarity with local neighbourhood  

• Signs of physical or psychological abuse  

• Poor living conditions or working and living at the same address  

• Few personal effects or identification documents  

• Reluctance to seek help  

• Fear of law enforcement  

 

Possible indicators of discriminatory abuse  

• Hate mail  

• Verbal or physical abuse in public places or residential settings  

• Criminal damage to property  

• Target of distraction burglary or bogus officials  
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• Discriminatory abuse may manifest as physical abuse, sexual abuse, 

financial abuse, neglect or psychological abuse  

 

Possible indicators of organisational abuse  

• Institutional practices that cause harm to adults at risk  

• Enforced schedules, restrictions on freedom or control of finances  

• Lack of adequate clothing, poor personal hygiene, lack of stimulating 

activities or low quality diet  

• Judgements should be made with advice from appropriate 

professionals and regulatory bodies  

 

Possible indicators of neglect  

• Poor condition of accommodation  

• Inadequate heating or lighting  

• Poor physical condition such as ulcers or pressure sores  

• Unclean or wet clothing  

• Malnutrition  

• Failure to give medication or medical care  

• Failure to ensure privacy and dignity  

• Inconsistent or reluctant contact with health and social agencies  

• Refusal of access to callers or visitors  

 

Wilful neglect and ill-treatment  

• Indicators of other abuse may also indicate wilful neglect or ill treatment if 

the adult at risk lacks mental capacity to make relevant decisions  

 

Possible indicators of self-neglect  

• Living in grossly unsanitary conditions  

• Inadequate self-grooming, personal care or clothing  

• Untreated illness, disease or injury  

• Malnutrition or dehydration likely to severely impair health  

• Severely hazardous living conditions  

• Managing assets in a way likely to cause substantial damage or loss  

 

Radicalisation  

• Increasing time in the company of suspected extremists  

• Changing style of dress or appearance to accord with a group  

• Behaviour increasingly centred around an extremist ideology, group or 

cause  

• Loss of interest in other friends and activities not associated with the 

extremist ideology, group or cause  

• Possession of material or symbols associated with an extremist cause  

• Attempts to recruit others to the group, cause or ideology  
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• Communications with others that suggest identification with a 

group, cause or ideology  

• Clearly identifying another group as threatening what they stand for and 

blaming that group for social or political ills  

• Using insulting or derogatory names or labels for another group  

• Speaking about the imminence of harm from another group and the 

importance of action now  

• Expressing attitudes that justify offending on behalf of the group, cause or 

ideology  

• Condoning or supporting violence or harm towards others  

• Plotting or conspiring with others  

• Having a history of violence or using criminal networks to support 

extremist goals  

• Having occupational skills or technical expertise that could enable acts of 

terrorism  

NB. The examples above are not exhaustive and vulnerability may 

manifest itself in other ways. There is no single route to terrorism and no 

simple profile of those who become involved.The Safeguarding lead may 

make referrals in accordance with Prevent duty - Norfolk Schools and Learning 

Providers - Norfolk County Council or Prevent duty— Suffolk Safeguarding 

Partnership and may represent GLT at Channel meetings as required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.schools.norfolk.gov.uk/29603
https://www.schools.norfolk.gov.uk/29603
https://www.suffolksp.org.uk/prevent
https://www.suffolksp.org.uk/prevent
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Appendix 2      Safeguarding Process Maps 

Suffolk - Children, Young People and Vulnerable Adults 

 
      CYP Portal - Suffolk County Council                  Adult Portal - Suffolk County Council 
 
 

 
 

Safeguarding concern 
identified/suspected

Discuss the concern with the ppt 
at risk and gather their views of 
what they would like to happen

If there is an immediate safeguarding 
emergency dial 999 and register 

information on Beacon. If CYP - contact 
school/other commissioner/ key contact 

without delay.

If the concern relates to an adult causing 
harm to a CYP they are working with 

contact LADO on 0300 123 2044

If it’s a safeguarding concern but 
not an immediate emergency, 
speak with your safeguarding 

lead and register information on 
Beacon. If CYP - Inform school or 

commissioner

If further advice is needed, 
phone the Multi-agency 

Safeguarding hub (MASH) 03456 
061499 or Customer First if out 

of hours 0808 8004005

If a referral is required, you will 
need to complete a Multi-agency 

Referral Form (MARF) via the 
Suffolk Safeguarding Adult or 

Children & Young People (CYP) 
portal.

Upload a copy of your referral to 
Beacon and destroy any referral 

data from your device

Following a referral you might be 
contacted with feedback or 

further information. All detail 
should be logged on Beacon

https://www.suffolk.gov.uk/children-families-and-learning/children-and-young-peoples-portals/children-and-young-peoples-portal
https://www.suffolk.gov.uk/care-and-support-for-adults/how-social-care-can-help/suffolk-adult-care-portal
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Safeguarding Process Map Norfolk - Children, Young People and 

Vulnerable Adults 

Portal - CYP Norfolk County Council 
Portal - Adult Norfolk County Council

  

Safeguarding concern 
identified or suspected

Discuss the concern with the 
ppt at risk where safe and 

appropriate and gather their 
views of what they would like 

to happen

If there is an immediate safeguarding 
emergency dial 999 and register 
information on Beacon. If CYP -

contact school, commissioner or key 
contact without delay.

If the concern relates to an adult 
causing harm to a CYP they are 

working with, call the LADO duty 
desk on 01603 307797.

If it’s a safeguarding concern but not 
an immediate emergency, speak 
with your safeguarding lead and 
register information on Beacon. If 

CYP - Inform school, commissioner or  
key contact. If  CYP is home educated 

use the following route. 
www.schools.norfolk.gov.uk/article/
29759/Services-to-home-educators

If further advice is needed, 
phone the Norfolk County 

Council – Social Care 
Safeguarding for adults - 0344 
800 8020 or for children 0344 

800 8021

If an adult referral is required, you 
will need to complete a Multi-agency 

Referral Form via the Norfolk  
County Council Safeguarding Portal.  

For a CYP referral ring Children's 
advice and Duty Service 0344 800 
8021 as written referrals are not 

accepted.

Upload a copy of your MASH 
referral to Beacon and destroy 

any referral data from your 
device

Following a referral you may 
be contacted for feedback or 
further information. All detail 
should be logged on Beacon

https://communitydirectory.norfolk.gov.uk/Services/8938/Children-s-Advice-an
https://www.norfolk.gov.uk/42510
https://www.norfolk.gov.uk/42510
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fnorfolklscp.org.uk%2Fmedia%2Fo3dp3btx%2Fnorfolk-lado-consultation-referral-form-blank-2025.doc&wdOrigin=BROWSELINK
https://www.schools.norfolk.gov.uk/article/29759/Services-to-home-educators
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APPENDIX 3: Useful contacts and GLT-specific safeguarding contexts 

Contact  Details  

Emergency services  999  

Police non-emergency  101  

Norfolk CADS children  0344 800 8021  

Norfolk adult safeguarding  0344 800 8020  

Emergency Services  999  

Police non-emergency  101  

Norfolk CADS  0344 800 8021  

Norfolk LADO  lado@norfolk.gov.uk  

Suffolk MASH Professional 
Consultation Line  

03456 061499  

Suffolk Customer First out of 
hours  

0808 800 4005  

Suffolk LADO  0300 123 2044 and lado@suffolk.gov.uk  

Charity Commission 
whistleblowing  

whistleblowing@charitycommission.gov.uk 
and 0800 055 7214  

CQC where relevant  enquiries@cqc.org.uk and 03000 616161  

 

Appendix 4: Welfare or Safeguarding Decision Guide 

This guide supports staff where concerns sit in the grey area between welfare 

and safeguarding. It does not replace discussion with a DSL.  

Welfare Unsure Safeguarding 

What support might this 
person need? Record 

helpful welfare actions 
on Beacon where  

appropriate and  
monitor changes. 
Discuss with line 

manager where 
needed.  

Pause, record and 
consult a DSL. Consider 

what you have 
seen, heard or been 

told. Consider whether 
there are patterns, 
changes, risk factors or 

gaps in information.  

Could somebody be 
experiencing harm, 

abuse, neglect or 
exploitation? Seek DSL 

advice without delay 
and follow the relevant 
Norfolk or Suffolk 

pathway. If immediate 
danger, call 999. 

 

Appendix 5: Professional Curiosity Prompts 

• What have I seen, heard or been told that is causing concern?  

• Is there a change in behaviour, attendance, appearance, 

mood, engagement or presentation?  

• Does the explanation fit the situation, injury, behaviour or disclosure?  

• Is the person being influenced, controlled, coerced, exploited or prevented 

from speaking freely?  

• Are there signs of domestic abuse, exploitation, neglect, online harm, self-

neglect or mental health crisis?  
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• Does this concern link to previous information held on Beacon?  

• Who else needs to know and what needs recording?  

• Would I be comfortable explaining why I did not seek safeguarding advice?  

• Is there an immediate risk that needs urgent action? . 

 

Appendix 6: Beacon Recording Guidance 

All safeguarding and welfare concerns must be recorded clearly, factually and 
on the same working day wherever possible. Records should support continuity, 
decision making, accountability and effective partnership working.  

 
• Record the exact words used where a disclosure has been made  

• Avoid opinion, assumptions or diagnostic language unless clearly attributed 

to a professional source  

• Record date, time, location, who was present and what happened  

• Record immediate safety actions taken  

• Record who was consulted, including DSL, manager, MASH or emergency 

services  

• Record the participant’s views and wishes where safe and appropriate  

• Record any referral made and upload relevant referral confirmation or 

correspondence where appropriate  

• Record follow-up actions, review dates and any changes to risk assessment 

or support plan  

• Do not store referral documents or sensitive information on personal 

devices. Upload to Beacon or secure GLT systems and delete local copies . 

 

Appendix 7: Missing or Absconding Participant Guidance  
 

This appendix should be read alongside any GLT woodland absconding risk 

assessment, site risk assessment and individual participant risk assessment or 
support plan.  
 

• Assess immediate risk. Consider age, vulnerability, mental capacity, 

weather, site hazards, water, roads, emotional state, known triggers and 

known absconding history  

• Alert the session lead and DSL or manager as soon as possible  

• Do not leave remaining participants unsupervised while searching  

• Search agreed immediate areas only where safe to do so and within site 

procedures  

• Contact emergency services on 999 if the person is at immediate risk, 

cannot be located, is a child, is an adult at risk or there are concerns about 

exploitation, mental health crisis, self-harm, traffic, water or other 

significant hazards  
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• Contact parent, carer, school, commissioner or key contact where this 

forms part of the agreed plan or is needed to safeguard the person  

• Record the incident, actions, times, who was contacted and outcome on 

Beacon  

• Review the individual risk assessment, session plan, staffing levels and site 
arrangements before the participant returns to activity where appropriate . 

 
Appendix 8: Tool Use and Practical Activity Safeguarding 
Considerations  
 

Tool use and practical conservation tasks are core to GLT programmes and can 

be positive, confidence building and therapeutic. They must be planned and 

supervised in a way that supports safeguarding, inclusion and health and 

safety.  

• Ensure participant suitability, consent, supervision ratio and individual 

needs are considered before tool use  

• Use the least restrictive safe approach while recognising where enhanced 

supervision or alternative activity is needed  

• Consider how trauma history, impulsivity, distress, substance misuse, 

mental health, neurodiversity, fatigue or peer dynamics may affect safe 

participation  

• Maintain clear boundaries around who gives instructions, who supervises 

and who may use specific tools  

• Make sure tools are counted out and back in and stored safely during and 

after the activity  

• Treat unsafe tool behaviour as both a health and safety matter and a 

potential safeguarding or welfare indicator where appropriate  

• Record concerns on Beacon where tool use behaviour suggests distress, risk 

to self or others, coercion, threats, intimidation or unmet support needs  

• Review the activity risk assessment and individual support plan following 

any incident or near miss . 

 


