
 

Date Approved: 10th June 2026 1 Date of Review: 10th June 2028 

Light Project Peterborough 

Safeguarding Adults and Children at Risk Policy 

Contents 

1. Policy Statement 3 

2. Purpose 3 

3. Scope 3 

4. Definitions 4 

5. Safeguarding Principles 4 

6. Roles and Responsibilities 5 

7. Recognising Abuse and Neglect 6 

8. Responding to Safeguarding Concerns 6 

9. Allegations Against Staff, Volunteers or Trustees 7 

10. Information Sharing and Confidentiality 8 

11. Record Keeping 8 

12. Safer Recruitment 8 

13. Training and Awareness 9 

14. Professional Boundaries and Code of Conduct 9 

15. Online and Digital Safeguarding 9 



 

Date Approved: 10th June 2026 2 Date of Review: 10th June 2028 

16. Lone Working and Safeguarding 10 

17. Partnership Working 10 

18. Serious Incident Reporting 10 

19. Monitoring and Review 11 

20. Legal Requirements 11 

      APPENDIX ONE - SAFEGUARDING INCIDENT REPORTING FORM 12 

      APPENDIX TWO - SAFEGUARDING REPORTING FLOWCHART 17 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Date Approved: 10th June 2026 3 Date of Review: 10th June 2028 

1. Policy Statement 

Light Project Peterborough (LPP) is committed to safeguarding and promoting the 

welfare of children and adults at risk. 

We believe that everyone has the right to live free from abuse, neglect, exploitation, 

discrimination and harm regardless of age, disability, gender reassignment, marriage 

and civil partnership status, pregnancy and maternity, race, religion or belief, sex or 

sexual orientation. 

LPP recognises that safeguarding is everyone's responsibility and is committed to 

creating and maintaining a safe culture throughout the organisation. 

We will take all reasonable steps to prevent harm, respond appropriately to concerns 

and work collaboratively with statutory and partner agencies to protect those at risk. 

2. Purpose 

The purpose of this policy is to: 

• Protect children and adults at risk who come into contact with LPP services and 

activities. 

• Provide clear guidance for trustees, staff, volunteers and partners. 

• Promote a culture of safeguarding across all areas of the organisation. 

• Ensure concerns are identified, reported and managed appropriately. 

• Comply with legal, regulatory and contractual safeguarding requirements. 

 

3. Scope 

This policy applies to: 

• Trustees. 

• Employees. 

• Volunteers. 

• Contractors and Consultants. 

• Agency Workers. 

• Students and placements. 

• Partner organisations working on behalf of LPP. 

• Anyone representing LPP in any capacity. 

 

This policy applies to all LPP activities, whether delivered in person, online, by telephone, 

in the community, within partner venues or at LPP premises. 
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4. Definitions 

Child - A child is any person under the age of 18 years. 

Adult at Risk - An adult at risk is a person aged 18 years or over who: 

• Has needs for care and support; and 

• Is experiencing, or is at risk of, abuse or neglect; and 

• As a result of those needs is unable to protect themselves. 

 

Abuse - Abuse may be: 

 

• Physical. 

• Emotional or psychological. 

• Sexual. 

• Financial or material. 

• Neglect and acts of omission. 

• Domestic abuse. 

• Discriminatory abuse. 

• Organisational abuse. 

• Self-neglect. 

• Modern slavery. 

• Human trafficking. 

• Radicalisation and extremism. 

• Online or digital abuse. 

• Criminal exploitation. 

• Sexual exploitation. 

• County lines exploitation. 

• Cuckooing. 

 

5. Safeguarding Principles 

LPP is committed to the following principles: 

• The welfare of the child or adult at risk is paramount. 

• Safeguarding is everyone's responsibility. 

• Concerns will be taken seriously and acted upon promptly. 

• Individuals will be treated with dignity and respect. 

• Information will be shared appropriately where necessary to protect individuals. 

• Partnership working is essential to effective safeguarding. 

• Learning from incidents and concerns will improve safeguarding practice. 
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6. Roles and Responsibilities 

Board of Trustees 

The Board of Trustees has ultimate responsibility for safeguarding governance and 

oversight. Trustees will: 

• Ensure appropriate safeguarding policies are maintained. 

• Monitor safeguarding performance. 

• Review safeguarding incidents and trends. 

• Ensure sufficient resources are available. 

• Promote a positive safeguarding culture. 

 

Lead Trustee for Safeguarding - The Lead Trustee for Safeguarding provides strategic 

oversight and support regarding safeguarding matters. 

 

Lead Trustee for Safeguarding: 

 

Sheila Bucknell 

07515 375115 

sheilabucknell@gmail.com 

 

Designated Safeguarding Lead (DSL) - The Designated Safeguarding Lead is responsible 

for: 

 

• Receiving safeguarding concerns. 

• Making referrals where appropriate. 

• Liaising with statutory agencies. 

• Maintaining safeguarding records. 

• Supporting staff and volunteers. 

• Delivering safeguarding advice. 

• Reporting safeguarding activity to Trustees. 

 

Designated Safeguarding Lead: 

 

Steven Pettican 

07758 915290 

ceo@lightprojectpeterborough.org.uk 

 

Managers - Managers are responsible for: 

 

• Promoting safeguarding awareness. 

• Supporting staff and volunteers. 

• Escalating concerns promptly. 

mailto:sheilabucknell@gmail.com
mailto:ceo@lightprojectpeterborough.org.uk
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• Ensuring compliance with this policy. 

 

Employees and Volunteers - All employees and volunteers are responsible for: 

• Reading and understanding this policy. 

• Attending required training. 

• Reporting concerns immediately. 

• Maintaining professional boundaries. 

• Acting in the best interests of those we support. 

 

IMPORTANT REMINDERS 

 

• Safeguarding is everyone's responsibility. 

• Never investigate safeguarding concerns yourself. 

• Never delay reporting concerns. 

• Always record facts promptly. 

• If in doubt, report it. 

 

Emergency Services: 999 

Police non-emergency: 101 

NHS non-emergency: 111 

 

7. Recognising Abuse and Neglect 

Possible indicators of abuse may include: 

• Unexplained injuries. 

• Sudden changes in behaviour. 

• Fearfulness or anxiety. 

• Withdrawal from normal activities. 

• Poor hygiene. 

• Malnutrition. 

• Financial difficulties or unexplained transactions. 

• Sexualised behaviour. 

• Disclosure of abuse. 

• Signs of coercion or control. 

• Evidence of exploitation. 

 

The presence of one indicator does not necessarily confirm abuse, but concerns should 

always be explored appropriately. 

8. Responding to Safeguarding Concerns 

Any safeguarding concern, disclosure or allegation must be taken seriously. 
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Where Immediate Danger Exists: 

• Call 999 immediately. 

• Take reasonable steps to ensure safety. 

• Inform the DSL as soon as possible. 

 

Non-Emergency Concerns 

Where there is no immediate risk: 

• Listen carefully. 

• Remain calm. 

• Reassure the individual. 

• Do not promise confidentiality. 

• Do not investigate. 

• Record factual information. 

• Report immediately to the DSL. 

 

All concerns should be recorded as soon as possible and normally within 24 hours. 

The DSL will determine whether referral to Children's Services, Adult Social Care, Police 

or another agency is required. 

9. Allegations Against Staff, Volunteers or Trustees 

Any allegation involving a trustee, employee or volunteer must be reported immediately 

to the CEO and Lead Trustee for Safeguarding. 

Where appropriate, referrals may be made to: 

• Local Authority Designated Officer (LADO). 

• Adult Safeguarding Team. 

• Police. 

• Disclosure and Barring Service (DBS). 

• Charity Commission. 

 

Protective measures may include: 

• Increased supervision. 

• Temporary redeployment. 

• Suspension pending investigation. 

 

Any action taken will be proportionate and in accordance with employment law and LPP 

policies. 
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10. Information Sharing and Confidentiality 

LPP recognises the importance of confidentiality. 

However, safeguarding concerns may require information sharing without consent 

where necessary to: 

• Prevent harm. 

• Protect life. 

• Comply with legal obligations. 

 

Information sharing decisions will be guided by: 

• Data Protection Act 2018. 

• UK GDPR. 

• Information Sharing Guidance for Practitioners. 

 

Information will only be shared on a need-to-know basis. 

 

11. Record Keeping 

Accurate safeguarding records are essential. 

Records must: 

• Be factual. 

• Be contemporaneous. 

• Distinguish facts from opinion. 

• Be signed and dated. 

• Be stored securely. 

• Be accessible only to authorised personnel. 

 

Safeguarding records will be retained in accordance with LPP's Record Keeping Policy. 

12. Safer Recruitment 

LPP is committed to safer recruitment practices. 

These include: 

• Appropriate job descriptions. 

• Identity verification. 

• Right to work checks. 

• References. 
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• Enhanced DBS checks where required. 

• Risk assessments where disclosures are identified. 

• Safeguarding interview questions. 

• Probationary monitoring. 

• Safeguarding induction. 

 

13. Training and Awareness 

All trustees, employees and volunteers will receive safeguarding training appropriate to 

their role. 

Training requirements include: 

• Safeguarding induction. 

• Refresher training every two years. 

• Additional role-specific training where required. 

• Annual safeguarding updates. 

 

The DSL and Safeguarding Trustee will undertake enhanced safeguarding training. 

14. Professional Boundaries and Code of Conduct 

Representatives of LPP must: 

• Treat everyone with dignity and respect. 

• Maintain professional boundaries. 

• Avoid favouritism. 

• Avoid inappropriate relationships. 

• Avoid giving or receiving significant gifts. 

• Avoid personal financial arrangements with beneficiaries. 

• Use social media appropriately. 

• Report boundary concerns immediately. 

 

No employee or volunteer should place themselves in situations that could compromise 

their professional judgement or safeguarding responsibilities. 

15. Online and Digital Safeguarding 

LPP recognises safeguarding responsibilities extend to online environments. 

Staff and volunteers must: 

• Follow the Digital and Social Media Policy. 

• Use approved communication channels. 
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• Maintain professional online boundaries. 

• Obtain appropriate consent for photographs and recordings. 

• Report online safeguarding concerns. 

• Protect personal information. 

 

16. Lone Working and Safeguarding 

Safeguarding risks must be considered during lone working activities. 

Lone workers must: 

• Follow the Lone Worker Policy. 

• Undertake dynamic risk assessments. 

• Report safeguarding concerns immediately. 

• Withdraw from situations that present unacceptable risk. 

 

Managers must ensure safeguarding risks are considered within lone working risk 

assessments. 

17. Partnership Working 

LPP works alongside statutory agencies, churches, charities and community 

organisations. 

Where safeguarding concerns arise, LPP will work collaboratively with relevant agencies 

to ensure individuals receive appropriate protection and support. 

Safeguarding responsibilities remain with LPP when services are delivered through 

partnerships. 

18. Serious Incident Reporting 

The CEO, DSL and Trustees will consider whether safeguarding incidents meet the 

Charity Commission Serious Incident Reporting criteria. 

Examples may include: 

• Serious harm to a beneficiary. 

• Significant safeguarding failures. 

• Police investigations involving LPP services. 

• Serious allegations against staff, volunteers or trustees. 

• Matters attracting significant public interest. 

 

Where required, reports will be submitted promptly to the Charity Commission. 
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19. Monitoring and Review 

LPP will monitor safeguarding arrangements through: 

• Supervision sessions. 

• Training records. 

• Incident reviews. 

• Trustee oversight. 

• Audits and quality assurance activities. 

 

This policy will be reviewed every two years or sooner if legislation, guidance or 

organisational requirements change. 

20. Legal Requirements 

LPP is committed to compliance with all applicable legal and regulatory requirements 

relating to safeguarding, including: 

• Children Act 1989. 

• Children Act 2004. 

• Care Act 2014. 

• Working Together to Safeguard Children 2023. 

• Safeguarding Vulnerable Groups Act 2006. 

• Protection of Freedoms Act 2012. 

• Human Rights Act 1998. 

• Equality Act 2010. 

• Domestic Abuse Act 2021. 

• Data Protection Act 2018. 

• UK General Data Protection Regulation (UK GDPR). 

• Charity Commission Safeguarding Guidance. 

• Any other relevant legislation, guidance and regulatory requirements. 
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APPENDIX ONE - SAFEGUARDING INCIDENT REPORTING FORM 

This form should be completed as soon as possible following a safeguarding concern, 

disclosure, allegation or incident and submitted to the Designated Safeguarding Lead 

(DSL). 

Section A – Person Completing Report 

Name: 

Job Title / Role: 

Project / Service: 

Date Report Completed: 

Contact Number: 

Email Address: 

Section B – Person at Risk 

Name: 

Date of Birth (if known): 

Age: 

Address (if known): 

Telephone Number (if known): 

Is the individual: 

☐ Child (under 18) 

☐ Adult at Risk 

☐ Unknown 

Section C – Details of Concern 

Date Incident / Concern Occurred: 

Time: 
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Location: 

Type of Concern (tick all applicable): 

☐ Physical Abuse 

☐ Emotional Abuse 

☐ Sexual Abuse 

☐ Neglect 

☐ Financial Abuse 

☐ Domestic Abuse 

☐ Self-Neglect 

☐ Discriminatory Abuse 

☐ Modern Slavery 

☐ Criminal Exploitation 

☐ Sexual Exploitation 

☐ Online Abuse 

☐ Radicalisation 

☐ Other 

Please provide a factual account of what was seen, heard, reported or disclosed. 

Include: 

• Who was involved. 

• What happened. 

• When it happened. 

• Where it happened. 

• Any witnesses. 

• Exact words used where possible. 
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Incident Details: 

 

 

 

 

 

Section D – Immediate Action Taken 

Please record any immediate action taken. 

Examples: 

• Emergency services contacted. 

• First aid provided. 

• Manager informed. 

• Individual moved to safety. 

 

Action Taken: 

 

 

 

Section E – Alleged Person Responsible (if known) 

Name: 

Relationship to Individual: 

Address (if known): 

Any immediate risk identified? 

☐ Yes 

☐ No 
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Details: 

 

 

Section F – Reporting and Referral 

Date Reported to DSL: 

Time: 

Name of DSL: 

Referral Made To: 

☐ Children's Services 

☐ Adult Social Care 

☐ Police 

☐ LADO 

☐ DBS 

☐ Other 

Reference Number (if provided): 

 

Section G – Signature 

I confirm that the information recorded is accurate and based on my observations, 

information provided to me, or actions taken. 

Signed: 

Date: 

DSL Review 

Received By: 
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Date: 

Action Required: 

 

 

Case Closed: 

☐ Yes 

☐ No 

Date Closed: 
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APPENDIX TWO - SAFEGUARDING REPORTING FLOWCHART 


