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1. Purpose and commitment
Inkberrow Community Centre CIO is committed to providing a safe, welcoming and respectful environment for everyone who uses, visits, works in or hires the Hall.. Safeguarding is everyone’s responsibility. The CIO will take reasonable steps to protect children, young people, adults at risk, trustees, staff, volunteers, contractors, hirers and members of the public from harm, abuse, neglect, exploitation, bullying, harassment and discrimination.
This policy sets out how safeguarding concerns must be recognised, recorded, reported and managed. It should be read alongside the CIO’s hire agreement, health and safety arrangements, complaints procedure, code of conduct, data protection arrangements, whistleblowing procedure and any safer recruitment procedures.
2. Scope
This policy applies to all trustees, staff, contractors, regular users and hirers of Inkberrow Village Hall. It applies to activities delivered on behalf of the CIO, and activities taking place in the Hall under a hire agreement.
Where a hirer runs their own activity, club, class, event or service, the hirer is responsible for safeguarding arrangements for that activity. The CIO will require hirers whose activities involve children, young people or adults at risk to confirm that they have appropriate safeguarding arrangements in place.
3. Definitions
Child or young person: anyone under the age of 18.
Adult at risk: an adult aged 18 or over who has care and support needs, is experiencing or at risk of abuse or neglect, and, because of those needs, is unable to protect themselves from the risk or experience of abuse or neglect.
Safeguarding: the action taken to promote welfare and protect people from harm, including preventing and responding to abuse, neglect, exploitation and unsafe practice.
4. Principles
· Everyone has the right to live free from abuse, neglect and harm.
· The welfare of children is paramount.
· Adults have the right to make their own choices unless there is a legal or safeguarding reason to act without consent.
· Concerns must be taken seriously, responded to promptly and recorded accurately.
· Information will be shared only with those who need to know, except where sharing is necessary to prevent harm, protect a child or adult at risk, or comply with the law.
· The CIO will promote a culture where people feel able to raise concerns without fear of blame or retaliation.
5. Roles and responsibilities
Trustees have overall responsibility for safeguarding governance. They must ensure that proportionate policies, procedures, risk assessments, reporting routes, training and review arrangements are in place and that serious safeguarding incidents are reported to the relevant authorities and, where required, to the Charity Commission.
The Designated Safeguarding Lead is responsible for receiving safeguarding concerns, advising trustees, keeping secure records, making referrals to statutory agencies where appropriate, supporting safe practice and ensuring that safeguarding procedures remain up to date.
Staff and contractors must follow this policy, act within safe conduct expectations, report concerns promptly, cooperate with safeguarding enquiries and complete any safeguarding training required for their role.
Hirers must manage safeguarding for their own activities and events. Hirers must comply with the Village Hall hire terms, supervise participants appropriately, ensure that children and adults at risk are protected, report any safeguarding concern arising at the hall and provide evidence of their own safeguarding policy and insurance where requested.
6. Recognising safeguarding concerns
Safeguarding concerns may include, but are not limited to, physical, emotional, sexual or financial abuse; neglect; self-neglect; bullying or harassment; discriminatory abuse; domestic abuse; modern slavery; exploitation; inappropriate relationships; unsafe supervision; online abuse; radicalisation; and any behaviour that places a child or adult at risk of harm.
A concern may arise because someone discloses information, a person is seen to be harmed or distressed, an allegation is made about another person’s behaviour, unsafe practice is observed, or information is received from a hirer, visitor, parent, carer, agency or member of the public.
7. What to do if there is an immediate risk
If anyone is in immediate danger, requires urgent medical help, or a crime is in progress, call 999. Do not delay urgent action while trying to contact the Designated Safeguarding Lead. Once emergency action has been taken, inform the Designated Safeguarding Lead as soon as possible and make a written record.
8. Reporting procedure
1. Listen carefully, stay calm and take the concern seriously.
2. Reassure the person that they have done the right thing by speaking up, but do not promise confidentiality.
3. Do not investigate, interview witnesses, ask leading questions or confront the person alleged to have caused harm.
4. Write down the facts as soon as possible, using the person’s own words where relevant. Record the date, time, place, people involved, what was seen or said, and any action taken.
5. Report the concern to the Designated Safeguarding Lead immediately, or to the Deputy Safeguarding Lead if the Designated Safeguarding Lead is unavailable.
6. If the concern is about the Designated Safeguarding Lead, report it to the Trustee Safeguarding Lead or Chair of Trustees.
7. The Designated Safeguarding Lead will decide, in consultation with trustees where appropriate, whether to contact Worcestershire Children’s Services, Worcestershire Adult Safeguarding, the police, the Local Authority Designated Officer, or another relevant agency.
9. Allegations or concerns about trustees, staff, contractors or hirers
Any allegation that a trustee, staff member, contractor, hirer or other adult connected with the Village Hall has harmed, may have harmed, or may pose a risk of harm to a child or adult at risk must be reported immediately to the Designated Safeguarding Lead, or Chair of Trustees. The person receiving the concern must not investigate it. The CIO will seek advice from the appropriate statutory safeguarding authority and will consider whether interim risk management steps are needed, such as restricting duties, access to the Centre or contact with children or adults at risk while advice is sought.
10. Hirers and users of the Village Hall
Before accepting or renewing a hire that involves children, young people or adults at risk, the CIO may require the hirer to confirm that they have appropriate safeguarding arrangements. This may include a safeguarding policy, named safeguarding contact, suitable supervision arrangements, relevant DBS checks where eligible, safer recruitment processes, public liability insurance and procedures for responding to concerns.
Hirers must ensure that activities are properly supervised, that children are not left unsupervised in public areas of the Village Hall, and that parents, carers or responsible adults know collection arrangements. Hirers must report to the CIO any safeguarding incident or concern that occurs on the premises or is connected with their use of the Hall.
11. Safe behaviour and code of conduct
· Treat everyone with dignity and respect.
· Maintain appropriate boundaries and avoid favouritism.
· Use respectful language and challenge bullying, harassment or discrimination.
· Avoid being alone with a child or adult at risk where this is not necessary or authorised.
· Do not use physical contact unless it is appropriate, necessary and proportionate.
· Do not take or share photographs, video or personal information without appropriate consent and a clear lawful purpose.
· Do not contact children or adults at risk through personal social media or private messaging unless this is part of an agreed, safe and authorised arrangement.
· Report unsafe practice or conduct concerns promptly.
12. Safer recruitment, checks and induction
The CIO will take a proportionate approach to safer recruitment for trustees and staff. This may include role descriptions, application information, identity checks, references, interview or discussion, declaration of relevant information, induction, probation or review, and DBS checks where the role is eligible. DBS checks will only be requested where lawful and appropriate to the role.
All trustees and staff must receive safeguarding information appropriate to their role, including how to recognise and report a safeguarding concern. People with specific safeguarding responsibilities must receive appropriate additional training.
13. Record keeping and confidentiality
Safeguarding records must be factual, dated, signed or attributed to the person making the record, and stored securely with access limited to those who need to know. Records must distinguish clearly between fact, observation, allegation and opinion. Information may be shared without consent where it is necessary to protect a child, adult at risk or another person from harm, to prevent or detect crime, or to comply with legal or regulatory duties.
14. Reporting serious incidents
The trustees will consider whether a safeguarding incident or allegation is a serious incident that must be reported to the Charity Commission. Reports to the Charity Commission do not replace referrals to the police, local authority safeguarding teams or other statutory agencies where those referrals are required.
15. Whistleblowing and complaints
Anyone who believes that a safeguarding concern has not been dealt with properly, or that unsafe practice is being ignored, should raise the matter with the Designated Safeguarding Lead or Chair of Trustees. If the concern remains unresolved or relates to those people, the person may contact the relevant statutory safeguarding authority, the police, the Charity Commission or another appropriate body.
16. Review and monitoring
This policy will be reviewed at least annually, and sooner if there is a safeguarding incident, a change in law or guidance, a change in the CIO’s activities, or a significant change in how the Centre is used. Trustees will monitor safeguarding arrangements through regular review of incidents, risks, training, hire arrangements and compliance with this policy.



