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1. Aim of policy 
 
1.1. The aim of this policy is to set out the duty to safeguard and promote the 

welfare of children, young people and vulnerable adults and how this will be 
implemented by Hockley Parish Council (the Council) in the discharge of its 
duties. 

 
1.2. Everyone, including children, young people and vulnerable adults, has the right 

not to be abused.  The Council recognise the need to ensure their welfare when 
they come into contact with the services we provide. 

 
1.3. This policy applies to all members of staff of the Council, all Council Members 

and all those organisations who have a working relationship with the Council. 
 
1.4. This policy will set out the: 

• Council’s approach to safeguarding; 

• ways in which the Council does this; 

• the steps taken to avoid abuse taking place; 

• the actions that will be taken by the Council to deal with abuse if it occurs. 
 
1.5 This Policy is to be used in conjunction with the following Hockley Parish Council policies: 
 

• Disclosure Barring Service (DBS) Procedure 

• Health & Safety Policy 

• General Data Protection Regulations (GDPR) 

• Code of Practice on handling complaints 

• Risk Management 
 

2. Scope of policy 
 
2.1 Safeguarding is everyone’s responsibility and all staff who, during the course of 

their employment have direct or indirect contact with children and vulnerable 
adults, have a responsibility to safeguard and promote the welfare of children 
and vulnerable adults. 

 
2.2 This is a joint policy as there are similarities in many of the actions needed to 

safeguard children and young people and to safeguard vulnerable adults. 

 
2.3 However, the Council recognises that there are also some distinct differences 

between these groups and these are reflected in this document. 
 
2.4 Children and young people are defined as those aged under 18. 
 
2.5 A vulnerable adult is someone aged 18 or over: 

• who is, or may be, in need of community care services due to age, illness 
or a mental or physical disability; 

• who is, or may be, unable to take care of himself/herself, or unable to 
protect himself/herself against significant harm or exploitation. 

 for example, a person who: 
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• is frail due to age; 

• is suffering from mental illness or dementia; 

• has drug or alcohol problems; 

• has a learning disability; 

• has mental or physical ill health or disability; 

• has sensory loss e.g. hearing/sight impairment. 

2.6 Vulnerability is related to how able an adult is to make and exercise their own 
informed choice, free from duress or undue influence, and to protect 
themselves from abuse, neglect and exploitation. 

 
2.7 An adult should be assumed to be covered by this policy unless there is 

information to indicate that they are not. 
 

3. Types of abuse 
 
3.1 There are seven identified categories of abuse. 

 
• Physical: causing physical harm, including hitting, shaking, biting, 

grabbing, withholding food or drink, force-feeding, wrongly administering 
medicine, unnecessary restraint, failing to provide physical care and aids 
to living; 

 
• Sexual: including sexual assault, rape, inappropriate touching/molesting, 

forcing or enticing someone into sexual acts they don't understand or feel 
powerless to refuse; grooming a child or young person in preparation for 
abuse; 

 
• Emotional or psychological: persistent emotional ill treatment or 

rejection, including verbal abuse, shouting, swearing, threatening 
abandonment or harm, isolating, taking away privacy or other rights, 
bullying/intimidation, blaming, belittling, silencing, controlling or 
humiliating; 

 
• Financial or material: illegal or improper use of an adult’s property, 

money or other assets without their informed consent or where the consent 
is obtained by fraud.  It can include withholding money or possessions, 
theft of money or property, fraud, intentionally mismanaging finances, 
borrowing money and not repaying; 

 
• Neglect: persistent or severe failure to meet a person’s basic physical and 

psychological needs.  It will result in serious impairment of their health or 
development, and can include withholding shelter, food, drink, heating and 
clothing, failing to provide access to health, social and educational services,  
ignoring physical care needs, exposing a person to unacceptable risk, failing 
to ensure adequate supervision or unresponsiveness  to  the  basic emotional  
needs of a child; 

 
• Discriminatory: including slurs, harassment and maltreatment due to a 

protected characteristic (Equality Act 2010); 
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• Institutional: including the use of systems and routines which neglect a 
person receiving formal care e.g. in a children’s home. 

4. Signs of abuse 
 
4.1 There are many possible signs of abuse, none being conclusive on their own. 
 

Examples include: 

• unexplained injury / weight loss / cuts and bruises / dirtiness; 

• changes in behaviour; 

• depression / low self-esteem; 

• lack of self-care / dehydration / abnormal eating pattern; 

• harm to self; 

• obsessive behaviour; 

• bills not being paid; 

• an overly critical or disrespectful carer who may bully or undermine; 

• isolation from usual network of friends, family or community. 
 

5. Safeguarding 
 
5.1 Safeguarding children from abuse and promoting their welfare means: 

• protecting children from maltreatment; 

• preventing impairment of children’s health or development; 

• ensuring children are growing up in circumstances consistent with the 
provision of safe and effective care; 

• taking action to enable all children to have the best outcomes. 
 
5.2 Safeguarding vulnerable adults means protecting them from maltreatment, and 

preventing injury or significant harm.  Abuse violates an adult’s human and civil 
rights. It can vary from treating someone with disrespect in a way which 
significantly affects the person's quality of life, to causing actual physical 
suffering. 

 
5.3 A safeguarding concern arises if abuse is suspected or disclosed.  Abuse can 

happen anywhere – at home, in a residential or nursing home, a hospital, in the 
workplace, at a day centre or educational establishment or in the street. 

 

6. Reporting safeguarding concerns 
 
6.1 We all have a responsibility to report any safeguarding concerns over the 

welfare of children, young people or vulnerable adults.  This extends to the 
identification of signs of abuse; poor practice by staff, councillors and others 
acting for or on behalf of the Council, and allegations brought to our attention by 
a member of the public.  Reporting safeguarding concerns can prevent serious 
abuse or harm from happening, or from escalating. 

 
6.2 Staff, councillors and volunteers must not attempt to investigate abuse 

themselves; neither must they confront anyone who is allegedly responsible for 
abuse nor tell them that allegations have been made about them. 
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6.3 The officer responsible for receipt of concerns and forwarding them on is the 

Clerk or in the absence of the Clerk, the person deputising for the Clerk or a 
senior officer. 

6.4 The Clerk will then report safeguarding allegations or concerns to Essex County 
Council’s Children’s or Adults Services at the earliest possible opportunity, and at 
least within 24 hours. 

 
6.5 Staff members should dial 999 if a child, young person or vulnerable adult may 

be in imminent danger or a criminal offence may have been committed. 
 
6.6 On reporting a concern as much factual information should be provided as 

possible. For example: 

• the child, young person or vulnerable adult’s name and address (and 
parents’/carers’ address if different); 

• the reason for concern – a note of significant events or conversations 
should be made as promptly as possible to assist with any referral and 
subsequent investigation.  Evidence such as texts or Facebook entries 
should be preserved; 

• any other known factors which may be contributing to the problem; 

• additional information such as age (or date of birth), ethnicity, religion, 
language and disabilities / specific needs. 

 
6.7 The safeguarding concern should still be reported whether or not the 

information is complete. 
 

7. Confidentiality, record keeping and sharing information 

 
7.1 Information about safeguarding concerns should be regarded as confidential. 

This information may also be shared in respect of any investigations by Essex 
County Council’s Children’s or Adults services, or the Police as applicable.  The 
Council will follow their advice to ensure that any risk to the safety of children, 
young people and vulnerable adults is addressed. 

 
7.2 Where a disclosure is made it is important that the staff member does not promise 

the child/young person/vulnerable adult to keep the information secret but says that 
they will only disclose it to someone who can help them. 

 
7.3 It is extremely important that allegations or concerns are not discussed, as any 

breach of confidentiality could be damaging to the child or vulnerable adult, their 
family and any child protection investigation that may follow. 

 

8. Use of video and photography 
 
8.1 It is not illegal to take photographs at a public event.  Data Protection legislation 

states that personal data is involved where individuals may be identified from 
photographs.  This means that data protection laws must be observed if 
photographs are taken and published exclusively in private areas. 
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8.2 The majority of occasions when people take photographs of children and young 
people are valid and do not provide any cause for concern.  Unfortunately, there 
are occasions when this is not the case and children and young people have 
been placed at higher risk of abuse through photography due to: 

• The collection and passing on of images which may be misused. 

• The identification of individual children to facilitate abuse. 

• The identification of children in vulnerable circumstances. 
 
8.3 When taking images at an event attended by large crowds, this is regarded as a 

public area and so permission is not required from everyone in a crowd shot. 
People in the foreground are also considered to be in a public area.  However, it 
is recommended that photographers address those within earshot, stating 
where the photograph may be published and giving them the opportunity to 
move away.  Consideration should also be given to displaying copies of the 
notice at Appendix D where possible. 

 
8.4 For Council managed and organised events: The taking of photographs and 

filming should be carefully managed.  There are six key points to consider: 

• Consent and permission. If the photograph/image is intended for publicity or 
any form of promotional use and where an individual can be easily identified 
consent must be obtained from the Parent / Carer or adult concerned. 
(Consent forms can be found at Appendix A). 

• Reason and purpose. Photographs should only be taken by an authorised 
person who has a suitable reason related to the child or adult (e.g. a 
parent) and the event. 

• Appropriateness of image. No images to be taken of children  which  
captures them in what are commonly understood as ‘non-public activities’ (for 
example changing clothes) or which show body parts not usually visible in 
public settings.  Images involving groups should be about the activity, not the 
individual. 

• Identification of subjects. Any photograph should not allow an 
unauthorised person to identify a child or their whereabouts. 

• Photography for Public Display.  Taking of publicity photographs is 
justifiable, but if this involves the press or media they should be informed of 
the Council’s policies prior to the event.  It is not illegal to take photographs at 
a public event but if the event is private then the Council can insist that its 
policy is followed. 

• Use of mobile phones and other media technologies. Mobile phones and 
tablets are easily used without the subject being aware and their main function 
is to transmit images to others or be retained by an authorised person as a 
keepsake.  Their use should be discouraged however the spread of this 
technology does make total bans difficult.  However, this is something to be 
aware of when hosting an event and staff / stewards should be trained to spot 
and manage any suspicious use. 
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9. Allegations against a Councillor of member of staff 
 
9.1 If someone witnesses behaviour by a councillor, member of staff, contractor or 

partner, or an allegation is made about them that indicates that they have, or 
may have: 

• harmed a child, young person or vulnerable adult, or put them at risk of harm; 

• possibly committed a criminal offence against or related to a child, young 
person or vulnerable adult; or 

• behaved in a way that indicates they may pose a risk of harm to children, 
young people or vulnerable adults. 

 
They must report it as a safeguarding concern to the Essex County Council’s 
Children’s or Adults Safeguarding Board at the earliest possible opportunity and if of 
immediate concern/emergency to the Police on 999. 

9.3 A councillor or member of staff must report any allegation made against them to 
the Clerk. 

 
9.4 Safeguarding concerns and allegations relating to staff will be dealt with in 

accordance with the Disciplinary Procedure (including in instances where the 
member of staff resigns or leaves).  However, investigations by the responsible 
authorities will take precedence over internal council procedures relating to 
conduct.  The Clerk will liaise with the responsible authorities to agree the 
appropriate course of action. 

 
9.5 The Clerk will seek advice from Essex County Council’s Children’s or Adults 

Safeguarding Board or Police prior to informing a member of staff of an allegation 
against them.  The Clerk or HR support will offer appropriate welfare support to 
the member of staff and ensure that they are kept appropriately informed during 
any investigation process. 

 
9.6 In accordance with the law, the Council will refer to the Disclosure and Barring 

Service (DBS) any member of staff: 

• who was dismissed because they harmed a child or adult; 

• who was dismissed or removed from working in a regulated activity 
because they might have harmed a child or adult otherwise; 

• who would have been dismissed for either of these reasons, but they 
resigned first; or 

• who works with children or vulnerable adults in regulated activity and has 
been cautioned or convicted for a relevant offence. 

9.2 To report a concern about a child contact the Children and Families Hub on 
0345 603 7627 or if out of hours, 0345 606 1212. 

 

To report a concern about a vulnerable adult contact the Essex Safeguarding 
Adults Board on 0345 603 7630. 
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9.7 Safeguarding concerns and allegations relating to councillors will be referred to 
the Clerk and dealt with in accordance with the Code of Conduct of Members of 
the Council. 

 

10. Recruitment and selection 
 
10.1 Criminal record checks will be made where the nature of the role necessitates. 
 
10.2 Roles that involve “regulated activities,” such as caring for, supervising or being 

in sole charge of children or vulnerable adults, require an Enhanced Disclosure 
and Barring Service (DBS) Check1.  This may include checking whether 
someone is included in the two DBS ‘barred lists’ of individuals who are 
unsuitable for working with children and adults.  DBS checks must be obtained 
for staff and volunteers undertaking these roles, and they will not be permitted to 
commence unaccompanied work until they have been received. 

 
10.3 The position of Councillor is not, in itself, a position named in the Rehabilitation 

of Offenders Act 1974 (Exceptions) Order 1975.  Therefore, there is no eligibility 
for a DBS certificate at a Standard or Enhanced level, solely on the basis of 
being a Councillor.  Councillors may attend community events, take surgeries, 
or visit local residents, have access to the general public including children, 
without the requirement for a Standard or Enhanced DBS certificate.  However, 
Councillors who decline the DBS check will need to complete the DBS check 
statement (Appendix C). 

 
10.4 An employer or volunteer manager is breaking the law if they knowingly employ 

someone in a regulated activity with a group from which they are barred2 from 
working. 

 
11. Hiring of facilities to groups for use with children, young people or vulnerable 

adults 

 
11.1 Hockley Parish Council will require the hirer to: 

 

• Have public liability insurance. 

• Have a suitable safeguarding children, young people and vulnerable adult’s policy 
and/or agree to work to the Hockley Parish Council’s policy and relevant 
guidance. 

• Organise appropriate adult/carer ratio to children, young persons and vulnerable 
adults in accordance with up to date regulations.  There should always be more 
than one adult for any group and at least one should be female.  Helpers under 
18 years old count as children and not adults in these ratios.   

• Ensure leaders make their members aware of the Hockley Parish Council’s Policy 
and ensure that it is followed whilst using Hockley Parish Council facilities. 

 
1 Guidance about regulated activity with children has been published by the Department for Education (DfE). 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 and at Appendix 
Information about regulated activity with adults is available from the Department of Health (DH). 
https://www.gov.uk/government/publications/new-disclosure-and-barring-services 
2 The barred lists allow the DBS to keep a record of people who are not permitted to work in a regulated activity with 
children and/or vulnerable adults. It is a criminal offence for a person to work  with a group from which they have been 
barred from working. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/new-disclosure-and-barring-services
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• Ensure leaders have valid enhanced DBS checks as appropriate and know where 
the first aid box is. 

• Do risk assessments for individual activities. 

 

12. Information and training 

 

12.1 Hockley Parish Council will ensure all employees and members have a basic understanding 
of safeguarding and will train staff and members to understand and recognise the various 
types of abuse and how to report such cases to the appropriate agencies3. 

 

13. External organisations licensed by or working with, for, or on behalf of the Council  

 
13.1 The Council works with and through a number of external organisations such as 

charities, contractors, other public sector bodies etc. 
 
13.2 Where these external organisations are likely to have significant contact with 

children, young people or vulnerable adults as a direct result of their work for, 
on behalf of, or in partnership with the Council, they are required to have 
safeguarding procedures, such as safe recruitment and selection processes, in 
place. 

 
13.3 They must be made aware of this policy and must provide the Council with a 

copy of their safeguarding procedure and where appropriate should sign the 
self declaration form. (Annex B). 

 
14. How to make a safeguarding adults alert/referral 

 

14.2  When a safeguarding concern is raised the adult social care help desk make an 
immediate decision.  If the person is in immediate danger the help desk will take 
immediate action to safeguard them with their agreement.  If they are in 
immediate danger and the help desk think they do not have capacity to 
understand the situation they will take action that they consider to be in the 
'Best Interest' of the individual and which is the least restrictive option to 
safeguard them.  If the help desk think they are NOT in immediate danger they 
will talk to the individual or meet with other professionals to decide how to 
proceed.  Someone will be identified to keep the individual informed of what is 
being done and why; this is likely to be their social worker. 

 

 
3 Further information about the appropriate training for those working with children can be found here  
https://www.escb.co.uk/learning-and-development/ 
Further information about the appropriate training for those working with vulnerable adults can be found here  
https://www.essexsab.org.uk/learning-development/ 

14.1 If you’re concerned about an adult possibly experiencing abuse or 
neglect, contact Essex County Council Adult’s Safeguarding Board on 
0345 603 7630 or complete the SETSAF form available from 
https://www.essexsab.org.uk/professionals/reporting-concerns/.  If you 
think someone is breaking the law, call the police on 101 or, in an 
emergency call 999. 

https://www.escb.co.uk/learning-and-development/
https://www.essexsab.org.uk/learning-development/
https://www.essexsab.org.uk/professionals/reporting-concerns/
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15. How to make a safeguarding children and young people alert/referral 

 
 

16. Designated safeguarding lead  
 
16.1.  A Designated Safeguarding Lead is the person who has responsibility for ensuring a 

company’s safeguarding policy is adhered to.  The Clerk to the Council’s designated 
safeguarding lead. 

 

17. Review 

 
17.1 This Policy and these Procedures will be regularly monitored and reviewed: 
 

• In accordance with changes in legislation and guidance on the protection of 
children and vulnerable adults or any changes within Hockley Parish Council.  

• Following any issues or concerns raised about the protection of children and 
vulnerable adults within Hockley Parish Council. 

• In all other circumstances, at least annually. 
  

15.1 In an emergency or if there is an immediate issue of safety always call 
999. 

 

15.2 To report a concern about a child contact the Children and Families Hub on 
0345 603 7627 or if out of hours, 0345 606 1212. 

 

15.3 To report a concern about a vulnerable adult contact the Essex Safeguarding 
Adults Board on 0345 603 7630.  



 

 
APPENDIX A 

 
 
 

Hockley Parish Council takes the publication and distribution of personal information 
(including images) very seriously.  We would never knowingly use an image of your child 
without your prior consent.  We would be grateful if you could give us your consent to your 
child being photographed or filmed by completing your contact details and signing below. 
These images will be used in order to promote the work of the Council and its partners 
with the public through the mediums of advertising, marketing, public relations and digital 
communications.  This may also result in images being issued to the Media/Press for 
publicity purposes only.  The Media may print the details of your child’s first name, 
surname and/or school/club/activity which the photograph has been taken to promote. 

 

Hockley Parish Council will take all steps to ensure images taken are used solely for the 
purposes they are intended.  If you become aware that the images which you consented to 
are being used inappropriately you should inform the Clerk immediately. 

 

Consent Information: 
To be completed by Parent/Guardian/carer (please tick boxes below): 

 

☐ 

I consent to the Council photographing or filming the named 
person: 

  

Individual’s Name: Age:  

 
☐ 

I understand that photographs / filming taken will be used to 
promote the work of the Council through various mediums of 
marketing and communications and may be featured in the 
media. 

Yes No 

☐ ☐ 

 
☐ 

I also consent for the photographs / filming to be used in 
digital communications e.g. social media sites and websites 
run by Hockley Parish Council. 

Yes No 

☐ ☐ 

☐ I can confirm that I have read and agree to the above guidance. 

☐ 
I understand that I can withdraw consent for both the use of images and/or the 
use of my personal data at any time by contacting Hockley Parish Council 
(enquiries@hockley-essex.gov.uk) 

 

Signature of Parent/Guardian/carer: 
 

Print Name of Parent/Guardian/carer: 
 

Date: 
 

 
HOCKLEY PARISH COUNCIL USE ONLY 

Date photo/video/audio was taken 
 

Event 
 

Venue/Location 
 

Photographer 
 

Further information on how we process your data can be obtained on our website: www.hockley-essex.gov.uk 

Photography/Video/Audio Consent Form 

Using Images of Children or Vulnerable Adults 

 

 
 

mailto:enquiries@hockley-essex.gov.uk
http://www.hockley-essex.gov.uk/


 

APPENDIX B 
 

 

Self Declaration for Contractors Engaged in Work 
on Behalf of Hockley Parish Council 

 

 

 
 

 

This form is to be completed by contractors likely to have contact with 
children or vulnerable adults 

 

Name of 
Contractor 

 

 
I have read and understood Hockley Parish Council’s Safeguarding Policy 
and agree to abide by the procedures set out in the document. 

 
I confirm that I/we hold a current Safeguarding policy for children, young 
people and vulnerable adults that is available on request. (delete as 
appropriate). 

 

I confirm that all workers engaged by the above named contractor and who 
are likely to come in to contact with children have been subject to the 
appropriate level of DBS check as defined by the Disclosure and Barring 
Service guidance. 

 

Signature 
 

 

Print Name 
 

 

Position 
 

 

Date 
 



 

APPENDIX C 
 
 

DBS check statement for Hockley Parish Council Members 
For members who decline a DBS check 

 

 

 

 
Full Name 

 

 
 

Address 

 

 

 

 

 

 

 

 

 

 

 

I,              
  

(Full name) 

 

decline the request from Hockley Parish Council to undertake a Disclosure Barring Service 
(DBS) check on me as part of my role as a member of Hockley Parish Council. 

 

I agree that I will not undertake any role in my capacity as a member of Hockley Parish 
Council that would bring me into close unsupervised contact with children, young people or 
vulnerable adults.  

 

 
 
 
 
 

 
Signed: 

  
Date: 

 



 

APPENDIX D 
 

PHOTOGRAPHS AND/OR VIDEO WILL BE 
TAKEN AT TODAY’S EVENT. 

By taking part in this event you grant the event organisers full rights to 
use the images resulting from the photography/video filming, and any 
reproductions or adaptations of the images for fundraising, publicity or 
other purposes to help achieve the Council’s aims.  This might include 
(but is not limited to), the right to use them in their printed and online 
publicity, social media, press releases and funding applications. 
 
Images/footage will be stored securely and will not be kept for longer than 
they are needed for the purposes listed above. 
 
If you would prefer for you or your child not to be photographed, please 
inform an event organiser or contact enquiries@hockley-essex.gov.uk. 

mailto:enquiries@hockley-essex.gov.uk

