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Safeguarding Adults Policy 

 
 

1 Purpose 

 
1.1 At Your Own Place, we believe everyone has the right to live safely, free 
from abuse, neglect, exploitation and discrimination.  

 
1.2 Safeguarding is everybody's responsibility. We expect all staff, volunteers, 
contractors and anyone working on our behalf to recognise concerns, respond 
appropriately and take action to reduce the risk of harm.  

 
1.3 This policy explains how we safeguard adults, respond to concerns and 
work with partner agencies to promote safety, wellbeing, choice and 
independence.  

2 Scope 

 
2.1 This policy applies to everyone working for or representing Your Own 
Place.  
 
2.2 It applies whenever there is concern that an adult may be experiencing, or 
is at risk of experiencing, abuse, neglect or exploitation. 

3 Our Approach 

 
3.1 Our safeguarding practice is guided by the principles set out in the Care 
Act 2014: 

• Empowerment – supporting people to make informed decisions about 
their lives.  

• Prevention – taking action before harm occurs.  

• Proportionality – responding in the least intrusive way appropriate to 
the risk.  

• Protection – supporting people who need help to stay safe.  

• Partnership – working with other organisations and professionals.  

• Accountability – being clear about roles, responsibilities and decision-
making. 
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3.2 We follow the principles of Making Safeguarding Personal. This means 
listening to people, understanding what matters to them and supporting 
outcomes that balance safety, choice, dignity and independence. 

4 Legal Framework 

 
4.1 This policy is informed by: 

• Care Act 2014  

• Care and Support Statutory Guidance  

• Mental Capacity Act 2005  

• Human Rights Act 1998  

• Data Protection Act 2018  

• UK GDPR  

• Local Safeguarding Adults Board procedures 

5 What is Adult Safeguarding?  

 
5.1 Safeguarding means protecting an adult's right to live safely and free from 
abuse and neglect while promoting wellbeing, choice and control.  
 
5.2 Under the Care Act 2014, safeguarding duties apply where an adult: 

• has needs for care and support;  

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

• is unable to protect themselves from that abuse or neglect because of 
those needs. 

 
6 Types of Abuse and Neglect  
 

6.1 Abuse can happen once or repeatedly and may be intentional or 
unintentional. 
 
Examples include: 

• Physical abuse  

• Sexual abuse  

• Psychological or emotional abuse  

• Financial or material abuse  

• Neglect and acts of omission  

• Discriminatory abuse  

• Domestic abuse  

• Modern slavery  

• Organisational abuse  
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• Self-neglect 
 
6.2 Abuse can take place in person, online, within families, communities, 
services, workplaces or relationships.  

7 Responsibilities  

 

7.1  Everyone 

7.1.1 All staff and volunteers must: 

• remain alert to signs of abuse, neglect and exploitation;  

• act on concerns without delay;  

• record concerns accurately and objectively;  

• share information appropriately;  

• follow this policy and local safeguarding procedures. 
 
7.1.2 Staff and volunteers are not responsible for investigating safeguarding 
concerns. 
 
7.2 Designated Safeguarding Leads 

7.2.1 The Designated Safeguarding Officer (DSO) and deputies are 
responsible for: 

• providing advice and guidance;  

• supporting decision-making;  

• making or supporting referrals;  

• maintaining safeguarding records;  

• liaising with external agencies;  

• ensuring safeguarding practice remains effective. 
 
7.2.2 Current safeguarding contacts are listed in Appendix 1. 
 

8 Mental Capacity, Consent and Information Sharing 

 
8.1 We presume adults have capacity unless there is evidence otherwise.  
 
8.2 Where possible, we will: 

• seek consent before sharing information;  

• involve the adult in decisions affecting them;  

• understand their wishes and preferred outcomes. 
 
8.3 However, information may be shared without consent where: 
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• there is a risk of serious harm;  

• a crime may have been committed;  

• other adults or children may be at risk;  

• the law requires information to be shared. 
 
8.4 Decisions about information sharing must be lawful, proportionate and 
recorded.  

9 Responding to Safeguarding Concerns  

 
9.1 A concern may arise through: 

• a disclosure;  

• something observed;  

• information from another person or organisation;  

• concerns about self-neglect;  

• concerns about a member of staff, volunteer or professional. 
 
9.2 If someone shares a concern:  
 
9.2.1 Do 

• stay calm;  

• listen carefully;  

• take the person seriously;  

• reassure them they have done the right thing by speaking up;  

• explain that information may need to be shared to keep people safe;  

• record what was said using the person's own words where possible;  

• seek advice from the DSO without delay. 
 
9.2.2 Do Not 

• promise confidentiality;  

• investigate;  

• ask leading questions;  

• challenge or confront an alleged perpetrator;  

• delay action where someone may be at risk. 
 
9.3 If there is an immediate risk of harm, contact emergency services 
immediately. 

10 Recording and Reporting  
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10.1 All safeguarding concerns must be recorded as soon as possible on 
Your Own Place’s encrypted database.  

 
10.2 Records should include: 

• the facts of the concern;  

• what was seen, heard or disclosed;  

• actions taken;  

• who was informed;  

• decisions made and reasons for those decisions. 
 
10.3 Records must be accurate, factual, timely and secure.  
 
11 Referrals 
 
11.1 The local authority is the lead agency for safeguarding adults. 
 
11.2 The DSO will normally support or make referrals to the appropriate 
safeguarding team. 
 
11.3 Any member of staff may make a referral directly if this is necessary to 
protect someone from harm. 
 
11.4 Where appropriate, referrals may also be made to: 

• the police;  

• health services;  

• housing providers;  

• other statutory or voluntary agencies. 
 
12 Allegations Against Staff, Volunteers or Non-Executive Directors 
 
12.1 Any concern about the conduct of a staff member, volunteer, non-
executive director or contractor must be reported immediately to the DSO. 
 
12.2 Concerns involving the CEO must be reported to the Chair of the Board 
of Non-Executive Directors (Adam Clark via adam@yourownplace.org.uk). 
 
12.3 Concerns about the Chair of the Board of No-Executive Directors can be 
reported to the CEO (Zoe Webb via zoe@yourownplace.org.uk). 
 
12.4 Your Own Place will work with relevant agencies and follow disciplinary, 
safeguarding and Person in a Position of Trust procedures where appropriate. 
 
13 Safer Recruitment 

mailto:adam@yourownplace.org.uk
mailto:zoe@yourownplace.org.uk
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13.1 We are committed to safer recruitment and selection practices. 
 
13.1.1 This includes: 

• references;  

• identity checks;  

• DBS checks where appropriate;  

• safeguarding training;  

• clear codes of conduct.  
 
13.2 Further information can be found in our Safer Recruitment Policy. 
 
14 Training and Learning 
 
14.1 All staff, volunteers and trustees will receive safeguarding training 
appropriate to their role. 
 
14.2 Training will be refreshed regularly and supported through supervision, 
reflective practice and organisational learning. 
 
15 Review 
 
15.1 This policy will be reviewed every year, or sooner if legislation, guidance 
or organisational practice changes. 

SIGNED:   

 
Name:  Zoe Webb 
Organisation: Your Own Place CIC 
Reviewed: June 2026 
Next review: June 2027 
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Appendix 1 

DESIGNATED SAFEGUARDING OFFICERS (DSO) 
 

For year 2026-27 the following Designated Safeguarding Officers are in post: 
 
PRIMARY DESIGNATED SAFEGUARDING OFFICER  
Jessica Luce-Rackham  
07927 649696 
jess.luce-rackham@yourownplace.org.uk 
 
DEPUTY DESIGNATED SAFEGUARDING OFFICER 
Jessica Marsh  
07754 671985 
jessica@yourownplace.org.uk  
 
DEPUTY DESIGNATED SAFEGUARDING OFFICER 
Zoe Webb 

07530 028446 

zoe@yourownplace.org.uk 
 
Making a call to the DSO is the preferred action when seeking support. On 
occasions an email will be required and staff/volunteers are reminded of the 
importance and risks of sharing proportionate personal and identifying 
information. Email inboxes are subject to regular deletion as part of our Data 
Destruction Schedule. 
 
If the DSOs are unavailable, anyone with a safeguarding concern will follow 
the local reporting process of the safeguarding partnership for the area we are 
operating in.  
 
The number of safeguarding concerns, incidents and emerging themes are 

reported to the Your Own Place Board of Non-Executive Directors for 

strategic oversight and review.  

  
 

 

 

mailto:jess.luce-rackham@yourownplace.org.uk
mailto:jessica@yourownplace.org.uk
mailto:zoe@yourownplace.org.uk
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Appendix 2 - Norfolk Procedure  

 
Further information can be found on the Protecting Someone from Harm and Help an 
adult at risk of harm pages on the Norfolk County Council website: 

 
● https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-

harm  
● https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-

harm/help-an-adult-at-risk-of-harm  
 
AND   
 
On the Norfolk Safeguarding Adults Board website.  
 

● https://www.norfolksafeguardingadultsboard.info/  
 
How do I make a referral? What should I do? 
 
If you feel that you are being abused or know a person you believe is at risk then it is 
important to tell someone. 

They will take your concerns seriously and will work with you or others to make sure 
everyone is safe. 

Looking after a vulnerable adult can be difficult, and Carers can feel isolated and 
stressed. 

If you are worried that you might harm the person you are caring for it is important 
that you talk to someone. 

 

Remember to: 

• Always listen carefully 

• Make a note of what has happened or what you are worried about 
• Tell someone trustworthy 

 
Do not: 

• Confront the person you think is responsible for the abuse 

• Destroy the evidence 

• Start to investigate the situation 

 
 

Reporting a concern about an adult  

In an emergency please call 999.  

If you are concerned about an adult,  

https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm
https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm
https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm/help-an-adult-at-risk-of-harm
https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm/help-an-adult-at-risk-of-harm
https://www.norfolksafeguardingadultsboard.info/
http://www.norfolk.gov.uk/Adult_care/Keeping_safe/Safeguarding_adults/NCC115064
http://www.norfolk.gov.uk/Adult_care/Keeping_safe/Safeguarding_adults/NCC115064
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● use the Safeguarding Report from on the Report a Concern page of the 
Norfolk County Council website.  

OR  

● call Norfolk Adult Social Services on 0344 800 8020 (available 24 hours a 
day).  

This is the main Norfolk agency for reporting and coordinating referrals. It may help 
to read the safeguarding checklist (pdf) to help you have the right information when 
you call. 

To report a concern about a person in a position of trust,  

● use the Safeguarding Report from on the Report a Concern page of the 
Norfolk County Council website.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

https://adultsocialcare.norfolk.gov.uk/web/portal/pages/safeguarding#assess
https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm/help-an-adult-at-risk-of-harm/report-a-concern
https://www.norfolk.gov.uk/-/media/norfolk/downloads/care-support-and-health/safeguarding-checklist-sept-2019.pdf
https://adultsocialcare.norfolk.gov.uk/web/portal/pages/safeguarding#assess
https://www.norfolk.gov.uk/care-support-and-health/protecting-someone-from-harm/help-an-adult-at-risk-of-harm/report-a-concern
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Appendix 3 - Essex Procedure  

 
Further information can be found on the Reporting a concern about an adult page on 
the Essex County Council website: 

 
● https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-

adult  
 
AND   
 
On the Essex Safeguarding Adults Board website.  
 

● https://www.essexsab.org.uk/  
 
How do I make a referral? What should I do? 
 
If you feel that you are being abused or know a person you believe is at risk then it is 
important to tell someone. 

They will take your concerns seriously and will work with you or others to make sure 
everyone is safe. 

Looking after a vulnerable adult can be difficult, and Carers can feel isolated and 
stressed. 

If you are worried that you might harm the person you are caring for it is important 
that you talk to someone. 

 

Remember to: 

• Always listen carefully 

• Make a note of what has happened or what you are worried about 
• Tell someone trustworthy 

 
Do not: 

• Confront the person you think is responsible for the abuse 

• Destroy the evidence 

• Start to investigate the situation 

 
 

Reporting a concern about an adult  

In an emergency please call 999.  

If you are concerned about an adult,  

● use the safeguarding concern from on the report a concern about an adult 

https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-adult
https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-adult
https://www.essexsab.org.uk/
https://socialcareportal.essex.gov.uk/s4s/FormDetails/FillForm?formId=395
https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-adult/report-concern-about-adult
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page of the Essex County Council website 

OR  

● call Essex Adult Social Services on 0345 603 7630 (Monday to Thursday, 
8:45am to 5pm and Friday, 8:45am to 4:30pm). 

● If out of hours, call 0345 606 1212  

 

To report a concern about a person in a position of trust,  

● follow the report a concern about a person in a position of trust page on the 
Essex County Council website. 

● To make a referral, complete the referral form and email to 
adult.LADO@essex.gov.uk 

 

 

 

https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-adult/report-concern-about-adult
https://www.essex.gov.uk/adult-social-care-and-health/report-concern-about-adult/report-concern-about-person-position-trust
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Appendix 4 - The Prevent Duty 

 
PREVENT - Prevent is part of the UK's Counter-terrorism strategy CONTEST. 

The aim of Prevent is to stop people from becoming terrorists or supporting 
terrorism.  

The key terms to be aware of are as follows:  

Extremism - the vocal or active opposition to our fundamental values, 
including the rule of law, individual liberty and the mutual respect and 

tolerance of different faiths and beliefs. 

Radicalisation - refers to the process by which a person comes to support 
terrorism and extremist ideologies associated with terrorist groups. 

Terrorism - action that endangers / causes serious violence to a 
person/people; causes serious damage to property; or seriously interferes 

with / disrupts an electronic system. 
 

Responding to a Concern: Notice – Check – Share 
 

Notice 

A staff member or volunteer working with a child, young person or adult could 

be the person to notice that there has been a change in the individual’s 

behaviour that may suggest they are vulnerable to radicalisation. Every case 

is different, and there is no checklist that can tell us if someone is being 

radicalised or becoming involved in terrorism. There are some common signs 

that may mean someone is being radicalised. 

● Expressing support for extremist views, violence or terrorism  

● Justifying violence against individuals or groups  

● Significant changes in behaviour, beliefs or relationships  

● Accessing, sharing or promoting extremist materials  

● Using language associated with extremist ideologies  

● Becoming increasingly isolated from family, friends or support networks  

● Indicators should always be considered in context and should not be viewed in 

isolation. 

 
Check 
 

The next step is for the staff member, or volunteer, to speak to the manager 
or designated safeguarding lead, and better understand the concerns raised 
by the behaviours observed, to decide whether intervention and support is 

https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fcollections%2Fcontest&data=05%7C01%7Cgemma.hampton%40norfolk.gov.uk%7C1f6717d58570496ec01708db9e3c38c4%7C1419177e57e04f0faff0fd61b549d10e%7C0%7C0%7C638277753722537623%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=SszW9lOF7Z6s6DZrMhth6agozQOPw3MT6W1hsTOwTpE%3D&reserved=0
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needed. In many cases there will be an explanation for the behaviours that 
either requires no further action or a referral not related to radicalisation or 
extremism. 
 
 

Share 
 

Where the staff member or volunteer still has concerns that the individual may 
be vulnerable to radicalisation, then the organisation’s safeguarding 
procedures will be followed, and this safeguarding concern will be reported to 
the local Safeguarding team, Prevent lead or Channel Panel for the area we 
are operating in. 
 
Channel is a voluntary, multi-agency programme that provides support to 
individuals who may be vulnerable to being drawn into terrorism. 
Referrals should be proportionate, evidence-based and focused on 
safeguarding and support. 

 
Following this, a Prevent referral form should be completed via the procedure 

for the area that we are operating in. Referral form procedures can be found 

on each local safeguarding children board/partnership website.  

An initial assessment of the referral will be carried out prior to any further 
information gathering on the individual.  
 
For urgent radicalisation concerns contact the police on 101 or, in an 

emergency, 999.  

 
Other relevant information includes: 

●  Making a referral to Prevent - GOV.UK 

 

 

https://www.gov.uk/guidance/making-a-referral-to-prevent
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Appendix 5 - National Support Agencies   

 

You can contact any of the agencies listed below and they will be able to offer you 
help and support. Further agencies are listed on the YOP Signposting Trello Board.  

 
Police 
Main Switchboard 101 
Emergency 999  
 
Care Quality Commission 
03000 616161 
(8.30am to 5.30pm Monday to Friday) 
www.cqc.org.uk 
 
Hourglass  
0808 808 8141 
(24 hour free helpline)  
https://wearehourglass.org/  
 
Protect  
Free, confidential whistleblowing advice 
020 3117 2520 
(Mondays, Tuesdays, Thursdays: 9:30am – 1pm, 2pm – 5:30pm; Wednesdays and 
Fridays: 9:30am – 1pm) 
https://protect-advice.org.uk/  
 
The Relatives and Residents Association 
www.relres.org 
 
Carers UK 
0808 808 7777 
(Monday to Friday, 9am-6pm) 
www.carersuk.org 

 
 
 
 
 

http://www.cqc.org.uk/
https://wearehourglass.org/
https://protect-advice.org.uk/
http://www.pcaw.co.uk/
http://www.pcaw.co.uk/
http://www.relres.org/
http://www.relres.org/
http://www.relres.org/
http://www.carersuk.org/
http://www.carersuk.org/
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