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STATEMENT 
The welfare of all vulnerable adults accessing the services of Waltham Forest Blind 
Association (WFBA) is of paramount importance to the Trustees. This is achieved: - 

• By actively promoting the empowerment and well-being of vulnerable adults through 
sensitive and responsive service provision. 

• By supporting the independence and self-determination of the individual, including the 
recognition that such a right can involve risk, which is understood by all concerned 
and which is minimised wherever possible. 

• By ensuring the safety of vulnerable adults through strict adherence to the guidelines 
below, through applying integrated partnership strategies of the relevant local authority 
and through the provision of training and support to all staff and trustees who work for 
Citizen Development Community centre 

• By ensuring that the law and statutory requirements which relate to vulnerable adults 
are known and put into practice, when required. 

 
Introduction 
We all have a responsibility to support and protect others. 
Safeguarding adults is the term used to describe all of our work to support and protect adults 
from abuse, neglect and self-neglect. 
Safeguarding adults can help people with an age-related frailty, learning or physical disability, 
long-term illness, mental health condition, substance misuse or another condition like this to 
be safe. 
 
Some people cannot speak out for themselves; and at this time, others may find it more 
difficult to so. 

mailto:wfblindassociation@gmail.com
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As you go about your role as a volunteer, you may see something or hear something that 
makes you concerned. If you see something, say something to your volunteer coordinator. 
To seek advice or report abuse, neglect or self-neglect of someone with care and support 
needs, contact Adult Social Care. 
 
Definitions and aims of adult safeguarding  

The essence of safeguarding is to protect the rights of an adult to live in safety and to be free 

from abuse and neglect. Each and every case will present its own complexities and 

challenges, but crucially, the wishes of the adult at the centre of the process must be 

determined and considered when deciding how to tackle any issues of abuse or neglect. The 

primary aims of adult safeguarding are as follows: 

• To stop abuse or neglect wherever possible;  

• To promote wellbeing and dignity;  

• To prevent harm and reduce the risk of abuse or neglect to adults with care and support 

needs;  

• To safeguard adults in a way that supports them in making choices and having control 

about how they want to live by promoting an approach that concentrates on improving 

life for the adults concerned;  

• To raise public awareness so that communities as a whole, as well as professionals, can 

contribute by preventing, identifying and responding to abuse and neglect;  

• To provide information and support that is accessible and helps people to understand the 

nature of abuse, how to stay safe and how to raise a concern regarding the safety or 

well-being of an adult; and  

• To address the causes of any abuse or neglect. 

The WFBA has an effective Safeguarding Adults at Risk policy, and procedure in place 

reflecting our normal practice: 

• Safeguarding Adults at Risk Policy  

• Dealing with Allegations or Suspicion of Abuse of an Adult at Risk However, this policy 

and procedure will not accurately reflect the new arrangements in response to COVID-

19. This addendum summarises the key COVID-19 related changes. 

Given the very different circumstances we are operating in, a revised process is necessary to 

report any concerns about abuse of an adult at risk and supporting the victim. 

It is the responsibility of all WFBA staff and those working on its behalf to be alert and report 

any allegation(s), suspicion or concern(s) of mistreatment and/or abuse of an adult at risk 

and to address any immediate protection issue. This responsibility extends to all staff and 

volunteers not just those specifically working with adults at risk.  

Designated Safeguarding Team 
If there are any concerns regarding vulnerable service users, these must be acted on 
immediately. We will ensure that all staff and volunteers have access to a trained DSL or 
deputy and know on any given day who that person is and how to speak to them. 
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Safeguarding 
We will continue to ensure support for vulnerable groups such as older people. Staff will 
continue to work to help protect vulnerable adults. If needed, we will look at revising 
processes for managing concerns such as peer on peer abuse particularly around concerns 
during online delivery. 
 
Any concerns regarding a member of staff who it is felt may pose a safeguarding must be 
reported.  
 
Disclosure and Barring Service (DBS) 
If recruitment is taking place the relevant safer recruitment processes must be followed. In 
response to COVID-19, the Disclosure and Barring Service (DBS) has made changes to 
its guidance on standard and enhanced DBS ID checking to minimise the need for face-to-
face contact. 
For staff already engaging in regulated activity and who already have the appropriate DBS 
check, there is no expectation that a new DBS check should be obtained where that member 
of the workforce temporarily moves to another school or college to support the care of 
children. The type of setting on the DBS check, for example a specific category of school, is 
not a barrier.  
 
Mental Health 
Negative experiences and distressing life events, such as the current circumstances, can 
affect the mental health of service users, and staff need to be aware of this impact both on 
service users and on themselves. If any staff have concerns, they need to follow the usual 
process to refer to the safeguarding team. 
 
Online safety 
It is more important than ever that we provide a safe environment, including online. It is 
important that all staff who interact with vulnerable people, including online, continue to look 
out for signs they may be at risk.  
 
Who do we need to safeguard? 

• Safeguarding duties and responsibilities apply to adults who: 

• have care and support needs 

• are experiencing, or at risk of abuse or neglect and 

• are unable to protect themselves because of their care and support needs. 
 
Many people with care and support needs will be supported either in the family home or by 
residential and nursing care services. It could be argued that these people will be better 
shielded from abuse but national statistics show high incidence of abuse where the abuser is 
a family member or the paid care provider. Those living alone in the community, who 
continue to be isolated, may be a particular target for scammers and fraudsters. 
Previous research by SCIE and the National Fraud Intelligence Bureau found that those most 
at risk to financial scams and fraud were older people who had mental capacity and did not 
yet need any care and support. This group was typically more isolated and social contact of 
any kind was often welcomed without sufficient caution. 
 
People with mental health problems, OCD, drug and alcohol dependencies may be in a state 
of heightened anxiety. People who are street homeless may have lost income from begging 
and be facing reduced access to drugs and alcohol on which they depend. Commentators 

https://www.gov.uk/government/news/covid-19-changes-to-standard-and-enhanced-id-checking-guidelines
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have warned of increased incidence of depression and suicide risk as a result of fear and 
loss of freedoms, loved ones, income and hope. At this time, those who are particularly 
vulnerable may accept help from those who seek to exploit them. 
 
Types of abuse 
There are numerous types and indicators of abuse that we should look out for: 

• physical abuse 

• domestic violence or abuse 

• sexual abuse 

• psychological or emotional abuse 

• financial or material abuse 

• modern slavery 

• discriminatory abuse 

• organisational or institutional abuse 

• neglect or acts of omission 

• self-neglect. 
 
We can assume that the greatest opportunity for abuse during the COVID-19 crisis is 
financial. With ongoing additional pressures on services, normal service reductions as a 
result of positive cases amongst staff and those being supported, fear and isolation, the 
window remains open to those who may seek to exploit those who may be vulnerable.  
There were early reports of a 400 per cent increase in fraud reporting in March 2020 relating 
to the COVID-19 crisis. The Chartered Trading Standards Institute has warned the public not 
to open their doors to bogus healthcare workers claiming to be offering 'home-testing' for 
COVID-19. Reports have been on: 

• online sales of sanitation equipment that is never delivered 

• links to a fake daily newsletter for COVID-19 updates 

• fake insurance schemes and trading advice 

• fake government emails offering tax refunds. 
 
Other types of abuse have escalated during this time – domestic abuse being a prominent 
example. Some living with an abusive partner or family member have seen an escalation in 
abuse due to the added tensions and frustration caused by the whole family having to stay 
indoors. The tensions can be further increased where families are living in cramped, 
temporary accommodation. The abuser may experience additional anxiety about, for 
example, supplies of food, alcohol, medication and illicit drugs. The consequences of this 
could be escalated abuse of those around them. People who are experiencing abuse may be 
less likely to ask for help as they know that emergency services are stretched. Fewer visitors 
to the household may mean that evidence of physical abuse goes unnoticed. Domestic 
violence and abuse can include many of the other types of abuse listed. 
 
Helpful strangers 
People who are considered to be clinically extremely vulnerable because of age or 
underlying health conditions may, during this period, be forced to accept help from people 
with whom they are not familiar. 
While there has been an amazing response to the call for helpful volunteers, we cannot rule 
out the possibility of a few people who may see this as an opportunity to gain easy access to 
those who are vulnerable in order to exploit them. 
 

https://www.scie.org.uk/safeguarding/adults/introduction/types-and-indicators-of-abuse
https://www.scie.org.uk/care-providers/coronavirus-covid-19/safeguarding/domestic-violence-abuse
https://www.scie.org.uk/care-providers/coronavirus-covid-19/safeguarding/domestic-violence-abuse
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We should all remain vigilant and provide advice to those who may be vulnerable to 
abuse on how to spot early signs. 
 
What can you do to help? 
As a frontline worker you are the eyes and ears that may first pick up any signs of abuse. 
Here is a checklist of things you can do: 

• Talk to your patients, residents or clients about the increased risk of abuse at this time. 
• Be aware that any changes in behaviour or demeanour could indicate abuse. 
• Advise people not to answer the door to strangers – and be aware of fake ID. 
• Try not to alarm people but ask them to be wary of offers to help, particularly from 

strangers. 
• Advise people to check with family, friends or paid support that offers of support, advice 

and help are legitimate. 
• Warn people against responding to any text, email or phone call from an unidentified 

source. Explain that fraudsters will imitate official bodies such as the government or the 
NHS - and they do it very well! 

• Advise people that they should never give their personal data, passwords or pin 
numbers to anyone. Official financial bodies and other organisations will never ask for 
them. 

• If you know of a person who has been subjected to, or is at risk of, domestic abuse – if 
it is safe to talk to them, try to assess the current situation. Make sure they know that 
help is available if they need it and who to contact both for advice and support and in 
an emergency. 
 

If you have a concern that someone is being abused or neglected, it is important that you 
raise that concern internally, in line with your organisation’s policy and procedure. This is 
usually with your direct manager or supervisor, your organisation may also have a 
safeguarding lead. 
The organisation will then consult the person where possible and gain their consent to report 
to external authorities such as the local authority. If the person does not consent, managers 
will decide whether there are grounds for overriding consent.   
 
Here are some useful do's and don’ts: 
Do 

• Act on any concerns, suspicions or doubts. 

• In an emergency, if there is actual or immediate risk of abuse, call 999. 

• Try to ensure the immediate safety of those concerned – but not at the risk of your 
own safety. 

• Provide first aid if necessary and someone is available with appropriate skills. 

• Listen and clarify what the concern is / what has happened. 

• Provide reassurance and comfort; offer a cup of tea. 

• Assure the person that the matter will be taken seriously. 

• Ask the person what they want done. 

• Explain what you will need to do and who you may need to inform 

• Try to gain consent to share information as necessary. 

• Consider the person’s mental capacity to consent and seek assistance if you are 
uncertain. 

• Actively preserve any evidence. 

• Respect privacy as far as possible. 
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• Arrange support for the alleged victim. 

• Contact the local authority children’s services if a child is, or may also be, at risk. 

• Report all your concerns to a manager in line with organisational and local multi-
agency procedures. 

• Make an accurate record of what has occurred (or what has been disclosed/alleged) 
and what action has been taken. 

Don't 

• Ignore. 

• Promise confidentiality – explain how and why the information might need to be 
shared. 

• Rush the person. 

• Probe or question – just record the facts and seek clarification where necessary. 

• Contaminate or disturb any evidence. 

• Interview witnesses – but do record any information volunteered by them. 

• Panic or show shock /disbelief. 

• Be judgemental. 

• Jump to conclusions. 

• Approach the alleged abuser (unless they also have care and support needs and are 
in your care or they are a member of your staff). 

• Gossip, only inform others on a need to know basis. 
 

 
Radicalisation to Terrorism:  
The Government through its PREVENT programme has highlighted how some adults may be vulnerable 
to exploitation and radicalisation and involvement in terrorism.  Signs and indicators of radicalisation 
may include: 

• Being in contact with extremist recruiters. 

• Articulating support for violent extremist causes or leaders.  

• Accessing violent extremist websites, especially those with a social networking 
element. 

• Possessing violent extremist literature. 

• Using extremist narratives to explain personal disadvantage.  

• Justifying the use of violence to solve societal issues. 

• Joining extremist organisations.  

• Significant changes to appearance and/or behaviour 
 

Coronavirus vaccine policy 
 
Policy 
A vaccine to prevent serious health effects from coronavirus has been developed and made 

available to the public. The purpose of this policy is to set out our organisation’s stance on 

the vaccine as it affects our workforce and the related rights of our employees. 

Vaccine status  
Individual opinions on vaccines can vary greatly and we appreciate that having a vaccine is 

generally a personal choice, sometimes dictated by personal circumstances such as health 

or religion. The Government has not made the taking of the vaccine mandatory and therefore 

it remains a voluntary exercise. 
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Our stance 
As an employer, we have a duty to ensure the safety of our employees.  In addition, the 

Health and Safety at Work etc Act 1974 requires employers to take all reasonably practicable 

steps to ensure the health, safety and welfare at work of all their workers. Despite the 

extensive measures we have taken to ensure that our workplace and our working 

arrangements are, and continue to be, COVID secure, the vaccine provides a greater level of 

personal safety against serious illness. 

Because of this, we encourage our employees to take up the opportunity to have the vaccine 

when it is offered to them. 

We expect our employees to be treated with dignity and respect by their colleagues in 

relation to their decision over the vaccine. The organisation will not accept any bullying or 

harassment, or other unwanted behaviour, against an employee because of their decision. 

Making an informed decision  
It is normal that some of our employees may have concerns about having the vaccine. We 
encourage all of our workforce to make an informed decision by paying attention to official 
information sources such as the NHS. We would ask our employees to check the source of 
any information they read about the vaccine as we are aware that there is a certain amount of 
uncertified information available. 

Having the vaccine 
Current Government strategy for vaccinating the UK population is formulated on a priority basis 
according to age, industry sector and vulnerable status. Employees will receive notification of 
their vaccine appointment which may be at their normal GP surgery or at one of the vaccination 
centres set up specifically for this purpose. The vaccine is offered free of charge. It is currently 
administered in two doses, to be provided at separate appointments. 

 
It is important that we make all staff aware of the new policy and that they are kept up to date 
as it is revised. The revised policy will continue to be made available publicly. 
 
Control and Prevention COVID-19 

Measures for protecting workers from exposure to and infection with SARS-CoV-2, the virus 
that causes Coronavirus Disease 2019 (COVID-19), depends on exposure risk. That risk 
varies based on the type of work being performed, the potential for interaction (prolonged or 
otherwise) with people, and contamination of the work environment. CDCC need to adopt 
infection prevention and control strategies based on a thorough workplace hazard 
assessment, using appropriate combinations of administrative controls, safe work practices, 
and personal protective equipment (PPE) to prevent exposures.  
 
This general guidance does not alter compliance responsibilities. CDCC will remain alert to 
changing outbreak conditions, including as they relate to community spread of the virus and 
testing availability, and implement infection prevention and control measures accordingly. 
 
General Guidance for All Workers and Service users 
For all regardless of specific exposure risks, it is always a good practice to: 

• Wear cloth face coverings, at a minimum, at all times when around others or the 
general public.  
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• Frequently wash hands with soap and water for at least 20 seconds. When soap and 
running water are not immediately available, use an alcohol-based hand sanitizer with 
at least 60% ethanol or 70% isopropanol as active ingredients and rub hands together 
until they are dry. Always wash hands that are visibly soiled. 

• Avoid touching eyes, nose, or mouth with unwashed hands. 

• Practice good respiratory etiquette, including covering coughs and sneezes or 
coughing/sneezing into your elbow/upper sleeve. 

• Avoid close contact (within 2 meters) with people who are visibly sick and practice 
physical distancing with others and the public. 

• Stay home if sick. 

• Recognize personal risk factors such as being older and or  with underlying conditions 
such as heart or lung disease, chronic kidney disease requiring dialysis, liver disease, 
diabetes, immune deficiencies, or obesity, are at higher risk for developing more 
serious complications from COVID-19. 

 
Contact details: 
 
Designated Safeguarding Team 
Tariq Hussain: Designated Safeguarding Lead: Tel: 07961685904 
Asima: Team Member: Tel: 
Garry Wiggins: Team Member: Tel:  
Shazia Ramzan: Designated Safeguarding Lead officer: Tel: 07454630675 
 
 
Contact details: 

Designated Safeguarding Lead Officer Shazia Ramzan:  

Email:wfblindassociation@googlemail.com  Mobile:07454630675  

Designated Safeguarding Lead:  Charity Trustee: Tariq Hussain 

Email:wfblindassociation@googlemail.com m  : Tel: 07961685904 

Local Authority-’ Multi Agency Safeguarding Hub (MASH) Te: 020 8496 2310 
Em: MASHrequests@walthamforest.gov.uk 
 
Local police: (Non-emergency - dial 101 textphone 18001 101, Emergency - always dial 
999 text phone 18000) 
 

End of Policy Statement 

Revised 02nd July 2025 
 
 
 
 
Chair  :  Tariq Hussain                       Secretary:   Mrs. Asma Mushtaq 
 

 

mailto:wfblindassociation@googlemail.com
mailto:wfblindassociation@googlemail.com
tel:02084962310
mailto:MASHrequests@walthamforest.gov.uk
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These Appendices form part of this policy. 
 
Appendix A 
 
Safeguarding Practice. 
 
Contents 

1. Identifying and managing risks 
2. Having suitable policies and practices in place 
3. Carrying out necessary checks 
4. Protecting volunteers and staff 
5. Handling and report incidents appropriately 

 
Introduction. 
Waltham Forest Blind Association expect all trustees to make sure the charity: 

• has appropriate policies and procedures in place, which are followed by all trustees, 
volunteers and beneficiaries 

• checks that people are suitable to act in their roles 

• knows how to spot and handle concerns in a full and open manner 

• has a clear system of referring or reporting to relevant agencies as soon as concerns 
are suspected or identified. 

• sets out risks and how they will be managed in a risk register which is regularly 
reviewed 

• follows statutory guidance, good practice guidance and legislation relevant to it:  

• is quick to respond to concerns and carrying out appropriate investigations 

• does not ignore harm or downplays failures 

• has a balanced trustee board and does not let one trustee dominate its work – 
trustees should work together 

• makes sure protecting people from harm is central to its culture 

• has enough resources, including trained staff/volunteers/trustees for safeguarding and 
protecting people 

• conducts periodic reviews of safeguarding policies, procedures and practice 
 
Waltham Forest Blind Association has a responsibility to ensure it doesn’t cause harm to 
anyone who has contact with it. As the charity works with vulnerable adults who are at risk it 
has extra responsibilities. 
 
Trustees must make sure the charity fulfils this responsibility. Even if they delegate some 
activities to a safeguarding lead or group, they retain overall responsibility.  
 
Harm and abuse have a devastating impact. A strong safeguarding culture means: 

• you protect people 

• you minimise the risks of any harm or abuse 

• everyone has confidence their concerns will be dealt with appropriately 

• everyone at the charity understands their role 

• Every trustee must make sure their charity undertakes these actions: 
 
 

https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees#identify-and-manage-risks
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees#have-suitable-policies-and-practices-in-place
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees#carry-out-necessary-checks
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees#protect-your-volunteers-and-staff
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees#handle-and-report-incidents-appropriately
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Identify and manage risks 
Waltham Forest Blind Association must identify any safeguarding risks it must manage. 
These could depend on: 

• who it works with 

• where it operates 

• what it does 
 
Action 
Identify the charity’s safeguarding risks associated with: 

• working with adults at risk 

• operating online 

• working with other bodies 

• preventing terrorist abuse 
 
Have suitable policies and practices in place 
Waltham Forest Blind Association must have robust safeguarding policies which everyone 
understands and uses. These should include making sure everyone knows how to identify 
and report a concern or incident. 
 
Action 
Check when last reviewed the policies and practices. If it’s been over 2 years, you need to 
review them as a priority. 
 
Carry out necessary checks 
Waltham Forest Blind Association must make sure trustees, volunteers and staff are suitable 
to act in their roles through carrying out relevant checks. These could include checking gaps 
in people’s work history, references and carrying out Disclosure and Barring Service (DBS) 
checks. 
  
Action 
Go to the DBS for information on the levels of checks available to make sure your charity 
gets all the relevant checks. 
 
Protect your volunteers and staff 
This includes having clear policies on: 

• bullying and harassment 

• whistleblowing 

• You must also have suitable insurance in place. 
 

Action 
Make sure volunteers and staff know how to raise any bullying or harassment concerns. 
 
Handle and report incidents appropriately 
Waltham Forest Blind Association must always follow its policies and procedures 
when handling incidents or allegations of abuse. This should include: 

• handling and recording in a secure and responsible way 

• acting quickly, ensuring to stop or minimise any further harm or damage 

• reporting to all relevant agencies. 
 

https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#policies-procedures-and-practices-you-need-to-have
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#get-checks-on-trustees-staff-and-volunteers
https://www.gov.uk/dbs-check-applicant-criminal-record
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#protect-volunteers-and-staff
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees#handle-and-report-incidents-and-concerns
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You are informed or become aware of possible abuse or neglect 

 

Take action to ensure the immediate safety and welfare of the adult (and any other 
person/child at risk) 

Consider:  

• Does medical attention need to be organised? (dial 999) 

• Is urgent police presence required? (dial 999) 

 

Has a crime been committed? If so, does it need to be reported? 

(dial 101 unless there is an immediate risk, in which case dial 999) 

Preserve forensic evidence (if any) 

 

Decide whether to raise a safeguarding concern, and if so, take action  
Do this:  

• Immediately where the concern is urgent and serious 

• Within the same working day for any other concerns 
 

Document the incident and any actions or decisions taken 

 

Ensure key people are informed  
For example, Responsible safeguarding lead, CQC, relatives as appropriate, 

service commissioning teams 

Provide support or feedback for the person identifying the safeguarding concern 
 

Appendix B 
         APPENDIX B 

Raising a safeguarding concern 
  
   
 

 
  

Gather information, 
- How does the adult wish for the concern to proceed 

- What changes/support would they like as a result of this concern being raised? 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
 
  
 
 
 
 
 
  
 

    

 

 

 

 
RESPOND 
 

 

REPORT 

 

REFER 

RECORD 

 

REFER 

 

SUPPORT 
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                   APPENDIX C 

Safeguarding Concern / Incident Report Form 

NOTES:. This form is designed to capture information and does not detail subsequent or associated 
actions that may be required, such as reviews or investigations. 

 

Please note that the nature of the issue raised or being reported may necessitate differing follow-
up protocols. This report form contribute to, and is an integral part of, the safeguarding policy and is 
a robust protocol for reporting, responding to & learning from incidents and concerns. 

 

Safeguarding incident or concern: report form 

This form is designed to report any safeguarding incidents or concerns. It should be 
completed by the staff who has been disclosed to, who witnessed the incident, was 
most directly involved or who provided first aid if relevant. Once completed it must be 
submitted as per the organisation’s reporting protocols. 

 REFERENCE 
NUMBER 

Use this form to record a concern that you have about an Adult at Risk at Waltham Forest Blind 

Association 

Remember, if it is an emergency and the person is in immediate danger, phone the police on 

999. 

Otherwise, once completed, please pass this form to the Waltham Forest Blind Association 

Designated Safeguarding Officer. See the Waltham Forest Blind Association Safeguarding 

Procedure for details.  

IMPORTANT: Please write clearly and only write facts of what you heard or saw, even if the language 

used was unpleasant. If you do need to clarify anything, please state clearly that  

Date of incident  

Time of incident  

Location of incident  

Section A: DETAILS OF ADULT AT RISK  

Name  

Date of Birth  

Disability  
If yes, please detail: 

          YES            NO 
 

Do they have care and 
support needs? 
If yes, please detail: 

          YES            NO 
 

Preferred language  

Address  

Telephone number  

Do they have a carer Y/N 
If yes, the carer’s name? 

 

Address of carer, if 
different from above 

 

Section B: HOW YOU BECAME AWARE OF THE ALLEGED ABUSE OR NEGLECT 
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(tick as appropriate) 

I witnessed an incident 
directly 

 

I have concerns based on 
potential indicators of 
abuse or neglect 

 

The adult told me directly 
about abuse or neglect 
they are experiencing 

 

Someone else told me 
about potential abuse or 
neglect of an adult. 
 

 
 
Their name is: 
Their relationship to the adult is: 
Their contact details are: 
 
 

Section C: FULL DETAILS OF THE ALLEGED ABUSE OR NEGLECT 

DETAILS  
Please give full details of the incident/concern/alleagtion of abuse or neglect 

What exactly did you see/ 
hear/ witness? 
 
 
IMPORTANT: Please write 
clearly and only write facts 
of what you heard or saw. 
Use exact words, even if 
the language you heard 
was unpleasant.  
 
If you do need to clarify 
anything, please state 
clearly that is it your 
opinion or assumption.  
 
 
 

 

Where (exact 
location/venue) 

 
 

When the incident is 
alleged to have taken 
place (date and time) 

 
 

YOUR OBSERVATIONS 
Please include your observations here: 

A description/ location of 
any visible injuries  
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A description of the 
adult’s behaviour, their 
physical or emotional 
state 

 
 
 
 
 

ADULT AT RISK REPORTING THE ABUSE OR NEGLECT 
Only complete this section if the adult at risk reported the incident to you. Record exactly 
what the adult has said happened using their exact words, even if this is unpleasant 
language, and anything you said to the adult. Remember you should not investigate, but 
simply record here.  

 
 
 
 
 
 
 

SECTION D: ALLEGED ABUSER 
Do you have any details about the alleged abuser Y / N 

Name:   

Address:  

Tel number:  

Their relationship (if any) 
to the adult at risk: 

 

Is the alleged abuser a 
member of staff/ 
volunteer/trustee or 
working with the charity in 
any way? 

 
        YES 
 
If so, 
Their role    …………………… 
 
IMMEDIATELY REPORT THIS TO THE DESIGNATED 
SAFEGUARDING OFFICER 

SECTION E: REPORTING THE INCIDENT INTERNALLY 

Are carer’s / family 
members aware of the 
concerns / allegations? 

 
           YES            NO 
 

If yes, how did they 
become aware? 
 

 

Is the alleged abuser 
aware of the concerns / 
allegations? 

 
          YES            NO 
 

    

        



WFBA Policies and Procedures 2025 15 of 16 
 

If yes, how did they 
become aware? 
 

 

Who did you report this to 
in the organisation  

 

Date and time reported  

Has the adult consented 
to you reporting this to 
the Designated 
Safeguarding Officer 

 
          YES            NO 
 

Signed by person making 
this report 

 

PRINT YOUR NAME  

Your Role in organisation  

 

THANK YOU FOR COMPLETING THIS FORM. 

PLEASE NOW PASS THIS FORM TO THE DESIGNATED SAFEGUARDING OFFICER OR SAFEGUARDING 

TRUSTEE.  

Please remember your responsibility for data protection. Do not leave this information in an 

insecure location or discuss with anyone else.  

 

THE REST OF THIS FORM SHOULD BE COMPLETED BY DESIGNATED SAFEGUARDING OFFICER / 

SAFEGUARDING TRUSTEE 

SECTION F: REPORTING EXTERNALLY 
 

Have you reported this to 
the Adult Social Care 
Team? 

 
          YES            NO 
 

Who did you speak to  

Date and time reported  

Case referene number (if 
any) 

 

Advice given by Social 
Care team 
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Have the police been 
informed?  

 
          YES            NO 
 

If yes, who did you speak 
to? 

 

Any case reference 
number? 

 

What action are the police 
taking, if any? 

 

Detail any other partner 
organisations you have 
shared this information 
with, and reasons? Please 
include name and contact 
details.  

 

SECTION G: ADULT AT RISK’S CONSENT AND WISHES 
 

Is the adult at risk aware 
that you are reporting the 
concern to Social Care, 
Police or other agencies? 

 
          YES            NO 
 

Have they consented to 
this? 

 

Please complete here any 
further information in 
respect of their wishes 

 
 
 
 
 
 
 
 

Any further action you will 
take 

 

 

THANK YOU FOR COMPLETING THIS FORM.  

PLEASE NOW FILE THIS INFORMATION SECURELY AFTER COMPLETING AND REPORT TO THE 

TRUSTEE BOARD THE NATURE OF THE CONCERN AND WHAT ACTION WAS TAKEN.  

 

 

        

        


