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This policy will enable DOCA to demonstrate its commitment to keeping safe the children and 
vulnerable adults with whom it works. DOCA acknowledges its duty to act appropriately to any 
allegations, reports or suspicions of abuse. 
 
It is acknowledged that significant numbers of vulnerable people are abused, and it is important that 
DOCA has a Safeguarding Children and Vulnerable Adults policy, a set of procedures to follow and 
that the organisation puts in place preventative measures to try and reduce that number.  
 
For the purposes of this policy, a child is defined as anyone under the age of 18. 
 
A vulnerable adult is defined as someone over the age of 18 who: 

• has needs for care and support 
• is experiencing, or is at risk of, abuse or neglect, and 
• as a result of those needs is unable to protect himself or herself against the abuse or neglect 

or the risk of it. 
 
DOCA is committed to zero tolerance of abuse and neglect within the organisation. The Policy 
Statement and Procedures have been drawn up in order to enable it to:  

● Promote good practice and work in a way that can prevent harm, abuse and coercion 
occurring  

● Ensure that any allegations, disclosures of abuse or suspicions are dealt with appropriately 
and the person experiencing abuse is supported 

● Stop that abuse occurring. 
 
In order to implement the policy the DOCA will work: 

● To manage services in a way which promotes safety and prevents abuse 
● To promote the freedom and dignity of the person who has or is experiencing abuse 
● To promote the rights of all people to live free from abuse and coercion 
● To ensure the safety and well-being of people who do not have the capacity to decide how 

they want to respond to abuse that they are experiencing. 
 
DOCA will: 

• ensure that all trustees, staff, volunteers and participants are familiar with the key elements 
of this policy 

• act within its confidentiality policy and will usually gain permission from participants before 
sharing information about them with another agency 

• inform participants that where a person is in danger, a child is at risk, or a serious crime has 
been committed then a decision may be taken to pass information to another agency 
without the service user’s consent 

• where necessary, make a referral to Wiltshire’s Multi Agency Safeguarding Hub (MASH)  
• endeavour to keep up to date with national developments relating to preventing abuse and 

welfare of vulnerable adults and children 
• ensure that the named person understands his/her responsibility to refer incidents of abuse 

to the relevant statutory agencies 
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• include Safeguarding guidance and details for dealing with any lost or found child or 
vulnerable adult in all event management plans. This guidance should be followed at all 
times unless the police or another appropriate agency take control of the situation. 

 
Named Person 
The named person for Safeguarding Children and Vulnerable Adults at DOCA is Annabel Lake, 
Production Director, Tel 07590 032808. In the absence of Annabel Lake please contact Cliff Evans, 
DOCA Chair of Trustees, Tel 07557 980476. They should be contacted for support and advice on 
implementing this policy and procedures.   
 
Introduction    
DOCA is accountable for all its operations and therefore expects its activities to be questioned, 
challenged and changed as necessary to ensure the maintenance of high standards in all its practice. 
Children & vulnerable adult’s safety and wellbeing are our main concerns. We are committed to all 
aspects of safety, welfare and protection of children & vulnerable adults within our work. 
 
DOCA is committed to zero tolerance of abuse and neglect within the organisation. The purpose of 
the procedures is to ensure that any allegations of abuse are effectively managed and that staff, 
trustees and volunteers fully understand their duty to act. 
 
DOCA works proactively to overcome the barriers that people may face in accessing our services and 
these procedures have been designed to ensure the welfare and protection of any child or adult who 
comes into contact with the organisation.  
 
The organisation is committed to putting in place safeguards and measures to reduce the likelihood 
of abuse taking place within the services it offers and that all those involved will be treated with 
dignity and respect.  
 
These procedures are divided into the following sections 

1. Preventing and minimising abuse 
2. Recognising the signs and symptoms of abuse  
3. Named person for safeguarding adults 
4. What to do if you witness or are concerned about abuse 
5. Managing allegations made against a member of staff, trustee or volunteer 
6. Recording and managing confidential information 
7. Disseminating/Reviewing policy and procedures   

 
1. Preventing and minimising abuse 
Whilst ensuring that internal procedures are in place for dealing with abuse, DOCA will also ensure 
that it: 

● Communicates effectively, sharing information which may help to prevent abuse from taking 
place; 

● Identifies senior staff with lead responsibilities for Safeguarding Children & Vulnerable 
Adults issues; 
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● Make staff, trustees and volunteers aware of both internal and external Policies and 
Procedures for Safeguarding Adults from abuse and neglect; 

● Make participants and families aware of both internal and external Policies and Procedures 
for Safeguarding Children & Adults from abuse; 

● Have effective communication between staff and participants; 
● Know where to signpost people in their service;  
● Be aware of the support available to victims of crime and the support available to vulnerable 

witnesses; 
● Have a recruitment process that includes Disclosure and Barring Service (DBS) checks where 

applicable; 
● Make Safeguarding Children & Adults an integral part of staff induction; 
● Encourage staff to report any concern that they have about the safety and wellbeing of a 

participant; 
● Provide a person-centred approach to care and support; 
● Have a clear complaints procedure easily accessible to participants, relatives, staff and the 

public; 
● Make staff and volunteers aware of anti-discriminatory practice; 
● Make staff and volunteers aware of support relating to their involvement with the 

organisation; 
● Integrate Safeguarding Children & Vulnerable Adults’ principles in all aspects of the 

organisation. 
 
DOCA is committed to safer recruitment policies and practices for paid staff, volunteers and 
trustees. This includes ensuring staff, freelance artists and, where relevant, volunteers hold DBS 
disclosures checks, ensuring references are taken up and adequate training on Safeguarding Children 
& Adults is provided. 
 
DOCA’s DBS policy is: 

• All DOCA trustees are required to have a basic DBS check which shows unspent convictions 
and conditional cautions. 

• All staff and contractors employed by DOCA are required to have an enhanced DBS 
check which shows spent and unspent convictions and adult cautions, plus any information 
held by local police that’s considered relevant to the role. 

• DOCA will ask all its volunteers and public facing freelancers whether they hold a DBS check. 
Where a volunteer confirms that they have a DBS check, DOCA will ask to see a copy of that 
check. Where applicable, DOCA will use this information to allocate suitable roles at its 
events. DOCA’s policy is that no one should be allowed to supervise a child or vulnerable 
adult without at least one other responsible adult being present. Wherever possible, DOCA 
will pair a volunteer without a DBS check with a volunteer, staff member or trustee who has 
a DBS check.  
 

All information relating to an individual’s DBS checks will be held electronically in a secure area on 
DOCA’s internal file system. It will be protected by a password which is known only by DOCA 
employees. It will be used only for the purpose of allocating roles at DOCA’s events and will be 
destroyed as soon as the individual ends their involvement with DOCA. 
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All staff, volunteers and trustees will be provided with training and information to enable them to 
develop the awareness, skills and abilities appropriate to their role within the organisation and 
responsibilities regarding Safeguarding. 
 
2. Recognising the signs and symptoms of abuse 
DOCA is committed to ensuring that staff and volunteers undertake training to gain a basic 
awareness of signs and symptoms of abuse and will ensure that the named person and other 
members of staff and volunteers have access to training around Safeguarding Children & Adults 
wherever possible. 
 
Abuse is defined as any action that intentionally harms or injures another person.  
 
Abuse may include one or more of the following:  

● Discriminatory abuse, including that based on a person’s age, disability, gender 
reassignment, being married or in a civil partnership, being pregnant or on maternity leave, 
race including colour, nationality, ethnic or national origin, religion or belief, sex, or sexual 
orientation, and other forms of harassment, slurs or similar treatment;  

● Sexual abuse, including rape and sexual assault, contact or non-contact sexual acts to which 
the adult at risk has not consented, or could not consent or was pressurised into consenting;  

● Psychological abuse, including emotional abuse, threats of harm or abandonment, 
deprivation of contact or communication, humiliation, blaming, controlling, intimidation, 
coercion, harassment, verbal abuse, isolation or withdrawal from services or supportive 
networks;  

● Financial or material abuse, including theft, fraud, exploitation, pressure in connection with 
wills, property or inheritance or financial transactions, or the misuse or misappropriation of 
property, possessions or benefits;  

● Neglect or acts of omission, including ignoring medical or physical care needs, failure to 
provide access to appropriate health, social care or educational services, the withholding of 
the necessities of life, such as medication, adequate nutrition and heating; failure to report 
abuse or risk of abuse;  

● Physical abuse; including hitting, slapping, pushing, kicking, misuse of medication, 
inappropriate restraint, or inappropriate sanctions; and Institutional abuse; indicated by 
repeated instances of unsatisfactory professional practice, pervasive ill treatment or gross 
misconduct indicating an abusive climate. 

Abuse may be a single act or repeated acts. 
 
People who behave abusively come from all backgrounds and walks of life. They may be doctors, 
nurses, social workers, advocates, staff members, volunteers or others in a position of trust. They 
may also be relatives, friends, neighbours or people who use the same services as the person 
experiencing abuse. 
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3. Named person for safeguarding adults 
DOCA has an appointed individual who is responsible for dealing with any Safeguarding Children & 
Vulnerable Adults concerns. In their absence, a deputy will be available for workers to consult with.  
 
The named person for Safeguarding Children and Vulnerable Adults at DOCA is Annabel Lake, 
Production Director, Tel 07590 032808. In the absence of Annabel Lake please contact Cliff Evans, 
DOCA Chair of Trustees, Tel 07557 980476. These numbers should only be used during DOCA events 
or normal working hours. Outside those hours, please e-mail DOCA at: info@docadevizes.org.uk or 
contact one of the organisations listed below. 
 
The roles and responsibilities of the named person are:  

● To ensure that all staff, volunteers and trustees are aware of what they should do and who 
they should go to if they have concerns that someone may be experiencing or has 
experienced abuse or neglect. 

● To ensure that concerns are acted on, clearly recorded and, where necessary, referred to 
Multi-Agency Safeguarding Hub (MASH).  

● To follow up any referrals and ensure the issues have been addressed. 
● To reinforce the utmost need for confidentiality and to ensure that staff and volunteers are 

adhering to good practice with regard to confidentiality and security.  
● To ensure that staff and volunteers working directly with service users who have 

experienced abuse, or who are experiencing abuse, are well supported and receive 
appropriate supervision. 

● To co-operate with safeguarding investigations carried out under the Wiltshire County 
Council’s Policy and Procedure. 

● To ensure that disciplinary procedures are co-ordinated with any other enquiries taking 
place as part of the ongoing management of any allegation.  

 
4. What to do if you witness or are concerned about abuse 
 
DOCA recognises that it has a duty to act on reports, or suspicions of abuse or neglect. Anyone who 
has contact with children and vulnerable adults and hears disclosures or allegations or has concerns 
about potential abuse or neglect has a duty to pass them on appropriately.    
 
How to respond if you receive a disclosure: 

● Reassure the person concerned 
● Listen to what they are saying 
● Record what you have been told/witnessed as soon as possible 
● Remain calm and do not show shock or disbelief 
● Tell them that the information will be treated seriously 
● Don’t start to investigate or ask detailed or probing questions 
● Don’t promise to keep it a secret. 

 
If you witness abuse or abuse has just taken place the priorities will be: 

● To call an ambulance if required 
● To call the police if a crime has been committed 
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● To preserve evidence 
● To keep yourself, staff and service users safe 
● To inform the named person 
● To record what happened on an incident referral form which should be passed immediately 

to the named person. 
 

All situations of abuse or alleged abuse will be discussed with the named person. The alleged victim 
will be told that this will happen. This stage is called the alert.  
 
The named person can then take advice from MASH, and/or other advice-giving organisations. 
 
If it is appropriate and there is consent from the individual, or there is a good reason to override 
consent, such as risk to others, a referral will be made to MASH.  
 
If the individual experiencing abuse does not have the mental capacity to understand what is 
happening to them, a referral will be made without that person’s consent. 
 
Making a referral  
Once you have established that you believe there is an allegation of abuse, you have a duty to make 
a referral and/or inform DOCA’s named person so that they can make a referral. Prior to making a 
referral, you will need to gather as much information as you can about the allegation. 
 
Lack of access to the necessary information should NOT delay the referral. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If there is immediate danger, phone the police or emergency services on 999 
 
To make a referral to Wiltshire’s Multi-Agency Safeguarding Hub (MASH) contact: 
 
FOR CHILDREN: 

• Monday-Thursday 8.45am-5pm (up to 4pm Friday)  0300 456 0108  
• Out of Hours - 0300 456 0100. 
• Email: Integratedfrontdoor@wiltshire.gov.uk 

 
FOR VULNERABLE ADULTS: 

• During Office Hours: 0300 456 0111 
• Out of hours: 0300 456 0100 
• Email: adviceandcontact@wiltshire.gov.uk 
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A referral will then lead to the implementation of the next stages of the MASH Safeguarding 
procedures. The named person should have an overview of these processes so they can explain it to 
the person concerned and offer all relevant support to the process. This could be practical support 
e.g. providing a venue, or information and reports and emotional support. 
 
Information should be provided to the individual. This could be about other sources of help or 
information that could enable them to decide what to do about their experience, enable them to 
recover from their experience and enable them to seek justice.  
 
5. Managing allegations made against member of staff, trustee or volunteer 
All organisations that work with children and vulnerable adults need to ensure that they have 
procedures in place to deal with allegations of abuse by a member of staff, volunteer or trustee.  
 
DOCA will ensure that any allegations made against members or member of staff, volunteer or 
trustee will be dealt with swiftly. 
 
Where a member of staff/volunteer/trustee is thought to have committed a criminal offence the 
police will be informed. If a crime has been witnessed the police should be contacted immediately.  
 
Where the allegation involves alleged abuse of a child or vulnerable adult, a referral should be made 
following the process in section 4. 
  
The safety of the individual(s) concerned is paramount and it should be ensured that they are safe 
and away from the person(s) who is/are the alleged perpetrator(s). 
 
The named person will ensure that DOCA’s Disciplinary Procedures are coordinated with any other 
enquiries taking place as part of the ongoing management of the allegation.  
 
6 Recording and managing confidential information 
DOCA is committed to maintaining confidentiality wherever possible and information around 
Safeguarding Children & Vulnerable Adults issues should be shared only with those who need to 
know.  
 
All allegations/disclosures/concerns should be recorded on an incident referral form. The 
information should be factual and not based on opinions, record what the person tells you, what you 
have seen and witnesses if appropriate. 
 
The information that is recorded will be kept secure and will comply with data protection. 
Where an adult has capacity and no other person or child is at risk, then if they do not want to take 
the matter further it will remain confidential. The person should be reassured and provided with 
information about possible sources of help, should they decide to do something at a later date. 
 
However, there will be occasions when confidentiality cannot be agreed within the context of a 
disclosure, specifically if a child or vulnerable adult is at serious risk of harm, and you can lawfully 
justify your decision to break confidentiality. 
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See Appendix for Guidance on receiving and reporting a disclosure. 
 
7 Disseminating/Reviewing policy and procedures 
DOCA will ensure that the Safeguarding Children & Vulnerable Adults Policy and Procedures are 
reviewed annually by the Board of Trustees. The named person will be involved in this process and 
can recommend any changes.  The named person will also ensure that any changes are clearly 
communicated to staff, volunteers and service users. 
 
APPENDICES 
Appendix One   Useful contact details. 
Appendix Two   Guidance on how to receive a disclosure 
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Useful contact details   Appendix One 
 
The named person for Safeguarding Children and Vulnerable Adults at DOCA is Annabel Lake, 
Production Director, Tel 07590 032808. In the absence of Annabel Lake please contact Cliff Evans, 
DOCA Chair of Trustees, Tel 07557 980476.  
 
These numbers should only be used during DOCA events or normal working hours. Outside those 
hours, please e-mail DOCA at: info@docadevizes.org.uk or contact one of the organisations listed 
below. 
 
 

Wiltshire Multi-Agency 
Safeguarding Hub (MASH) 

 FOR CHILDREN: 

• Monday-Thursday 8.45am-5pm (up to 
4pm Friday)  0300 456 0108  

• Out of Hours - 0300 456 0100. 
• Email: 

Integratedfrontdoor@wiltshire.gov.uk 
 
FOR VULNERABLE ADULTS: 

• During Office Hours: 0300 456 0111 
• Out of hours: 0300 456 0100 
• Email: 

adviceandcontact@wiltshire.gov.uk 

Wiltshire DOFA Services Contact via MASH numbers or  
dofaservice@wiltshire.gov.uk 

NSPCC Helpline 0808 800 5000 or help@nspcc.org.uk 

ChildLine  0800 1111 or www.childline.org.uk 

 
Further information about making a safeguarding referral for an adult and an online form can be 
found at:  https://adults.wiltshire.gov.uk/Information/safeguarding 
 
Further information about making a safeguarding referral for a child and a referral form can be 
found at:  https://www.wiltshire.gov.uk/article/1436/Child-protection  
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Guidance on how to receive a disclosure     Appendix Two 
 
This is a checklist for maintaining good practice in responding, reporting and recording allegations of 
abuse.  
 
Responding  

● Ensure that you remain calm and do not show shock or disbelief. 
● Listen carefully to what you are being told.  
● Ensure a caring response is given.  
● Reassure the person that you are treating the information seriously. 
● Reassure the person that what has happened is not their fault.  
● Ensure that any forensic evidence is preserved.  
● Explain that you are required to share the information with a relevant manager and the 

regulating authority (as appropriate).  
● Reassure the person that any further investigation will be conducted sensitively and with their 

full involvement wherever possible.  
● Reassure the person that the service will take steps to support and where appropriate, protect 

them in the future.  
● Do not stop someone who is freely reporting significant events.  
● Make a written record of what the person has told you, taking into account that this report 

might be required as part of any legal action or disciplinary procedure.  
● Do not promise to keep secrets or make promises you will be unable to keep.  
● Do not contact the alleged “abuser” or alleged “victims” (depending on who is sharing the 

information); Do not be judgmental (e.g. why didn’t you try to stop them?).  
● Do not discuss the content of the disclosure with others outside of the investigation. However, 

other people may need to be informed that an allegation has been made in order to ensure 
their safety.  

● Do not “sit” on the information over the weekend until you are next on duty, etc. report the 
information immediately.  

● Do not interrogate the person for more details as a formal investigation may take place later. 
This avoids unnecessary stress and repetition for the person concerned and does not place 
any future criminal or other investigation at risk. 

 
Reporting  
If you see, hear about or suspect abuse:  

● Take urgent action as appropriate to protect the adult at risk from any immediate danger.  
● Pass on the information to a relevant manager, as appropriate.  
● Act within the wishes of the adult at risk where possible.  
● Avoid asking investigative questions, e.g. who, what, where, when, why?  
● Avoid making comments about what has happened.  
● Support and reassure the individual throughout.  

 
Recording Statements  

● Ensure that your writing is legible.  
● Complete the relevant Safeguarding referral form (see details in Appendix one).  
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● Highlight if the person alleged to have caused harm is a service user.  
● Forward the form to the relevant service;  
● Record that a safeguarding alert was raised.  
● Record what was said to you in the person’s own words.  
● Record if anyone else was there at the time.  
● Record the date, time and setting in which the allegation was made or the event was 

witnessed.  
● Separate any factual information from any opinions expressed.  
● Do not record any concerns about the abuse where the information might be seen by the 

alleged abuser.  
● Date, time and sign your report; Only send reports using secure methods or deliver them in 

person immediately; and ensure all information is stored in a secure place. 

 

http://www.docadevizes.org.uk/
mailto:info@docadevizes.org.uk

