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Introduction 
This is a summary of the key elements from DOCA’s Safeguarding Children and Vulnerable 
Adults policy. It sets out what to do if there are any allegations, reports, or suspicions of 
abuse towards children or vulnerable adults during DOCA activities. 
 
Definitions 
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. 
 
Abuse is defined as any action that intentionally harms or injures another person. Abuse 
may include one or more of the following:  

● Discrimination  
● Sexual abuse 
● Financial or material abuse 
● Neglect or acts of omission 
● Physical abuse 

 
Named person for safeguarding adults 
The named person for Safeguarding Children and Vulnerable Adults at DOCA is Annabel 
Lake, Production Director. In her absence Cliff Evans, DOCA Chair of Trustees can be 
contacted. 
 
The key roles and responsibilities of the named person are:  

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

● To follow up any referrals and ensure the issues have been addressed 
● 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. 



 

What to do if you witness or are concerned about abuse 
Anyone who hears disclosures or allegations or has concerns about potential abuse or 
neglect has a duty to pass them on appropriately. 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 
● 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 should be discussed with DOCA’s named person. The 
alleged victim will be told that this will happen. The named person can then take advice 
from MASH, and/or other advice-giving organisations. 
 
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. But lack of access to the necessary information should NOT delay the referral. A 
referral will lead to the implementation of the next stages of the MASH Safeguarding 
procedures.  
 
Recording and managing confidential information 
DOCA is committed to maintaining confidentiality wherever possible and any information 
relating to a Safeguarding issue will be shared only with those who need to know.  All such 
information will be kept securely in accordance with data protection policies. 
 
Where an adult experiencing abuse has the mental capacity to understand what is 
happening to them, and no other person 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, if the individual does not have the mental capacity, a referral may be made 
without that person’s consent. 
 



 

There will also 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. 
 
Contact details 
DOCA’s named person, Annabel Lake, can be reached on 07590 032808. Cliff Evans can be 
reached on 07557 980476. These numbers should only be used during DOCA events or 
normal working hours. At other times, please e-mail DOCA at: info@docadevizes.org.uk or 
contact MASH directly. 
 
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 

 
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  
 
DOCA’s full Safeguarding Children and Vulnerable Adults policy can be found on its website 
at www.docadevizes.org,uk 
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