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SAFEGUARDING POLICY   

This policy applies to all staff, paid staff, volunteers and sessional workers, agency staff, students 

and anyone else working on behalf of Happy Lizzy Event Planning CIC wherever that work is 

being undertaken. We expect all visitors to our events to behave according to the policy. Happy 

Lizzy Event Planning CIC believes that a child or young person should never experience abuse or 

neglect. We take our responsibility for the welfare of children and young people very seriously and 

we are committed to practice at all times in a way which protects them. We are also aware that 

there are some adults with particular vulnerabilities who require safeguarding in a similar way. This 

policy applies to them as well. 

The purpose of this policy is: 

 To provide all children and young people who visit our events and use our services with a safe, 
enjoyable and stimulating experience while ensuring that as far as possible, they are properly 
safeguarded. 

 To set out for staff and volunteers and visitors the overarching principles which guide our 
approach to safeguarding children and young people. 

Legal framework 

This policy has been drawn up on the basis of law and current best practice guidance, namely: 

 Children Act 1989 & 2004 

 UN Convention of the Rights of the Child 1991 

 Data Protection Act 1998 

 Sexual Offences Act 2003 

 Protection of Freedoms Act 2012 

Supplemented where appropriate by guidance on safeguarding children issued by: 

 H.M. Government 

 National Society for the Prevention of Cruelty to Children 
(NSPCC) 

The legal framework for the safeguarding of vulnerable adults is slightly different. The key 

documents are: 

 The National Framework for Standards for good practice 
and outcomes in Adult Protection work 2005 

 Care Act 2014 
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In respect of adults 

Each form of abuse is investigated according to a set of pan London procedures. These are 

available at: https://londonadass.org.uk/wp-content/uploads/2019/05/2019.04.23-Review-of-the-

Multi-Agency-Adult-Safeguarding-policy-and-procedures-final-.pdf  

In respect of children 

We recognise that: 

 The welfare of the child is paramount as enshrined in the Children Act 1989 

 All children, regardless of age, disability, gender, racial heritage, religious belief, sexual 
orientation or identity, have an equal right to protection from abuse or neglect 

 Some children are additionally vulnerable because of the impact of previous experiences, 
disability, or other issues 

 Working in partnership with children, young people, their parents, carers and other 
agencies is essential in promoting the welfare of children and young people 

 Some vulnerable adults need protecting in similar ways 

We will seek to keep children, young people and vulnerable adults safe by: 

 Valuing them, respecting them and listening to them 

 Setting out clear Child Protection Procedures and ensuring that staff and volunteers have 
regard to it at all times 

 Recruiting staff and volunteers safely ensuring that all necessary checks are made 

 Providing effective management and support for staff and volunteers through supervision 
and training 

 Where concerns arise about the actions of staff or volunteers we will take action as set out 
in the Child Protection Procedures  

 Publicising information about child protection and good practice to children, parents, staff, 
and agencies who use our services 

 Sharing concerns in respect of individual children and vulnerable adults with the appropriate 
agencies and co-operating with any subsequent investigations 

 Appointing a safeguarding lead. This is Elizabeth Thorpe-Tracey and Shane Fearon,  

 All safeguarding referrals will be discussed with Emma Sweeney PDT, Jackie Rosenberg 
One Westminster and Jacqui Fearon, Senior Social Worker, Camden.  

We will keep our policy and practice up to date by reviewing it annually. 

This policy was last reviewed on 01 July 2020 

Signed: Liz Thorpe-Tracey | Director | (Safeguarding lead) 
 

  

https://londonadass.org.uk/wp-content/uploads/2019/05/2019.04.23-Review-of-the-Multi-Agency-Adult-Safeguarding-policy-and-procedures-final-.pdf
https://londonadass.org.uk/wp-content/uploads/2019/05/2019.04.23-Review-of-the-Multi-Agency-Adult-Safeguarding-policy-and-procedures-final-.pdf
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Procedures 

Step by step instructions that MUST be followed 

Safeguarding procedures for all employees 

If an employee is informed about or concerned about the abuse of a child, young person, or adult 

at risk, they must take the following steps: 

 Always place the child or adult’s welfare and interests as the paramount consideration. 

 Make safeguarding personal using a person-led and outcomes-focused approach. 

Employees must talk with the child, young person, or adult at risk about how best to 

respond to their safeguarding situation in a way that enhances their involvement, control, 

and choice throughout the safeguarding process. 

 Listen carefully and actively to the person – at this stage, there is no necessity to ask 

questions. Let the person guide the pace and remember their ability to recount an allegation 

will depend on age, culture, language and communication skills, and disability. 

 Do not show shock at what is being said. This may discourage the child or adult from 

talking, as they may feel you are unable to cope with what they’re saying, or perhaps that 

you’re thinking badly of them. 

 Do not investigate. If anything needs to be clarified in order to understand the safeguarding 

risk, ask clear, open questions: 

- use the TED rule: tell, explain and describe 

- ask ‘what, when, who, how, where’ questions 

- ask ‘do you want to tell me anything else?’ 

- do not ask any ‘why’ questions as these can suggest guilt or responsibility. 

 Remain calm and reassure the person that they have done the right thing by talking to a 

responsible adult. 

 Never promise to keep a secret or confidentiality.  Happy Lizzy Event Planning CIC 

works within wider statutory systems and must collaborate in order to effectively support 

and care for children, young people, and adults at risk. 

 It is important that this fact, and its implications of transparency and reporting, are 

emphasised in early and ongoing conversations. 

 Ensure the child or adult at risk understands what will happen next  

 If the person disclosing is a child, employees have a duty to ensure that the information is 

passed on in order to keep the child safe. 

 If a child requests confidentiality, employees must explain Happy Lizzy Event Planning CIC 

requirements, for example, ‘I’m really concerned about what you have told me and I have a 

responsibility to ensure that you are safe’. 

If the person disclosing is an adult, employees have a duty to pass on information if someone is at 

immediate risk of harm, and to encourage and support the adult to share information and seek 

support. 
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Employees must ask for the adult's consent to take up their concerns. If the adult does not agree, 

or if employees do not believe that the adult has capacity to make a decision about consent, they 

must consult with safeguarding advisors 

Where there are concerns or allegations about an adult employee or volunteer who is working with 

children or adults at risk (often called someone in a “position of trust”) within HLEP!, employees 

must follow the Managing Allegations and Concerns about an employee or volunteer who works 

with children, young people or adults at risk 

Responding to a safeguarding concern 

Immediate risk of harm 

 If an employee believes a child or adult to be at immediate risk of harm or abuse, and/or a 

criminal offence is taking place, they must take immediate steps to protect that person by 

calling 999. 

 Employees must then contact the safeguarding lead to let them know what has happened 

and to take advice on next steps. 

 The volunteering team must be informed of all safeguarding issues and concerns relating to 

volunteers as soon as an issue is identified by the volunteer manager, or when other 

employees are informed/involved. 

No immediate risk of harm 

 Employees must consult with safeguarding lead as soon as possible on the same working 

day of the safeguarding concern. 

 If there are concerns that a child is, or has been, at risk of abuse, employees must make a 

referral on the same working day to the local authority children’s services in the area where 

the child is living (or is found). Employees must take guidance from the safeguarding lead 

as needed. 

 For safeguarding concerns raised by volunteers, the safeguarding lead will make the 

referral. This must be done as soon as possible on the same working day. Employees must 

(subject to issues of confidentiality or other sensitivities) keep volunteers informed as to the 

outcome of the referral. 

 Employees must discuss safeguarding concerns for an adult with the safeguarding lead. 

Employees and managers must consider the safeguarding concerns and the adult’s 

individual circumstances in order to decide if a referral is warranted, including a 

consideration of: 

 Empowerment – what does the person want? What rights need to be respected? Is 

there a duty to act, are others at risk of harm? 

 Protection – is this person an adult at risk? What support do they need? Is capacity 

an issue? Should others (such as a carer) be involved? 

 Proportionality – have risks been weighed up? Does the nature of the concern 

require referral through multi-agency procedures? 

 Partnership – what is the view of others involved? How do multi-agency procedures 

apply? 
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 Accountability – is there a clear rationale on which to base a decision? 

 

Concerns from the general public 

Event staff may receive safeguarding concerns from the general public in person or via email or 

telephone. 

 Where such concerns are received via email, these must immediately be passed onto the 

safeguarding team hlepnow@gmail.com alongside a telephone call to the Safeguarding 

Lead to ensure timely receipt and action. 

 Where the concern is received via telephone or in person, the HLEP! Staff member  

 

cern will be passed 

onto HLEP! safeguarding team 

  

have received the 

information 

Making a referral 

Making a referral to the local authority 

 Referrals must be made on the same day where harm or risk of harm has been identified. If 

concerns arise out of office hours, referrals must be made to the local authority out of hours 

service. 

For a child: 

 Employees must make referrals to the local authority children’s social care services, 

following local procedures. Employees must always confirm the referral in writing via secure 

email. 

 Where possible, employees must discuss their concerns with the child’s parent, and an 

agreement should be sought for a referral to the local authority children’s social care. 

Employees must only do this if it does not increase risk to the child (through either delay, or 

the parent’s possible actions or reactions). 

 If employees decide not to seek parental permission before making a referral to children's 

social care, they must record and date this in the child's file. This must also be confirmed in 

the referral to children's social care via secure email. 

For an adult: 

 If the adult consents to safeguarding procedures and a referral, employees must follow the 

local Safeguarding Adults procedures. 

 Employees must take action on the same working day that the concerns were noted and 

consent obtained. 

 If the adult does not consent to contacting other agencies, and has the mental capacity to 

make that decision, employees must provide information and advice to the adult. This must 

mailto:hlepnow@gmail.com


    

6 
HELP! Safeguarding Policy 2020 

include a summary of the concerns and advice of other services that the adult may choose 

to access. 

Mental capacity and referring 

In order to assess capacity of a child or adult, employees should apply the two-stage test. To do 

so, employees must answer two questions: 

(1) Is there an impairment of, or disturbance in the functioning of a person's mind or brain? This 

could be due to long-term conditions such as mental illness, dementia, or learning disability, or 

more temporary states such as confusion, unconsciousness, or the effects of drugs or alcohol. 

If the answer to the above is ‘yes’, employees then must consider:  

(2) Is the impairment or disturbance sufficient that the person lacks the capacity to make a 

particular decision when they need to? 

A person is unable to make their own decision if they cannot do one or more of the following: 

 

 

ormation available to make the decision 

– this could be by talking, using sign language, or 

even simple muscle movements such as blinking an eye or squeezing a hand. 

 Every effort must be made to find ways of communicating with someone before deciding 

that they lack capacity to make a decision based solely on their inability to communicate. 

Employees will need to involve family, friends, carers, or other professionals. 

 The assessment must be made on the balance of probabilities, for example, is it more likely 

than not that the person lacks capacity? Employees must be able to show in their records 

why they have come to a conclusion that capacity is either present or lacking for the 

particular decision. 
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 If an adult at risk of abuse is perceived to lack the mental capacity to make the decision 

regarding a referral, employees and their managers must consider what is in the adult’s 

best interests. A referral without consent must be made in cases where: 

ife-threatening situation 

– including children 

 

 

 If a serious crime has been committed, managers must also contact the police following the 

local procedures. This must happen on the same working day the concern was noted. 

Referrals when working with a partner organisation 

 If the safeguarding concern arises within the context of HLEP! working with a partner 

organisation or service (or example a school or college), employees must check with their 

service manager for any agreed safeguarding processes contained in the Service Level 

Agreement. Usually, this will involve contacting the designated officer within the partner 

organisation. Employees must also consider any local safeguarding children or adults multi-

agency arrangements, including their local child protection or adults at risk procedures 

which are detailed on the Local Safeguarding Children Partners and Local Safeguarding 

Adult Board Websites. 

 In such cases, both HLEP! and the partner organisation’s policies must be followed. 

Referral responses: What to expect from the local authority 

 For a child: Children’s social care services are required to provide referrers with a response 

within 24 hours of receiving a referral, and acknowledge receipt to the referrer. Responses 

may include: 

 

 

 

 an early 

help assessment (or that the referral remains within early help 

services). 

 If no response has been received within 72 hours, HLEP! must contact the local authority 

children’s social care again and, if necessary, ask to speak to a line manager to establish 

progress. If the local authority’s response is inadequate, or doesn’t sufficiently address the 

risk of abuse, employees must discuss this on the same day. The Safeguarding Lead must 

then review the details on the same day and make a decision to take action regarding any 

escalation required 
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 For an adult: 

Adult social care services do not have a statutory obligation to respond within a specified 

timeframe. Local response timeframe targets may operate; these are available on the individual 

local authority Safeguarding Adult Board website. Responses may include: 

 

 

‘Working with adult services’) 

 


