
Koinonia John the Baptist Ireland 
SAFEGUARDING ADULTS

POLICIES AND PROCEDURES 

Koinonia John the Baptist Ireland is a ‘Private Association of the Lay 
Faithful’, with canonical approbation in Down and Connor. 

All safeguarding policies and procedures of Koinonia John the 
Baptist Ireland adhere to the guidelines of the 'National Board for 

Safeguarding Children in the Catholic Church in 
Ireland’ (NBSCCI), as implemented by the Diocese of Down and 

Connor 
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SAFEGUARDING 
VULNERABLE ADULTS 

The policies and procedures included here are adopted from ‘ 
Safeguarding of Vulnerable Adults in the Diocese of Down and Connor: Best Practice 

Guidelines’ published by the Diocesan Safeguarding Office, 2018 

Latest version adopted by Pastoral Council: June 2018   
Last reviewed: March 2022

Approved and adopted for the charity: 

_____________________ __________________________

Sr. Christine Sawey Francis Iacuitto 

(Chairperson/Pastor) (On behalf of Safeguarding Committee)

Next review: September 2023

This policy contains: 
• Context 

• Statement of Intent 

• Guiding Principles: Church and Legal Context 

• Responsibilities, Vetting and Reporting Procedures 

• Procedures 

• Supporting Documents 
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Context 
“For I know the plans I have for you, declares the Lord, plans for welfare and not for evil, to 

give you a future and a hope.” (Jeremiah 29:11)

One of the earliest prophetic images of Camparmò has the vulnerable - the sick, 
those with special needs, the elderly and those in need - would come and be 
refreshed and welcomed by our community. As a community at the service of the 
New Evangelisation, listening to our vulnerable members and empowering them to 
encounter Jesus in a new and fresh way brings life and joy to the community. Our 
ministry aims to enable them to receive the Lord’s promises, discover His plans, 
and embrace them with confidence. This requires an environment that puts the 
welfare and wellbeing of the those adults at risk of harm at the centre of all that we 
do in ministry. When they feel welcomed, safe and accepted they can glimpse the 
welcome, safety and acceptance of Christ.  

Safeguarding is central to the ministry of Christ and is an integral part of the life 
and mission of the church. This mission recognises and acknowledges the value of 
the physical, emotional, social and spiritual well-being of vulnerable people. 
Safeguarding vulnerable adults in the Diocese of Down and Connor is guided by 
religious teaching and both domestic and international law. 

This policy seeks to lay out the value base, procedures and guidelines required for  
the personnel, volunteers (including trustees) and members of Koinonia John the 
Baptist Ireland, ordained, consecrated and lay, to ensure effective safeguarding, in 
line with NBSCCI guidelines as directed by the Safeguarding Office of the Diocese 
of Down and Connor. These Guidelines and the associated procedures are guided 
by the foundations of the message of the Gospel; core to that message is to 
recognise that to protect children is to give witness to God’s love. 

It can and should be added to and amended when circumstances and ministry 
require it. As encouraged by the One Church approach, this will be done ‘in 
dialogue with’ and/or ‘as directed by’, appropriate safeguarding guidelines from 
the Diocese or NBSCCI, or as required by legislation. 
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Aims of the Policy 
Through this policy, Koinonia John the Baptist Ireland aims to: 

• Proactively safeguard and promote the welfare of adults at risk of harm 

• Have effective working structures in place to respond to concerns 
about their welfare 

• Provide clear guidance to consecrated, ministry personnel and 
volunteers. 

Legal Framework 
Koinonia John the Baptist Ireland recognises its legal and moral responsibilities to 
keep adults safe from harm while they are in our care. We adopt this policy to 
provide reassurance that the welfare of adults is paramount 

This policy is underpinned by the requirements of international law, domestic law, 
statutory policy and procedures (primarily Adult Safeguarding: Prevention and 
Protection in Partnership Policy, DHSS&PS, 2015). Embedded in these 
requirements is the recognition that all people, consecrated and laity have a 
fundamental right to be respected, nurtured, cared for and protected from harm. 

Koinonia is a Private Association of the Lay Faithful in the Catholic Church. This 
policy is in keeping with church teaching. Safeguarding is an integral part of the 
life and mission of the church. This mission recognises and acknowledges the 
value of the physical, emotional, social and spiritual well-being of all people. 

This policy has been developed in line with the following legislation and good 
practice guidelines: 

Legislation 

The Criminal Law(NI) Act 1967, Section 5 

The Disability Discrimination Act 1995 

The Race Relations (Northern Ireland) Order 1997 

The Public Interest Disclosure (Northern Ireland)Order 1998 
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The Family Homes and Domestic Violence (Northern Ireland)Order 1998 

The Northern Ireland Act 1998, Section 75 

The Human Rights Act 1998 – enacted 2000 

The Safeguarding Vulnerable Groups (Northern Ireland) Order 2007, as amended 
by The Protection of Freedoms Act 2012 

The Forced Marriage (Civil Protection) Act 2007 

The Sexual Offences (Northern Ireland) Order 2008 

The Human Trafficking and Exploitation (Criminal Justice and Support for Victims) 
Act (Northern Ireland) 2015 

Further information on adult safeguarding legislation can be accessed at 
www.opsi.gov.uk 

Policy, procedures and good practice guidelines 

Adult Safeguarding: Prevention and Protection in Partnership (Department of 
Health and Department of Justice, 2015) places a requirement on any public 
service, voluntary, community, independent or faith organisations to safeguard 
adults who may be at risk, by: 

Recognising that adult harm is wrong and should not be tolerated 

Being aware of signs of harm from abuse, exploitation and neglect 

Reducing opportunities for harm from abuse, exploitation and neglect to occur 

Knowing how and when to report safeguarding concerns to the statutory 
authorities. 

The regional policy and operational procedures can be accessed at 

http://www.hscboard.hscni.net/download/PUBLICATIONS/safeguardvulnerable-
adults/niasp-publications/Adult-Safeguarding-Operational-Procedures.pdf  

https://www.healthni.gov.uk/sites/default/files/publications/dhssps/adult-
safeguardingpolicy.pdf  

Keeping Adults Safe: A Shared Responsibility (Volunteer Now, 2017) sets out the 
eight minimum standards of good practice for adult safeguarding, with supporting 
guidance. 

The Department of Health-endorsed standards can be accessed at 
www.volunteernow.co.uk  
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Definitions 
The following terms are used throughout this policy and are defined as follows: 

An “adult at risk of harm” is a person aged 18 or over, whose exposure to harm 
through abuse, exploitation or neglect may be increased by their: 

A. Personal characteristics and/or 

B.  Life circumstances. 

Personal characteristics may include, but are not limited to, age, disability, special 
educational needs, illness, mental or physical frailty or impairment of, or 
disturbance in, the functioning of the mind or brain. 

Life circumstances may include, but are not limited to, isolation, socio-economic 
factors and environmental living conditions. 

An “adult in need of protection” is a person aged 18 or over, whose exposure to 
harm through abuse, exploitation or neglect may be increased by their: 

A. Personal characteristics and/or 

B.  Life circumstances. and/or 

C. Who is unable to protect their own well-being, property, assets, rights 
or other interests AND 

D. Where the action or inaction of another person or persons is causing, 
or is likely to cause, him/her to be harmed. 

In order to meet the definition of an “adult in need of protection” either A or B must 
be present, in addition to both elements C and D. 

The Adult Safeguarding Champion (ASC) 

The ASC provides strategic and operational leadership and oversight in relation to 
adult safeguarding for Koinonia John the Baptist Ireland, as well as receiving 
safeguarding concerns about adults and referring these to the appropriate 
diocesan and statutory authorities. 

The role of the Adult Safeguarding Champion (ASC) is set out in Adult 
Safeguarding: Prevention and Protection in Partnership Policy (NI) (2015). The 
organisation is required to appoint an Adult Safeguarding Champion. 

The Adult Safeguarding Champion for Koinonia John the Baptist is Anne Mitchell. 
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“Regulated activity”with adults 

Regulated activity includes: 

Providing health care – the provision of health care to an adult by or under the 

supervision of a health care professional 

Providing personal care – providing physical assistance, prompting and 
supervision, training, guidance or instructions to an adult eating, drinking, toileting, 
washing, bathing, dressing, oral care or care of the skin, hair or nails because of 
the adult’s age, illness or disability 

Providing social care – the provision by a social care worker of relevant social work 
to an adult who is a client or potential client 

Assistance with general household matters– providing day-to-day assistance to an 
adult because of their age, illness or disability, where that assistance includes 
managing the person’s cash, paying bills and/or shopping on their behalf 

Assistance in the conduct of a person’s own affairs- by virtue of a court order, 
legislative or other regulative power 

Conveying – transporting an adult, who requires it because of their age, illness or 
disability, to or from a place where they have received or will receive health care, 
personal care or social care (healthcare, personal care or social care are outlined 
above). 

From Safeguarding Vulnerable Groups (NI)Order 2007 (as amended by the 
Protection of Freedoms Act 2012). 

Former regulated activity with adults (pre 2012) also included: 

Undertaking activity which is of a specified nature,which includes teaching, 
training, instructing, caring for, supervising, assistance, providing advice or 
guidance, providing treatment or therapy not related to health, personal or social 
care, transport to or from a location for health, social or personal care 

• Regulated activity includes an activity which takes place in a specified 
establishment, eg Adult Residential Care Home and there is the opportunity for 
contact with a vulnerable person 

• Certain defined positions of responsibility, for example a director of social 
services or trustees of certain charities 
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• Manager/supervisor of a worker in a regulated activity. 

In addition, the activity must also take place on a frequent or intensive basis (i.e. 
once per week or more than three days in any period of 30 days or overnight (2am 
to 6am). 

Underlying Principles 
As a Private Association of the Lay Faithful, with canonical approbation by decree 
in the Diocese of Down and Connor, the Pastoral Council of Koinonia John the 
Baptist endorses the diocesan policy and applies it to this unique context. 

Koinonia John the Baptist Ireland acknowledges that all adults are entitled to live a 
life free from abuse and exploitation, and our safeguarding policy is underpinned 
and guided by a number of values and principles. 

All adults will be treated with dignity and respect and in away that promotes 
equality and diversity. 

With respect to safeguarding adults we recognise the following principles, which 
underpin Adult Safeguarding: Prevention and Protection in Partnership (DoH and 
DoJ, July 2015). 
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Koinonia John the Baptist Ireland endeavours to safeguard adults at risk by: 

1. Adhering to our safeguarding policy and ensuring that it is supported by robust 
procedures and guidelines 

2. Carefully following the procedures laid down for the safe recruitment and 
selection of staff and volunteers 

3. Providing effective management for staff and volunteers through support, 
supervision and training appropriate to their role 

4. Implementing clear procedures for raising awareness of, responding to, 
recording and reporting concerns about actual or suspected incidents of 
abuse 

5. Having effective procedures for assessing and managing risks with regard to 
safeguarding adults 

6. Having procedures for receiving comments and suggestions and for dealing 
with concerns and complaints about the organisation 

7. Having a clear policy on the management of records, confidentiality and 
sharing of information 

8. Having a Code of Behaviour which outlines the behaviour expected of all 
involved in the organisation. 

This safeguarding policy is supported by other organisational policies and 
procedures aimed at promoting safe and healthy work practices, including 
Recruitment and Selection, Grievance and Disciplinary/Problem solving, Code of 
Behaviour, Equal Opportunities, and Health and Safety. 

The organisation is committed to reviewing this policy every three years. The next 
review will take place in September 2023, unless there is a significant change to 
legislation, policy or practice in the interim. 
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Recruitment and selection 
Koinonia John the Baptist Ireland acknowledges that safe care starts with the 
recruitment of suitably qualified, skilled and vetted volunteers and personnel to 
work in regulated positions, who have the desired competencies and skills to carry 
out their function in an effective, efficient and safe manner. Whoever is employed 
by the organisation, in either a full time, pastoral or voluntary role, must be 
recruited safely and deemed suitable for the role that they are being asked to 
undertake. 

To support this aim Koinonia has implemented these robust selection and 
recruitment processes, in line with legislative requirements and best practice. 

The recruitment of personnel and volunteers to work with adults with Koinonia who 
are at risk of harm follows the same process and procedures as for staff and 
volunteers wishing to work with children and young people. 

For further information on recruitment and selection of volunteers please refer to 
the recruitment section of the Child Safeguarding policies. 

All staff and volunteers must be subject to the appropriate recruitment procedures 
regardless of their position as a volunteer or employee, including clergy or 
consecrated. 

• The recruitment and selection procedures include the following: 

• Defining the post through clear job descriptions and personnel specifications for 
staff and clear role descriptions for volunteers. These should identify the key 
skills, qualities, abilities and experience required to fill the post. 

• The job/role description will indicate whether the post constitutes regulated 
activity under the SVG (NI)Order 2007 or as amended by the Protection of 
Freedoms Act 2012. 

• An open recruitment process 

• Completion of an application form providing information on past work/
volunteering experience 

• Completion of a declaration and consent form. 

• The applicant must declare any past criminal convictions, cautions or binding-
overs which are unspent, as per Rehabilitation of Offenders Order (NI) 1978, and 
any cases pending against them other than minor road traffic offences. 
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• The applicant must provide information on any criminal investigation that has 
been carried out in relation to adult abuse in which they have been the alleged 
perpetrator. If they are considered the preferred candidate for a post the relevant 
level of AccessNI Disclosure Check will be carried out and any offer of the job/
role will be on condition and subject to the results of this check 

• Undergo an interview(or meeting, in the case of a volunteer) appropriate to the 
job/role,with at least two representatives of the Pastoral Council. 

• Photographic identification and, where required, documentary evidence of 
qualifications and any accredited training should be produced by the candidate 
at the interview or meeting 

• Following a conditional offer of employment/volunteering the following 
procedures apply: 

• Request for two written references, which may be followed up orally as 
necessary 

• Appropriate checks will be undertaken when required. An AccessNI Enhanced 
Disclosure with Barred List Check will be requested on the preferred candidate if 
the job/role constitutes a regulated activity. Where the post meets the former 
definition of regulated activity (pre- September 2012) an Enhanced Disclosure 
without Barred List Check will be requested (all Access:NI checks are carried out 
through the Northern Dioceses of the Catholic Church). 

Effective Management 

Effective management of staff and volunteers ensures that everyone within the 
Koinonia is clear about what we are trying to achieve and what their particular job/
role is. The provision of appropriate training and support and the supervision of 
staff and volunteers help us to prevent harm to the adults we support. 

The management procedures for staff and volunteers include the following: 

Induction which includes the job/role and the staff member/volunteer’s area of 
responsibility; 

what is expected of staff and volunteers and the boundaries within which they may 
operate; 

support available to the staff member/volunteer; and meeting fellow colleagues 
and volunteers 
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Probationary period for staff and trial period for volunteers. All appointments are 
conditional on a satisfactory period of employment or volunteering, the timeframe 
for which will be agreed. Following an agreed probationary/trial period, the post 
will be confirmed in writing 

Training – in addition to induction, all consecrated, staff and volunteers must 
attend adult safeguarding training relevant to their role. This training is organised 
through the Safeguarding Office and is delivered within the Diocesan Pastoral 
Communities. Based on the principles of good practice in safeguarding adults at 
risk as outlined in Adult Safeguarding Prevention and Protection in Partnership 
(DoH & DoJ, 2015), these sessions will cover: 

• Legal and policy context of adult safeguarding 

• Diocesan safeguarding structures 

• Awareness of abuse issues 

• Procedures for reporting concerns 

• Code of behaviour for clergy, staff and volunteers. 

The training is interactive and participative, where participants learn through 
presentation, group work and discussion. It is a requirement that all clergy, staff 
and volunteers who work in a regulated activity with adults attend an adult 
safeguarding training session. Written records are kept of all training completed by 
clergy, staff and volunteers. Any additional training needs will be identified with 
their line manager/coordinator/ leader or Pastoral Safeguarding Committee (PSC) 
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Responding and reporting concerns 
Consecrated, staff and volunteers need to be aware of what is meant by adult 
abuse and the different categories of abuse that exist. Abuse is “a single or 
repeated act, or lack of appropriate action, occurring within any relationship where 
there is an expectation of trust, which causes harm or distress to another individual 
or violates their human or civil rights”.1 

Abuse is the misuse of power and control that one person has over another. It can 
involve direct and indirect contact and can include online abuse. Categories of 
abuse are outlined below 

Abuse can happen anywhere and an abuser can be anyone who has contact with 
the adult. Factors that increase vulnerability can include situations where a pattern 
of violence exists or has existed, social or emotional isolation, drug/alcohol misuse, 
and disability. 

If a team member or volunteer has concerns about an adult they are working with, 
it is not their responsibility to investigate nor to try to decide if abuse has occurred. 
It is their responsibility to pass on their concerns through the diocesan reporting 
procedures. Under no circumstances should a staff member or volunteer attempt 
to investigate or deal with the situation alone. 

Harm is the impact on the victim of abuse, exploitation or neglect and violates the 
basic human rights of the person. 

It is the result of any action whether by commission or omission, deliberate, or as 
the result of a lack of knowledge or awareness which may result in the impairment 
of physical, intellectual, emotional, or mental health or wellbeing. 

The full impact of harm is not always clear from the outset, or even at the time it is 
first reported. It can have a devastating and long-lasting impact on victims, their 
families and their carers. 

Harmful conduct may constitute a criminal offence or professional misconduct on 
the part of an employee. 

Recognising harm 

There are a number of ways you could be alerted that an adult is suffering harm: 

The adult may disclose to you 

Someone else may tell you of their concerns 

You may see something that causes you concern 
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The adult may show some signs of physical injury for which there does not appear 
to be a satisfactory or credible explanation 

Their demeanour/behaviour may lead you to suspect abuse or neglect 

The behaviour of a person close to them makes you feel uncomfortable (this may 
include another volunteer, a member of the community, friend or family, or through 
general good neighbourliness and citizenship). 

Being alert to abuse plays a major role in ensuring that adults are safeguarded, 
and it is important that all concerns about possible abuse are taken seriously and 
appropriate action is taken. 

Responding to disclosure 

Where a disclosure is made this can raise anxiety for those who receive the 
information. However, it is very important that you know how to respond 
appropriately. Such information is sensitive, and it may have taken a lot of courage 
for the person to reach the stage of telling someone. 

The following are guidelines for dealing with disclosure, which all consecrated, 
staff and volunteers should follow: 

Do:

Stay calm 

Listen to what the adult is telling you 

Express concern and sympathy about what has happened 

Reassure the adult that they have done the right thing in telling you 

Record – ensure you write down for yourself a clear and accurate note of what you 
have been told as soon as possible using the person’s own words so that you can 
accurately relay the information to the Designated Liaison Person (Adult 
Safeguarding Champion). This should include the date and time that you became 
aware of the concerns, the parties who were involved, and any action taken. Any 
questions asked in “checking out” the concerns should also be recorded. 

It is not your responsibility to decide if abuse has occurred. Your role is clear – 
pass it on. The Designated Liaison Person (Adult Safeguarding Champion) will 
make a report to police or social services if appropriate.  
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You always have the right to contact the statutory authorities yourself directly. If at 
any time an adult at risk is in danger, Social Services or the Police Service should 
be contacted without delay. 

Report to the Designated Liaison Person (Adult Safeguarding Champion) without 
delay. It is essential that consecrated, staff and volunteers are clear about what to 
do if they receive a disclosure – always pass on your concern 

Don’t:

Panic 

Stop someone from disclosing to you 

Ignore – it is important that abuse is never ignored. If you are not sure and 
something is concerning you, it is best to report it 

Press for information – you must not ask the person leading questions or press for 
more details. You should allow the person to freely recall events 

Investigate – you must never try to investigate incidents of abuse yourself or try to 
confront the person you think is responsible for the abuse 

Promise to keep secrets – although you should reassure the person that any issue 
will be dealt with sensitively, do not promise to keep anything a secret. 

Consent 

Consideration of consent is central to adult safeguarding. Consent is a clear 
indication of a willingness to participate in an activity or to accept a service, 
including a protection service. It may be signalled verbally, by gesture, by willing 
participation or in writing. No one can give, or withhold, consent on behalf of 
another adult unless special legal provision for particular purposes has been made 
for this. 

For consent to be valid, it must be given voluntarily by an appropriately informed 
person who is able to consent to the intervention being proposed. All community 
volunteers have a responsibility to share their concerns with the Designated 
Liaison Person (Adult Safeguarding Champion). It is at this stage that assessment 
of consent and capacity will be considered. 

Where there is a concern that an adult may be at risk of, or experiencing, harm, 
and there are concerns about coercion or undue influence, the Designated Liaison 
Person (Adult Safeguarding Champion) should refer this to the HSC Trust in 
accordance with section 11 of Adult Safeguarding: Prevention and Protection in 
Partnership (Doh & DoJ, 2015). 
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Confidentiality 

It is important that clergy, staff and volunteers understand the importance of 
confidentiality. 

All information relating to safeguarding concerns/suspicions/disclosures/
allegations needs to be shared with the relevant person who in turn shares it on a 
“need to know” basis with the relevant statutory authorities and relevant 
professionals. 

This information should NOT be shared with anyone, inside or outside Koinonia or 
the diocese, unless they are involved in the case. Only the relevant personnel 
need to be involved. The Designated Liaison Person (Adult Safeguarding 
Champion) will advise on “who needs to know” and who should have access to 
records. 

No undertakings regarding secrecy can be given. Those working with adults 
should make this clear to all parties involved. However, it is important to respect 
the wishes of the adult as much as is reasonably practical. 

Information may be disclosed to external agencies to ensure the care and safety of 
an individual or others or where a crime is suspected. Information shared is not 
only in relation to a suspected crime but also and more usually in parallel with a 
need to safeguard a person at risk of abuse. 

All adults at risk of harm or in need of protection and, where appropriate, their 
carers or advocates need to be made aware that the operation of multi-disciplinary 
and inter-agency procedures will, on occasion, require the sharing of information in 
order to protect or to investigate an alleged suspected criminal offence. 

Reporting procedures 

There may be emergency situations where it is appropriate to contact the police 
immediately. But whatever the circumstances of the concern, disclosure, allegation 
or suspicion, it is vital that you record the details and report these without delay.  

Sharing information, no matter how insignificant it may seem, is one of the most 
important ways of safeguarding adults. Koinonia adheres to Down and Connor’s 
reporting procedure, communicated during training. 
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RECORD AND REPORT 

Consecrated, staff and volunteers should record any concerns, disclosures, 
allegations and/or suspicions of abuse. This should include the date and time that 
the staff member or volunteer became aware of the concerns, the parties who 
were involved, and any action taken. Any questions asked in “checking out” the 
concerns should also be recorded. This information must be kept in a secure 
place and passed to the Designated Liaison Person (Adult Safeguarding 
Champion). 
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Adult Safeguarding Champion: 
role and responsibilities 

When the Designated Liaison Person (Adult Safeguarding Champion) is alerted to 
concerns about an adult at risk, s/he should act promptly and in accordance with 
the reporting procedure of Koinonia and the diocese, including the need to: 

• ensure that the adult at risk is in no immediate danger and that any necessary 
medical or police assistance has been sought; 

• consider whether the concern is a safeguarding issue or not. This may involve 
some “checking out” or clarifying of information provided, taking care not to 
investigate (See Appendix 3 for guidance on the key considerations and courses 
of action; consult with statutory agencies where there is any doubt or uncertainty. 
See Appendix 7 for contact details for the key statutory agencies for adult 
safeguarding) 

• Make a formal referral if the concern is considered to be a safeguarding issue. 

If the Designated Liaison Person (Adult Safeguarding Champion) decides that the 
concern is not considered a safeguarding issue, or a discussion has taken place 
with the local HSC Trust and it is decided that there should be no referral made to 
a statutory authority, a record should be made of the concern. The details should 
be kept on file, including any action taken, the reasons for not referring, and the 
situation monitored on an ongoing basis. This is important in case further concerns 
are raised which, when taken together, indicate that the adult is being harmed and 
protective action is required. 

What if the Designated Liaison Person cannot be contacted? 

If the Designated Liaison Person (Adult Safeguarding Champion) cannot be 
contacted you should report concerns to the local HSC Trust or PSNI (contact 
details are in Appendix 7). In these circumstances you must record the name of 
the person in the statutory agency to whom you reported, and the date and time of 
the report. You must inform the Designated Liaison Person (Adult Safeguarding 
Champion) as soon as possible after you have made the report. 

Allegations against clergy, consecrated, staff and volunteers 

An allegation against a member of clergy, consecrated, staff or volunteer is a 
challenging situation for an organisation to deal with, as the individual who is the 
subject of the allegation may be a close colleague or friend. However, it is 
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extremely important that the procedure for dealing with allegations is followed 
accordingly. 

When responding to an allegation made against clergy, staff or volunteer, the 
Diocese of Down and Connor recognises its responsibilities, firstly to the adult at 
risk, and secondly to the member of clergy, staff or volunteer. Two related but 
independent strands of enquiry are followed in such circumstances, in relation to 
reporting concerns and disciplinary/problem solving procedures. 

If a staff member/volunteer receives any information about an allegation against 
another staff member/volunteer this must be reported to the Designated Liaison 
Person (Adult Safeguarding Champion) and should include the date and time that 
the staff member or volunteer became aware of the information and the parties 
who were involved. If there are notes made this information must be kept in a 
secure place and passed to the Designated Liaison Person (Adult Safeguarding 
Champion) following the reporting procedures outlined in Chart 1. 

The following procedure should be followed: 

The Designated Liaison Person (Adult SafeguardingChampion)will consult with the 
HSCTrust and/or PSNI to ensure that any subsequent action taken by the diocese 
does not prejudice theHSCTrust or PSNI investigation 

Following this consultation, the individual will be informed by the Designated 
Liaison Person (Adult Safeguarding Champion) that an allegation has been made 
against him/her and provide them with an opportunity to respond. 

The details of this response should be fully recorded Through consultation with the 
statutory authorities the most appropriate way forward will be agreed. 

Protective measures should be implemented as a priority. This may include 
suspending/removing the staff member/volunteer from their role or moving him/her 
to alternative duties for the period of the investigation. 

Suspension is a neutral act to allow the investigation to proceed and to remove the 
staff member/volunteer from the possibility of any further allegation, as well as 
protecting vulnerable people. Where suspension is considered necessary, it will be 
dealt with as quickly and sensitively as possible. 

All of the above actions will be taken in accordance with the organisation’s 
disciplinary/problem solving procedures, and will have due regard to guidance 
from the HSC Trust and/or PSNI. 
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Historical abuse 

In the case of a staff member/volunteer receiving information that abuse has 
occurred in the past, this information should be reported as per the reporting 
procedures outlined in Chart 1, as there could be a continued risk. 

What if clergy, staff, or volunteer’s concerns are not taken seriously? 

If a staff member, volunteer, clergy feels their safeguarding concern has not been 
taken seriously through the reporting procedure, they should discuss the concern 
with the Chair of the Pastoral Safeguarding Committee in the first instance, 
followed by the Pastor. 

If they remain unsatisfied about how the matter has been dealt with, they have the 
right to report the matter directly to the local HSE Trust or the PSNI (see Appendix 
7 for contact details). 

Whistle-blowing policy and procedures 

Koinonia has a Whistleblowing Policy which can be found in the Child 
Safeguarding policy. This makes clear that: 

Koinonia takes poor practice seriously 

Consecrated, staff and volunteers have the option to raise concerns about other 
consecrated, staff and volunteers 

The organisation where possible, will respect the confidentiality of a member of 
consecrated community, staff or volunteer raising a concern 

It is a serious matter to victimise a bona fide whistle-blower and for someone to 
maliciously make a false allegation. 

All charity personnel should be familiar with the Whistle-blowing Policy. 

For further information, the full policy which can be found in the Child 
Safeguarding policy  
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Serious incident reporting 

Koinonia John the Baptist Ireland has a responsibility to report serious incidents to 
the Charity Commission NI, even if the incident has already been reported to the 
HSC Trust and/or PSNI. The report made by the Designated Liaison Person (Adult 
Safeguarding Champion) should outline what happened and explain how it is 
being managed. 

The Commission regards a serious incident as an adverse event, whether actual or 
alleged, which results in, or risks, a significant loss of charity money or assets, 
damage to charity property or harm to the work of the charity, its beneficiaries or 
reputation. 

This includes safeguarding incidents. 

More information can be found at 

https://www.charitycommissionni.org.uk/media/141936/20171116-ccnieg059-
serious-incident-reporting-a-guide-for-charity-trustees.pdf  
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Risk assessment and management 
An important factor in ensuring the general safety of activities is risk assessment. 
This is the process of examining what could possibly cause harm to adults, clergy, 
staff and volunteers involved with the diocese through its activities and services. 

In safeguarding terms, the aim of risk assessment and risk management is to 
prevent abuse or harm occurring, to reduce the likelihood of it occurring and to 
minimise the impact by responding to it effectively if it does occur. 

Consecrated, staff and volunteers must take time to identify risks, evaluate them, 
and put in place risk reducing measures. An identification of any risk carries a duty 
to report this risk to their supervisor/line manager, who will then complete a risk 
assessment. 

Risk of harm can result from a number of factors, such as threatening behaviours, 
injury, abuse, neglect, accidents/incidents/near misses, venue/environment, lack of 
training/support/supervision, and inappropriate ratios. Factors such as disability 
and medical/health/additional needs may require additional planning in advance to 
ensure inclusion. 

Clergy, staff and volunteers carrying out risk assessment in relation to adults need 
to consider the following: 

• the assessment and management of risk should promote independence, choice 
and social inclusion of adults 

• risks change as circumstances change 
• risks can be minimised but not eliminated 
• involvement of the adult, parents, carers, advocates and other agencies helps to 

improve the quality of risk assessments and decision making working in 
partnership to achieve positive outcomes 

• application of good practice, communication and following procedures (such as 
Code of Conduct) can help to minimise risk. 

• Dealing with accidents, incidents and near misses 
• Consecrated, staff and volunteers must report all accidents, incidents and near 

misses to their line manager/coordinator/group leader and record the details on 
the Accident/Incident Report Form. (see Appendix 5). 

• Where the accident, incident or near miss is in someway connected to a 
safeguarding matter, it should be reported to the Designated Liaison Person (Adult 
Safeguarding Champion), as per reporting procedures, for appropriate action. 

• Koinonia Ireland is aware of its legal responsibilities in relation to health and safety 
and will ensure that premises are kept safe. 
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Other safe management considerations 

If transport is required for an activity/service, it is essential that it is roadworthy and 
adequate for the purpose for which it is intended 

Insurance (for example public liability) is up to date, adequate and appropriate 

Written emergency procedures (which may also feature in risk assessment 
procedures) will be provided if necessary 

Regular fire drills are undertaken, in addition to weekly testing of the fire alarm, 
appointed fire warden, fire extinguishers 

A list of emergency telephone numbers is displayed and kept up to date 

Consecrated, staff and volunteers are competent in their given roles and additional 
training and support is provided as necessary 

Consecrated, staff and volunteers are aware of responsibilities in relation to 
ensuring the safety and safe use of equipment 

Attendance lists are taken and kept for each activity 

Ratios will be identified in advance and adhered to at all times, with emergency 
situations being accommodated in setting the ratios 

If an activity involves a trip or residential, appropriate risk assessment and 
planning will be undertaken in relation to the specific requirements of the 
individuals attending, with provision of clear guidelines for sleeping arrangements 
and the procedures to be used. 

Receiving comments, suggestions or complaints 
PROCEDURES FOR MANAGING COMPLAINTS 

Where carers or adults at risk, any community members or people who we minister 
with have a concern or complaint about some aspect our practice or service, they 
have access to Koinonia’s complaints procedure. This is found in the Child 
Safeguarding policy.  

NB: If there is a complaint in relation to a particularly serious incident, for example 
where abuse or exploitation is suspected, then the reporting procedure, outlined 
above, takes precedence over the complaints procedure. 
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If there are comments or suggestions regarding adult safeguarding and service to 
the most vulnerable by our community please email the Pastoral Council at 
thebraid@koinonia.ie.  

Consecrated, staff and volunteers should treat all information relating to adult 
safeguarding matters as confidential and to be shared only on a “need to know 
basis”. This information should never be shared with anyone, inside or outside the 
organisation or the diocese, other than with those involved in the case, the group 
leader, the parish priest, Designated Liaison Person, Bishop and any others who 
need to know.  

If you are in doubt about who should have access to records, check this with the 

Diocesan Designated Liaison Person (Adult Safeguarding Champion). 

It is important that all consecrated, staff and volunteers who have received 
disclosures or allegations of abuse record the factual details and report this to 
Social Services or DesignatedOfficer or PSNI without delay (within 24 hours). 

An accurate record of the disclosure/event should be made, including the date/
time it occurred, when the clergy, staff and volunteer became aware of the event, 
who else was involved and any action taken. Any questions the clergy, staff and 
volunteer used to “check out” and clarify information should be recorded also. 

All recordings should be clear, brief and factual. These records may become very 
helpful to professionals investigating the event at a later stage. 

There are specific legal requirements of you when handling a complaint. This 
information includes personal data that directly identifies information of the other 
person such as their name. Even if that data is recorded as pseudonymous data or 
any other non-directly identifying information which does not allow the direct 
identification of that person, it is still deemed in law as data because it allows the 
singling out of individual behaviour. The data is sensitive because it involves 
information in relation to an allegation or concern. 

Due to the particularly sensitive and confidential information being recorded it is 
important to obtain the consent of the complainant when recording the information. 

All oral and written communications and records shall be stored securely in 
accordance with the privacy policies, internal guidance and legal obligations 
required of you. In order to ensure we comply with the law we must protect the 
private and sensitive data of all persons, including the complainant and the 
alleged perpetrator. You have a duty to hand over all originals and copies of 
records you retain. You must not retain any records or information and you are 
legally obliged to ensure that you have provided the DLP with all of your notes and 
records, electronic, written or otherwise. 
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The Designated Liaison Person (Adult Safeguarding Champion) shall then 
undertake the legally required security measures to ensure that all of the 
information you obtained is stored in accordance with the law and if necessary 
encrypted/anonymised in accordance with the legal requirements. If you have any 
questions about your legal obligations, please speak to the Designated Liaison 
Person (Adult Safeguarding Champion) in the first instance. 

Confidentiality 

All records relating to adult safeguarding will be maintained by the Designated 
Liaison Person (Adult Safeguarding Champion) in the Diocesan Safeguarding 
Office. 

Copies of Records of Concern/ Allegations, and any other information relating to 
these records, should never be kept or stored at parish level. All recordings 
relating to a case or a potential referral must be stored securely at the 
Safeguarding Office. 
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Code of Conduct 
Koinonia John the Baptist Ireland expects all consecrated, staff and volunteers to 
conduct themselves in a way that ensures adults are protected and kept safe from 
harm while they are engaged in any activity associated with the organisation. 

Equally, the organisation expects those who avail of services/participate in 
activities to behave in a manner that is respectful towards others. 

The following Code of Behaviour aims to provide guidance to minimise the 
opportunity for adults to suffer harm as well as reassuring pastoral members, staff 
and volunteers that their behaviour is appropriate. 

Consecrated, staff and volunteers who breach any of the following may be subject 
to disciplinary/problem solving procedures, as appropriate to their role. 

Consecrated, staff and volunteers must: 

• Promote and protect the human rights of all adults in every aspect of their 
work 

• Treat all adults with dignity and respect 

• Be patient and listen 

• Communicate clearly, in whichever way best suits the individual and check 
their understanding 

• Adopt a person-centred approach 

• Treat all adults fairly and equally; 

• Promote independence and choice 

• Encourage participation 

• Help all adults to fulfil their ability and potential 

• Involve all adults in decision making to the fullest extent 

• Ensure that physical contact is supportive, takes place in an open 
environment and is not secretive 

• Ensure that it is in response to the need of the adult and is appropriate to the 
task required 

• Ensure that physical contact is carried out carefully, sensitively and 
respectfully. 
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Consecrated, staff and volunteers should never engage in any of the following 
behaviours with adults at risk: 

• Abuse, neglect or harman adult, or place them at risk of harm, whether by 
omission or commission 

• Spend excessive amounts of time alone with them 

• Engage in rough physical games including horseplay 

• Engage in sexually provocative games 

• Make sexually suggestive comments 

• Form inappropriate relationships 

• Gossip about personal and sensitive information 

• Make/accept loans or gifts of money 

• Take a photograph or video, including by mobile phone without consent 
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Appendices (from Diocesan Policy) 
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