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SAFEGUARDING POLICY 

• Time & Talents is committed to protecting the welfare of adults at risk of abuse, including neglect, 
as described in the Care Act 2014. The purpose of this policy is to protect vulnerable adults who 
attend our premises and/or work with our staff and volunteers. 

• T&T believes that all adults at risk have the right to protection from abuse including neglect. We are 
committed to protecting vulnerable adults from harm and creating a safe and positive environment.  

• Safeguarding is a duty tied to the Care Act 2014: only adults who have care needs are considered 
vulnerable, at risk of abuse and in need of Safeguarding. However, T&T also has a general duty of 
care for the safety and welfare of everyone engaging with our services, activities and events. 

• This Safeguarding Policy and the following Procedures apply to all staff, volunteers and users of Time 
& Talents and to anyone carrying out any work for us or using our premises.   

• Adult safeguarding means protecting a vulnerable person’s right to live in safety, free from abuse 
including neglect, while at the same time making sure that the adult’s wellbeing is promoted 
including having regard to their views, wishes, feelings and beliefs in deciding on any action.  

• In accordance with the Care Act 2014, we recognise that safeguarding must take a person-centered 
approach, where the adult at risk is always consulted and involved in decisions that affect them, 
grounded in principals of empowerment, prevention, proportionate action, protection, partnership 
and accountability. 

• Staff, trustees and volunteers in this organisation have a responsibility to prevent abuse of adults at 
risk whenever possible. When this is not possible, we have a responsibility to become aware of and 
address issues which could constitute abuse including neglect of the adults who attend our premises 
and/or otherwise engage with T&T. 

• All suspicions and allegations of abuse including neglect will be taken seriously and responded to 
swiftly and appropriately. We will achieve this by having an effective safeguarding procedure and 
following national and local guidance.  

• If we discover or suspect an adult at risk is suffering harm we will notify Social Services or the Police 
in order that they can be protected; involving the adult at risk, their families and carers appropriately 
and respecting the autonomy of the person at risk as much as possible.  

• We will always work within the framework of the Mental Capacity Act 2005 and its Amendments in 
order to empower and protect people who may lack capacity to make decisions for themselves in 
any aspect of their life. 

• We will review our Safeguarding Policy and procedures at least every year to make sure they are still 
relevant, up to date and effective. 

Signed:                  Dated:  11/05/2024 
     Chief Executive    
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SAFEGUARDING PROCEDURES 

 
1. There will be a named Designated Safeguarding Lead who will be responsible for dealing with any 

concerns around the protection of adults at risk. This person is currently the Chief Executive at Time & 
Talents; in their absence the Deputies are the Delivery Managers and the Facilities & Community Projects 
Officer at Time & Talents. For contact details and further information about their role see Appendix A. 
There will be a lead Trustee for Safeguarding on the board of Time & Talents. 

2. All staff, volunteers, and others carrying out work on behalf of Time & Talents are responsible for following 
the guidance in this procedure promoting good practice, treating all participants with respect and acting 
as an appropriate role model. 

3. All staff and volunteers will be selected through our safer recruitment and selection procedures including 
being interviewed and references taken up, to ensure they do not pose a risk to adults at risk. All staff and 
volunteers having contact with adults at risk will be checked through the Disclosure and Barring Service 
(DBS) at the appropriate level.   

4. All staff and volunteers will receive information and annual training in safeguarding including what to do 
if they have concerns about an adult at risk, and will have to successfully complete Southwark Council’s 
E-Learning module: Safeguarding Children and Adults at Risk. Training will include information on 
recognising possible neglect, abuse or other concerns, what to do and how to respond. Staff and 
volunteers will also be supported through supervision and further training when needed.  

5. We will endeavour to make this organisation a safe and caring place for adults at risk by clearly laying out 
the legal duties and expected professional behaviours for all staff, volunteers and others working out of 
and on behalf of T&T. See Appendix B.  

6. We will ensure the safety of our intergenerational activities through planning and risk assessment that 
takes into consideration our responsibilities to safeguard children and young people while also 
recognising the vulnerabilities of adults at risk. See Appendix C 

7. The Care Act 2014 embraces the principle that the person at risk of or experiencing harm knows best and 
encourages the involvement of that person at all stages of prevention and response to the risk(s).  

8. We recognize that abuse and neglect can take a number of forms. Under the Care Act 2014 these include 
physical and sexual abuse, emotional or psychological, modern slavery, financial/material abuse,  
domestic abuse, discriminatory and organizational abuse or self neglect. T&T also recognises forms of 
abuse such as cyber bullying, mate crime and radicalisation. Through training, staff and volunteers will be 
made aware of these types of abuse and neglect and how to identify them.  

9. Users of Time & Talents will be made aware of our Safeguarding Policy and Procedures and information 
on these will be circulated and displayed. When any Safeguarding action is taken, information about 
safeguarding procedures, referrals and good practice will be shared with the person at risk and with 
families and carers as appropriate. See Appendix D 

10. Time & Talents will publicise and act on its Allegations of Abuse procedure. See Appendix E 

11. Referral Flowchart:  for details of making a referral. See Appendix F 
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TYPES AND OF SYMPTONS OF POSSIBLE ABUSE, INCLUDING NEGLECT 

Who may be at particular risk? 

Abuse can happen to anyone, but research shows that there are similar characteristics amongst some people 

who have experienced abuse. This means that people who share these characteristics or circumstances may 

be more vulnerable. Vulnerability factors include: having experienced abuse in the past, domestic violence 

in the home, carer mental health problems and/or substance misuse, and d/Deafness and disability. 

Having one or more of these characteristics doesn’t automatically mean a person will experience abuse or 

neglect – and not having any of them isn’t a guarantee that a person will never be harmed. These challenges 

are often interlinked and the more problems a person has, the greater the risk of abuse. 

What is abuse? 

Abuse is any behaviour, action or inaction which significantly harms the physical and/or emotional wellbeing 

of a person. A person may be abused by family, friends, carers or professionals, and abuse can occur in any 

area of society, regardless of social class or geographical location.  

Neglect is a type of abuse which causes harm to a person through inaction, whether deliberate or not. A 

person may also experience self-neglect, in which their own inaction causes harm to themselves. Self-neglect 

may be deliberate or not.  

General indicators of abuse, including neglect  

o Unexplained bruises, injuries or repeated falls – or lack of medical attention when an injury is present 

o Belongings or money going missing 

o An unkempt appearance 

o Depression or withdrawn behaviour 

o Not attending, engaging with or enjoying activities as before 

o Losing or gaining weight  

o A change in behaviour or confidence 

o Repeated visits to a GP or an A&E department 

o Refusal of support services or help 

o They may self-harm 

o They may have a fear of a particular group or individual 

o They may tell you / another person they are being abused – i.e. a disclosure 

General indicators in a friend, family member, carer or other person may include: 

o Lack of respect for the person in general 

o Unwillingness or inability to understand the person’s care needs 

o Preventing religious observation such as dietary preferences 

o Restricting access to the toilet or incontinence aids 

o Restricting the person’s movements  

o Inappropriate relationships with staff – for example contact out of work hours 
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The following are types of abuse and indicators that abuse may be occurring; 

Physical Abuse 

Physical Abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, 

misuse of medication or otherwise causing physical harm to the adult at risk. Physical harm may also be 

caused when a parent or carer fabricates the symptoms of, or deliberately induces illness in an adult at risk. 

As well as being the result of a deliberate act, physical abuse can be caused through omission or failure to 

act, such as failing to protect a person from harm. 

Signs of Physical Abuse 

o Any injuries which are not explained, or injuries for which the explanation given does not fit 

o Injuries to the body in places which are not normally exposed to falls or other accidents  

o Bruises which reflect hand marks or fingertips from slapping or pinching 

o Cigarette burns, bite marks, broken bones, scalds 

o Injuries that have required medical attention 

o Significant injuries that have not received medical attention 

o Repeated urinary infections or unexplained stomach pains 

o Fear of someone asking their carer for an explanation of injury 

o Flinching when approached or touched 

o Reluctance to change clothes or wearing unsuitable clothing 

Psychological Abuse 

Psychological Abuse may involve emotional abuse, threats of harm or abandonment, deprivation of contact, 

humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation or unreasonable 

and unjustified withdrawal of services or supports including social networks. It also includes deliberately 

ignoring and depriving someone of their basic needs and pleasures. 

Signs of Emotional /Psychological Abuse 

o The person feels or seems isolated  

o Fear of making mistakes 

o Fear of someone asking their carer about their behaviour 

o Appearing depressed, withdrawn, frightened, agitated, anxious or aggressive 

o Lack of eye contact 

o Confusion, passivity, uncontrolled/unprovoked crying 

o Altered demeanour when a particular person is mentioned 

o Not attending, engaging with or enjoying activities as before 

Sexual Abuse 

Sexual Abuse may involve rape, sexual assault, or sexual acts to which the adult has not consented or was 

pressured into consenting. It includes indecent exposure, sexual harassment, inappropriate looking or 

touching, sexual teasing, innuendo (suggestive ‘hints’ or words which could also have a sexual meaning), 

sexual photography, exposure to pornography or witnessing sexual acts. Adults at risk can be abused by 

anyone of any gender. Sexual abuse may also include non-contact activities such as forcing, pressuring or 

coercing a person into looking at or making any type of pornographic material, watching sexual activity, 
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harassment or the use of sexual language. Sexual Abuse also includes sexual exploitation, where an adult at 

risk is forced or coerced into sexual activity through threats, bribes or violence. 

Signs of Sexual Abuse  

o Pain or itching or injury in the genital, anal or abdominal area 

o Bruising or bleeding in the genital/anal area 

o Sexually transmitted disease or recurrent bouts of cystitis  

o Vaginal discharge or infection 

o Discomfort when walking or sitting down 

o Unexplained problems with catheters 

o Pregnancy, particularly in a person unable to give consent 

o Full or partial disclosures – hints about sexual abuse 

o Obsession with washing 

o Fear of being left with a particular person or group of people 

o Having nightmares 

o Sexual drawings or language 

Neglect and Acts of Omission 

Neglect is the ongoing failure to meet physical and/or psychological needs in a way that is likely to cause 

serious physical and/or mental health issues. Neglect can be deliberate or unintentional. It includes ignoring 

medical or physical care needs; failing to provide access to appropriate health, social care or educational 

services; and withholding of the necessities of life, for example medication, adequate food or heating. 

Neglect also includes failing to intervene in situations that are dangerous to someone, particularly when the 

person in danger lacks the mental capacity to assess risk for themselves. 

Signs of Neglect 

o Constant hunger, stealing food from others or gorging on food  

o Deterioration in appearance or personal hygiene 

o Loss of weight or being constantly underweight 

o Malnutrition 

o Inappropriate dress for conditions, insufficient or dirty clothing 

o Rashes, sores or ulcers 

o Lack of social stimulation 

o Being tired all of the time   

o Not requesting medical assistance or missing appointments  

o Untreated illness or inadequate access to medical assistance  

Self-neglect 

Self-neglect includes a wide range of behaviours that result in poor care for one’s own personal hygiene, 

health or surroundings, and includes behaviour such as hoarding. It is important to consider potential 

capacity issues when self-neglect is suspected. We should also consider how a person’s neglect of their own 

needs may impact on other family members and whether this gives rise to a (further) safeguarding concern.  
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Discriminatory abuse 

Discrimination is abuse which centres on a difference, whether that difference is real or perceived. 

Discriminatory abuse may involve harassment, slurs or harmful language on grounds of race, gender and/or 

gender identity, disability, sexual orientation, religion, culture, or any other personal characteristic protected 

by the Equality Act 2010. It includes racist, sexist, homophobic or ageist comments or jokes, or comments or 

jokes based on a person’s disability. Someone excluding a person from activities on the basis they are ‘not 

liked’ is also discriminatory abuse. 

Signs of Discriminatory Abuse 

o Harassment including words, actions, attitude and body language 

o Exclusion based on physical features, culture, sexuality, background or beliefs 

o Isolation from religious or cultural activities 

o Isolation due to culture or language barrier 

o Teasing, ridicule or scapegoating  

o Inappropriate comments or jokes which cause someone to feel frightened or demeaned 

o Lack of respect 

Financial or Material Abuse 

Financial or material abuse may involve theft, fraud, exploitation or coercion relating to an adult’s financial 

affairs, transactions or arrangements, such as wills, property or inheritance. It can involve the misuse or 

misappropriation of property, possessions or benefits through theft, fraud, forgery or embezzlement.  Any 

level of financial abuse should not be tolerated. Financial abuse does not have to involve large sums of 

money, as a small amount taken each week can still add up to a significant amount. Abusers sometimes justify 

taking money, saying they have earned it or that adult at risk does not need it as much as they do. 

Signs of Financial or Material Abuse  

o Lack of money for basic necessities such as food, heating or clothes  

o Unexplained bank withdrawals 

o Possessions going missing 

o Reluctance on the part of carers to pay for food, clothes or furniture 

o A person’s inability to explain what has happened to their income 

o A person living in poorer circumstances than the rest of the family 

o A person being encouraged to spend their money on things for others 

o A person being expected to provide gifts to staff who care for them 

Organisational or Institutional Abuse 

Organisational or institutional abuse includes neglect and poor care practice within an organisation or specific 

care setting, including a person’s own home if they receive care there. This may range from one off incidents 

to on-going ill-treatment. It can be through neglect or through poor professional practice because of an 

organisation’s structure, policies, processes and practices; for example, abuse may happen because of 

inadequate systems of oversight.  

The type of abuse and neglect perpetrated in care settings is the same as those listed previously, but there 

is a further issue beyond the behaviour of a particular individual. The organisational context of the care sets 
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this apart from other types of abuse including neglect. Organisations providing care have a responsibility to 

ensure the safety and wellbeing of those they provide care for, beyond a general social responsibility.  

Signs of Organisational  Abuse 

o Undue restraint on movement 

o Limited access to drinks outside specified times 

o Few activities 

o Denial of privacy (e.g. lack of screens, leaving the toilet door open or failing to knock) 

o Punishment for perceived bad behaviour 

o Deteriorating health/ physical appearance and/or frequent accidents 

o Staff shortages and lack of sufficient attention 

o All attendees having to the same thing regardless of personal preference 

 

Not included in the Care Act 2014 but also relevant are:  

Cyber Bullying - cyber bullying occurs when someone repeatedly makes fun of another person online or 

repeatedly picks on another person through emails or text messages, or uses online forums with the intention 

of harming, damaging, humiliating or isolating another person. It can be used to carry out many different 

types of bullying (such as racist bullying, homophobic bullying or bullying related to special educational needs 

and disabilities) but instead of the perpetrator carrying out the bullying face-to-face, they use technology. 

Cyber bullying can also involve encouraging others to participate in online bullying of the person, for example 

on social media. 

Mate Crime - a mate crime is when a vulnerable person is ‘befriended’ by others who go on to exploit and 

take advantage of them. It may not be an illegal act but still has a negative effect on the individual. Mate 

crime is carried out by someone the person knows and often happens in private. In recent years there have 

been a number of incidents relating to people with a learning disability who were seriously harmed or even 

murdered by people who purported to be their friend.  

Fraud, Scams and Cyber Crime – a vulnerable adult may be a specific, targeted victim of abuse including 

neglect as described in the previous pages, but they are also particularly vulnerable to broader instances of 

fraud, scams or cyber crime. Fraud and scams may be perpetuated through the post, by text or phone call, 

on the doorstep or through the internet (cyber crime). Cyber crime may be carried out a number of ways, 

including contacting a person via email or social media messaging (phishing), or through providing links to 

fraudulent sites. The aim of all of these crimes is to take money from the vulnerable person.  

Radicalisation - the aim of radicalisation is to attract someone to a person’s or group’s extremist point of 

view, inspire new recruits, embed their extreme views and persuade vulnerable individuals of the legitimacy 

of their cause. This may be direct through an interpersonal relationship, or through online means such as 

social media content. CONTEST can be found at www.homeoffice.gov.uk. 
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APPENDIX A 

DESIGNATED SAFEGUARDING LEAD 

1. Time & Talents has a Designated Safeguarding Lead (DLS) to take responsibility for safeguarding matters. 
The DSL is the Chief Executive. 
 

2. Currently as Chief Executive, Diana Hofler is the DSL. When not present the Deputies are: Anne 
Grimwade, Senior Services Manager – Older Adults & Volunteering; Bex Soulsby-McCreath, Senior 
Services Manager – Children & Community; and Devon Goodrich, Facilities & Community Projects 
Officer.  
 

3. Relevant training has been undertaken by all individuals. 
 

4. The Designated Safeguarding Lead’s role is to: 

• Ensure the organisations’ Safeguarding Policy and Procedures are followed, including staff and 
volunteer training. 

• Ensure they have contact within Social Services Safeguarding Vulnerable Adults Team and the 
local police in order to deal with any safeguarding concerns, both during and out of office hours. 

• Report any concerns to Social Services or the Police. 

• Keep up to date on safeguarding issues and act as a source of advice on all safeguarding matters, 
seeking guidance from local statutory agencies as required. 

• Ensure that a record is kept of any concerns and any referrals made to statutory agencies. 

• Please note: Urgent concerns should be reported immediately by those aware of them if the 
designated person or alerting manager is not available. 

 

SAFEGUARDING CONTACT DETAILS: 
 
 

Designated Safeguarding Lead:  
Diana Hofler 

 07477 303733 
dianahofler@timeandtalents.org.uk 

 

Deputy: 
Anne Grimwade 
0207 232 5668 

erikabewers@timeandtalents.org.uk 

Deputy: 
Devon Goodrich 
07946 465171 

devongoodrich@timeandtalents.org.uk  
 

Deputy: 
Bex Soulsby-McCreath 

020 7232 5661 
bexsoulsby-mccreath@timeandtalents.org.uk 

 
Social Services Safeguarding Vulnerable Adults – 020 7525 3324 (office hours) 

020 7525 5000 (out of hours and ask for Emergency Duty Officer) 
OPPDContactteam@southwark.gov.uk 

 
POLICE – 101 or in emergency 999 

 

 

mailto:dianahofler@timeandtalents.org.uk
mailto:erikabewers@timeandtalents.org.uk
mailto:devongoodrich@timeandtalents.org.uk
mailto:phoebegrudzinskas@timeandtalents.org.uk
mailto:OPPDContactteam@southwark.gov.uk
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APPENDIX B 

Legal duties:  

All staff and volunteers of Time & Talents, as well as anyone carrying out any work for us or using our 
premises, have legal duties regarding safeguarding adults at risk. 

• We have a duty to put the health and welfare of adults at risk first. This duty is laid out in the Care Act 
2014. We will uphold the Principles of Safeguarding through: 

o Understanding the signs of abuse and neglect and maintaining vigilance towards identifying them 
in adults at risk; 

o Listening to what adults at risk tell us, taking them seriously and involving them in any actions we 
take about them; 

o Being clear and explicit when we are not able to keep information confidential, as in the case of 
reporting a safeguarding concern; 

o Maintaining a person-centred approach when engaging with those affected, being explicit about 
factors which potentially limit options and seeking agreement on the outcomes they may want; 

o Responding proportionately to each suspicion, evidence and disclosure of abuse, including 
neglect; and 

o Working in strong partnership with other organisations to continue to protect adults at risk. 

• We have a duty to report to the Disclosure and Barring Service (DBS) any instances of abuse including 
neglect against an adult at risk carried out by a staff or volunteer during the course of their work or 
volunteering duties for T&T. This duty is laid out in the Safeguarding Vulnerable Groups Act 2006.  

• We have a duty to safeguard information which could identify an individual, potentially putting a 
vulnerable adult at risk of becoming a victim of crime. This duty is laid out in the Data Protection Act 
2018 and subsequent UK GDPR. Please see also the Privacy Policy. 

• We have a duty to prevent discrimination at T&T for or against anyone because of a protected 
characteristic such as age, gender, gender identity, disability, marriage or civil partnership, pregnancy 
or maternity, race or ethnic background, religion or belief, and/or sexual orientation. This duty is laid 
out in the Equality Act 2010. 

The Employee Handbook and Volunteer Handbook contain a Code of Conduct expected of employees and 
volunteers. The Code of Conduct and other policies in the Handbooks apply to conduct both in and out of 
work hours and address topics relevant to safeguarding adults at risk including (but not limited to): 

• Confidentiality 

• Dress and Appearance 

• Gifts and Hospitality 

• Media and Public Statements 

• Outside Interests 

The Handbooks also contain further information about expectations regarding Equity, Diversity and Inclusion 
as well as the Non-Harassment and Bullying Policy. 

 

Additionally, there are professional behaviours relating to safeguarding adults at risk which we expect all 
staff, volunteers and others carrying out work on our behalf to comply with.  

 

LEGAL DUTIES AND EXPECTED PROFESSIONAL BEHAVIOURS FOR STAFF & VOLUNTEERS 



 

11 
 

Expected professional behaviours include: 

• Staying up to date with all policies and procedures, and the expectations held within; following 
organisational procedures to ensure a safe, consistent and fair approach. 

• Behaving professionally towards all staff, volunteers, service users, participants and anyone carrying out 
work at or on behalf of Time & Talents. Professionalism starts at the front door and includes fostering a 
warm and welcoming environment which invites people to form a personal connection with T&T. 

• Informing the Chief Executive of any circumstances, relevant police record or other factor, and 
informing them of any change in circumstances, including arrest or allegations, which may potentially 
make it necessary for employment or volunteer status to be reviewed. 

• Leading by example and modeling the cultural values of Time & Talents by: 
o Never acting in a manner which could be seen as offensive (including through joking behaviour) 
o Building a culture of accountability across staff and volunteers, not blaming or shaming, and 

taking ownership of our behaviours and actions 
o Not showing favouritism or dislike 
o Never behaving in a way that frightens or demeans (including through joking behaviour) 
o Not swearing in front of service users and/or participants 
o Building and maintaining positive professional boundaries 
o Seeking advice and support from our colleagues, supervisors, the Designated Safeguarding Lead 

and Deputies 
o Valuing the impact of spending time with a person, respecting other people’s time and 

maintaining good timekeeping 
 

Because of the nature of our work and the nature of a community centre, T&T expects staff to maintain 
these standards outside of working hours.  
 
Time & Talents aims to work in the ‘Zone of Safety’ in which we are neither under-involved nor over-
involved in our work and relationships with children, families and adults at risk. 
 

We are not  
under-involved 

We work in the ‘Zone of Safety’, 
in which we:  

We are not  
over-involved: 

We do not: 
Catrastrophise (‘it’s not 

worth trying’) 
Delegate work to other 

people inappropriately 
Ignore risks 
Blame others or 

undermine colleagues 
Avoid difficult 

conversations 
Shirk accountability 

Know our remit, including its limits 
Think about risks and plan actions in response 
Take responsibility while asking others to help 
Follow policy and procedures 
Communicate our plans and actions 
Hold others to their roles and responsibilities  
Support our colleagues  
Build relationships 
Admit when we are wrong or have made a 

mistake 
Keep our focus on supporting people to have 

fun, build friendships and thrive in safe 
environments 

 

We do not: 
Catastrophise (‘I am the 

only one who can help’) 
Think every action is ours 

to do 
Take inappropriate risks 
Push others to act outside 

of their roles 
Act confrontationally 
Overpromise 
 
 

 
More information about Time & Talents’ working ethos can be found in the Person-Centred Practice Policy. 
 
Time & Talents has guidance on specific situations which can arise through our work: being alone with a 
vulnerable person, supporting someone with physical touch, relationship boundaries and pre-existing 
relationships with service users and/or volunteers.  
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All staff, volunteers and anyone else carrying out work on behalf of Time & Talents must: 

• Avoid being alone with a child or adult at risk unless explicitly part of the job. In situations where this 
may be necessary, we will take steps to mitigate risk by: 

o Informing our line manager where we are going and why, as well as how long we expect to be 
there (eg. through use of a shared calendar on Outlook) 

o Always leaving a door open when safe to do so 
o Being in earshot of others when possible 
o Recording the contact (eg. through case notes) 

 

• Understand the emotional power of touch, as well as the potential for misunderstanding that touch can 
bring. To ensure support for children and adults whilst minimizing the potential for misunderstanding: 

o Any positive physical contact or affectionate greeting (eg. hugging) must come from the service 
user 

o All touch must be age-appropriate and appropriate to the situation. Acceptable and necessary 
behaviour may involve eg: consoling a child who is upset, administering first aid or supporting a 
participant in an activity  

o We will always prompt children and adults to carry out their own personal care, those tasks which 
help a person stay clean and comfortable. We do not carry out personal care tasks unless there is 
a serious need. We will only help people carry out personal care needs in the event of a service 
emergency. 

 

• Uphold positive professional boundaries with the people we support at Time & Talents, including: 

o Never giving, receiving, borrowing or lending money  
o Never engaging in any sexual behaviour or activity (this includes sexual language as well as touch) 
o Never sharing personal details such as personal email address, home telephone number, home 

address, etc. or inviting service users into our homes or the homes of our friends or family 
o Not ‘friending’, ‘following’ or otherwise connecting on personal social media accounts 
o Not contacting service users outside of project time unless sanctioned by the line manager  
o Not being available for contact outside of project hours – work mobiles to be turned off  
o Not developing social relationships outside of Time & Talents with people who use our services  
o Limiting gift-giving to that which is appropriate to the service and clearly given by the organization 

and not by the individual, eg. a birthday card from the Time & Talents team 
o Limiting gift-receiving to small tokens for appropriate celebrations (eg. Christmas), which will be 

reported to the line manager for transparency (see Code of Conduct for further details) 
 
We recognise the community-oriented nature of Time & Talents, which includes acknowledging that many 
staff, volunteers and service users know each other outside of the context of Time & Talents. 

• Simply knowing a person in another context is not an issue of boundaries (eg. the Finance Manager 
and a service user could both be mums of children at Albion, and recognise each others’ names and 
faces; many staff might be members of an SE16 Facebook group; etc.) 

• Relationships exist across a wide spectrum, depending on the context of the relationship (friendship, 
romantic relationship, family relationship, etc.) and the ways of connecting (one-to-one in-person, 
local group meetings, social media, etc.) 

• When there is a pre-existing relationship between a service user/volunteer and the volunteer/staff 
supporting them, this should be disclosed to the programme manager as early as possible. A joint 
decision will be made about whether the nature of the already existing relationship requires a 
different staff/volunteer be the one to provide support to or work with that person.  

More information about staff social media use can be found in the Social Networking Policy in the 
Employee Handbook. 
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It is possible that a vulnerable adult who is suffering, or who has suffered, abuse including neglect will confide 
in us. This is something that must be handled carefully.   
 
The following actions are meant as a guide should the situation arise: 
 
We WILL  

▪ Stay calm and reassure them that they were right to tell 
▪ Make it clear that they are not to blame 
▪ Allow them to use their own words and go at their own pace 
▪ Use open questions to elicit enough information to know what to do next (eg. ‘Where were you?’, 

‘When was this?’, ‘What happened then?’, etc.) 
▪ Not gather information beyond what we need to know in order to respond 
▪ Make a full, accurate record of what has been said at the earliest opportunity 
▪ Act quickly and proportionately, in collaboration with the Line Manager / Designated Safeguarding 

Lead 
 
We WILL NOT  

▪ Promise to keep secrets 
▪ Ask in detail about the abuse, including neglect – this is for the appropriate agencies (Police & Social 

Care)  
▪ Put pressure on them if they are reluctant to speak 
▪ Attempt to offer any physical reassurance, such as a hug  

 
We will speak to our line manager or the Designated Safeguarding Lead immediately. 
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APPENDIX C 

INTERGENERATIONAL ACTIVITY PLANNING PROCEDURE 

 

Intergenerational activities are a key piece of the community-connecting work that Time & Talents 
organises. We have an obligation to consider our responsibilities to safeguard children and young 
people and adults at risk. We will use this procedure to plan intergenerational activities that are 
appropriate and safe for all participants.  

 

1. The facilitators who will be carrying out the activity will plan the activity and facilitation.  
 

Facilitators who are experts in activities that engage older people / children will each have their own 
expertise. The activity needs to be fun for everyone involved, so planning needs to include both 
perspectives at the same time. Planning sessions should include: 

• What are the attention spans of each of the groups participating? What is the best way to keep the 
participants actively involved?  

• Do the participants get to opt in/out? If not, how are you deciding who gets selected to participate? 
Who gets left out?  

• How do the participants communicate?  

• Who should get grouped together? Are there some personalities we need to consider? 

 

2. Participants will be briefed about the activity and about the group they will be joining. 
 

The people participating should be briefed about what to expect, taking into account the best ways to 
communicate each group. 

• Some groups (younger children, people with memory impairment) might need to be briefed 
immediately before the activity begins, while others might want to know well in advance that this is 
the scheduled activity.  

• Be clear with each group what to expect from the other, with attention paid to communication 
needs. 

 
3. In this briefing, facilitators will have a clear message to participants: don’t touch the other people 

in the activity (as even well-meaning, harmless touch can be mis-interpreted). 
 

Other key ground rules should include: 

• Respect each other’s personal space (as you don’t know their physical health). 

• No swearing, no inappropriate topics. Do not be offensive, even if you are joking. Those jokes are 
not tolerated.  

• Do not frighten or demean, even jokingly.  

• When possible, have the groups set ground rules together, with children explaining what the terms 
mean (eg. ‘respect’, ‘personal space’, etc.) 
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APPENDIX D 

INFORMATION FOR SERVICE USERS 

 

We want Time & Talents to be a safe place for everyone who uses our services. 

We have a Safeguarding Policy and Procedures.  You can ask for a full copy of this. 

Below is a brief summary of the key points. 

 

WE AIM TO KEEP EVERYONE SAFE BY: 

 
• Having a Designated Safeguarding Lead. If you have concerns about any adult at risk or the 

behavior of anyone at Time & Talents, please contact the Designated Safeguarding Lead. If they 
are away or unavailable, contact a deputy.  

 

Designated Safeguarding Lead:  
Diana Hofler 

 07477 303733 
dianahofler@timeandtalents.org.uk 

 

Deputy: 
Anne Grimwade 
0207 232 5668 

annegrimwade@timeandtalents.org.uk 

Deputy: 
Devon Goodrich 

07946 465171 
devongoodrich@timeandtalents.org.uk  

 

Deputy: 
Bex Soulsby-McCreath 

020 7232 5661 

bexsoulsby-mccreath@timeandtalents.org.uk 

• Ensuring all staff and volunteers are properly recruited, checked, vetted and trained 

• Making proper arrangements for all activities and events 

• Clearly laying out the legal duties and expected professional behaviours for all staff, volunteers 
and others working out of and on behalf of T&T 

• Making sure that all staff and volunteers know what to do if they have concerns about an adult at 
risk 

• Following national and local Safeguarding Procedures and in accordance with this, by reporting 
any serious concerns to Social Services or the Police as appropriate 

 

WE WOULD ASK YOU TO SUPPORT US IN KEEPING EVERYONE SAFE BY: 

 

• Following the Time & Talents procedures and treating everyone, staff and users, with respect. 

• Reporting any concerns about an adult at risk who participates at Time & Talents, or the behaviour 
of anyone at Time & Talents, to a member of staff or the Designated Safeguarding Lead indicated 
above. 
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TIME & TALENTS ALLEGATIONS OF ABUSE, INCLUDING NEGLECT, PROCEDURE 

It can be very hard for people to raise a concern about another person’s behaviour, particularly in small, local 
organisations. However, it is vital that issues of concern are raised appropriately even if they concern staff, 
volunteers or other people in positions of authority.  

For example any incidents or concerns of adult abuse or neglect, including those by a volunteer or member 
of staff, must be referred to the Designated Safeguarding Lead and may be forwarded to Social Services, the 
Police and/or the Disclosure and Barring Service.  
 
If the incident or concern involves the Designated Safeguarding Lead, this must be referred to member of 
the Board who is responsible for Safeguarding. A Deputy Safeguarding Lead can assist in this referral if 
needed.   

Time & Talents Allegations of Abuse Procedure 

 
1. The person responsible for addressing safeguarding allegations concerning the behaviour of 

service users, participants, volunteers or staff at any Time & Talents project is the Designated 
Safeguarding Lead. 

 
2. In the event of the concern being raised against the Designated Safeguarding Lead, complaints 

should then be made to the Board member responsible for Safeguarding.  
 

3. If the concern leads to suspicion that a criminal offence may have been committed against an 
adult at risk, the concern should be referred to the Police by calling 999 BEFORE any further 
investigation is carried out. They will refer to Social Care if required. 

 
4. Similarly a concern that leads to a suspicion of abuse, including neglect, of an adult at risk that 

does not seem to be a criminal offence should be referred to Social Care; they will refer on to 
the Police if necessary. 

 
5. In the event that no further external action is to be taken (e.g. police or social care action), 

the Designated Safeguarding Lead or other suitable staff member will investigate and consider 
whether any other action needs to be taken. This could range from formal disciplinary action, 
to identifying further training or support required for a staff or volunteer, or reviewing policies 
and procedures. In the event that the Designated Safeguarding Lead is the subject of the 
complaint, the Board member responsible for Safeguarding will lead this action. 

 
6. If appropriate, the Designated Safeguarding Lead will make a referral to the Disclosure and 

Barring Service (DBS) regarding the staff or volunteer, in line with the requirements of the 
Safeguarding Vulnerable Groups Act 2006. Importantly, the DBS will complete its own 
investigation – T&T does not need to conclude that the staff or volunteer must be barred from 
working with vulnerable adults prior to making this referral.  

 
7. Once the concern has been investigated, the designated officer dealing with the concern will 

meet with the person who raised the issue to tell them the outcome of the investigation to 
the appropriate degree and following the bounds of confidentiality. 
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REFERRAL PATHWAY 

 

 
If you have concerns about an adult at risk:  

Staff should immediately escalate concerns to the DSL, deputy or your line manager. In 
their absence call the duty social worker for advice and inform the DSL as soon as possible.  

Volunteers should immediately refer concerns to your line manager or any member of staff 
on duty at T&T.  

Anyone else should refer their concerns to a member of staff on duty at T&T. 

In case of serious emergency, dial 999 first. 

Designated Safeguarding Lead Actions 

If a criminal 
matter: refer to 

the Police  

If not a criminal 
matter: refer to 

Social Care  

Follow the advice of statutory services.  
Follow up with partners as needed. 
 

Ensure that all relevant parties involved, 
including the person raising the concern, 
are kept aware of the process and any 
actions, to the appropriate degree and 
following the bounds of confidentiality.  
 

Notify staff of any further actions if 
required and continue to follow-up as 
needed. 
 

Make a DBS referral if appropriate. 

Keep records about the incident in the 
protected Safeguarding folder on the 
shared drive, noting when safeguarding 
issue is closed. 

Identify any policy or procedural issues 
which need to be addressed. 

Staff or Volunteer Actions 

Ensure a written record of the 
concerns, detailing accurately what 
was said and when. 
 

Support the Designated Safeguarding 
Lead to keep all records of and 
information about the incident, 
continuing to update them as the 
situation changes and any new 
information is learned  

 

Debriefing session will be held with 
line manager at the next available 
opportunity. 


