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Safeguarding of Children and Vulnerable Adults Policy 
 
 

1. Policy statement 
 

1.1. York St John Students’ the Students’ Union has a statutory, ethical and moral duty to ensure 
that the organisation functions with a view to safeguarding and promoting the welfare of 
children, young people, and vulnerable adults who are visiting the Students’ the Students’ 
Union. Safeguarding is everyone’s responsibility. 

 
1.2. Throughout this document, reference is made to ‘children and young people’. This term is used 

to mean ‘those under the age of 18’. This policy also refers to adults who are vulnerable to 
abuse. This term is used to mean a person aged 18 or over who has a condition of the following 
type: (a more detailed description is available in the Safeguarding Vulnerable Groups Act 2006) 

 
 A substantial learning or physical disability; 
 A physical or mental illness or mental disorder, chronic or otherwise, including an 

addiction to alcohol or drugs; or, 
 A significant reduction in physical or mental capacity. 

 
1.3. The Students’ the Students’ Union is committed to ensuring that it: 

 
 Provides a safe environment for children, young people, and vulnerable adults to 

work and visit and those children, young people and vulnerable adults are safe and 
feel safe; 

 Identifies children, young people, and vulnerable adults who are suffering, or likely 
to suffer, significant harm, and; 

 Takes appropriate action to see that such children, young people, and vulnerable 
adults are kept safe, both at the the Students’ Union and at home. 

 
1.4. In pursuit of these aims, the the Students’ Union will ensure procedures and practice is in place 

with the aim of: 
 

 Raising awareness of issues relating to the welfare of children, young people, and 
vulnerable adults and the promotion of a safe environment for them whilst they are 
at the the Students’ Union; 

 Aiding the identification of children, young people, and vulnerable adults at risk of 
significant harm, and providing procedures for reporting concerns and acting on 
these; 

 Establishing procedures for reporting and dealing with allegations of abuse against 
members of staff and fellow students; 

 The safe recruitment of staff and students. 
 

1.5. When reviewing relevant policies and procedures in relation to safeguarding, the Chief 
Executive Officer will consult with, and take account of relevant guidance and good practice, 
including liaison with the Local Safeguarding Children Board (LSCB). 
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1.6. The Students’ Union will refer concerns that a child, young person, or vulnerable adult might be 

at risk of significant harm to Social Services and/or the appropriate agencies as agreed with 
the LSCB. Managers and all staff working with children will receive training adequate to 
familiarise them with protection issues and responsibilities, and the Students’ Union’s 
procedures and policies, with refresher training at least every two years. 

 
1.7. The Chief Executive Officer will have special responsibility for protection issues as the 

designated staff members with lead responsibility for child protection and the protection of 
vulnerable adults. They will be assisted by other members of staff with responsibilities for the 
protection of children and vulnerable adults. 

 
 

2. Policy Scope and Definition 
 

2.1. Abuse is a selfish act of oppression and injustice, exploitation and manipulation of power. This 
can be caused by those inflicting harm or those who fail to act to prevent harm. Abuse is not 
restricted to any particular group in society. 

 
2.2.  The Students’ Union recognises that abuse can take many forms. A list of the types and 

indicators of abuse compiled by the Social Care Institute for Excellence is attached as appendix 
v or can be found here. 

 
 

3. Designated Staff with Responsibility for Safeguarding 
 

3.1. The designated senior member of staff with lead responsibility for child protection and the 
protection of vulnerable adults is the Chief Executive Officer. The Chief Executive Officer has the 
key duty to take lead responsibility for raising awareness within the Students’ Union of issues 
relating to the welfare of children, young people and vulnerable adults, and the promotion of a 
safe environment within the Students’ Union. The Chief Executive Officer will ensure that 
designated staff have received training in child and vulnerable adult protection issues and will 
receive refresher training at least every two years. 

 
3.2. The Chief Executive Officer (or the Student Opportunities Manager in the absence of the Chief 

Executive) are responsible for ensuring that the following take place: 
 

 Oversight of the referral of cases of suspected abuse or allegations to the relevant 
investigating agencies as agreed with LSCB; 

 Provision of advice and support to staff and students on issues relating to the 
protection of children, young people and vulnerable adults; 

 Maintaining a proper record of any child or vulnerable adult protection referral, 
complaint or concern (even where that concern does not lead to a formal referral); 

 Liaison with the LSCB and other appropriate agencies; 
 Liaison with organisations who send children, young people or vulnerable adults to 

the Students’ Union to ensure that appropriate arrangements are made; 
 Liaison with employers and training organisations that receive children, young 

people or vulnerable adults from the Students’ Union on placements, to ensure that 
appropriate safeguards are put in place; 

 Ensuring that staff receive basic training in safeguarding issues, and are aware of 
the Students’ Union’s safeguarding procedures; 

 Ensuring that appropriate safeguards are in place for the management of 
contractors on the Students’ Union premises; 
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 Ensuring that recruitment and selection policies for staff are regularly reviewed and 
adhered to. 

 
 

4. Procedures for Dealing with the Disclosure of Abuse and Reporting Concerns 
 

4.1. If a child, young person or vulnerable adult tells a member of staff about possible abuse: 
 

Receive 
- Listen to what is said and stay calm, without displaying shock or disbelief. You should 

accept what is being said without judgement and take it seriously. Do not ask leading 
questions; let the person tell their story and do not press them for information. You 
should give the person your full attention; make a written note of the information 
received after you have finished with the person. 

 
Reassure 
- Reassure the person that they are right to tell their story and explain that you will have 

to pass their information to the Chief Executive Officer or Student Opportunities 
manager who will make sure the matter is appropriately dealt with. 

 
Recognise 
- Throughout, be alert to any signs or symptoms of abuse (types and indicators of abuse 

can be found in appendix v). Do not investigate or interrogate to decide if the person is 
telling the truth. 
 

Respond 
- Reassure the person that they have done the right thing in sharing this information and 

that they are not to blame. You must be honest and never make promises. You should 
never promise to keep what you are told confidential; if abuse is involved, you will need 
to tell someone. Throughout, use open questions such as “tell me” or “explain to me”, 
and avoid closed questions. Tell them what you will do with the information they have 
shared and that they will be kept informed. 
 

Refer 
- Pass the information to the Chief Executive Officer or Student Opportunities Manager 

within 24 hours. In the case of an emergency, call the Police or dial 999. 
 

4.2. Staff should not investigate concerns or allegations themselves but should report them 
immediately to the Chief Executive Officer or the Student Opportunities Manager. 

 
 

5. Procedures for Reporting and Dealing with Allegations of Abuse 
 

5.1. These procedures apply to all members of staff, elected officers, and Trustees, as well as to any 
volunteers working with the Students’ Union. 

 
Allegations against members of staff, elected officers, and trustees 

 
5.2. The Students’ Union recognises the severity of an allegation of abuse made against members 

of staff, elected officers, and Trustees. The Students’ Union is committed to seriously engage 
with the appropriate authorities when an allegation is made. It is imperative that those handling 
an allegation maintain an open mind, and investigations are thorough and not subject to delay. 
The safety and welfare of the child, young person, or vulnerable adult is of paramount concern. 
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5.3. Therefore, those dealing with such allegations within the Students’ Union, it will do so with 
sensitivity, and will act in a careful, measured way. 

 
 Receiving an Allegation 

 
5.4. A member of staff, elected officer, or Trustee who receives an allegation about another member 

of staff, elected officer, or Trustee from a member of staff, a student, or a child, young person, 
or vulnerable adult should follow the guidelines enumerated in this policy for dealing with 
disclosure. 

 
5.5. The allegation should be reported immediately to the Chief Executive Officer or the Student 

Opportunities Manager. The Chief Executive Officer or the Student Opportunities Manager will 
obtain written details of the allegation from the person who received it, which are signed and 
dated. Where possible information about times, dates, locations and names of potential 
witnesses should also be recorded. 

 
Initial Assessment 

 
5.6. The Chief Executive Officer or the Student Opportunities Manager will make an initial 

assessment of the allegation, consulting with colleagues and the Local Safeguarding Children 
Board (‘LSCB’) as appropriate. Where the allegation is considered to be either a potential 
criminal act or indicates that the child, young person, or vulnerable adult has suffered, is 
suffering, or is likely to suffer significant harm; the matter should be reported immediately to 
the LSCB. This is a responsibility which must be carried out as soon as practicably possible 
within 24-hours of the allegation being reported. 

 
5.7. It is important that the Chief Executive Officer or the Student Opportunities Manager does not 

investigate the allegation. The initial assessment should be on the basis of the information 
received and is a decision about whether or not the allegation warrants further investigation. 

 
5.8. Where the matter does not require reporting to the local LSCB, other potential outcomes are: 

 
a) The allegation can be addressed in accordance with the Students’ Union’s disciplinary 

procedures; 
b) The allegation can be shown to be false because the facts alleged could not possibly be 

true and no further action is required. 
 
Enquiries and Investigations 

 
5.9. Protection enquiries by Social Services or the Police are not to be confused with internal, 

disciplinary enquiries by the Students’ Union. The Students’ Union may be able to use the 
outcome of an external agency’s enquiries as part of its own procedures. 

 
5.10. The statutory agencies, including the Police, have no power to direct the Students’ Union 

to act in a particular way; however, The Students’ the Students’ Union will assist the agencies 
with their enquiries. 
 

5.11. The Students’ Union will hold in abeyance its own internal enquiries while the formal Police 
or Social Services investigations proceed. To do otherwise may prejudice the investigation. Any 
internal enquiries will conform to the existing disciplinary procedures. Any investigation relating 
to allegations made against Sabbatical Officers will conform to the Sabbatical Officer 
Disciplinary Policy. Investigations relating to allegations made against Part-time Officers will 
conform to the Student Disciplinary Policy. 
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5.12. If there is an investigation by an external agency, for example the Police, the Chief Executive 
Officer, or the Student Opportunities Manager should normally be involved in, and contribute 
to, the inter-agency strategy discussions. The Chief Executive Officer or the Student 
Opportunities Manager will be responsible for ensuring that the Students’ Union provides every 
assistance to the investigation. They will ensure that appropriate confidentiality is maintained 
in connection with the enquiries, in the interests of the member of staff about whom the 
allegation is made. The Chief Executive Officer or the Student Opportunities Manager should 
advise the member of staff that they should consult with a Trade Union representative, contact 
the Employee Assistance Scheme or seek any external advice they feel appropriate.  The Chief 
Executive Officer may consider the suspension of staff (in accordance with the Staff Disciplinary 
Policy) should an investigation of this nature take place. 

 
5.13. Subject to objections from the Police or other investigating agency, the Chief Executive 

Officer or the Student Opportunities Manager should: 
 

 Inform the person making the allegation that the investigation is taking place and what 
the likely process will involve, 

 Ensure that the parents/carers of a child or young person making an allegation have 
been informed that the allegation has been made, and what the likely process will 
involve. In certain circumstances it may be appropriate to inform the recorded next of 
kin of a vulnerable adult making an allegation; 

 Inform the member of staff against whom the allegation was made of the fact that the 
investigation is taking place and what the likely process will involve; 

 Inform relevant, senior colleagues of the allegation and the investigation. 
 

5.14. The Chief Executive Officer or the Student Opportunities Manager will keep a written record 
of the action taken in connection with the allegation and should consider, any action under the 
Students’ Union’s disciplinary policies which should be taken, pending the outcome of the full 
investigation, to safeguard both those who have made the allegation, any others who may 
potentially be at risk; and the member(s) of staff concerned. 

 
 

6. Records 
 

6.1. It is important that documents relating to an investigation are retained in a secure place, 
together with a written record of the outcome and, if disciplinary action is taken, details retained 
on the member of staff’s personal and confidential file, in line with normal data protection 
procedures. 
 

6.2. If a member of staff is dismissed or resigns before the disciplinary process is completed, they 
should be informed about the Students’ Union’s statutory duty to inform the Independent 
Safeguarding Authority (ISA) 

 
6.3. In situations when an allegation of a safeguarding nature then the Chief Executive Officer should 

also ensure that the Charity Commission are informed of the allegation, investigation and 
outcome. 

 
 

7. Monitoring Effectiveness 
 
Where an allegation has been made against a member of staff, the Chief Executive Officer or the 
Student Opportunities Manager should, at the conclusion of the investigation and any disciplinary 
procedures, consider whether there are any matters arising from it that could lead to the 
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improvement of the the Students’ Union’s procedures and/or policies and/or which should be 
drawn to the attention of the LSCB. 

 
8. Prevent Duty 

 
The Students’ the Students’ Union is subject to York St John University’s Prevent Duty, which can 
be found in the University’s Safeguarding Policy (June 2019). 
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Appendix i – Legislation and Government Guidance 
 

The principal pieces of legislation and Government guidance governing and influencing 
this policy are:  
 

 The Children Act 1989 
 The Police Act 1997 
 The Public Interest Disclosure Act 1998 
 The Care Standards Act 2000 
 The Adoption and Children Act 2002 
 The Children Act 2004 
 Safeguarding Vulnerable Groups Act 2006 
 Children and Families Act 2014 
 The Counter-Terrorism and Security Act 2015 
 The Childcare Act 2016 
 The Children and Social Work Act 2017 
 Working Together to Safeguard Children 2018 
 Keeping Children Safe in Education 2019 
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Appendix ii– Policy in Practice 
 
To aid the understanding and context of this policy within a Students’ the Students’ 
Union environment, the following highlights ‘at risk’ circumstances where staff, officers 
and volunteers should consider safeguarding principals. 

a) Lone working – both within core hours and out of core hours 
b) Advice consultations (interview room usage) 
c) Open Day one to one discussion (under 18’s) 
d) One on one activity with individuals in offices 
e) One on one activity with individuals outside the office (i.e. Hull Road facilities) 
f) Sports changing room usage 
g) Washroom usage 

 

Guidance to staff  

When dealing directly with a student/child/vulnerable adult, you should:  

 stay calm and listen to the individual’s concerns;  
 treat the person with respect and provide reassurance that it is safe to have the 

discussion; 
 allow the individual to speak without disruption;  
 keep a record of the concern using the person’s own words as far as possible;  
 do not promise confidentiality; explain to the individual that the information will 

need to be passed on to the CEO;  
 pass on the information promptly and directly to the CEO 

 
o Things not to do:  

 dismiss the concern or think it is someone else’s responsibility;  
 ask leading questions when the person is disclosing to you;  
 express shock or anger or laugh;  
 delay reporting the suspected or confirmed abuse to the CEO; carry out an 

investigation into the allegation yourself (this will be done by the CEO). 
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Appendix iii Safeguarding Report Form 

Safeguarding Students, Children and Vulnerable Adults – Incident Report Form 

First two pages to be completed by the CEO as part of the preliminary investigation 
before sign off  

 

Name of Student:      Student Reference Number:  

Telephone Number:      Email address:  

Term time address:  

 

 

 

Who reported the incident regarding the Student (above):  

Date(s) and time(s) of incident:  

Location of the incident:  

 

Details of the incident: (use separate sheet if required) 
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Has the Student been spoken to? If so please record by whom and exactly what was said 
(using the individual’s own language) and what was said to the individual (use separate 
sheet if required). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Action Agreed with Student: 
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Observations (for instance are there any physical/behavioural signs or indirect signs):  

 

 

 

 

 

 

Have external agencies (for instance the police, social services) been contacted:  

YES (detail below)   NO 

 

 

 

 

 

 

 

I confirm that to the best of my knowledge the information provided is correct and I will 
be available to answer any further questions on this matter:  

 

Signature: 

 

Print name:  
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To be completed in conjunction with the CEO:  

Does the incident need to be reported to:  

VC office / Marketing / Legal    No  Yes - Date and Time Completed  

 

Other Internal      No   Yes - Date and Time Completed  

 

Police        No  Yes - Date and Time Completed  

 

Prevent       No   Yes - Date and Time Completed  

 

Children / Adult Services     No  Yes - Date and Time Completed  

 

Medical Professionals including GP   No  Yes - Date and Time Completed 

 

 

 

 

 

 

 

 

 


