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Executive Summary 
 
Safeguarding is Everybody’s Responsibility. 
 
Employees and people working on behalf of the Service have a legal and moral obligation to 

recognise and report concerns about abuse or neglect. Living a life that is free from harm and abuse 

is a fundamental right of every person. This policy aims to ensure that safeguarding is at the heart 

of every interaction Hereford & Worcester Fire and Rescue Service (HWFRS) personnel have with 

adults with care and support needs. 

 

HWFRS employees undertake a wide range of public facing roles, which includes education and 

engagement with all members of our communities including children, young people and adults with 

complex needs and vulnerabilities. It is important that employees have the necessary skills and 

training to ensure that they are able to recognise, respond and record concerns.  

 

The aim of this policy is to provide a framework and guidance for all personnel who may come into 

contact with adults with care and support needs when conducting their daily duties. Where adults 

are experiencing abuse or neglect, potential abuse or appear to be in an abusive environment it is 

important all HWFRS employees are able to recognise and act appropriately. 

 

This policy identifies individual responsibility in regard to safeguarding.  It also identifies what is 

meant by abuse and neglect and how to report any concerns so that adults, in need of care and 

support, can be quickly identified and incidences of abuse can be prevented or readily acted upon.  

 

Safeguarding practices within HWFRS aligns to the NFCC Safeguarding Fire Standard and the 

National Fire Chiefs Council (NFCC) Safeguarding Guidance for Children, Young People and Adults 

which aims to ensure that Fire and Rescue Services are doing all that they can to support and 

promote the safeguarding of those within their communities, employees and volunteers.   

 

Responsibility for ensuring safeguarding is part of the Service’s core business lies with the Assistant 

Chief Officer: Director of Prevention.  Safeguarding forms part of the Service’s Community Risk 

Management Plan (CRMP) and is a key element of the Prevention Strategy in putting our 

communities first by keeping people safe from fire and other risks and protecting the most vulnerable.   

How we deliver our services to achieve our core purpose is guided by the Core Code of Ethics for 

Fire and Rescue Services in England. 

 

 

 
 
 
 
 
 
 
 
 
 
 
Core Code of Ethics  



 

Adult Safeguarding Policy v10.0  Page 3 of 41 

 
 

The Core Code of Ethics for Fire and Rescue Services  sets out five ethical principles, which provide 

a basis for promoting good behaviour and challenging inappropriate behaviour. The Service is 

committed to the ethical principles and professional behaviours contained in the Core Code of Ethics, 

which sets expectations on governance, behaviour and integrity in the Fire Sector.  The principles of 

the Code are reflected in this policy as well.   

 

 
 
Safeguarding Policy Statement 
 
Safeguarding is everyone’s responsibility and HWFRS are committed to safeguarding children, 

young people and adults from abuse and neglect. The Service strives to promote the safety, dignity 

and wellbeing of staff and people within our communities.   

 

Safeguarding practices within HWFRS align to the Safeguarding Fire Standard which aims to ensure 

that the Service support and promote the safeguarding of those within the communities, employees 

and volunteers.  Safeguarding - Fire Standards Board 

 

All HWFRS staff will adhere to the Service’s Adult Safeguarding Policy and Children and Young 

People Safeguarding Policy and associated guidelines. 

 

SPI Management & Administration Site - D - Personnel - AllItems (sharepoint.com) 
 

Alternative Formats 
If you require this document in another format please contact the Human Resources and 

Development Department. 

 
 
 
Risk Critical Information 
 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ukfrs.com%2Fcore-code-ethics&data=05%7C01%7CASzlachta%40hwfire.org.uk%7Cdafe988c5529479cdff008da859fa53c%7C09c53cc0fd994f8cbc79935df9539402%7C0%7C0%7C637969217955683062%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=M7JY9X5UNnE53x%2BuhjZP4iJNZo8n6xPfvoHgKem1peA%3D&reserved=0
https://www.firestandards.org/standards/approved/safeguarding-fsd-pre02/#:~:text=A%20fire%20and%20rescue%20service,of%20abuse%2C%20harm%20and%20neglect.
https://hwfire1.sharepoint.com/sites/SPIManagementSite/D%20%20Personnel/Forms/AllItems.aspx
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Abuse may take many forms and all staff must be aware of the signs of abuse and always act upon 

potential safeguarding concerns.  Doing nothing is not an option. 

 

Responsibilities for all staff who come into contact with adults with care and support needs, as part 

of their working duties, are outlined in section 6. These duties will include: Operational Incidents, 

Home Fire Safety Visits (HFSVs), Fire Station visits, open days and other community engagement 

and partnership working opportunities.  These may be planned or unplanned and can be of any 

duration. 

 

Where there are incidents of immediate harm or any suspicions or allegations of abuse, these must 

be reported as summarised in Appendix A (HWFRS Safeguarding Reporting Process). 

 

Reference to ‘personnel’, ‘staff’ or ‘employees’ within this document refer to all employees of 

HWFRS, all volunteers, lay members, temporary staff, casual workers, agency workers and 

contractors that work on behalf of HWFRS either in a paid or unpaid capacity. 

 

All HWFRS personnel will receive the appropriate Adult Safeguarding Training.   

 

This Policy is supported by Guidance Notes GN01 Safeguarding Adults Guidance.   
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Adults Safeguarding Policy 

1. Legislation and Guidance: 
 

        This document pays particular regard to the following legislation and guidance: 

 

1.1 The Care Act 2014: This Act sets out a clear legal framework for how local authorities 

and other statutory agencies should protect adults with care and support needs who are 

at risk of abuse or neglect.  New duties include the local authority’s duty to make 

enquiries or cause them to be made (known as section 42 Adult Safeguarding Enquiry) 

and to establish safeguarding boards.   

 

1.2 The Mental Capacity Act 2005: (including Deprivation of Liberties): The Act covering 

England and Wales provides a statutory framework for people who lack the capacity to 

make decisions for themselves or who have the capacity and want to make preparations 

for a time when they may lack capacity in the future.  The Act sets out who can make 

decisions in which situations and how they should go about this. 

 

 In addition, in some cases, people lack the capacity to consent to particular treatment or 

care that is recognised by others as being in their best interests or which will protect 

them from harm. Where this care might involve depriving vulnerable people of their 

liberty in either a hospital or a care home, extra safeguards have been introduced in law 

– Deprivation of Liberty Safeguards - to protect their rights and ensure that the care or 

treatment they receive is in their best interests. 

 

1.3 Human Rights Act 1998: The Act applies to all public authorities and other bodies 

performing public functions. These organisations must comply with the Actand the 

individual’s human rights, when providing a service or making decisions that have a 

decisive impact on an individual’s rights. Living a life that is free from harm and abuse is 

a fundamental right of every person. 

 

 The Human Rights Act covers everyone in the United Kingdom, regardless of citizenship 

or immigration status. Anyone who is in the UK for any reason is protected by the 

provisions in the Human Rights Act. 

 

1.4 The Fire Services Act 2004:  All Fire and Rescue Services have a statutory duty under 
Section 6 of this Act to promote fire safety which includes working with other agencies 
and local partners to create safer communities. 

 
1.5 General Data Protection Regulation in May 2018: -The EU’s General Data Protection 

Regulation (GDPR) was introduced to unify all EU member states' approaches to data 

regulation, ensuring that all data protection laws are applied identically in every country 

within the EU. 

 

 It is the biggest change to Data Protection laws in 20 years and is designed to deal with 
technological developments and address privacy concerns and challenges that did not 
exist when the Data Protection Act 1998 was first introduced. 

 

1.6 Multi-agency Policy and Procedures for the West Midlands: Worcestershire and 

Herefordshire Safeguarding Adults Boards have adopted the 'Adult Safeguarding: Multi-

agency policy and procedures for the protection of adults with care and support needs 

in the West Midlands.  This is available to access via the following link: 
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 https://www.safeguardingworcestershire.org.uk/wsab/policies-procedures-a/ 

 

1.7 Domestic Abuse Act 2021: The Act created a statutory definition of domestic abuse, 
emphasising that domestic abuse is not just physical violence, but can also be emotional, 
controlling or coercive and economic abuse. 

 

2. Introduction: 
 

2.1 Adult safeguarding duties apply to anyone 18 years or older, who: 

 

• Has needs for care and support, whether or not the local authority is meeting any of 
those needs. (Care and support is a mixture of practical, financial and emotional 
support for adults who need help to manage their lives and be independent.  It can 
include care homes, home care, personal assistants, day services and aids or 
adaptations). 

 

• Is experiencing or is at risk of, abuse or neglect. 
 

• As a result of those care and support needs is unable to protect themselves from 
either the risk of or the experience of abuse or neglect. 

 

2.2 Adult safeguarding means protecting a person’s right to live in safety, free from abuse 

and neglect. (Care Act 2014). 

 

3. Our Philosophy and Principles of Safeguarding: 
 

3.1 Many of the services provided by HWFRS involve adults with care and support needs.  
These include: 

 

• Attendance at open days or community events. 

• Attendance at operational incidents.  

• Carrying out Home Fire Safety Visits. 
 

3.2 HWFRS, like all other organisations involved in adult safeguarding, are committed to 
preventing abuse and harm. When abuse does take place, it needs to be dealt with 
swiftly, effectively and in ways which are proportionate to the issues that have been 
identified. 

 
3.3 HWFRS is also committed to the principles that underpin the Care Act 2014, those of 

promoting wellbeing and putting service users at the centre of all adult safeguarding by 
making it personal to each individual.   

 
3.4 It is the person, not the process, which determines how safeguarding work is taken 

forward by professionals. 
 

3.5 As part of our commitment to safeguarding we will ensure we have all the relevant 
policies, procedures and training in place. 

 

4. Types of Abuse: 
 

4.1 Physical: Physical abuse can include assault, hitting, slapping, pushing, and misuse of 

medication, restraint or inappropriate physical sanctions. 

https://www.safeguardingworcestershire.org.uk/wsab/policies-procedures-a/
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4.2 Domestic Violence: Domestic abuse includes psychological abuse, physical abuse, 

sexual abuse, financial abuse, coercive or controlling behaviour, emotional abuse and 

so called ‘honour’ based violence. 

 

4.3 Sexual Abuse: Sexual abuse can include rape, sexual assault, indecent exposure, 
sexual harassment, inappropriate looking or touching, sexual teasing or innuendo, 
sexual photography, subjection to pornography or witnessing sexual acts or sexual acts 
to which the adult has not consented or was pressured into consenting. 

 
4.4 Psychological Abuse: Psychological abuse can include emotional abuse, threats of 

harm or abandonment, deprivation of contact, humiliation, blaming, controlling, 
intimidation, coercion, harassment, verbal abuse, cyber bullying, isolation or 
unreasonable and unjustified withdrawal of services or supportive networks. 

 
4.5 Financial and Material Abuse: Psychological abuse can include emotional abuse, 

threats of harm or abandonment, deprivation of contact, humiliation, blaming, controlling, 
intimidation, coercion, harassment, verbal abuse, cyber bullying, isolation or 
unreasonable and unjustified withdrawal of services or supportive networks. 

 
4.6 Modern Slavery: Modern slavery encompasses: slavery, human trafficking, forced 

labour and domestic servitude.  Traffickers and slave masters using whatever means 

they have at their disposal to coerce deceive and force individuals into a life of abuse, 

servitude and inhumane treatment. 

 

4.7 Discriminatory Abuse: This includes discrimination on the grounds of race, faith or 
religion, age, disability, gender, sexual orientation, gender reassignment and political 
views, along with racist, sexist, homophobic or ageist comments or jokes, or comments 
and jokes based on a person’s disability or any other form of harassment, slur or similar 
treatment. Hate crime can be viewed as a form of discriminatory abuse, although will 
often involve other types of abuse as well. It also includes not responding to dietary 
needs and not providing appropriate spiritual support. Excluding a person from activities 
on the basis they are ‘not liked’ is also discriminatory abuse.   

 
4.8 Organisational Abuse: Organisational abuse includes neglect and poor care practice 

within an institution or specific care setting such as a hospital or care home for example, 

or in relation to care provided in one’s own home. This may range from one off incidents 

to on-going ill-treatment.  It can be through neglect or poor professional practice as a 

result of the structure, policies, processes and practices within an organisation. 

 

4.9 Self Neglect: This covers a wide range of behaviour, neglecting to care for one’s 

personal hygiene, health or surroundings and includes behaviour such as hoarding.  

Self-neglect is also defined as the inability (intentionally or unintentionally) to maintain a 

socially and culturally accepted standard of self-care with the potential for serious 

consequences to the health and well-being of the individual and sometimes their 

community. 

 

An assessment should be made on a case by case basis. A decision on whether a 

response is required under safeguarding will depend on the adult’s ability to protect 

themselves by controlling their own behaviour. There may come a point when they are 

no longer able to do this, without external support.  Both Worcestershire and 

Herefordshire Safeguarding Boards have developed Self-Neglect Policies which should 

be followed when required.   
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Self-Neglect - Worcestershire Safeguarding Boards 

(safeguardingworcestershire.org.uk) 

 

Self-neglect & Hoarding - Herefordshire Safeguarding Boards and Partnerships 

 

4.10 Neglect and Acts of Omission: Neglect and acts of omission include ignoring medical, 

emotional or physical care needs, failure to provide access to appropriate health, care 

and support or educational services and the withholding of the necessities of life, such 

as medication, adequate nutrition and heating.  

 

 Neglect also includes a failure to intervene in situations that are dangerous to the person 

concerned or to others, particularly when the adult lacks the mental capacity to assess 

risk for themselves. Neglect and poor professional practice may take the form of isolated 

incidents or pervasive ill treatment and gross misconduct.  Neglect can be intentional or 

unintentional. 

 
 Please see Safeguarding Adults Guidance (GN01) for more information about types of    

abuse and indicators of abuse. 

 

5. Prevention of Extremism, Radicalisation and Terrorism: 
 

5.1 HWFRS supports the Government’s Prevent strategy and will ensure staff and 
volunteers know how to recognise and respond to concerns that an adult may be 
susceptible to radicalisation. The threat from terrorism and extremism in the UK is real 
and severe and can involve the exploitation of vulnerable people. 

 
5.2 Terrorism can be motivated by a range of ideologies or other factors. Extreme right-wing 

groups and single-issue groups, such as animal rights campaigners, can also pose a 
significant threat. 

 
5.3 We recognise it is essential that workers and volunteers are able to identify adults who 

may be vulnerable to radicalisation and know what to do when they are identified. This 
is known as the Prevent Duty.  

 
5.4 Prevent Training is mandatory for key staff roles and completion of this will be monitored 

via the Competency Training Record (CTR). 
 
Any concerns will be reported via the Safeguarding Reporting Process. 

 

6. Roles and Responsibilities: 
 

6.1 Staff and Volunteers 

 

• This policy applies to all employees of HWFRS, volunteers, temporary staff, casual 
workers and agency workers that work on behalf of HWFRS.  All inductions must 
include reference to this policy and line managers should ensure personnel have 
safeguarding training relevant to their role. 

 

• Staff and volunteers will, at all times, show respect and understanding for the rights, 
safety and welfare of all adults with care and support needs with whom we work and 
behave in an appropriate way.   

 

https://www.safeguardingworcestershire.org.uk/about-us/what-is-safegaurding/who-needs-safeguarding/self-neglect/
https://www.safeguardingworcestershire.org.uk/about-us/what-is-safegaurding/who-needs-safeguarding/self-neglect/
https://www.herefordshiresafeguardingboards.org.uk/safeguarding-information/safeguarding-adults-information/self-neglect-hoarding
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• Please find link to Core Code of Ethics and Code of Conduct. 
 

  Core Code of Ethics (SharePoint.com) 
 

• All staff and volunteers who work on behalf of HWFRS will act if they have a concern 
about the adult and will follow the HWFRS Safeguarding Reporting Process. 

 

• The Service will ensure through safeguarding training that staff and volunteers know 
how to recognise and respond to suspicions/allegations of abuse or neglect regarding 
an adult with care and support needs. 

 

6.2 Line Managers 

 

• Line Managers must ensure that all personnel for whom they are responsible, are 
aware of and understand the importance of this policy and the process for reporting 
any concerns. They must also ensure that the staff they are responsible for, have 
completed the appropriate Safeguarding Training. 

 

• We will ensure additional targeted safeguarding training is available to the following 
roles: 

• Safeguarding and Signposting Leads. 

• Prevention Technicians. 

• Prevention Engagement Officers.  

• Group Commanders. 

• Head of Prevention. 

• Prevention Team Leader. 

• Designated Safeguarding Lead.  

• Deputy Designated Safeguarding Lead.  

• Station Commanders. 

• Human Resources Managers. 

 

 

 

 

 

6.3 Safeguarding and Signposting Leads 

 

Safeguarding and Signposting Leads have been appointed as the day to day contacts 
for safeguarding. They are responsible for: 

• Receiving, monitoring and recording safeguarding concerns. 

• Making referrals to Local Authorities. 

• Notifying the Champion for Safeguarding of any issues or allegations. 

• Liaising with other agencies. 

• Keeping written records of concerns and allegations securely. 
 

The Prevention Team manage safeguarding concerns during working hours. 
 

6.4 Group Commanders 

https://hwfire1.sharepoint.com/sites/EthicsSite
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Group Commanders are responsible for managing safeguarding concerns out of office 
hours (See Appendix A). 

 
6.5 Area Commanders and Human Resources 

 
Area Commanders with support from Human Resources are responsible for handling 
allegations against staff/volunteers (See Appendix B). 

 
6.6 Champion for Safeguarding 

 

• The Champion for Safeguarding is responsible for ensuring everyone adheres to 
the policies and procedures with regard to safeguarding adults. They report 
annually to the Strategic Leadership Board (SLB) on any safeguarding issues 
and/or any allegations which have arisen over the previous twelve months. 

 

• The Champion for Safeguarding is the Director of Prevention and the deputy is the 
Assistant Director of Prevention.  

 

7. Staff and Volunteer Recruitment: 
 

7.1 All staff and volunteers whose role involves direct work with adults with care and support 
needs will be recruited using safer recruitment principles.  Further details can be found 
in the Recruitment Policy - 

 
Recruitment Policy (Incorporating Safer Recruitment) v2.00.docx (sharepoint.com) 

 
7.2 Disclosure and Barring Service (DBS) checks must be carried out at the appropriate  

level for preferred candidates prior to employment and for current employees as per the  
Criminal Record Checks policy– 

 
SPI Management & Administration Site - Criminal Record Checks V3.00.pdf – All Items 
(sharepoint.com) 
 
It is the Service’s legal duty to refer an individual to the DBS if they have been removed 

from working in regulated activity with children and/or adults because they caused harm 

to children / adults at risk or posed a risk of causing harm.  

 
  
 
 

8. Confidentiality and Information Sharing: 
 

8.1 In cases of disclosure of abuse or neglect, whether by children, young people, parents, 
carers or other adults, confidentiality cannot be promised as the Service must take all 
reasonable steps to ensure the safety of adults at risk. We are obligated to share the 
information with the Service’s Safeguarding and Signposting Leads who may refer 
concerns to the police or Adult Safeguarding Teams in Herefordshire and 
Worcestershire.  

 
8.2 In all instances, any information which identifies or could identify a living individual, must 

only be processed in accordance with the Service’s Data Protection Policy. This includes 

the collecting, using, amending, sharing, archiving or deleting of all personal information. 

 

8.3 Personal information must only be used if there is a lawful basis to do so, it must be kept 

up to date and secure at all times. Any breaches e.g. if data is lost or stolen, sent to the 

https://hwfire1.sharepoint.com/:w:/r/sites/SPIManagementSite/_layouts/15/Doc.aspx?sourcedoc=%7B3FBD709A-5D70-47CC-94D5-89A0E71BA7A6%7D&file=Recruitment%20Policy%20(Incorporating%20Safer%20Recruitment)%20v2.00.docx&action=default&mobileredirect=true
https://hwfire1.sharepoint.com/sites/SPIManagementSite/D%20%20Personnel/Forms/AllItems.aspx?id=%2Fsites%2FSPIManagementSite%2FD%20%20Personnel%2FCriminal%20Record%20Checks%20V3%2E00%2Epdf&parent=%2Fsites%2FSPIManagementSite%2FD%20%20Personnel
https://hwfire1.sharepoint.com/sites/SPIManagementSite/D%20%20Personnel/Forms/AllItems.aspx?id=%2Fsites%2FSPIManagementSite%2FD%20%20Personnel%2FCriminal%20Record%20Checks%20V3%2E00%2Epdf&parent=%2Fsites%2FSPIManagementSite%2FD%20%20Personnel
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wrong people or deleted in error/deliberately, must be reported to Fire Control 

immediately upon discovery. 

8.4 All staff have a duty to manage personal information responsibly and in line with Service 

policy.   

Data Protection v7.07.docx (sharepoint.com) 

9. Safeguarding Allegation made against a Staff Member or 
Volunteer: 

 
What to do if an allegation of abuse is made against a HWFRS member of staff or 

volunteer: 

 

          HWFRS’ Safeguarding Allegations made against a staff member or volunteer processes 

align with the NFCC Managing Allegations Guidance:  

 

  NFCC Managing Allegations Guidance 

 

It is essential that any allegation made against any members of staff, volunteers, or those 

representing HWFRS is dealt with fairly, quickly, proportionately and consistently. 

 

9.1 HWFRS takes any allegations against its personnel seriously and will comply 

immediately and fully with any police investigations or Section 42 Adult Safeguarding 

Enquiry under the Care Act 2014. 

 

9.2 Any allegations of abuse of an adult with care and support needs, by a member of 

HWFRS personnel, must be reported immediately to the Duty Group Commander via 

Fire Control.   

 

The Group Commander will collate relevant details using the SG2 form (See Appendix 
E) and will pass the information to the Duty Area Commander and Safeguarding 
Operational Lead to determine appropriate action (using the Managing Allegations Risk 
Assessment Matrix for guidance.  See Appendix C).  
 
Consideration will also be given to whether is it necessary to call an Internal 
Preliminary Concerns Meeting as referred to in Appendix B.  

 

9.3 It can be extremely difficult to report a colleague. However, HWFRS will support and 

protect anyone who, without malicious intent, reports their concerns about a colleague’s 

actions or the possibility that a person may be being abused by a colleague.  Please see 

the Whistleblowing Policy for further details: 

 

 Whistleblowing Policy 

 

9.4 If an allegation is made against an individual at Group Commander level or above then 

the next management level above them will take responsibility for the reporting line. 

 

9.5 HWFRS Adult Safeguarding Policy and reporting process must also be followed by 

HWFRS personnel dealing with allegations of adult abuse by a member of HWFRS 

personnel when it is historic. 

 

https://hwfire1.sharepoint.com/:w:/r/sites/ServicePolicyInstructions/_layouts/15/Doc.aspx?sourcedoc=%7BBB8E2407-C651-43D6-98EB-6A83C6FD6D38%7D&file=Data%20Protection%20v7.07.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://hwfire1.sharepoint.com/sites/Prevention-CommunitySafetySite/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FPrevention%2DCommunitySafetySite%2FSiteAssets%2FSitePages%2FSafeguarding%2FNFCC%2DManaging%2DAllegations%2DGuidance%2Epdf&parent=%2Fsites%2FPrevention%2DCommunitySafetySite%2FSiteAssets%2FSitePages%2FSafeguarding
https://hwfire1.sharepoint.com/sites/ServicePolicyInstructions/SPIs/Forms/AllItems.aspx?id=%2Fsites%2FServicePolicyInstructions%2FSPIs%2FWhistleblowing%2Dpolicy%2Dv4%2D04%2Epdf&parent=%2Fsites%2FServicePolicyInstructions%2FSPIs
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9.6 The person dealing with the allegation should confirm that the individual who is the 
subject of the allegation, has no further contact with the adult. 

 
9.7 Dealing with allegations can be complex due to the competing requirements of balancing    

dual rights to confidentiality against obligations to disclose information in order to 

safeguard adults with care and support needs. HWFRS and the services they 

commission are responsible for ensuring that concerns are shared and escalated outside 

of their organisation where this is required and appropriate.  

 

 Each case must be dealt with on its own facts and with reference to relevant legislation 

and Information Sharing Protocols, particularly when deciding to disclose confidential 

information, in order to demonstrate justification and proportionality. Legal advice may 

be sought due to the legal complexities involved and to ensure HWFRS is acting in 

accordance with the law. 

 

Please see Appendix B for the Safeguarding Allegations made against a Staff Member 
or Volunteer Reporting Process.  

Please see Guidance Notes for additional information on Allegations made against a 
Staff Member or Volunteer Reporting process (See Appendix C). 

 

10. Safeguarding Procedures and Guidance: 
 

 It is important that all HWFRS staff and volunteers are aware of the correct reporting 

procedures if they have a safeguarding concern.  Appendix A shows the referral process 

for safeguarding concerns for adults.  A copy of this is available on the Prevention 

SharePoint and is also available on the MDT. 

 

What to do if an adult in need of care and support tells you they are being abused: 
 

10.1 Adults will occasionally disclose abuse to a person they feel they can trust.  If an adult 
does disclose, they are doing so in the hope that you will act to stop the abuse, even if 
they ask you not to do anything with the information.  This could be for many reasons: 
they may feel that they are betraying someone they are close to and whom they love, 
they may rely on this person for their daily care and have no knowledge that there is 
other support available.   

 

What to do if a member of the public raises a concern to HWFRS personnel about 

an adult with care and supports needs: 

10.2 Members of the public may disclose concerns about possible abuse or maltreatment 
adults to HWFRS personnel.  It is important that all such allegations or references to 
abuse or neglect are taken seriously and the relevant details recorded.  You should make 
it clear to the person that is disclosing this information that you have a duty to record and 
refer any allegations of abuse.  You should also encourage them to directly refer any 
concerns via the appropriate council themselves. 

 
10.3 If a member of the public does disclose a concern about an adult they believe is being 

abused to you, then you must follow the Safeguarding Reporting Process (Appendix A). 

  

11. Complex Adults Risk Management (CARM) Framework: 
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11.1 This guidance seeks to provide front line practitioners with a framework to facilitate 
effective working with adults who are at risk of significant harm due to their complex 
needs and where the risks cannot effectively be managed via other processes or 
interventions, such as section 9 Care and Support Assessment or section 42, 
Safeguarding Enquiry under the Care Act 2014. 

11.2 The Complex Adults Risk Management (CARM) framework should be used by HWFRS 
when the adult’s engagement with support is intermittent or where it has proved difficult 
to engage with the adult and the risk is significant, and an individual agency procedure 
have not been able to resolve the problem(s). 

For more information on the CARM and details of how to make a referral please follow 
the links below: 

CARM-Final-V2.1-Aug-2022-.pdf (safeguardingworcestershire.org.uk) 

CARM Final Herefordshire June 2022 - Herefordshire Safeguarding Boards and   
Partnerships 

 

12. Safeguarding Training: 
 

12.1 All HWFRS staff will have safeguarding training appropriate to their role and this will be   

recorded on the Competency and Training Record (CTR).  The Safeguarding 

Competency Training Framework identifies the level of safeguarding training required 

for each role within HWFRS. 

 

12.2 If volunteers are not able to access the CTR then their line manager must ensure that 

they have access to the e-learning training and that completion of this and refresher 

courses are recorded. 

 

12.3 Staff will have refresher training every 2 years. 

 

12.4 The Prevention Team will be responsible for the quality of the training and will ensure 

that it   reflects current legislation and good practice by undertaking an annual review of 

training content.  

 

13. Safeguarding Supervision: 
 

13.1 Professional Supervision is a positive, confidential and enabling process that offers the 

opportunity to bring an employee or volunteer and a skilled supervisor together to reflect 

on work practice. It is the process by which an employee or volunteer can review, 

analyse, explore and evaluate their work through discussion, report and observation with 

the skilled Supervisor. (NFCC Supervision Guidance) 

 

 

14. Professional Disagreement 
 

14.1 When professionals are working together in the complex business of safeguarding      

adults with care and support needs there will inevitably be occasions when there are 

professional differences of opinion. Constructive challenge is an important component 

in positive partnership working, but where differences of opinion cannot be resolved 

https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2022/10/CARM-Final-V2.1-Aug-2022-.pdf
https://www.herefordshiresafeguardingboards.org.uk/documents/carm-final-herefordshire-june-2022
https://www.herefordshiresafeguardingboards.org.uk/documents/carm-final-herefordshire-june-2022
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quickly and easily, practitioners have a duty to take action to address professional 

disagreements in a way that is appropriate, timely and proportionate: 

 

  (Escalation Policy: Resolution of Professional Disagreements – WSAB) 

 

14.2 It is important that HWFRS practitioners and managers understand what action they 

need to take in order to address professional differences of opinion and the systems in 

place in their organisation to support this action.  

 

14.3 The Safeguarding and Signposting Leads will aim to resolve professional concern or 

disagreement through discussion and/or meeting within 1- 3 days of the disagreement 

occurring. 

 

14.4 If the disagreement remains unresolved the Safeguarding and Signposting Leads will 

notify the Prevention Team Leader who will then contact the equivalent manager of the 

agency to resolve the disagreement.  If the disagreement remains unresolved then the 

Head of Prevention will be notified and they will contact the equivalent level manager in 

the agency. 

 

14.5 If the disagreement is not resolved through HWFRS and the agency then the appropriate 

Safeguarding Board will be contacted. 

 

 Links to Worcestershire and Herefordshire’s Policies for Professional disagreement. 

 

Escalation-Policy-Resolution-of-Professional-Concerns.pdf    

(safeguardingworcestershire.org.uk) 

 

   Resolving-Professional-Disagreements-1.pdf (herefordshiresafeguardingboards.org.uk) 

 

 

15. Joint Working and Commissioning Services: 
 

15.1 This policy will be drawn to the attention of and made available to all organisations    

working with or commissioned by HWFRS. Where partnership working involves a 

Service Level Agreement (SLA) for another organisation to provide services on its 

behalf, the HWFRS personnel responsible for the agreement will ensure that the partner 

organisation has appropriate safeguarding policies in place.  

 

15.2 If a HWFRS employee becomes aware of abuse or allegations of abuse relating to 

personnel from a partner organisation or commissioned service, then the HWFRS 

employee should follow the Safeguarding Reporting Process.   

 
15.3 If a member of a partner organisation or commissioned service becomes aware of abuse 

or allegations of abuse relating to HWFRS staff or their own staff then they should report 

this to Fire Control. 

 

16. Death of a Care Leaver Notification: 
 

16.1 From January 2024 local authorities should notify the Secretary of State for Education 
and Ofsted of the death of a care leaver aged up to their 25th birthday as per the 
revisions to Working Together to Safeguard Children. Care Leaver Notifications for care 

https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2020/10/Escalation-Policy-Resolution-of-Professional-Concerns.pdf
https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2020/10/Escalation-Policy-Resolution-of-Professional-Concerns.pdf
https://www.herefordshiresafeguardingboards.org.uk/wp-content/uploads/2022/08/Resolving-Professional-Disagreements-1.pdf
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leaver deaths will allow the Department for Education to understand and learn more 
about what happened so they can make better informed policy decisions to prevent 
future deaths. 

 

16.2 A care leaver is anyone aged up to their 25th birthday who also meets both of the 
following criteria: 

 

• Is no longer looked after; and  

• Has been looked after for at least 13 weeks which began after they reached 

the age of 14 and ended after they reached the age of 16. 
 
16.3 If HWFRS is aware of the death of a young person who is between the ages of 18 and 

24 (up to and including 24 years old) who is known, or suspected to be, a care leaver 
they must inform Children’s Social Care in Worcestershire or Herefordshire. 

 
16.4 The Prevention Team will check, when made aware of a fatality if that young person was 

a care leaver. They will then notify: 
 

• In Herefordshire, HWFRS will notify Childrens Social Care via MASH in writing, 
stating the young person’s details. 

 

• In Worcestershire, HWFRS will notify Childrens Social Care via the Family Front Door 
stating the young person’s details.  Worcestershire Safeguarding Children 
Partnership Administration team should also be notified 

 

16.5 HWFRS should also consider if the criteria is met for a Safeguarding Adults Review 
(SAR) referral. If so, make a referral using SAR Referral form. 
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 IF YOU HAVE A CONCERN ABOUT 
A CHILD OR ADULT 

Is the child or 
adult at 

immediate risk 
of harm or 

abuse? 

Contact Fire Control on 03333 
990033 to contact police 
Fire Control record police 

action/advice and  
Fire Control to inform Duty G.C 

SG1 Safeguarding Form must 
be completed (Form on 

SharePoint Safeguarding page) 
and sent to ‘Safeguarding Adults 

& Children Referrals Email’ 

within 24 hours. 

Do you still have a 
concern that a 

child/adult is at risk 
of neglect or being 

harmed? 

Contact the 
Prevention Team 

(HWFRS) on 0800 
032 1155 / who will 

give advice and 
make any referrals 

required. 

Contact Fire Control on 
03333 990033 to 

contact Duty G.C who 
will decide if referral to 

Local Authority 
required. 

Local Authority Contact Details: 
 
Worcestershire Adults: 

01905 768053 01905 768020- Emergency Duty 
Team (17.00 – 8.30 am and weekends) 
Worcestershire Children: 
01905 822666 (8.30 – 17.00/16.30 Fri) 
Emergency Duty Team – 01905 768020 (17.00/ 
16.30 Fri – 8.30 am, weekends and public 
holidays)  
Herefordshire Adults: 
01432 260715 (weekdays 9am-5pm) 
0330 123 9309 (after 5pm, weekends and public 
holidays) 
Herefordshire Children: 
01432 260800 (8.30 – 17.00) 
Emergency Duty Team 01905 768020 (17.00 – 
8.30 am, weekends and public holidays) 

 

Yes 

Yes 

Out of 
Hours 

No 

Appendix A 

Monday-
Thursday 
9-5  
Friday 9-4.30 

 
HWFRS SAFEGUARDING 
REPORTING PROCESS 

 

 
DOING NOTHING IS NOT AN 

OPTION 
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 Reporting Process Following a Safeguarding Allegation Made 
Against a Staff Member or Volunteer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

Appendix B 

Once 
complet
ed this 
form 

should 
be 

treated 
as 

Private & 
Confiden

tial 
When a 

safeguarding issue 
is identified, once 

any immediate risk 
of harm or neglect 

has been 
addressed, this 
form must be 

completed 
IMMEDIATELY 

and sent to 
SafeguardingAdults

A safeguarding allegation is identified or 
received  

Contact Fire Control on 03333 990033 to 
contact Duty Group Commander to report 

allegation or contact the Police if a crime has 
been committed 

Group Commander to find out more details and 
write down facts (use form SG2) 

(do not investigate)  
 

After preliminary 
investigation 

decide on 
validity of 
allegation  

Group Commander to pass information to Duty 
Area Commander and Safeguarding 

Operational Lead to take appropriate action 
(using the Managing Allegations Risk 

Assessment Matrix for guidance) 

If child / young person / adult with care and 
support needs is at immediate risk, follow 

Safeguarding Reporting Procedure  
Safeguarding (sharepoint.com) 

Internal Preliminary Concerns Meeting chaired 
by Area Commander to be arranged by 
Safeguarding Operational Lead to take place 
within 48 hours of the allegation being reported 
to review the information and identify next steps 
(membership details below)  

 

Area Commander to liaise with Local 
Area Designated Officer (LADO) within 
3 hours of allegation being received to 
seek advice as to whether a Person I 
Position of Trust (PiPOT) Meeting will 

be arranged 
 

Action does not 
meet the threshold 

of harm / risk of 
harm  

Action may meet 
the threshold of 

harm / risk of harm  

Line Manager to 
discuss outcome 
and next steps 
with employee  

  Appropriate risk 
management action be 

considered e.g. temporary 
redeployment, suspension 
and/or invoking disciplinary 

procedures 

Adults Children and Young People 

Area Commander to liaise with Local 
Authority as per safeguarding 

reporting process  
 

http://www.hwfire.org.uk/
mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
https://hwfire1.sharepoint.com/sites/Prevention-CommunitySafetySite/SitePages/Safeguarding.aspx
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Please note: The Local Authority Designated Officer (LADO), is part of the County 
Council’s Children’s Services and is there to coordinate information, concerns and 
allegations, as well as to provide advice. 
 
If an allegation is made against anyone who works (in either a paid or unpaid capacity) with 
adults with care and support needs, the Service will comply immediately and fully with any 
police investigations or Section 42 adult safeguarding enquiry under the Care Act 2014.(See 
local Safeguarding Board Position of Trust Protocols below): 
 
Position-of-Trust-Protocol-Final-Version-v2.1.pdf (safeguardingworcestershire.org.uk) 
 
Positions-of-Trust-Framework-1.pdf (herefordshiresafeguardingboards.org.uk) 
 

https://www.safeguardingworcestershire.org.uk/wp-content/uploads/2022/01/Position-of-Trust-Protocol-Final-Version-v2.1.pdf
https://www.herefordshiresafeguardingboards.org.uk/wp-content/uploads/2022/08/Positions-of-Trust-Framework-1.pdf
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Managing Allegations against Staff and Volunteers Guidance   
 
Additional Information: 
 

• Every effort will be made to maintain confidentiality and only those who need to be 
informed are. 

• The nature and circumstances of the allegation and the evidence will determine the 
outcome, with the advice of the LADO and Local Authority. 

• Even if the individual resigns the allegation must still be followed up. 

• A record must be kept within HR of any allegations made and how it was followed up 
and resolved. This must be kept for 10 years after the end of employment of the person 
the allegation was made against. A copy will be given to the individual. 

• If an employment reference is provided for an individual against whom an allegation 
has been made, then it must clearly state this even if it was found to be false or 
unproven. 

• Following an allegation process there will be a review of Service policies and 
procedures to help prevent similar events in the future.   

 
Membership of Internal Preliminary Meeting: 

 

• Designated Safeguarding Lead  

• Duty Area Commander 

• Duty Group Commander 

• Human Resources Manager 

• Safeguarding Operational Lead 

• Individuals Line Manager  

 

The meeting should consider:  
 

• Whether further contact is required with the Police, Children’s Social Care, the LADO, 
Adult Social Care or Safeguarding Adults Team.  

• If the child or adult at risk of harm or abuse is safe from any further risk of harm or 
abuse. 

• Reviewing the actions already taken. 

• Deciding the internal investigation strategy to be undertaken. The Police and/or Social 
Care should be consulted when they are involved in any ongoing investigation, enquiry 
and/or pending criminal proceedings. 

• Deciding how to present the allegations to the relevant staff member concerned and 
how to manage the investigatory process including considering whether suspension is 
appropriate 

• The Line Manager being asked to provide appropriate support to the individual while 
the case is on-going and keep them regularly informed. 

• The information to be shared with the senior management team. 

• Decide the frequency and format of review meetings which need to be set up to 
manage the on-going investigation and the subsequent actions required. 

• Sharing relevant information with partner agencies which could include professional 
bodies 

 

 
 

ROLES AND RESPONSIBILITIES The following table summarises roles and responsibilities 

in the procedure. 

Appendix C 
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Role Responsibilities 

The Employee 

subject to an 

allegation 

• It should be noted that the employee has a responsibility to 
immediately notify their line manager that an allegation has 
been made against them.  The employee has a responsibility 
to engage in the subsequent investigation. 

The person 

receiving the 

allegation 

• Record the information (where possible using the child’s or 
adults’ own words), including the time, date and place of 
incident, persons present and what was said. 
 

• Take immediate action to safeguard a child or adult with care 
and support needs. Steps should be taken to ensure that the 
staff member the allegation has been made against does not 
have contact with them.  

 

• Follow Managing Allegations process.  

Duty Group 

Commander 

• Inform Duty Area Commander of allegation and provide 
relevant information.  

 

• Ensure SG2 is completed within 24 hours of allegation being 
received and shared with Duty Area Commander and 
Safeguarding Operational Lead. 

Duty Area 

Commander in 

liaison with HR 

Manager 

• Contact the Local Area Designated Officer (LADO) or Local 
Authority to inform them about allegations and seek advice 
and guidance on next steps. 

   

• Consider if it is necessary to remove the individual from the 
workplace or alter their planned work.  

 

• Designate an appropriate manager to provide support to the 
individual while the investigation is on-going and keep them 
regularly informed. 
 

• Share information on the allegation with the Designated 
Safeguarding Lead and Duty Principal Officer. 

Safeguarding 

Operational Lead 

• Arrange internal preliminary meeting to discuss the 
allegation and to agree how it will be investigated and 
managed.   

 

• Arrange (PIPOT) Person in Position of Trust meetings to 
represent HWFRS and to ensure there is a record of the 
discussion, decision, and the reasons for this conclusion.  

 

• Ensure that learning is shared with the Safeguarding 
Steering Group. 

 

• Have oversight ensuring that investigations are co-ordinated 
effectively. 

 
 

HR Manager • Give advice to the lead officer as required. 

• Make a referral to the DBS where necessary in liaison with 
the lead officer. 

 
 
Managing Allegations – Risk Assessment and Factors to consider Template 
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Questions No cause for 

concern 

Some cause for 
concern requiring 

investigation 

 
Cause for 
concern 

1. Has the person behaved in a 
way that has harmed 
children or may have harmed 
children which means their 
ability to provide a service to 
children must be reviewed? 

No harm or 
potential harm 

Some harm or 
potential harm 

Serious 
harm or 
potential 

harm 

2. Has the person behaved in a 
way that has harmed or may 
have harmed an Adult with 
care and support needs? 

No Some harm or 
potential harm 

Serious 
harm or 
potential 

harm 

3. Otherwise behaved towards 
an adult(s) at risk or in a way 
that indicates they are 
unsuitable to work with 
children or adults? 

No   Cause of concern   
regarding welfare or 

safety of others 

Yes 

4. Possibly committed a criminal 
offence against or related to 
children or adults at risk? 

No Not to a Child or an 
Adult with care and 

support needs but the 
offence is serious 

Yes 

5. May be subject to abuse 
themselves which means 
their ability to provide a 
service to adults must be 
reviewed? 

No Yes Yes 

6. Behaved in a way which 
questions their ability to 
provide a service to children 
and adults which must be 
reviewed(e.g. conviction for 
grievous bodily harm who is 
not an Adult with care and 
support)? needs. 

No Yes Yes 

7.  Are there other identified risk 
(e.g. patterns of behavior or 
concerns)? 

No Yes Yes 

RESULT ALL GREEN MORE THAN TWO 
AMBERS 

ONE OR MORE 
REDS 

ACTION 

 

 

 

 

 

 

No immediate 
safeguarding 

concern 

 

Safeguarding process to 
be followed and immediate 

referral to LADO / Local 
Authority Adult 

Safeguarding Team 

Safeguarding 
process to be 
followed and 

immediate referral 
to LADO / Local 
Authority Adult 
Safeguarding 

Team 
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http://www.hwfire.org.uk/ 

Safeguarding Form SG1 
 

What is Safeguarding? 
There are a lot of definitions of what 'safeguarding' means but simply put Safeguarding is . . . 
“Protecting people's health, well-being and human rights, and enabling them to live free from 

harm, abuse and neglect."  
 

Safeguarding is EVERYONE'S responsibility 
 
 

Once completed this form should be 
treated as Private & Confidential 

 
When a safeguarding issue is identified, once any immediate risk of harm or neglect has 

been addressed, this form must be completed IMMEDIATELY and sent to 
SafeguardingAdults&ChildrenReferrals@hwfire.org.uk  . 

 
Outside of office hours, weekends and Bank Holidays please contact Fire Control and send 

form to FBcontrol@hwfire.org.uk , copying in 
SafeguardingAdults&ChildrenReferrals@hwfire.org.uk   

 
It is essential to include as much detail as possible to ensure that when the referral is made 
to the relevant safeguarding team, HWFRS are providing a relevant and factual account of 

concerns raised. 
 

 
 
 
 
 
 
 
 
 
Your contact details 
 

Appendix D 

Once 
complet
ed this 
form 

should 
be 

treated 
as 

Private & 
Confiden

tial 
When a 

safeguarding issue 
is identified, once 

any immediate risk 
of harm or neglect 

has been 
addressed, this 
form must be 

completed 
IMMEDIATELY 

http://www.hwfire.org.uk/
mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
mailto:FBcontrol@hwfire.org.uk
mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
http://www.hwfire.org.uk/
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Name 
 

 

Role 
 

 

Station & Watch/Department 
 

 

Contact Number 
 

 

Email 
 

 

Date & Time  of Concerns 
 

 

Incident Number (If applicable) 
 

 

 
Details of adult / child* that this referral is about (* Delete as applicable) 
 Person 1 

 
Person 2 

Gender 
 

  

Name 
  

 
 
 

 

Address (Including postcode) 
 
 

 
 
 

 

Current Address 
 (if different from above) 
 

 
 
 

 

Telephone Number 
 

 
 

 

Date of Birth & Age 
 

  

Childs school (if applicable)  
 

  

NHS Number 
 

  

GP practice 
 

  

Name of adults/child’s* Social 
Worker  
(if applicable) 
 

  

 
 
 
 
 
 
 
 
 
 
Details of why the concern has been raised 
 
What type of care and support  
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needs/significant medical history 
does the adult/child* have? 
 
Care and support is the term used 
to describe the help an 
individual/family needs in order that 
they can live in the best way they 
can, despite any illness or disability 
they might have. 
 
 
Describe the abuse or neglect the 
adult/child* is experiencing or at risk 
of experiencing. 
 
What is it that you have seen, heard 
or been told and by whom? 
 
Please provide as much detail as 
possible. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Why do you believe the adult/child* 
is unable to protect themselves 
from abuse or neglect? 
 
 
If disclosure, use adult/child’s* own 
words where possible. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Consent/Capacity 

The adult/parent has consented to 
the reporting of this safeguarding 
concern. 

YES / NO 

If no, why was consent not gained?   
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Is the Adult/Parent/Carer* aware of 
the referral? 

YES / NO 

If ‘yes’, what was their response? 
(Remember it may not be 
appropriate for the parent/carer to  
know about the concern). 

 

 
 
Protection 
What have you done to make the 
adult/child* safe? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Are they still at risk? 
 

YES / NO 

Does the alleged abuse appear to 
bea crime? 

YES / NO 

Have the Police been informed? 
 

YES / NO 

Detail any identified risks to others 
as a result of your concerns. 
 

 

Is there a risk to staff visiting the 
adult/child*? 
 
If YES, please provide details. 
 
 

YES / NO 

 
Outcomes 
Have you spoken with the 
adult/child* and what is their 
desired outcome? 
 
Please discuss and document what 
this person would like to happen as 
aresult of the safeguarding concern 
being raised? 
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Type of Abuse 
Consideration needs to be given to whether the concerns raised constitute domestic abuse.  
Type of Abuse 
*Mandatory* 
Select ALL that 
apply e.g. 
Physical Abuse, 
Domestic 
Abuse, etc. 
Please mark the 
box with X 

Physical  Sexual  

Psychological and Emotional  Neglect and Omission  

Financial and Material  Discriminatory  

Organisational  Domestic Abuse  

Modern Slavery  Sexual Exploitation  

Self-Neglect  Not Applicable  

 
Is domestic abuse a factor within this 
concern? 

YES / NO 

 
If Yes please select 
all sub-categories 
that apply 
Please mark the box 
with X 
 

Coercive Control 
 

Sexual Abuse Stalking 

Psychological and/or 
emotional abuse 

Financial Abuse Online or Digital 
Abuse 

Physical Abuse 
 

Harassment N/A 

 
Other agencies already involved (If known) 

Name Agency Email Contact  Number 
 

    
 

    
 

    
 

    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Body Map 
If injuries are evident or disclosed please indicate and mark  the location of these on the 
Body Map below. 
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Description: 
 
 
 
 
 
 
 

 
 
 

 
 
Description: 
 
 
 
 
 

 
Relationships 
Details of any adults/children* that 
the adult cares for that may need 
support. 

 
 
 
 
 
 
 

Details of any friend or family 
member that the adult would like to 
be contacted to act as an advocate. 

 
 
 
 
 

 
Further information  
Please supply any other information relevant to this referral. 

 
 
 
 

 
NOTE: If this concern is referred to the local authority, the initial referrer's details will 
be removed. However, these will be shared in the future should this information be 

requested as part of a legal investigation. 
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Actions by Prevention / Duty Group Commander 

Name of Prevention staff member / 
Duty Group Commander dealing 
with referral. 

 
 
 

Date and time received. 
 

 

Has decision to refer to 
adults/children’s services been 
made? 
If ‘no’ summarise reason for 
decision. 
 
 
 

 
 
 
 

Details of contact made with 
adults/children’s* services to 
include date and time: 
 
 

 
 
 
 

Name, contact number and email of 
adults/children’s* services 
professional to with whom contact 
was made. 
 
 

 
 
 
 

Record of conversation with adults 
/children’s* services. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Any other referrals made? 
 
 
 
 

 

Date and Time completed. 
 

 

Duty Group Commander to inform SafeguardingAdults&ChildrenReferrals@hwfire.org.uk of 
decision made and action taken. 

 

 

 

SG2 – Safeguarding Allegation Made Against a Staff Member or 
Volunteer 

Appendix E 

mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
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Referrer contact details 
 
Name 
 

 

Role 
 

 

Service Number 
 

 

Station and Watch/Department 
 

 

Contact Number 
 

 

Email 
 

 

Date of referral  
 

 

Date and Time of alleged incident/s 
 

 

Name of individual raising initial 
concern 
 

 

 
Details of staff member allegation is being made against 
Name 
 

 

Role/s 
 

 

Service Number 
 

 

Station and Watch/Department 
 

 

DOB 
 

 

Home Address 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Contact Number 
 

 
 
 
 
 
 

Does the named staff member know a referral is being made? 
 
Yes 
 
No 
 
If no, why not 
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Details of Allegation being made 
 
Is the alleged victim a child or adult? 
 
Child 
 
Adult       
            
 

 

Details of Alleged Victim 
 
Name 
 

 

DOB 
 

 

Gender  
 

 

Parent / Carer contact number (if a 
child) 
 

 

Contact Number 
 

 

Relationship to the alleged Person 
in Position of Trust 
 

 

What have you done to make the 
adult/child* safe? 

 
 
 
 
 
 

Are they still at risk? 
 
 
 

Yes 
 
No 

 
 
 
 
 
 
 
 
 
 

Details of the allegation 
 
Please provide a description of concerns raised providing as much detail as possible. 
It is essential to include as much detail as possible to ensure that when the referral is 
made to the relevant agencies, HWFRS are providing a relevant and factual account of 
concerns raised 
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Are there adult or chidren’s safeguarding procedures currently in place? 
 
Yes  
 
No 
 
Have the Police been informed? 
 
Yes  
 
No 
 
If yes what is the Police Crime Reference Number 
 
 

Since the allegation has been made, who have you spoken to and what was the 
outcome? (i.e. safeguarding team / police / Social care / any other agencies / LADO) 
 
 
 
 
 
 
Are there other witness/es to the Allegation? 
 
Yes 
 
No 
 
 
 
 
 
If yes, please provide details below: 

Name  
 
 

Role  Service No Station 
 

Name  
 
 

Role  Service No Station 
 

Please provide any other information you feel would help support the referral? 
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When a safeguarding issue is identified, once any immediate risk of harm or neglect has been 

addressed, this form must be completed IMMEDIATELY and sent to 

SafeguardingAdults&ChildrenReferrals@hwfire.org.uk 

mailto:SafeguardingAdults&ChildrenReferrals@hwfire.org.uk
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NFCC Equality Impact  

Appendix 1 

 
(Also known as Equality Impact Assessment, People Impact Assessment, Equality Risk 

Assessment) 

 
 

Policy / Project / Function: 
 

Safeguarding Adults Policy 
 
 

Date of Assessment: July 2024 

Analysis Rating: please tick 1 
box ✓(The analysis rating is identified after the 

analysis has been completed - See Completion 
Notes). RED  AMBER  GREEN √ 

Proportionate 
means 
achieving a 
legitimate 
aim/can be 
objectively 
justified.  

 Action 
Plan 

included? 

Please list methods used to analyse impact 
on people (e.g. consultations forums, 
meetings, data collection) 

NFCC Framework, County Council Data Collection, MARAC meetings, NFCC 
Hoarding Group, Serious Sex Violence Group, Quarterly Safeguarding Meetings, 
Regional Meetings. 

Please list any other policies that are related 
to or referred to as part of this analysis  

Volunteering, Fire Cadets, HFSV, Juvenile Fire Setters, Social media,  
Information Sharing, Safer Recruitment, DBS. 

Please list the groups of people potentially 
affected by this proposal. (e.g. applicants, 
employees, customers, service users, 
members of the public) 

Volunteers, service users, service employees, SLB, Fire Cadets, Partner Agencies, 
Commissioned Services. 

What are the aims and intended effects of this proposal (project, policy, function, service)? 

To provide comprehensive information on Safeguarding considerations and actions to Service personnel, Volunteers. 
Commissioned Services and the public. 

Is any Equality Data available relating to the use or implementation of this proposal (policy, project, or function, service?)  
Please Tick ✓(See Completion notes)  

YES: √ 
 
 

NO: 

List any Consultations e.g. with employees, service users, Rep Bodies or members of the public that has taken place in the 
development or implementation of this proposal (project, policy, function)? 

SLB Consultation, Rep Bodies, Prevention Leads and Signposting & Safeguarding Leads. 

People Impact Assessment (PIA) 
 

No: 39 
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What impact will the implementation of this proposal have on people who share characteristics protected by The Equality Act 2010? Please Tick ✓(See Completion notes) 
 Protected   
 Characteristic: 

Neutral 
Impact: 

Positive 
Impact:     

Negative 
Impact:  

Evidence of impact and if applicable, justification if determining proportionate means of achieving 
legitimate aims exists   

Sex  
 (Men and Women)   √  

This policy has a positive impact on both men and women as both sexes may be victims of abuse.  However, as 
women are more likely to be victims of domestic or sexual abuse, it is deemed that this policy will have a 
significantly positive impact on this group. 

Race  
 (All Racial Groups)   

 √  
This policy has a positive impact on this protected characteristic as the aim is to protect victims of discriminatory 
abuse which includes racial. 

Disability   
(Mental, Physical, and Carers of 
Disabled people)   

 √  
This policy has a positive impact because the aim is to protect adults who are victims of abuse due to their care and 
support needs arising from a disability. Mandatory staff EDI training ensures personnel are aware that some types of 
neurodiversity can be considered a disability.   

Religion or Belief   
 √  

This policy has a positive impact on this protected characteristic as the aim is to protect victims of discriminatory 
abuse which includes religion or belief. 

Sexual Orientation   
(Lesbian, Gay, Bisexual and 
Straight)   

 √  
This policy has a positive impact on this protected characteristic as the aim is to protect victims of discriminatory 
abuse which includes sexual orientation. 

Pregnancy and Maternity  
 

√   
There is neither a positive or negative impact identified on this protected characteristic.  

Marital Status 
(Married and Civil Partnerships)  

√   
There is neither a positive or negative impact identified on this protected characteristic. 

Gender Reassignment 
(Includes non-binary) 

 √  

According to a report by Stonewall, 41% of trans people in Britain have experienced a hate incident because of their 
gender identity and more than a quarter (28%) have faced domestic abuse from a partner in the last year. 
lgbt_in_britain_-_trans_report_final.pdf (stonewall.org.uk).   This policy seeks to protect adults who are victims of 
discriminatory abuse and will therefore have a positive impact on this group of people. 

Age  
(People of all ages)   

 √  

Hourglass found that 1 in 5 UK residents surveyed (22%) had personal experience of abuse as an older person 
aged 65+ or knew an older person who had been abused. Hourglass suggested this indicated almost 2.7 million 
older people may have been affected by domestic abuse across the country in 2020 they completed the survey for 
Central Government.  
Within Herefordshire & Worcestershire 23.6% of the population are 65 and over according to the latest census data. 
We target those in our communities over the age of 65 and families with children under 11 years old as national data 
show that these age groups are more at risk of fire and/or abuse. 

 

 What impact will the implementation of this proposal have on people who are impacted by and / or local factors that sit outside the Equality Act 2010 (non-legislative). Examples 

include social economic factors (i.e. poverty and or isolation), caring responsibility, unemployment, homelessness, urbanisation, rurality, health inequalities, any other 

disadvantage. ✓ (See Completion notes)  

Identified impact non-legislative 
factor 

Neutral 
Impact: 

Positive 
Impact:     

Negative 
Impact:  

Evidence of impact and if applicable, justification if determining proportionate means of achieving 
legitimate aims exists   

      
     
     

 
This People Impact Analysis was completed by: (Name and Department): Clare Scott & Louise Schiffmann – Prevention Department  

https://www.stonewall.org.uk/system/files/lgbt_in_britain_-_trans_report_final.pdf
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Action Plan Owner: Commencement date: Sign off date: 

As a result of performing this analysis, what actions are proposed to remove or reduce any negative impact of adverse outcomes identified on people (employees, applicants, customers, 
members of the public etc) who share characteristics protected by The Equality Act 2010 or are non-legislative characteristics?  

Action Planning 

Identified Impact   
Protected Characteristic 
or local non-legislative 
factor 

Recommended Actions Responsible Lead Completion Date for Any 
Actions Listed 

    
    
    

    
    
    
    

 

NOTE:  People Impact Assessments should be reviewed whenever the policy/project/function that has been assessed, is reviewed 
 

 
Document quality assured by:  K L Berry, EDI Officer – 25/07/24 
(Quality assured by appropriate person, eg EDI Officer, Inclusion & OD Manager) 
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Completion Notes:     
 

   
Analysis 
Ratings:  
    

The analysis rating is located at the top of the document so that if you have several impact assessments you will be 

able to determine priority impact status. To assure the assessment determines the rating, the rating should not be 

determined before the assessment has been completed. 
 
Red: As a result of performing this assessment, it is evident a risk of discrimination exists (direct, indirect, 
unintentional, or otherwise) to one or more of the nine groups of people who share Protected Characteristics (and / 
or local non-legislative factors).  In this instance, it is recommended that the use of the activity or policy be 
suspended until further work or analysis is performed.   
 
If it is considered this risk of discrimination (is objectively justified, and/or the use of this proposal (policy, activity, 
function) is a proportionate means of achieving a legitimate aim; this should be indicated and further professional 
advice taken. 
 
Amber:  As a result of performing this assessment, it is evident a risk of discrimination (as described above) exists 
and this risk may be removed or reduced by implementing the actions detailed within the Action Planning section 
of this document.  
 
Green: As a result of performing this assessment, no adverse effects on people who share Protected 
Characteristics and/or local non-legislative factors are identified - no further actions are recommended at this 
stage.  (However, there may still be actions listed in the Action Planning section, reinforcing positive outcomes). 

   
 Equality Data:   
      

Equality data is internal or external information that may indicate how the activity or policy being analysed can 
affect different groups of people who share the nine Protected Characteristics and / or local non-legislative factors.  
Examples of Equality Data include: (this list is not definitive)   
 
1: Application success rates by Equality Groups  
2: Complaints by Equality Groups  
3: Service usage and withdrawal of services by Equality Groups  
4: Grievances or decisions upheld and dismissed by Equality Groups    

  
 Legal Status:  This document is designed to assist organisations in “Identifying and eliminating unlawful Discrimination, 

Harassment and Victimisation” as required by The Equality Act Public Sector Duty 2011.  
 
The NFCC/FRSs may be keen to extend “due regard” to local/non-legislative factors such as social economic 
factors (i.e. poverty and or isolation), caring responsibility, unemployment, homelessness, urbanisation, rurality, 
health inequalities any other disadvantage. (See Completion notes). What impact will the implementation of 
this proposal have on people for which there is no legal requirement? (consider each local non-legislative 
factor separately).   
 
Doing this analysis may also identify opportunities to foster good relations and advance opportunity between those 
who share Protected Characteristics and / or local non-legislative factors and those that do not. 
 
An EqIA is not legally binding and should not be used as a substitute for legal or other professional advice. 

  
Objective 
and/or 
Proportionate  

Certain discrimination may be capable of being defensible if the determining reason is:     
 
(i) objectively justified  
(ii) a proportionate means of achieving a legitimate aim of the organisation   
 
For objective justification, the determining reason must be a real, objective consideration, and not in itself 
discriminatory.  To be ‘proportionate’ there must be no alternative measures available that would meet the aim 
without too much difficulty that would avoid such a discriminatory effect.   Where (i) and/or (ii) is identified it is 
recommended that professional (legal) advice is sought prior to completing an People Impact Assessment. 
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 Appendix 2 
 

  
  

1. Preliminary Questions: 
 

 

Policy, Project or Activity: 

  

Policy Author: Clare Scott 

Department: 

 

Prevention Title: Safeguarding & Signposting 

Lead 

New /existing? 

 

Existing Date: 10 July 2024 

2. Information on the Policy, Project or Activity: 
 
 

How does the Policy, Project or 

Activity fit in with our core 

purpose and strategies?  

 

Prevention Strategy, CRMP – Safeguarding is everybody’s responsibility 

and aligns with all that the Service do.  Fire and Rescue Services have a 

responsibility to safeguard and protect those that represent their Service 

and it is imperative that they are provided with guidance and support in 

order to effectively safeguard themselves and others   

 

 

 

 

3. Are there any implications for the following? If yes, please provide brief description: 
 

 

Operational Attending incidents / carrying out HFSVs / receiving and processing 

concerns 

Legal Potential of risk of Serious Case Reviews – reputational risk 

Human Resources Yes – Potential impact on resources 

Training and Development Uploading CTR packages and certificates 

ICT No 

FRA No 

Resource No 

Service Delivery As above – Operational  

Consultation with Rep Bodies Carried out as part of SPI consultation period 

Corporate Communications Yes – support Prevention in raising awareness of Safeguarding 

Health and Safety Risk Assessments – event venues 

Sustainability No 

Partnership Working Safeguarding referral processes and feeding back to agencies 

Other Implications/ 

Considerations? 

N/A 

 

Organisational Impact Assessment 
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4. What are the risks in carrying out / delivering the activity described? 
Consider: financial, reputational, environmental, health and safety, information management etc. 

N.B. Please make your SLB member aware of any significant risks for elevation to their Risk Register. 

 

No. Risk  Risk Potential control measures Residual Risk Outstanding exposures 

L
ik

e
lih

o
o

d
 

Im
p

a
c

t 

R
is

k
 S

c
o

re
 

L
ik

e
lih

o
o

d
 

Im
p

a
c

t 

R
is

k
 S

c
o

re
 

1.  Failure to recognise, respond 

and report concerns and as 

result failure to safeguard 

adults at risk   

4 4 16 Policy / Guidance in place 

 

Role appropriate training in place 

(Safeguarding Training 

Competency Plan)   

2 1 2  

       2. Violence against HWFRS 

Staff 
1 4 4 Risk assessment completed 

before intervention with referring 

agency. 

Policy on Lone Working 

1 3 3  

          

          

Please use the matrix below to assess likelihood and impact: 

IM
P

A
C

T
 

Severe (5) 5 10 15 20 25 

Major (4) 4 8 12 16 20 

Moderate (3) 3 6 9 12 15 

Minor (2) 2 4 6 8 10 

Minimal (1) 1 2 3 4 5 

 Low (1) Low/ Medium 

(2) 

Medium (3) Medium/ High 

(4) 

High (5) 

 LIKELIHOOD 
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5. Data Protection  

A Data Protection Impact Assessment (DPIA) will assist in identifying and managing any project privacy 

implications and risks; for example, when making significant changes to existing practice, when 

developing a new project or when changing suppliers or processors.  

 

The Screening Questions below are intended to help identify whether a DPIA is required. Answering ‘Yes’ 

to any of these questions indicates that a DPIA is necessary. 

 

Screening Questions Yes/No 

Will the policy, project or activity involve the collection of new information about 

individuals? 

No 

Will the policy, project or activity compel individuals to provide information about them? Yes 

Will information about individuals be disclosed to organisations or people who have 

not previously had routine access to the information? 

Yes 

Are you using information about individuals for a purpose it is not currently used for, 

or in a way it is not currently used? 

No 

Does the policy, project or activity involve you using new technology that might be 

perceived as being privacy intrusive? For example, recording images, biometrics or 

facial recognition. 

No 

Will the policy, project or activity result in your making decisions or taking action 

against individuals in ways that can have a significant impact on them? 

Yes 

Is the information about individuals of a kind particularly likely to raise privacy concerns 

or expectations? For example, health records, criminal records or other information 

that people would consider to be private. 

No 

Will the policy, project or activity require you to contact individuals in ways that they 

may find intrusive? 

No 

You will find a DPIA template and guidance notes on the Information Governance SharePoint 

page. Follow the link and click on ’DPIA Instruction’ -  Information Governance.  

 

If you require any assistance in completing the data protection impact assessment or need further 

guidance, contact the Information Governance Officer in Legal Services on 

informationrequests@hwfire.org.uk 

https://hwfire1.sharepoint.com/sites/InformationGovernanceSite/Shared%20Documents/Forms/AllItems.aspx
mailto:informationrequests@hwfire.org.uk

	It is the biggest change to Data Protection laws in 20 years and is designed to deal with technological developments and address privacy concerns and challenges that did not exist when the Data Protection Act 1998 was first introduced.

