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1. Policy Statement
Breakthru CIC is committed to safeguarding the welfare of adults at risk, ensuring they are protected from abuse, neglect, or exploitation. All volunteers, staff, and partners are expected to promote a safe environment and take appropriate action if they have concerns about an adult at risk.
This policy applies to:
· Adults aged 18 or over who may be vulnerable due to disability, mental health issues, age, illness, or social circumstances.
· All Breakthru activities, projects, and services, including Beyond Blue counselling, Volunteer Buddies, Aman Group, and other community projects.

2. Definition of an Adult at Risk
An adult at risk is someone who:
· Has needs for care and support (regardless of whether these needs are being met)
· Is experiencing, or at risk of, abuse or neglect
· May be unable to protect themselves due to their care and support needs

3. Types of Abuse
Abuse can take many forms, including but not limited to:
· Physical abuse – hitting, slapping, or inappropriate restraint
· Emotional abuse – humiliation, threats, or controlling behaviour
· Sexual abuse – any non-consenting sexual activity
· Financial abuse – exploitation, theft, or pressure to give money
· Neglect – failure to provide care, food, or support
· Discriminatory abuse – based on age, gender, race, disability, religion, sexual orientation
· Institutional abuse – poor practices within organisations or services

4. Roles and Responsibilities
All Staff and Volunteers must:
· Be aware of safeguarding principles
· Treat adults at risk with respect, dignity, and equality
· Report concerns immediately to the Safeguarding Lead
Designated Safeguarding Lead (DSL)
Breakthru’s DSL is responsible for:
· Receiving and assessing safeguarding concerns
· Taking appropriate action and liaising with local safeguarding authorities
· Maintaining confidential records of all concerns and actions
Contact DSL: Claire Geddes 

5. Procedures for Reporting Concerns
1. Immediate Danger: If an adult is at immediate risk, contact emergency services (999).
2. Record Concern: Complete a Safeguarding Concern Form with factual details (what, when, where, who).
3. Report to DSL: Submit the form to the Designated Safeguarding Lead without delay.
4. DSL Assessment: The DSL will decide on the next steps, which may include:
· Contacting local authority safeguarding team
· Contacting the police or healthcare professionals
· Implementing internal safeguarding measures
5. Confidentiality: All safeguarding concerns are treated confidentially and shared only with those who need to know.

6. Guidance for Volunteers and Staff
· Do not investigate allegations yourself
· Listen carefully and calmly if someone discloses abuse
· Do not make promises to keep the information secret
· Record the exact words of the adult at risk wherever possible
· Pass all concerns immediately to the DSL

7. Safer Recruitment and Induction
Breakthru CIC ensures that all staff and volunteers:
· Complete DBS checks where appropriate
· Provide two references
· Receive safeguarding training as part of induction
· Understand their responsibilities under this policy

8. Confidentiality and Record-Keeping
· All safeguarding records are stored securely at Breakthru HQ
· Records are retained in line with data protection legislation
· Information is shared only on a need-to-know basis for safeguarding purposes

9. Training
· All staff and volunteers receive safeguarding training relevant to their role
· Regular updates ensure awareness of current legislation and best practice

10. Monitoring and Review
· Breakthru CIC will review this policy annually or after any safeguarding incident
· The review will ensure procedures are effective, up to date, and compliant with UK safeguarding standards

11. Contacts and Resources
· Breakthru CIC Safeguarding Lead: Claire Geddes
· Sandwell Adult Safeguarding Team: 0121 569 2266
· NSPCC Adult Safeguarding Helpline: 0808 800 5000
· Local Authority Emergency Duty Team (out of hours): 0121 569 2345












Breakthru CIC – Safeguarding Adults: Reporting Concerns Documents
1. Safeguarding Concern Form (Adult at Risk)
Purpose: To provide a clear, factual record of any safeguarding concerns regarding an adult at risk.
Instructions: Complete this form as soon as possible after the concern arises. Submit directly to the Designated Safeguarding Lead (DSL). Do not investigate the concern yourself.

Safeguarding Concern Form
1. Your Details
· Name: ___________________________
· Role/Position: ___________________
· Contact Number/Email: ______________
2. Adult at Risk Details
· Name: ___________________________
· Date of Birth: ____________________
· Address/Location: __________________
· Any known vulnerabilities/conditions: ___________________________
3. Details of Concern
· Date and Time of Incident/Observation: ________________________
· Location: ________________________
· Who was involved? (names, roles): _____________________________
· Description of what happened:
(Include only facts, what you saw/heard, avoid opinions)

4. Action Taken (if any)
· Immediate actions taken: ___________________________________
· Emergency services contacted. (Yes/No) _______________________
· Other authorities informed? ________________________________
5. Additional Information / Witnesses

6. Signature & Date
· Name: ___________________________
· Signature: _______________________
· Date: ___________________________
To be submitted to the Designated Safeguarding Lead immediately
2. Guidance for Completing a Safeguarding Concern Form
· Record facts, not opinions. Write exactly what was said and seen.
· Avoid leading questions. Do not ask suggestive or leading questions to the adult.
· Do not investigate. The DSL will handle all investigations and reporting.
· Timeliness. Submit the form as soon as possible, ideally within 24 hours.
· Confidentiality. Keep the information secure and only share with the DSL.

3. Safeguarding Incident Procedure
Step 1: Immediate Danger? → Call 999 if yes.
Step 2: Record concern → Complete Safeguarding Concern Form.
Step 3: Submit form to DSL.
Step 4: DSL assesses and decides next steps:
· Contact local safeguarding team
· Contact police / healthcare professionals
· Implement internal safeguarding measures
Step 5: Follow-up, monitoring, and support provided to adult at risk and staff/volunteer if needed.

4. Confidentiality Agreement for Safeguarding
I, ____________________________________, understand that all information regarding safeguarding concerns must be treated confidentially. I will only share information with those who need to know and will follow Breakthru CIC’s Safeguarding Adults Policy & Procedures.
Name: ___________________________
Role: ____________________________
Signature: _______________________
Date: ___________________________

These three documents: Concern Form, Guidance Notes, and Confidentiality Agreement, can be included in your Volunteer Handbook or maintained as standalone templates for staff and volunteers to access at HQ or via email.

End of Policy
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