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Procedure for Reporting a Child Protection Concern 
The following procedure should be followed by all staff with have a child protection concern.  It is 
adapted from the Gloucestershire Safeguarding Children Board’s Child Protection Procedures  
 

Professional has concerns 
If a Professional has a concern about the well being of a child 

(or unborn baby), then that professional should:- 

  
Consultation with designated officer 

share their concerns with their designated officer or named 
professional to help clarify the nature of their concerns 

 
Completion of written record – use form CP1 

complete a written record of the nature and circumstances 
surrounding the concern including any previous concerns held 

  
Contact social workers for advice 

 in those cases where you have a concern but are unsure 
about how to proceed contact the 

  Children’s Help Desk Tel: 01452 426 565 

 and ask to speak to a social work practitioner 

   
Contact the children’s helpdesk 
In those cases where you are clear a social work assessment 

is required make a referral to the: 

 Children’s Help Desk Tel: 01452 426 565 

 within 24 hours (immediately if the concerns are about 
physical injury or sexual abuse). The CYPD social care section 

will then take responsibility for managing any subsequent 
enquiries. The referrer should confirm the details of the 

concern to CYPD, in writing, within 48 hours 

   
Resolving professional Difference (escalation policy) 

Remember to use the ‘resolution of professional difficulties 
(escalation) procedures if you are left feeling that the 

response from social care has not addressed your concerns 
for the child. Advice about procedural issues including using 

the resolving professional differences procedures can be 
obtained through the Safeguarding Children Service on 

01452 58 3629 

For out of hours social work advice please contact the 
Emergency Duty Team on 01452 614 194 
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Procedures for Reporting abuse of vulnerable adults 
The council works within the Gloucestershire Multi Agency Safeguarding Adult Policy and 
Procedures. See www.gloucestershire.gov.uk/adultprotection 

 
Professional has concerns 

If a Professional has a concern about the abuse of a 
vulnerable adult then that professional should:- 

  
Consultation with designated officer 

share their concerns with their line manager or named 
professional to help clarify the nature of their concerns 

 
Completion of written record – use form CP1 

complete a written record of the nature and circumstances 
surrounding the concern including any previous concerns held 

  
Contact social workers for advice 

 in those cases where you have a concern but are unsure 
about how to proceed contact the 

 Adult Helpdesk (Customer Service Contact Centre) 

(01452) 426868 

 and ask to speak to a social work practitioner 

   
Contact the adult helpdesk 
In those cases where you are clear a social work assessment 

is required make a referral to the: 

 Adult Helpdesk (Customer Service Contact Centre) 

(01452) 426868 

 within 24 hours (immediately if the concerns are about 
physical injury or sexual abuse). The social care section will 

then take responsibility for managing any subsequent 
enquiries. The referrer should confirm the details of the 
concern to Adult Helpdesk, in writing, within 48 hours 
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Introduction 
 
Children and vulnerable adults have the right to be protected from abuse and neglect at all times, 
and in all situations. They represent an important part of the community, but are also one of the 
most vulnerable groups. 
 
The council carries out a number of services for and with children and vulnerable adults, and it is 
important that they can enjoy these services and make the most of the opportunities provided in 
complete safety. It is also important that the council has procedures in place to protect members of 
staff who work with children, as well as the children themselves. These policies and procedures 
should also ensure they do not leave people open to any suspicions or allegations themselves. 
This will be relevant to council employees, volunteers and casual staff (hereby referred to as 
members of staff). 
 
Although elected members are covered by their own code of conduct as part of the Council’s 
constitution they still have responsibilities through this policy and should use the processes set out 
if they encounter a child protection issue.   
 
Independent Safeguarding Authority 
The provisions of the Safeguarding Vulnerable Groups Act 2006 start to come into force in October 
2009 and come into full force by November 2010. A new vetting and barring scheme will replace 
the Criminal Records Bureau checks and will deal with activities that are classified as ‘regulated’ or 
‘controlled’. These activities include both paid and unpaid (voluntary) work. The Independent 
Safeguarding Authority will make all decisions about who should be barred from working with 
children and vulnerable adults. We have included some references to the ISA process in the 
section on safe recruitment.  
 

Definitions 
For the purpose of this policy: 
A child is defined as anyone who has not yet reached their 18th birthday. ‘Children’ therefore 
means ‘children and young people’ throughout. The fact that a child has reached 16 years of age, 
is living independently or is in further education, is a member of the armed forces, is in hospital, in 
prison or in a Young Offenders’ Institution, does not change his or her status or entitlement to 
services or protection under the Children Act 1989. 
 
A vulnerable adult is defined as anyone who is 18 years or over “Who is or may be in need of 
community care services by reason of mental or other disability, age or illness; and who is or may 
be unable to take care of him or herself, against significant harm or exploitation”  (No Secrets, DoH 
2000). In Gloucestershire, this also applies to vulnerable adults in education. 
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Key contacts: 
• Our lead officer who coordinates safeguarding issues is the Chief 

Executive 
• Our allegations manager is the AD Human Resources and 

Organisational Development 
• Our named elected member with the responsibility for this work is 

the Cabinet Member Housing and Safety. 
• Our designated officers are:  

Community & Wellbeing Manager 
Emergency Rest Centre Coordinators 
Head of Service - Stronger Communities 
Healthy Communities Partnership Manager 
Housing Options and Enabling Manager 
Leisure@ Duty managers 
Leisure@ Commercial Manager 
Leisure@ Operations manager 
Museum and Arts Manager 
Parks Development Manager 
Play Development Officer 
Strategic Director Environment 
Town Hall and entertainments manager 
Youth Sports development officer 
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Commitments 
 
All children and vulnerable adults have the right to protection from all forms of abuse and neglect, 
and every employee has a responsibility to protect children and vulnerable adults from abuse and 
harm wherever possible, and to protect themselves from allegations of abuse. 
 
Cheltenham Borough Council recognises that it has a duty of care towards all children and 
vulnerable adults who are involved in the services it provides, and that it has a responsibility to 
safeguard the well-being of such children and adults.  
 
We will do this by: 
 
• The council’s cabinet and senior leadership team will set out a clear commitment to the 

importance of safeguarding and promoting children and vulnerable adults’ welfare. 
 
• The council’s cabinet and senior leadership team will promote a clear line of 

accountability through our corporate governance framework for work on safeguarding 
and promoting children and vulnerable adults’ welfare. 

 
• Assistant Directors will ensure that all their service areas comply with provisions of this 

policy. 
 
• Assistant Directors will ensure that all their commissioned/contracted services have 

robust safeguarding children and vulnerable adults procedures that meet out 
requirements. 

 
• Assistant Directors will ensure that they have up to date risk assessments for all posts in 

their division and that their service areas are practising safe recruitment in checking the 
suitability of staff and volunteers to work with children and vulnerable adults. 

 
• Assistant Directors will ensure that all staff undertake appropriate training to equip them 

to carry out their responsibilities effectively, and keep this up-to-date by refresher 
training at regular intervals;  

 
• Assistant Directors will raise awareness with all staff, including temporary staff and 

volunteers who work with children and vulnerable adults, of our arrangements for 
safeguarding and promoting their welfare and their responsibilities 

 
• The Chief Executive will ensure that we work effectively with other organisations to 

safeguard and promote the welfare of children and vulnerable adults, including 
arrangements for sharing information 

 
• The Assistant Director Human Resources and Organisational Development will ensure 

that the council has procedures for dealing with allegations of abuse against members of 
staff and volunteers 

 
• The Assistant Director Human Resources and Organisational Development will ensure 

that the council has appropriate whistle-blowing procedures, and a culture that enables 
issues about safeguarding and promoting the welfare of children and vulnerable adults 
to be addressed. 

 
• Appropriate assistant directors will ensure that hirers / users of council premises meet 

the council’s expectations on safeguarding of children and vulnerable adults. 
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About this policy 
Framework for the policy 
Cheltenham Borough Council is committed to safeguarding the welfare of children and vulnerable 
adults when they come into contact with the services that we provide, directly/indirectly. 
 
To ensure effective child protection measures are in place, we work with the Gloucestershire 
Safeguarding Children’s Board (GSCB) and this policy is designed to function within their Child 
Protection and policies and procedures. From time to time we will make amendments to this policy 
based on recommendations arising from the GSCB. 
 
In terms of adult protection we work with Gloucestershire Multi Agency Safeguarding Adult Policy 
and Procedures. 

Legislation 
The statutory framework for this work is: 
• Safeguarding Vulnerable Groups Act 2006 
• Working Together to Safeguard Children 2006 
• Children’s Act 1989 and 2004 
• Safeguarding Children in Schools 2004 
• Data Protection Act 1998 

Responsibilities  
This policy applies to all staff, elected members and volunteers associated with the council. 

Who owns the policy 
The Cabinet Member Cabinet Member Housing and Safety is the council’s lead Member for Child 
Protection and Safeguarding Children.  

Scope - staff 
The Safeguarding Policy and Procedures apply to all staff (full time, temporary, casual or part 
time), volunteers and those working on behalf of the council whose work involves contact with 
children and young people under the age of 18 and vulnerable adults.  

Scope – contractors 
‘Working Together to Safeguard Children 2006 ’ and ‘Section 11 of the Children Act 2004’ places a 
statutory duty on all Contractors ‘who provide services for, or work with children’ or young people, 
to ‘safeguard and promote the welfare of children.’ This policy therefore also applies to contractors 
and/or those providing a service on behalf of the council and shall ensure that their employees and 
sub-contractors do likewise throughout the duration of the contract.  
 
Appendix two sets out standard contractual clauses that will be included in all contracts where the 
contractor is providing services for, or work with children.  

Scope – elected members 
It is accepted that elected members of Cheltenham Borough Council are not employees, but they 
do share a responsibility with staff when representing Cheltenham Borough Council, Council or 
carrying out the functions of their elected office. Therefore all aspects of this policy apply equally to 
elected members. In terms of whether members need a Criminal Record Bureau (CRB) check this 
will be determined by a risk assessment which will assess whether members have access to 
confidential information about children or vulnerable adults or will the be an a position of trust with 
children or vulnerable adults ie if they have contact on a regular basis (more than once a month), 
stay overnight or have unsupervised contact.  
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Accountability and monitoring compliance 
Accountability for ensuring that Cheltenham Borough Council fulfils its safeguarding responsibilities 
falls to the Chief Executive as head of paid service and chair of the council’s corporate governance 
group. The council’s assistant directors will have to demonstrate that their division complies with 
this policy through completing the annual certificates of assurance which form part of the council’s 
annual governance statement (AGS) process.  
 
In terms of child protection, operational responsibility sits with 14 designated officers who are 
suitably trained in child protection and will be responsible for: 

• The implementing actions set out within the Safeguarding Policy and Procedures as they 
relate to their service area.  

• Receiving and recording information regarding child protection concerns.  
• Consulting with the relevant statutory agencies regarding any child protection concerns 

raised.  
• Making formal referrals to relevant statutory agencies regarding any child protection 

concerns.  
 
All staff are responsible for ensuring that the activities that they are involved in during the course of 
their work are carried out in accordance with this policy and procedures relating to it. 
 
Managers are responsible for ensuring that the activities and services they provide have adequate 
procedures to protect and safeguard children and vulnerable adults. Managers are responsible for 
ensuring that procedures are followed by their staff. 

Partnership working and the sharing of information 
The Council supports information sharing and will work with Gloucestershire Safeguarding 
Children’s Board (GSCB) and the Gloucestershire Multi Agency Safeguarding Adult Policy and 
Procedures to support developments of information sharing so that practitioners to work together to 
meet the needs of children and vulnerable adults. 
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Safe Recruitment 
 
Risk assessments 
 
Every Assistant Director, with the support of their service managers will carry out an annual regular 
risk assessment of the posts within their division to identify the potential risks to children and 
vulnerable adults and to the postholder. 
 
The Risk Assessment will detail procedures to minimise any risk, and will also be a means of 
determining the training requirements of the post-holder, and whether the post requires a standard 
or enhanced CRB check (to be verified by HR). 
 
These Risk Assessments will be reviewed on an annual basis through the division’s certificate of 
assurance which will form part of the council’s annual governance statement (AGS) process. The 
certificates are reviewed by the corporate governance group and the AGS is reported annually to 
full council at the end of June.  
 
Risk assessments will also be reviewed in response to any incident. 
 
Criminal Records Bureau (CRB) disclosure checks 
The council has a criminal records bureau disclosure policy and procedure.  
 
Through the risk assessment process, the council will identify a list of posts where as a result of 
the nature of their work we will carry Criminal Records Bureau (CRB) disclosure checks both prior 
to their commencing employment and on a regular basis during employment. There are two types 
of check – standard and enhanced. The type of check carried out will depend on the nature of the 
post.  
 
Standard Disclosures contain details of all convictions on record (including ‘spent’ convictions), 
plus details of any cautions, reprimands or warnings. For positions involving ‘working with children’, 
the Standard Disclosure will also give any information contained on government department lists of 
people considered unsuitable to work with children. These lists are held by the DfES and DH.  
 
Enhanced Disclosures involve an extra level of checking with local police force records in addition 
to checks with the Police National Computer (PNC) and the government department lists held by 
the DfES and DH, where appropriate.  Local police information can be contained on both copies of 
the Disclosure. It is up to the Chief Constable of the relevant police force or forces to decide what, 
if any, information is disclosed.  Chief Constables can decide that some information may be 
relevant to the position but do not wish the prospective employee to see the information.  This 
information will be sent separately to the person who countersigned the application only. 
 
Pre-Employment 
A CRB disclosure check will be taken up for all new recruits into the posts where a CRB check has 
been deemed necessary. The CRB clearance certificate must be received before the new recruit 
can begin their employment. Significant risks to the organisation may be incurred if a new recruit 
starts their employment before the clearance certificate has been received.  
 
As per the Council’s Recruitment and Selection Policy, all applicants are encouraged to provide 
details of their unspent criminal record at an early stage in the application process.  This 
information is stored securely within the HR Division and is only seen by those who need to see it 
as part of the recruitment process after a shortlist has been drawn up. 
 
At interview, or in a separate discussion, the Council will try to ensure that an open and measured 
discussion takes place on the subject of any offences or other matter that might be relevant to the 
position. Failure to reveal information that is directly relevant to the position sought could lead to 
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withdrawal of an offer of employment.   The Council will undertake to discuss any matter revealed 
in a Disclosure before withdrawing a conditional offer of employment.  
 
Post-Recruitment 
It is Council policy that all individuals in posts identified as requiring a Disclosure must have a 
satisfactory Disclosure certificate, at the appropriate level, which is not more than 3 years old at 
any time.  Before the 3 year period has elapsed the HR Division will write to the individual asking 
them to re-apply for an updated Disclosure. 
 
Where an individual moves from a post requiring a Standard check, to one requiring an Enhanced 
check, the individual will be required to reapply for a revised Disclosure at that time, as part of the 
appointment process and this clearance must be received before the individual can commence 
their new role.  
 
If serious allegations are made against a person already working with children/vulnerable adults, or 
previously unrevealed information comes to light which gives reasonable cause for concern, then 
an individual may be suspended on full pay pending further investigations as part of the Council’s 
agreed Disciplinary Policy and Procedure.  An updated Disclosure must be sought at that time.  
For further advice on this matter, it is necessary to contact your Group Personnel Officer in the first 
instance. 

 
If through a process of re-checking existing employees, a conviction comes to light which impacts 
on the suitability of an individual to continue in their existing role, the Council will give due 
consideration as to how genuinely relevant the conviction is to the job.  Depending on the 
individual circumstances, where practicable, steps will be taken to implement safeguards in the 
existing role, or to attempt to redeploy the individual to a different post.  Issues of this nature will be 
dealt with sensitively and strictly on a need-to-know basis. 
 
Please see the Council’s Criminal Records Bureau Disclosure Policy and Procedure for further 
information. 
 
References 
It is the policy of Cheltenham Borough Council to obtain 2 references for prospective employees 
prior to their commencing employment. One of these should be their current or most recent 
employer. If the individual have just left full-time education or have not worked since leaving full-
time education, then a reference should be obtained from their Head teacher or College/University 
Tutor. If the individual has been self-employed, a reference should be sought from someone who 
they have had dealings with in a professional capacity, e.g. a client, accountant or bank manager. 
Personal references from friends or relatives will not be acceptable. 
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Allegations against staff 
• We will ensure that all service users know how to complain about staff or volunteer action, 

which may include an allegation of abuse. 
• We will follow the guidance of the Gloucestershire Safeguarding Children Board and the 

Gloucestershire Multi Agency Safeguarding Adult Policy and Procedures guidelines when 
investigating any complaint that a member of staff or volunteer has abused a child.   

• We will respond to any disclosure that abuse by a member of staff may have taken, or is taking 
place, by first recording the details of any such alleged incident. 

• We will co-operate entirely with investigation carried out by Gloucestershire County Council in 
conjunction with the police.  

• Our policy is to suspend the member of staff on full pay for the duration of the investigation; this 
is not an indication of admission that the alleged incident has taken place, but is to protect the 
staff as well as children and families throughout the process. 

• Where a member of staff or a volunteer is dismissed or internally disciplined because of 
misconduct relating to a child, the person’s name will be included on appropriate national lists 
or registers.  

 
Procedure for reporting allegations against staff 
If the complaint has been made against a member of staff, our Allegations Manager (The Assistant 
Director Human Resources and Organisational Development) should immediately contact the 
Local Authority Designated Officer for Allegations on 01452 426994 or 01452 583638 to discuss 
the allegation. Our Allegations Manager or designated officer may then be asked to contact the 
Police Child Protection Unit, Tel: 01242 261112 or the Children & Families Helpdesk on 01452 
426565.  
 
If the allegation is made against our Allegations Manager, then the member of staff receiving the 
complaint should immediately contact the Local Authority Designated Officer.  
 
 
Support 
 
If child protection or adult abuse allegations are made against a Cheltenham Borough Council 
employee or they are involved in reporting a child protection / safeguarding adults concern, they 
should be given details of the Employee Welfare Service. 
 
The Employee Welfare Service is a completely confidential counselling service that provides 
employees of Cheltenham Borough Council with professional help for any difficulties they may 
have, some of which may be related to or affecting their work. 
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Training 
 
All staff who have contact with children will receive child protection training every three years.  In 
addition staff who work with children as part of their main everyday duties will require more 
specialist training.  Service managers have a responsibility to identify any additional child 
protection training that their staff need as a result of areas of work.  Service managers whose staff 
have regular contact with children and all designated officers should receive appropriate specialist 
training, through the council’s Learning Gateway in the first instance or the Learning and 
Development Manager.  
 
The Council’s Learning and Development Manager will maintain a register which identifies the 
training needs that relate to child protection and safeguarding for each appropriate post in the 
Council. 
 

Whistle-blowing procedures 
The Council is committed to the highest possible standards of openness, probity and 
accountability.  In line with that commitment we wish to encourage employees and others with 
serious concerns about any aspect of the Council’s work to come forward and voice those 
concerns. 
 
The council has agreed a whistle-blowing policy that provides for a procedure for employees to 
raise concerns and receive feed back on any action taken. It also allows employees to take the 
matter further if they are dissatisfied with the Council’s response and reassures employees that 
they will be protected from reprisals or victimisation for whistle blowing in good faith. 
 
 

Hiring of Council Premises 
 
Organisations or individuals hiring or using Council facilities will be expected to meet certain 
standards in respect of activities involving children: 
 
The Hirer / User will be responsible for the conduct of any volunteers or helpers and must ensure 
that they meet the Council’s safeguarding requirements as standard.  
 
The Hirer / User (individual or organisation) is obliged to report any concerns relating to child 
protection to the facility management or the Designated Officer. 
 
Where the Hirer / User is coaching, teaching or delivering services unsupervised for children and 
vulnerable adults, it is best practice that the person holds the necessary CRB clearance together 
with appropriate qualification should be required before any session takes place.  
 
As coaching involves professional advice it is our policy that all coaches and instructors confirm 
their public liability cover to the Council.  
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What is Child Abuse? 
 
General 
 
Child abuse is something that is both unnecessary and avoidable. Essentially it can be broken 
down into two distinct definitions: 
something a person does to a child 
something a person fails to do for a child 
 
It often involves an imbalance in power between the child and the abuser. 
 
Categories of abuse 
 
For the purposes of child protection there are four categories of abuse in general use. Most cases 
of child abuse will involve some or all of the four categories to a certain extent. 
 
Physical abuse 
Physical abuse may involve smacking, hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating or otherwise causing physical harm to a child. It may also be caused when 
the person with responsibility feigns the symptoms of or deliberately causes ill health to a child in 
their care. It may be the result of a deliberate act, but can also be caused by the failure to act. 
 
Emotional abuse 
Emotional abuse is the persistent emotional ill-treatment of a child so as to cause severe adverse 
effects on the child’s emotional development. It may involve making a child feel or believe that they 
are worthless or unloved, inadequate or valued only insofar as they meet the needs of another 
person. It can also cause children to feel frightened or in danger, or be exploited or corrupted. 
Some level of emotional abuse is involved in all types of ill-treatment of a child, though it may also 
occur alone. 
 
Sexual abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 
regardless of whether the child is aware of or consents to what is happening. This includes 
physical contact, such as rape or oral sex, non-penetrative acts such as fondling, and incest. Boys 
and girls can be sexually abused by males and females, and by other children or young people. It 
also covers non-contact activities such as involving children in watching or taking part in the 
production of pornographic material, prostitution, or encouraging children to act in inappropriate 
ways. 
 
Neglect 
Neglect is the persistent failure to meet a child’s basic physical and psychological needs which is 
likely to result in the serious impairment of the child’s health or development. It may involve failing 
to provide adequate food, shelter or clothing, failing to protect a child from any kind of danger 
including cold or starvation, failing to ensure a child receives appropriate medical care or 
treatment, or extreme failure to carry out important aspects of  care that results in a significant 
impairment of a child’s health and development. 
 
Indicators of Abuse 
Indicators of abuse may be physical (i.e. cigarette burns) or behavioural (i.e. a child becomes 
withdrawn).  When observing children it is almost never possible to be positive that abuse is 
occurring, some indicators of abuse may include: 
unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on part of 
the body not normally prone to such injuries; 
• an injury for which the explanation seems inconsistent; 
• the child describes what appears to be an abusive act involving him/her; 
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• someone else – a child or adult, expresses concern about the welfare of another child; 
• unexplained changes in behaviour over time e.g. becoming very quiet, withdrawn or displaying 

sudden outbursts of temper; 
• inappropriate sexual awareness; 
• engages in sexually explicit behaviour in games; 
• is distrustful of adults, particularly those with whom a close relationship will normally be 

expected; 
• has difficulty in making friends; 
• is prevented from socialising with other children; 
• displays variation in eating patterns including overeating or loss of appetite; 
• loses weight for no apparent reason’ 
• becomes increasingly dirty or unkempt. 
 
This is not an exhaustive list and further guidance is available from the Gloucestershire 
Safeguarding Children’s Board website. 
 
It is not the responsibility of Cheltenham Borough Council staff to decide whether a child has been 
abused, but it is the responsibility of all members of staff and representatives of the council to: 
 
Be aware of and alert to indicators of abuse.   
 
Report all concerns and suspicions appropriately, in accordance with the correct 
procedures. 
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What should you do if you have a concern? 
 
Procedure for Reporting a Child Protection Concern 
The following procedure should be followed by all staff with have a child protection concern.  It is 
adapted from the Gloucestershire Safeguarding Children Board’s Child Protection Procedures  
 

Professional has concerns 
If a Professional has a concern about the well being of a child 

(or unborn baby), then that professional should:- 

  
Consultation with designated officer 

share their concerns with their designated officer or named 
professional to help clarify the nature of their concerns 

 
Completion of written record – use form CP1 

complete a written record of the nature and circumstances 
surrounding the concern including any previous concerns held 

  
Contact social workers for advice 

 in those cases where you have a concern but are unsure 
about how to proceed contact the 

  Children’s Help Desk Tel: 01452 426 565 

 and ask to speak to a social work practitioner 

   
Contact the children’s helpdesk 
In those cases where you are clear a social work assessment 

is required make a referral to the: 

 Children’s Help Desk Tel: 01452 426 565 

 within 24 hours (immediately if the concerns are about 
physical injury or sexual abuse). The CYPD social care section 

will then take responsibility for managing any subsequent 
enquiries. The referrer should confirm the details of the 

concern to CYPD, in writing, within 48 hours 

   
Resolving professional Difference (escalation policy) 

Remember to use the ‘resolution of professional difficulties 
(escalation) procedures if you are left feeling that the 

response from social care has not addressed your concerns 
for the child. Advice about procedural issues including using 

the resolving professional differences procedures can be 
obtained through the Safeguarding Children Service on 

01452 58 3629 

For out of hours social work advice please contact the 
Emergency Duty Team on 01452 614 194 
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Things to remember when responding to suspicions of child abuse.  
 
Don’t stereotype children or their families 
Although there are risk factors for certain types of abuse, abuse can happen to any child in any 
family regardless of ethnic origin, religion, social group or disability. 
 
Remain calm 
It is important to remain calm especially in front of the child/children involved.  It can be difficult for 
children to talk about abuse they may be suffering.  If you remain calm and listen to the child they 
will be more likely to open up to you. 
 
Always follow the correct procedures 
This will help protect yourself and the child and ensure that concerns are dealt with appropriately 
 
Be honest and open 
Explain to the child/children involved as soon as you realise there may be a child protection issue 
and that you may have to share the information they are telling you with other people.  Make sure 
you explain to them who you may need to tell and why.   
 
When appropriate involve parents 
It is often beneficial to talk to the child’s parents or carers about child protection concerns.  It can 
quickly clear up misunderstandings and helps maintain good relationships between staff and 
families.  However parents should not be told if doing so may further endanger the child/children.  
The decision whether or not to talk to the parents or carers should be taken in conjunction with 
your line manger or the designated officer.  
 
Seek help if you need to 
Child abuse needs to be tackled through a multi agency approach you should not try to deal with 
the problem on your own.  The Safeguarding Children Service are experts in child protection and 
happy to offer advice at any stage. 
 
Keep a clear written record 
You may not remember the facts as clearly after the event so make a record as soon as 
reasonably possible using form CP1.  Make sure this record is as factual as possible do not 
exaggerate events or underplay them, simply record the facts. 
 
Maintain the child and families confidentially at all times 
Only discuss the case with those people outlined in the procedure.  Child protection issues can be 
emotionally distressing so there will be a temptation to discuss them with colleagues however this 
should be avoided as it can distort the magnitude of the situation as well as breach the family’s 
confidentiality. 
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What to do if the accusation or concern is about a member of staff 
 
Contracted Staff 
Any member of staff who has a child protection concern about another member of staff should 
report it as soon as possible to the Allegations Manager (the Assistant Director Human Resources 
and Organisational Development) either directly or through their line manager using the process 
shown in the chart below.  The Allegations Manager will contact the member of staff’s line manager 
and an immediate decision will be taken as to whether to suspend the member of staff in question. 
 
Investigation 
The subsequent investigation will take one or more of the following forms: 
• Child Protection i.e. a child has been subject to abuse – carried out by the Children and Young 

People’s Directorate. 
• Criminal i.e. violently assaulting a child – carried out by the police. 
• Disciplinary i.e. - swearing at a child – carried out following the Council’s disciplinary procedure. 
 
Cheltenham Borough Council will await the outcome of any criminal or child protection 
investigation before deciding whether or not to initiate disciplinary action.  Disciplinary action may 
be taken on its own or in addition to criminal or child protection proceedings. 
 
Casual Staff and Volunteers 
Any concerns about causal staff or volunteers should be reported in the same way as contracted 
staff using procedures set out below.  The Allegations Manager should also be informed as above.   
 
In the case of casual staff the Allegations Manager will notify the relevant designated officer and 
collectively agree if the member of staff should be removed from the casual register until the 
conclusion of the investigations.  If it is decided they should be removed from the register Human 
Resources will notify any mangers who employ casual staff. 
 
Any manager who wishes to use a volunteer should first check with Human Resources that there is 
no outstanding child protection concern against the proposed volunteer.   
 
On conclusion of all investigations and subsequent proceedings the Allegations Manager will notify 
relevant managers in what if any capacity casual staff and volunteers may resume working for the 
council. 
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Allegations Management Process 
Concern about another professional  

If a Professional has a concern about another professional or 
volunteer where they have:  

• Behaved inappropriately in a way that has harmed or may have 
harmed a child or  

• Possibly committed a criminal offence against or related to a 
child or  

• Behaved towards a child or children in away that indicates s/he 
is unsuitable to work with children  

 
Allegations Management  
Dealing with these type of concerns is now called Allegations 
Management, a process which involves these elements.   

   
Reporting to Allegations Manager  
Any allegation should be reported as soon as possible to the AD 
Human Resources (CBC Allegations Manager) or their deputy if the 
allegation concerns the Allegations Manager.  

01242 264186 

   
AM ensures the child is protected  

   
Has a serious criminal offence been committed?  

If so, the Police must be informed by the Allegations Manager. 

   
Inform the LADO  

Regardless of which organisations the Allegations Manager must 
inform the Gloucestershire Local Authority Designated Officer for 
Allegations Management  

LADO 01452 42 6994 or 01452 58 3638  
The LADO will advise on how to proceed, whether the matter can be 
dealt with within the organisation's own structures (disciplinary/ 
supervisory) or whether a multi-agency approach is required (strategy 
discussions) 

     
 

    
LADO decides that criteria has 
not been met  

  LADO decides that criteria has been 
met  

If the decision is that this criteria is 
not met and that the issue should be 
dealt with internally by the agency or 
organisation concerned the reasoning 
and advice will be recorded and sent 
to the Allegations Manager, Access 
team manager and Police Child 
Protection Unit Inspector. Decisions 
relating to internal procedures are 
subjected to time scales in the 
guidance and the LADO will need to 
be informed of the outcome.  

  
  
  

 
 

In those cases where the decision is to 
proceed to a strategy meeting the LADO 
will make a referral to the Children and 
Family Help Desk and convene the 
meeting with the Access Team. These 
procedures are also subject to time 
scales in the guidance and the LADO will 
need to be informed of any out come.  
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How staff can protect themselves 
 
In order to protect themselves from allegations of abuse it is good practice for staff to follow these 
guidelines 
 
Staff to child ratios 
Staff should make every effort never to be in a one to one situation with a child.  Ideally two 
members of staff should be in sight of one another.  When this is not possible at least one other 
adult or child should be present.  If in the event that you have no other choice but to be in a one to 
one situation with a child make sure you can be as easily be seen by other people as possible i.e. 
leave the office door open. 
 
First aid 
If a child needs first aid it should be given by a qualified member of staff only.  When possible the 
staff member should be the same gender as the child who is hurt.  This is especially true if the 
injury is in an intimate place or the child is older.  If the parent is on site they should also be 
present, if not another adult should be present or within sight.  A member of staff should only 
administer first aid without a witness if not to do so would endanger the child. 
 
Taking children to the toilet 
In general children should be allowed to use the toilet area on their own.  This may not be possible 
in the following circumstances: 
 
• Children are breaching agreed rules 
• A child is disabled  
• A child is very young 
• A child has an accident in the area. 
 
If staff have to unexpectedly go into the toilet area, at least two staff of the appropriate gender 
should enter.  If this is not possible staff should enter the toilet area and stand in a position where 
they can be seen from the door.  If staff know in advance they need to accompany the child to the 
toilet due to a disability or age then they should seek written parental consent.  A child should 
where possible be accompanied to the toilet by a member of staff of the same gender.  Staff 
should only go into the actual toilet cubicle when parental consent is given unless not entering the 
cubicle would endanger the child.  
 
Transporting children 
Staff should try to avoid transporting children in their own car.  When they do transport children in 
the car they should first check that appropriate insurance and health and safety is in place.  They 
should try to have another adult in the car or more than one child.  A child should only be 
transported alone in a member of staff car in the case of an emergency when not to do so would 
endanger the child.  If a staff member does transport a lone child in their car they should advise a 
colleague at the start and end of the journey.  The colleague should accurately record the time of 
the start and end of the journey which could help disprove a false allegation.    
 
Appropriate language 
Staff should always use appropriate language to children.  It is never appropriate to use sexual 
language towards or about a child or make sexual suggestions even as a joke.  Staff should be 
careful not to discuss their own personal lives in earshot of a child in a way that is not appropriate 
to the age of the child.  
 
Uncomfortable situations 
Members of staff should not remain in a situation that makes them feel uncomfortable due to child 
protection concerns.  For example if a parent leaves their children with a member of staff without 
warning or a particular child seems too attached to a member of staff.  If a member of staff feels 
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uncomfortable in a situation because of a child protection concern they should whenever possible 
remove themselves immediately from that situation.  When this is not possible for whatever reason 
they should seek advice at the earliest possibility from their line manager or another designated 
officer (see appendix two) 
 
Relationships with children 
Members of staff may have existing relationship with children they work with.  Any such 
relationship should be disclosed to their line manager as soon as possible.  This is especially true 
of younger members of staff who may be a similar age to children using council services.  It is not 
appropriate for staff of any age to form intimate relationships with children who are left in their care.  
Staff must remember that as council workers they have a standing in the community which gives 
them a position of trust in the eyes of children.  
 
Incidents 
Sometimes people can misconstrue a situation or make a deliberately false allegation.  If a 
member of staff is involved in an incident that they believe could be misconstrued or result in a 
false allegation they should as soon as reasonably possible record the incident.  For example they 
might have to break up a fight between children or enter a toilet without a child’s permission.  The 
incident report should be handed to their line manager as soon as possible. 
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Additional points to remember 
 
Babies 
It is important to consider the age and stage of development of a child when considering if a 
behaviour or injury is an indicator of abuse.  This is particularly important when dealing with babies.  
It is difficult for babies to accidentally injure themselves as children might, due to their limited 
mobility.  Injuries could not only be caused by deliberate physical abuse or neglect but also by a 
lack of parenting skills. 
 
Domestic Violence 
Research has estimated as many as 1 in 4 women and 1 in 6 men are victims of domestic 
violence.  It should also be remembered that older children can be responsible for committing 
domestic violence against parents or other family members.  Domestic violence can affect children 
in a number of ways and often occurs alongside physical abuse.  Domestic violence can result in 
neglect as the impact on a parent can be to impair their ability to look after a child.  It can also 
result in emotional stress through the child witnessing violence towards another.  Children 
especially as they become older may become involved in violence between family members; this 
can result in physical harm to the child.  Children who witness domestic violence often feel isolated 
so it is vital that staff allow them the opportunity to talk about their concerns.  
 
Underage Sexual Activity 
While it must be remembered that children can be the perpetrators of sexual abuse, a distinction 
should be drawn between that and consensual underage sexual activity.  The Sexual Offences 
Act’s purpose is not to prosecute under 16’s of a similar age who consent to a sexual relationship, 
as this may prevent young people from getting advice on contraception or sexual health.   
Staff should report underage sexual activity using procedure set out above if: 
• the child is under 13 
• if evidence shows that there is any suggestion of coercion, bullying, a misbalance of power or 

payment 
• one of the people involved in the relationship is in a position of trust 
• if one of the people involved is over the age of 16 
 
 
Bullying 
Bullying is now recognised as increasingly harmful to children. This could take the form of physical 
intimidation, verbal intimidation (including racist and sexist remarks), or emotional intimidation (for 
example isolating or excluding someone).  Staff should create an atmosphere where bullying is 
unacceptable and always challenge bullying when it occurs.  Although an element of bullying is 
often present when child abuse is taking place, it is rare that bullying itself would constitute a child 
protection concern.  However it should be remembered that in severe cases it might be necessary 
to report bullying to the police. 
 
Photography 
It is always good practice to seek permission before taking photographs of any individual or group.  
In the case of children permission should be sort from their parent or carer. 
 
Child Pornography 
If any person is suspected or known to be involved with child pornography in any form, it should be 
reported immediately to the police.  The police will then take the appropriate action.  A child welfare 
concern should also be logged as set out above.   
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Abuse of Vulnerable Adults 
 

What is Abuse 
 
‘Abuse is a violation of an individual’s human and civil rights by any other person or persons’, No 
Secrets, DoH 2000. 
 
Abuse takes many forms and may consist of single or repeated acts towards a vulnerable adult 
who has not consented or does not have the capacity to consent. 
 
Abuse can occur in any relationship, and may result in significant harm to, or exploitation of the 
vulnerable adult. 
 
Abuse may occur in any context or environment 
 
Abuse could be perpetrated by one person or by several people 
 
Abuse could be from any person including family, carers, neighbours, peers, other service users or 
strangers 
 
Some instances of abuse could constitute a criminal offence 
 
Abuse could occur as the result of neglect and poor professional practice 
 
Vulnerable adults themselves may abuse others, including their carers. 
 
Types of abuse – (taken from ‘No Secrets, DoH, 2000)  
 
• Physical abuse, including hitting, slapping, pushing, kicking, misuse of medication, restraint, or 

inappropriate sanctions; 
 
• Sexual abuse, including rape and sexual assault or sexual acts to which the vulnerable adult 

has not consented, or could not consent or was pressured into consenting;  
 
• Psychological abuse, including emotional abuse, threats of harm or abandonment, deprivation 

of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, 
isolation or withdrawal from services or supportive networks and includes misuse of email, 
internet and text messaging; 

 
• Financial or material abuse, including theft, fraud, exploitation, pressure in connection with 

wills, property or inheritance or financial transactions, or the misuse or misappropriation of 
property, possessions or benefits; 

 
• Neglect and acts of omission, including ignoring medical or physical care needs, failure to 

provide access to appropriate health, social care or educational services, the withholding of the 
necessities of life, such as medication, adequate nutrition and heating; 

 
• Discriminatory abuse, including racist, sexist, that based on a person’s disability, sexual 

orientation and other forms of harassment, hate crime, slurs or similar treatment. 
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Procedures for Reporting abuse of vulnerable adults 
The council works within the Gloucestershire Multi Agency Safeguarding Adult Policy and 
Procedures 
 
http://www.gloucestershire.gov.uk/adultprotection 
 
The procedures are set out under four headings, which can be broadly classified as the four stages 
of the Safeguarding Adults process.  
 
 

2. Early Detection 
1. Prevention 

 
 

 
 
     

  
 
 
 
 
 
 

4. Post 
Intervention / 
Debrief 
 
 
The council is expected to incorporate each of these phases into our c
procedures are set out to enable front-line officers to employ best and 
whatever stage within the process is relevant to the safeguarding of th
whom they are working.  
 

What to do is someone reports abuse 
 
• Listen very carefully; give them your full attention 
• If the person is in immediate danger call the police or ambulance 
• Do not agree to keep it a secret; you cannot do this. Explain to them
• Reassure them you will deal with the allegation discreetly and will ta
• Avoid asking questions about the alleged abuse 
• Don’t make judgements 
• Do not confront the alleged abuser 
• If you are an employee report the allegation to you line manager or 

using the victim’s own words 
• If you are a friend/family member, contact the appropriate agency 
• Write an account of what you have been told for future reference 
• If you line manager or supervisor is implicated in the abuse or does
• seriously, go outside the organisation and speak to your local Comm

Directorate or Commission for Social Care Inspection 
 

What should I do if I become aware OR I am told that a vulnerable
• Do not dismiss your concerns 
• If the person is in immediate danger call the police or an ambulance
• Keep evidence, do not clear it away 
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• Do not confront the alleged abuser 
• Report your concerns to your line manager or supervisor straight away 
• Write an account of what you have heard or been told for future reference 
• You must never assume that somebody else will recognise and report what you have seen or 

heard. 
• It can be difficult if the allegation is about a colleague or it is difficult to believe what you have 

heard 
 

Contact numbers for reporting abuse of vulnerable adults 
Adult Helpdesk (Customer Service Contact Centre) 
(01452) 426868 
 
Gloucestershire Constabulary 
0845 090 1234 
 
Elder Abuse Response - 080 8808 8141 
 
RESPOND (for people with Learning Disabilities) 
080 8808 0700 
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CP1  To be filled in by professional raising the concern or designated officer 

Appendix one – CP1 reporting form 
 

CONFIDENTIAL – to be kept secure at all times and 
destroyed immediately on resolution of the case 

 
The child / vulnerable adult involved (please supply as much information as 
possible) 
 
Name of child / vulnerable adult 
 
Date of birth 
 
Any special needs 
 
Parent/carer name 
 
Home address 
 
Telephone no.  
 
 
Case log 

 
Name 
Job title 
Telephone no. 
Date of incident 

ACTION YES/NO DATE Comments 
Discussed with child / vulnerable 
adult 

   

Discussed with line manager    
Discussed with designated officer    
Discussed with parents    
Referred to Social Services for 
advice 

   

Referred to Police    
Record to be kept    
 
Review 
Have procedures been followed correctly? If not please state why: 
 
 
 
Please state any agreed actions and which officer is responsible: 
 
 
 
Signed and print name Signed and print name 
(employee) (manager or designated officer) 
 
____________________________ ________________________________ 
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CP1  To be filled in by professional raising the concern or designated officer 
 
Incident details (please write legibly or type wherever possible) 
 
 
Are you reporting your own concerns or passing on those of somebody else? Give 
details: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Brief description of what has prompted the concerns (if possible include dates and 
times of any specific incidents): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Are the signs physical, behavioural or indirect? 
 
 
 
Please specify: 
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CP1  To be filled in by professional raising the concern or designated officer 
 
Have you spoken to the child / vulnerable adult? If so please describe what was said: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Have you spoken to the parents or carers ? If so please describe what was said: 
 
 
 
 
 
 
 
 
 
Have you consulted anybody else? Please give details: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Who you are reporting this to, and the date of reporting: 
 
 
 
 
 

Signed Date 
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Appendix two - Child Protection and Safeguarding 
Children standard contractual clauses 
 
‘Working Together to Safeguard Children 2006 ’ and ‘Section 11 of the Children Act 2004’ 
places a statutory duty on all Contractors ‘who provide services for, or work with children’ or 
young people, to ‘safeguard and promote the welfare of children.’
 
The Contractor shall at all times comply with the requirements of Section 11 of the Children 
Act 2004 and the Child Protection Procedures set down by the Gloucestershire 
Safeguarding Children’s Board (GSCB).  
 
http://www.gscb.org.uk/scs.htm 
 
The Contractor will at all times have their own arrangements (“the Contractor’s 
Arrangements”) in force for safeguarding and promoting the welfare of children which are 
compliant with GSCB Child Protection Procedures and the Contractor’s duties in ‘Working 
Together to Safeguard Children’ and will ensure that any additional internal procedures or 
inter-agency protocols are consistent with these procedures.  
 
Contractors shall ensure that:  
• All staff and volunteers (including temporary staff) ‘are made aware of the Contractor’s 

Arrangements’.  
• They publish written policies that explicitly state ‘clear priorities for safeguarding and 

promoting the welfare of children’ and vulnerable adults in its policy documents and that 
they ensure the effective dissemination, and implementation, of these policies to staff and 
volunteers;  

• They provide a clear line of accountability within the organisation for work on 
safeguarding and promoting welfare and demonstrate a clear commitment by the 
Contractor to the importance of safeguarding and promoting welfare; 

• Staff and volunteers are subject to safe recruitment processes and checks, including a 
regular risk assessment of all posts to identify the potential risks to children and to the 
postholder and then to carry out conducting CRB and Independent Safeguarding 
Authority checks as appropriate; 

• They adhere to GSCB Procedures for dealing with allegations of abuse against members 
of staff and volunteers, including arrangements for notifying the Local Authority 
Designated Officer (LADO); 

 
http://www.gscb.org.uk/GSCB%20CPP/Documents/GSCB%20Further%20Advice%20Versio
n%2004%203.pdf 
 
• They ensure that all staff’ and volunteers undertake appropriate training, and to ensure 

that this is kept ‘up-to-date by refresher training at regular intervals; 
• They respect the confidentiality of individuals and adhere to GSCB Information Sharing 

and Assessment Protocol, which summarises local, arrangements to work effectively with 
other organisations to safeguard and promote welfare, including arrangements for sharing 
information;’ (subject to any relevant provisions of the Data Protection Act) 

• They disseminate and implement ‘appropriate whistle-blowing procedures, and a culture 
that enables issues about safeguarding and promoting the welfare of children to be 
addressed;’  

• They maintain accurate and up-to-date records of decision making and actions taken;  
• They are at all times sensitive to needs arising from race, culture, religion, sexual 

orientation or linguistic background;  
• They furnish the Client or their agents on their reasonable request, with copies of their 

records relating to any of the above.  
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Please refer to the GSCB’s website for Safeguarding resources and Exemplars 
(‘Safeguarding Toolkit’) to assist your organisation in fulfilling these responsibilities 
http://www.gscb.org.uk/professionals.htm 
 
Compliance with these minimum standards will primarily be monitored in review meetings by 
the Contract Manager/Officer.  
 
The Gloucestershire Safeguarding Children Board will monitor Contractor compliance with 
Safeguarding requirements in its Section 11 Audit (Section 11 of the Children Act 2004). 
Failure to comply with any part of this Clause may be deemed a Material Breach of the 
Contract. 
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Will this be sufficient 
for the children / 
vulnerable adult(s) to 
develop a 
relationship of 'trust'?

What opportunities 
are there to copy this 
information and use 
it e.g. to contact the 
children/vulnerable 
adult(s)?

Appendix three – Safer Recruitment risk assessment 
 Will this be sufficient 

for the children / 
vulnerable adult(s) to 
develop a 
relationship of 'trust'?

 
 
 
 
 
 
 
 
Name of post Will the 

postholder 
come into 
any contact 
with children 
/ vulnerable 
adults 

What are 
the 
situations 
where 
contact 
may take 
place? 

What sort of 
contact will 
they have? 
• Indirect 
• Direct 
• Supervised

Where will 
this take 
place 

Duration 
and 
frequency 

Are there 
circumstances 
where direct 
unsupervised 
contact may 
take place? 

Is the 
person 
clearly 
visible and 
known, do 
they wear a 
uniform 
(assumes 
authority) 

If the contact 
is with 
personal 
information 
only, what 
type/nature 
of 
information 
will be 
accessed? 

If a CRB is 
required, 
should this 
be 
standard 
or 
enhanced?
 

Does the role 
require periodic 
review of the 
decision or 
circumstances? 
 

          

Consider how 
someone may 
use contact for 
potential 
grooming and 
abuse 

Also consider 
whether 
contact may 
arise in 
unplanned 
situations? 

 
           
           
           
           
           
           
           
           
 
 


