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1 POLICY STATEMENT  

University of Manchester Students’ Union is committed, so far as is reasonably practical, to the 

safeguarding of children and vulnerable adults that participate in any University of Manchester 

Students’ Union activities on its property and at any other location. 

University of Manchester Students’ Union recognises that anyone working with children and 

vulnerable adults have a moral and legal duty to ensure their safety and protection.  

This document is a reference for all staff and students at University of Manchester Students’ Union 

involved in activities with children and vulnerable adults.  

It is imperative that staff and students at The University of Manchester Students’ Union have the 

tools to enable them to detect and contribute to the prevention of abuse of children and vulnerable 

adults. This document provides them with the necessary framework of procedures and guidelines 

for action when abuse is suspected. 

The policy aims to protect children and adults at risk, as well as staff and students.  
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2 AIMS AND OBJECTIVES  

This Policy seeks to ensure University of Manchester Students’ Union is meeting its moral and legal 

responsibility to protect and safeguard children and vulnerable adults from harm by adopting a 

framework of procedures and guidelines.  

Through its implementation, this policy aims to support students and staff that engage in activities 

with children and vulnerable adults, and demonstrate University of Manchester Students’ Union’s 

commitment to the protection of children and vulnerable adults. These mainly but not exclusively 

occur under the banners of Student Action, Access All Areas, RAG and Society activity. 

In implementing this safeguarding policy, University of Manchester Students’ Union will ensure that 

all staff and students involved in activities with children and vulnerable adults are made aware of 

their legal and moral responsibility to protect children and vulnerable adults, including their duty to 

report concerns.  

All students and staff will comply with the requirements, guidelines and procedures detailed in this 

document.  

Any incidents of alleged misconduct or abuse concerning children and/or adults at risk will be taken 

seriously and responded to swiftly and appropriately with this Policy.  

Principles this document is based on the following principles:  

 All children and vulnerable adults should be treated with dignity and respect.  

 The welfare of children and vulnerable adults is paramount. 

 All children and vulnerable adults should be safeguarded from harm.  

 It is the responsibility of everyone to report concerns about the safety of children and 

vulnerable adults, following the procedures laid out in this document.  

 Alleged cases of misconduct or abuse will be taken seriously and responded to 

appropriately.  

 Data will be processed in accordance with the Data Protection Act 1998.  
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3 DEFINITIONS  

CHILDREN 

University of Manchester Students’ Union uses the Manchester Safeguarding Children Boards 

definitions of abuse of a child which are as follows: 

What is abuse and neglect? 

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by 

inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an 

institutional or community setting by those known to them or, more rarely, by a stranger. They may 

be abused by an adult or adults, or another child or children. 

Physical abuse 

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

suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused when a 

parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional abuse 

Emotional abuse is the persistent emotional maltreatment of a child that causes severe and 

persistent adverse effects on the child’s emotional development. It may involve conveying to 

children that they are worthless or unloved, inadequate, or valued only insofar as they meet the 

needs of another person. It may feature age or developmentally inappropriate expectations being 

imposed on children. These may include interactions beyond the child’s developmental capability, as 

well as overprotection and limitation of exploration and learning, or preventing the child 

participating in normal social interaction. It may involve seeing or hearing the ill-treatment of 

another. It may involve serious bullying, causing children frequently to feel frightened or in danger, 

or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of 

maltreatment of a child, though it may occur alone. 

Sexual abuse 

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 

including prostitution, whether or not the child is aware of what is happening. The activities may 

involve physical contact, including penetrative (eg. rape, buggery or oral sex) or non-penetrative 

acts. They may include non-contact activities, such as involving children in looking at, or the 

production of, sexual online images, watching sexual activities, or encouraging children to behave in 

sexually inappropriate ways. 
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ADULTS 

In the law of England and Wales a wide definition is applied to meet the standard of vulnerable adult. 

Section 59 of the Safeguarding Vulnerable Groups Act 2006 states the full criteria. 

For the purposes of our organisation we will use the following definition of a vulnerable adult; the adult is 

unable to function cognitively or to adequately undertake basic day-to-day functions without the help or 

oversight of someone not impaired in these ways. If over the age of 18 and requiring assistance with the 

conduct of their own affairs, this person can be classified as a vulnerable adult or adult at risk. 

University of Manchester Students’ Union uses the Manchester Safeguarding Adults Boards 

definitions of abuse of a vulnerable adult which are as follows: 

 Physical Abuse – Including assault, hitting, slapping, pushing, and misuse of medication 

restraint or inappropriate physical sanctions. 

 Domestic Violence and abuse – Including psychological, physical, sexual, financial, emotional 

abuse; forced marriage, female genital mutilation and so called ‘honour’ based violence. 

 Sexual abuse – Including rape, indecent exposure, sexual harassment, inappropriate looking 

or touching, sexual teasing or innuendo, sexual photography, subjection to pornography or 

witnessing sexual acts, indecent exposure and sexual assault or sexual acts to which the 

adult has not consented 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, cyber bullying, isolation or unreasonable and unjustified withdrawal of 

services or supportive networks. 

 Financial or material abuse – Including theft, fraud, internet scamming, coercion in relation 

to an adult’s financial affairs or arrangements, including in connection with wills, property, 

inheritance or financial transactions, or the misuse or misappropriation of property, 

possessions or benefits. 

 Modern slavery encompasses slavery, human trafficking, forced labour, sham marriage and 

domestic servitude. Traffickers and slave masters use whatever means that have at their 

disposal to coerce, deceive and force individuals into a life of abuse, servitude and inhumane 

treatment. 

 Discriminatory abuse – including hate crime or other forms of harassment, slurs or similar 

treatment; because of race, gender and gender identity, age, disability, sexual orientation or 

religion. 

 Organisational abuse – Including neglect and poor care practise within an institution or 

specific care setting such as a hospital or care home, for example, or in relation to 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 practise as a result of the structure, policies, 

processes and practises within an organisation. 

http://www.legislation.gov.uk/uksi/2007/3545/contents/made
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 Neglect and acts of omission – Including ignoring medical, emotional or physical care needs, 

failure to provide access to appropriate health, care and support or educational services, the 

withholding of the necessities of life, such as medication, adequate nutrition and heating. 

 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. 

 Radicalisation – This is the process by which a person comes to support terrorism and forms 

of extremism that leads to terrorism. Adults at risk can be exploited by people who seek to 

involve them in terrorism or activity in support of terrorism. 
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4 NAMED PERSON(S) FOR SAFEGUARDING  

University of Manchester Students’ Union has an appointed individual who is responsible for dealing 

with any safeguarding concerns. In their absence, a deputy will always be available for staff and 

students to consult with. Due to the nature of their role to safeguard children and vulnerable adults, 

enhanced level DBS checks will be undertaken and they will receive training in safeguarding.  

 

Designated Safeguarding Officer For Volunteering Projects 

 Name of contact person: Stefanie Hartley 

 Work telephone number: 0161 275 2987 

 Emergency contact number: 0161 275 2930  

The role and responsibilities of the designated safeguarding officers are:  

 To ensure the Safeguarding Children and Vulnerable Adults Policy is implemented and 

that all staff and students receive the appropriate information, advice and training in 

relation to the policy;  

 To ensure that all staff and students are aware of what they should do, both in office 

hours and out office hours if they are concerned about a child or vulnerable adult;  

 To ensure that any concerns about a child/vulnerable adult are acted on, recorded, 

referred on where necessary and, followed up.  

 To notify the appropriate agencies if abuse is identified or suspected  

 To monitor and review the policy;  

 To maintain confidential records of reported abuse cases and action taken.  

 Inform the compliance and risk committee of the nature of any safeguarding issues 

recorded and seek approval/sign off on the actions task. 
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5 COMMON INDICATORS OF ABUSE 

Children 

Neglect 

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to 

result in the serious impairment of the child’s health or development. Neglect may occur during 

pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a 

parent or carer failing to: 

 Provide adequate food, clothing and shelter (including exclusion from home or 

abandonment) 

 Protect a child from physical and emotional harm or danger 

 Ensure adequate supervision (including the use of inadequate care-givers) 

 Ensure access to appropriate medical care or treatment. It may also include neglect of, 

or unresponsiveness to, a child’s basic emotional needs.  

Physical abuse 

 Bruises, black eyes and broken bones are obvious signs of physical abuse. 

 Other signs might include: 

 Injuries that the child cannot explain or explains unconvincingly Untreated or 

inadequately treated injuries 

 Injuries to parts of the body where accidents are unlikely, such as thighs, back, 

abdomen 

 Bruising that looks like hand or finger marks 

 Cigarette burns, human bites 

 Scalds and burns. 

Sexual abuse 

 Pain, itching, bruising or bleeding in the genital or anal areas 

 Genital discharge or urinary tract infections 

 Stomach pains or discomfort walking or sitting 

 Sexually transmitted infections.   
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Neglect 

There are occasions when nearly all parents find it difficult to cope with the many demands of caring 

for children. But this does not mean their children are being neglected. Neglect involves ongoing 

severe failure to meet a child’s needs. 

Here are some signs of possible neglect: 

 If the child seems underweight and is very small for their age 

 If they are poorly clothed, with inadequate protection from the weather 

 If they are often absent from school for no apparent reason 

 If they are regularly left alone, or in charge of younger brothers or sisters. 

Emotional 

This occurs when a child’s basic need for love and praise, security and recognition go unmet, either 

through deliberate negative actions by parents/carers or by a failure to act positively.  

It may involve conveying to children that they are: 

 Worthless, or unloved 

 Inadequate 

 Valued only in so far as they meet the needs of another person.  

 It may involve causing children frequently to feel frightened or in danger, or be the 

exploitation or corruption of children. 

Behavioural signs of abuse 

 The child may refuse to attend school or start to have difficulty concentrating so that 

their schoolwork is affected. They may show unexpected fear or distrust of a particular 

adult or refuse to continue with their usual social activities. 

 They may start using sexually explicit behaviour or language, particularly if the 

behaviour or language is not appropriate for their age 

 The child may describe receiving special attention from a particular adult, or refer to a 

new, ‘secret’ friendship with an adult or young person. 
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ADULTS 

It's not always easy to spot the symptoms of abuse. Someone being abused may make 

excuses for why they're bruised, they don't want to go out or talk to people, or they're short 

of money. 

It's important to know the signs of abuse and where they are identified. 

 

Possible Indicators of Physical Abuse 

 Multiple bruising 

 Fractures 

 Burns 

 Bed sores 

 Fear 

 Depression 

 Unexplained weight loss 

 Assault (can be intentional or reckless) 

Possible Indicators of Neglect and Acts of Omission 

 Malnutrition 

 Untreated medical problems 

 Bed sores 

 Confusion 

 Over-sedation 

 Deprivation of meals may constitute “wilful neglect” 

Possible Indicators of  Psychological and Emotional Abuse 

 Fear 

 Depression 

 Confusion 

 Loss of sleep 

 Unexpected or unexplained change in behaviour 

 Deprivation of liberty could be false imprisonment. Aggressive shouting causing fear of violence in a 
public place may be an offence against Public Order Act 1986, or harassment under the Protection 
from Harassment Act 1997 

Possible Indicators of Sexual Abuse 

 Loss of sleep 

 Unexpected or unexplained change in behaviour 

 Bruising 

 Soreness around the genitals 

 Torn, stained or bloody underwear 

 A preoccupation with anything sexual 

 Sexually transmitted diseases 
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 Pregnancy 

Possible Indicators of Financial and Material Abuse 

 Unexplained withdrawals from the bank 

 Unusual activity in the bank accounts 

 Unpaid bills 

 Unexplained shortage of money 

 Reluctance on the part of the person with responsibility for the funds to provide basic food and 
clothes etc. 

 Fraud 

 Theft 

Possible Indicators of Organisational Abuse 

 Inflexible and non-negotiable systems and routines 

 Lack of consideration of dietary requirements 

 Name calling; inappropriate ways of addressing people 

 Lack of adequate physical care – an unkempt appearance 

Possible Indicators of Self-Neglect 

This includes various behaviours; disregarding one’s personal hygiene, health or surroundings resulting in a risk 
that impact on the adult’s wellbeing, this could consist of behaviours such as hoarding. 

Possible indicators of Modern Slavery 

Modern Slavery is an international crime, it can include victims that have been brought from overseas, and 
vulnerable people in the UK. Slave Masters and Traffickers will deceive, coerce and force adults into a life of 
abuse, callous treatment and slavery.  

Possible indicators of Domestic Abuse 

Definition of Domestic Abuse; 

 Incident of pattern of incidents of controlling, coercive, or threatening behaviour, violence, or 
abuse…by someone who is or has been an intimate partner or family member regardless of gender or 
sexuality.Includes: psychological, physical, sexual, financial, emotional abuse; so called ‘honour based 
violence; Female Genital Mutilation; forced marriage 

 Age range extended down to 16 (for the purpose of the safeguarding adult arrangements, 
safeguarding children arrangements would be applied to a person under 18) 

Possible indicators of Discriminatory Abuse 

Abuse can be experienced as harassment, insults or similar actions due to race, religion, gender, gender 
identity, age, disability, sexual orientation.  
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Possible indicators of Sexual Exploitation 

Sexual exploitation is a subset of sexual abuse. It involves exploitative situations and relationships where 
people receive 'something' (e.g. accommodation, alcohol, affection, money) as a result of them performing, or 
others performing on them, sexual activities 
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6 PROCEDURES & GUIDANCE AVAILABLE TO STAFF & 

VOLUNTEERS 

The following guidance is set out to aid staff and volunteers in ensuring best practise is followed 

whenever University of Manchester Students’ Union is undertaking projects with Children and 

Vulnerable adults: 

 What to do if you are concerned about a child or vulnerable adult 

 Safer recruitment and screening 

o Values Based Recruitment of volunteers 

o DBS checks 

 Recording and storing information about safeguarding 

 Managing allegations 

 Setting up safe projects 

o Safeguarding Assessments 

o Guide to ratios for working with Children 

o Training and Support 

o Parental Consent 

o Use of Photography and film during projects 
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7 WHAT TO DO IF YOU ARE CONCERNED ABOUT A CHILD OR 

VULNERABLE ADULT 

Please refer to the 5 R’s Procedure for guidance on dealing with concerns 

The 5 R’s 

This safeguarding procedure is based on the 5 R’s. 

 Responsibilities 

 Recognition 

 Responding 

 Reporting 

 Recording 
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Concern for an 
individuals safety/

welfare

At the earliest opportunity, 
report the information to your 

supervisor and write up a 
safeguarding recording sheet, 
remembering as many details 

as you can

If the individual is 
not found to be at risk of 

significant harm or 
impairment

If the individual is 
found to be at risk of 
significant harm or 

impairment

The lead safeguarding officer will 
monitor the situation in partnership 

with the project/event leader

The lead safeguarding officer will 
collate any safeguarding recording 
sheets and seek advice from Social 

Care Services

Individual is at risk of 
harm & requires ongoing 

support

Individual is at risk of 
immediate harm

Cal 999

Lead Safeguarding 
Officer to make a 
referral to Social 

Care Services

Review the safeguarding assessment and review project and record any learning
Monitor and record the outcome of any actions taken
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Safer recruitment and screening (DBS checks) 

University of Manchester Students’ Union will ensure that all staff and students working in a 

regulated activity with children and/or vulnerable adults will undergo an advanced DBS check. By 

regulated activity, we mean:  

i. Any activity that involves contact with children/vulnerable adults of a specified nature, for 

example, supervision, teaching or transport, or, that is in a specified place, such as a holiday 

centre or a school.  

ii. Where the activity is frequent, overnight or intensive.  Frequent and intensive regulated 

activity is defined as:  

  Frequent means regular, repetitive activity once a week or more.  

 Intensive means four or more days in any one 30 day period.  

iii. Where taking part in the activity is not incidental or coincidental, but is part of the staff or 

student’s role. 
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8 RECRUITMENT AND SCREENING 

Values Based Recruitment of volunteers 

Values based (VB) recruitment of volunteers at University of Manchester Students’ Union consists of 

a values based role description. This means roles are written on a style that is focussed on the 

attitudes and values the student has.  

This is important in attracting suitable volunteers for roles that support vulnerable groups. The VB 

method builds on good recruitment and safeguarding practice. It is not a substitute for good pre-

checks or sound general recruitment. 

By appointing people using VB role descriptions the organisation is demonstrating its ongoing 

commitment to the values and behaviours which help create a safer environment for children. VB 

roles helps select candidates who have positive safeguarding attitudes and values, and who are 

therefore likely to be more effective in identifying and addressing safeguarding issues on projects. 

See the NSPCCs factsheet on Values Based recruitment here. 

Screening 

The Safeguarding Vulnerable Groups Act 2006 established the Independent Safeguarding Authority 

(ISA) to make decisions about individuals who should be barred from working with children and to 

maintain a list of these individuals. 

The Protection of Freedoms Act 2012 merged the ISA with the Criminal Records Bureau (CRB) to 

form a single, new, non-departmental public body called the Disclosure and Barring Service (DBS).  

Under the Safeguarding Vulnerable Groups Act 2006 it is an offence for an organisation to knowingly 

recruit someone in a regulated position if they are barred from doing so. It is also an offence for the 

individual who has been barred to apply for a regulated position (one which involves spending 

regular time working with children).  

The Protection of Freedoms Act 2012 reduced the scope of "regulated activity" by focusing on 

whether the work is unsupervised (in which case it counts as "regulated activity") or supervised (in 

which case, organisations can request an enhanced criminal records check, but this will not include a 

check of the barred list). The new definition of regulated activity came into force on 10 September 

2012 and was issued in conjunction with guidance on the level of supervision required to take work 

out of the scope of regulated activity. 

The Safeguarding Vulnerable Groups Act 2006 also imposed the legal requirement on organisations 

to refer to the ISA (now DBS) information about employees or volunteers who (may) have harmed 

children while working for them. 

See the NSPCCs factsheet on safe recruitment here  

http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-value-based-interviewing-keep-children-safer-through-recruitment.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_e801ca98-769a-492b-aa0f-a0052e78fdb0&_t_hit.pos=11
http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-safer-recruitment-legislation.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_813a42f6-6d8c-4a32-8b0a-0a140f69d7ac&_t_hit.pos=3
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9 DBS CHECKS 

University of Manchester Students’ Union is able to provide DBS checks to Volunteers and its staff as 

part of the Umbrella of the University of Manchester. 

Each project must undertake a safeguarding assessment which will ascertain whether the activities 

involved require the volunteers to have a enhanced DBS check. 

The safeguarding assessments are in two categories: 

Children and young people 

 

Vulnerable Adults 
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Anyone working in "regulated activity" with children should undergo an Enhanced Disclosure with a 

check against the barred lists, i.e. adults barred from working with children. Regulated activity 

includes unsupervised activities which involve regularly caring for, training, teaching, instructing, 

supervising, providing advice/guidance on well-being, or driving a vehicle for children under 18; or 

working for a limited range of "specified places" with opportunity for unsupervised contact with 

children. 

An Enhanced Disclosure will give details of convictions, cautions, reprimands and warnings held in 

England and Wales on the Police National Computer as well as any locally held police force 

information if it is "reasonably believe(d) to be relevant", by Chief Police Officer(s), to the role. Most 

of the relevant convictions in Scotland and Northern Ireland may also be included.  

 

See the Safe networks information on DBS here 

 

  

http://www.safenetwork.org.uk/help_and_advice/DBS/Pages/about-DBS.aspx
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10 RECORDING & STORING INFORMATION 

Any safeguarding concern should be recorded and stored confidentially. 

The safeguarding incident recording sheet requires students and staff to accurately detail the nature 

of the concern. 

To complete the sheet effectively please ensure the following 

 Include the full name, date of birth, address of the individual you are concerned about 

(if you have access to that information) 

 Details of the circumstances when the concern arose. 

 Any direct quotes or other information which could be important. 

 Time and dates of any interventions that could be relevant 

This enables a detailed chronology to be made if necessary, but also is valuable evidence that can be 

used to make referrals. 

Interventions to be recorded include: 

 Any conversations staff have with a child / vulnerable adult about an incident. 

 Injury or other cause for concern; 

 Any conversation staff have with a parent, carer or other adult about an incident; 

 Injury or other cause for concern in relation to a child; or 

 Anything that staff see or hear, no matter how small or insignificant it may seem at the 

time, should be recorded and passed onto the designated child protection officer / 

relevant authority.  

Remember that this information, although it may seem small, may be just one piece of information 

in a series of concerns that are being raised by school staff – on its own, the information is 

insignificant, but when considered with other concerns, it becomes a very important piece of 

information. 

Storing information 

All personal data will be processed in accordance with the Data Protection Act 1998. Confidential 

records on incidents and disclosures on children and vulnerable adults that participate in activities 

linked to University of Manchester Students’ Union will be kept in locked compartments accessible 

only to those in charge of the activities, the named people at University of Manchester Students’ 

Union and the supervisor/project leader/manager of those putting on the activities. Documents will 
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be kept electronically in secure, confidential files that can only be accessed by the named individuals 

at University of Manchester Students’ Union and the supervisor/project leader/manager, or in 

locked filing cabinets or bags (when on project). Paper copies will be shredded.  

Accurate records of any accidents/illness concerning children/vulnerable adults whilst on University 

of Manchester Students’ Union activities, and any medical aid summoned as a result should be kept 

for at least 5 years.  

See the Safe Networks’ guidance on storing and sharing information here. 

See Manchester Safeguarding Children’s Board advice on information sharing here 

http://www.safenetwork.org.uk/help_and_advice/best_safeguarding_practice/Pages/recording-and-storing-information.aspx
http://www.manchesterscb.org.uk/docs/Information_Sharing%281%29.pdf
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11 MANAGING ALLEGATIONS  

Student/Staff Accused Procedure  

 The person hearing the allegation should separate the individual from the staff 

member or student against whom the allegations have been made – do not confront 

them.  

 The supervisor/project leader/manager should be informed immediately and advice 

should be sought from the Child and Young People Social Care Services/Adult Social 

Care Services, or the out of hour’s emergency duty team.  

 After seeking advice, the supervisor/project leader/manager would make a decision 

and plan the next course of action. They should report back to the individual receiving 

the allegation and advise them what to do next.  

 The individual who first received the concern should make a full written report in the 

form of an incident report form.  

 Regardless of whether a police/ social services investigation follows a meeting of the 

disciplinary committee should be called to discuss the appropriate action. Support for 

all involved must be considered as part of the plan.  

 We will fully cooperate with any investigation, or enquiries, made by the police of 

social services.  

 The staff member or student will be withdrawn from all activities involving children or 

vulnerable adults and the child/vulnerable adult should be withdrawn from all 

University of Manchester Students’ Union activities whilst the investigation is ongoing.  

 Confidentiality will be maintained by all those involved.  

 Consideration will be given to appropriate disciplinary action dependent on the nature 

of the incident in those cases where the staff member or student is found to be in 

breach.  

 Appropriate support will be provided in an incident where no evidence / allegation 

proceed to be unfounded or malicious.  

 The feelings of the child/vulnerable adult and the staff member or student will be 

carefully considered.  

See the NSPCCs guidance on Managing allegations here. 

  

http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-managing-allegations-abuse.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_5e70284b-7d46-458e-8d37-0c11951e1314&_t_hit.pos=8
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12 SETTING UP SAFE PROJECTS 

Our volunteering projects are Student led and therefore student leaders are required to set up their 

projects in a way that supports safeguarding objectives. 

Ratios 

When working with groups of children or young people, it is important that the level of supervision 

is appropriate to their age group and their needs, which may be very specific. In general, younger 

children need to be more closely supervised and will require a higher adult to child ratio.  

The following are the adult to child ratios we would recommend for voluntary organisations:  

 Aged 0 - 2 years: 1 adult to 3 children  

 Aged 2 - 3 years: 1 adult to 4 children  

 Aged 4 - 8 years: 1 adult to 6 children  

 Aged 9 - 12 years: 1 adult to 8 children  

 Aged 13 - 18 years: 1 adult to 10 children.  

If the group is mixed gender, the supervising staff should also include both male and female workers 

wherever possible.  

When deciding on the number of adults required, it is important to bear in mind that these ratios are 

guidelines only: in certain situations it will be necessary to have a higher number of adults than our 

recommendations suggest. If, for instance, the children or young people have specific support 

needs, or a risk assessment identifies behaviour as a potential issue for the group or event, the 

number of supervising adults will need to be higher.  

 

See the NSPCC guidance on Ratios here 

http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-recommended-adult-child-ratios-supervising-children.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_0632ab9b-4ba8-410d-b32a-8db766a2c58e&_t_hit.pos=22
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13 PHOTOGRAPHY AND VIDEO CONSENT 

University of Manchester Students’ Union welcomes positive publicity. Children’s photographs add 

colour, life and interest to materials and articles promoting Union volunteering activities and 

initiatives. However, in order to respect young people’s and parents’ rights of privacy and because of 

potential child protection issues, photographs must be used in a responsible way.  

To ensure this, the express permission of individuals (or from parents if under 18) must be obtained 

when filming or photographing individuals or groups, when it is possible to identify that individual. 

They must also be informed of the reasons for taking the film or photograph, and how and where 

the image(s) will be used. Specific forms have been drawn up to ensure that permission has been 

given for the handling and storage of images.  

The following are guidelines on how to use the form, but at all times apply a common sense 

approach. e.g. - if photographing a field and someone happens to be walking across this but their 

face cannot be seen it may not be necessary to complete a form.  

Inform people  

 Context of the image  

 Use of image e.g. Annual report, Web, newsletters etc  

Taking photos  

 Written permission is required from all persons in the photograph but if it is a large 

group it may be preferable to ask if one is able to sign for all  

 If people are identifiable (even if in a large street scene for example) permission is 

required from all persons  

 Inform group/individual of the context in which the images will be used. 

 Ensure a consent form has been signed  

 If a specific house/property is being identified permission from the owner must be 

sought. 

 

See more guidance from the NSPCC on Photo Consent here. 

 

  

http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-using-photographs-children-publication.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_cad384c6-b093-4422-bbfe-279d88426a75&_t_hit.pos=19
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14 WORKING IN SCHOOLS 

It is important that all adults working with children understand that the nature of their work and the 

responsibilities related to it, place them in a position of trust. In school environments it’s especially 

important that both the volunteers and the child understand the context of the relationship. In order 

to prepare student volunteers and projects for their roles in schools we will use the guidance set out 

in the Guidance for Safer Working Document found here. 

In summary the Guidance for Safer Working document provides clear advice on appropriate and safe 

behaviours for all adults working with children in paid or unpaid capacities, in all settings and in all 

contexts. The guidance aims to: 

 Keep children safe by clarifying which behaviours constitute safe practice and which 

behaviours should be avoided; 

 Assist adults working with children to work safely and responsibly and to monitor their 

own standards and practice; 

 Support managers and employers in setting clear expectations of behaviour and/or 

codes of practice relevant to the services being provided; 

 Support employers in giving a clear message that unlawful or unsafe behaviour is 

unacceptable and that, where appropriate, disciplinary or legal action will be taken; 

 Support safer recruitment practice; 

 minimise the risk of misplaced or malicious allegations made against adults who work 

with children and young people; 

 Reduce the incidence of positions of trust being abused or misused. Employers should 

be familiar with, and know how to access, their Local Safeguarding Children’s Board’s 

policy and procedures for managing allegations against staff. 

See more information on what schools can do to protect Children from Abuse here. 

What should you do if a parent/guardian does not come to pick up a child?  

In the first instant, you must call the parent/guardian’s contact number. If no responsible adult is at 

home (that is known to you), you must then contact the emergency contact number. If still no 

responsible adult answers, the procedure is to take the child to their local police station. This is 

considered a last resort so keep trying to contact the parent. You may do this also by specking with 

neighbours and relatives, and where possible, contact anywhere the child may think their 

parent/guardian may be first. If in doubt, contact Social Care services)and they can advise you of 

procedure. 

  

http://www.manchesterscb.org.uk/docs/Guidance%20for%20Safer%20Working09%281%29.pdf
http://www.nspcc.org.uk/globalassets/documents/information-service/factsheet-schools-protect-children-young-people-sexual-exploitation-cse.pdf?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=factsheet&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=130.88.135.78&_t_hit.id=Nspcc_Web_Models_Media_GenericMedia/_c74e725a-c622-409a-a668-ecde0c8ed662&_t_hit.pos=20
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15 HEALTH & SAFETY AND OTHER GENERAL GUIDANCE. 

Volunteers/project leader/managers and organisers of activities with children and vulnerable adults 

must ensure that:  

 They risk assess all activities and keep a risk assessment with them.  

 A first aider with basic first aid training is in each group. For long, residential activities, 

there must be one first aider with a “First Aid at Work‟ qualification present.  

 Drugs will never be administered to a child or vulnerable adult without written 

permission from the parent/carer, who will also provide details and instructions.  

 Volunteers, students or staff are never left one on one with a child or vulnerable adult.  

 When taking children or vulnerable adults to the toilet, volunteers and staff should be 

of the same sex as the child (whenever possible.).  

 Volunteers and staff do not inform children/vulnerable adults where they live, give 

them contact details or their surname so they can find them on social networking 

websites.  

 Volunteers and staff do not use restraint unless to protect the safety of a 

child/vulnerable adult.  

 Avoid/limit physical contact.  

 On volunteering projects, the student-child ratio should never fall below 1:3, 1:2 for 

swimming, and 1:1 is preferable for residential. There should always be a minimum of 

4 volunteers, and ideally there should always be one member of each sex on every 

project.  

Accidents  

All accidents must be recorded on an incident report form which must be returned to the 

supervisor/project leader/manager and, where applicable, to partner organisations. 

Parents/guardians must also be informed. While in the Students’ Union building the helpdesk is the 

place where all accidents should be reported. 

Helpdesk can be contacted on 0161 275 2930 

Partner Organisations  

Where a partner organisation is involved in the regulated activity with children or vulnerable adults, 

a partnership agreement will be drawn up, clarifying the duties and responsibilities of each party 

with regards to safeguarding issues.  
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The partnership agreement will be valid for a year and signed by the organisers of the activity, a 

representative from University of Manchester Students’ Union and a representative from the 

partner organisation 
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16  TRAINING  

All staff and students will undergo appropriate training. Staff directly responsible for safeguarding 

will undertake relevant MSCB training and review it every 3 years. 

Project leaders will be trained during their annual induction before the project re-commences or as 

soon as possible if they take on the role midterm. 

Volunteers will be training on receipt of the complete DBS form on a one to one basis. Their training 

will include the 5 R’s Procedure (page 29). 

Volunteers and project leaders are actively encouraged to seek support and advice on matters of 

safeguarding from the safeguarding officer at any time. 
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17 MANAGEMENT AND SUPERVISION  

It is the responsibility of the supervisor/project leader/manager to make sure that staff and students 

are aware of their role and duty in relation to the safeguarding of children and vulnerable adults. 

This will involve receiving regular briefings and supervision sessions to monitor how the policy is 

being implemented and used.  
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18 USEFUL CONTACTS AND SUPPORT ORGANISATIONS  

If you have a concern, please speak to the appropriate organisations for advice.  

 Adult Social Care Services: 0161 234 5001 

 Children and Young People's Social Care: 0161 234 5001 

 Out of Hours Emergency Duty Team: 0113 240 9536  

 Child Protection Team (for advice): 0113 247 8653  

 Leeds Safeguarding Adults Unit (for advice): 0113 224 3511  

 Greater Manchester Police (Non-Emergency): 101 

 NSPCC National Child Protection helpline: 0800 800 5000 / help@nspcc.org.uk  

 This is a free 24 hour service offering counselling, information or advice  

 Safe Network: www.safenetwork.org.uk (Supports safeguarding for the third sector)  

For more useful contact click here 

More advice about child protection 

Read about the work being done by the Council and its partners (collectively the Manchester 

Safeguarding Children's Board) 

Visit http://www.nspcc.org.uk/ or call the NSPCC on 0808 800 5000 (free 24 hour service) if you have 

concerns or are worried about a child 

Visit http://www.childline.org.uk/ or call Childline on 0800 1111 (free 24 hour service) if you are 

under 19 and are experiencing feelings of stress, anxiety or if you are lonely or down and need 

someone to talk to 

Information sharing pocket booklet 

MSCB minimum standards for online safety 

 

  

http://www.manchesterscb.org.uk/docs/Useful%20contacts%20.pdf
http://www.manchesterscb.org.uk/docs/Information%20Sharing%20Pocket%20Booklet%281%29.pdf
http://www.manchesterscb.org.uk/docs/esafety%20Minimum%20Standards%20V3.pdf
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19 VOLUNTEERING PROJECTS & EVENTS - SAFEGUARDING 

PROCEDURE 

The 5 R’s 

This safeguarding procedure is based on the 5 R’s. 

 Responsibilities 

 Recognition 

 Responding 

 Reporting 

 Recording 

The following steps are applicable to both staff and students supporting children and vulnerable 

adults as defined in the Safeguarding Policy. 

Responsibilities 

Everyone’s responsibilities 

 Everyone working/volunteering with Children and vulnerable adults has a 

responsibility to act in a manner that best safeguards them from harm. 

 Ensure you are familiar with the Safeguarding Policy and this procedure. 

 Undertake relevant checks and screening where appropriate and necessary. 

 Familiarise yourself with the safeguarding environment you are volunteering in. 
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Volunteers Student Project/Event 

Leaders 

University of 

Manchester Students’ 

Union 

Partner organisation 

Behave in a 

professional manner.  

Share any concerns 

you have with your 

Project/Event Leader 

or a member of the 

Students’ Union Staff 

team. 

Undertake a 

safeguarding 

assessment for the 

project on an annual 

basis or where the 

activities change 

significantly. 

Lead you project in a 

professional manner 

that promotes best 

practise. 

Provide volunteers 

with an opportunity to 

confidentially share 

any concerns 

Provide Project/Event 

Leaders and volunteers 

with DBS checks for 

activities that include 

regulated activities. 

Share and maintain a 

Safeguarding policy 

and procedure. 

Support each project 

to undertake a 

Safeguarding 

Assessment to 

establish safeguarding 

requirements. 

To review projects and 

procedures and record 

any learning. 

Provide University of 

Manchester Students’ 

Union with their 

safeguarding 

procedure. 

Share relevant 

information. 

Recognition 

It’s important that anyone working with children or Vulnerable Adults is able to recognise signs of 

abuse. 

Abuse may be a single act or repeated acts. Abuse can occur in any relationship; abusers may be 

anyone of any age, gender or background; and abused children and vulnerable adults may be 

anyone; whilst they want the abuse to stop, they may not always tell others of the abuse. 

Abuse can be experienced in a variety of forms. These are physical abuse, emotional abuse, sexual 

abuse, neglect, discriminatory abuse and financial or material abuse.  
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Physical abuse 

Bodily assaults resulting in injuries. Examples 

include: hitting, kicking, misuse of medication, 

restraint or inappropriate sanctions; 

Bodily impairment. Examples include: 

malnutrition and dehydration 

Medical/healthcare maltreatment. 

Sexual abuse 

Rape, incest, acts of indecency, sexual assault; 

Forcing or enticing an individual to take part in 

sexual activities; 

Sexual harassment or sexual acts to which the 

individual has not consented, or could not 

consent or was pressured into consenting; 

Sexual abuse might also be non-contact abuse 

including exposure to pornographic materials, 

being made to witness sexual acts and this also 

encompasses sexual harassment. 

Emotional Abuse 

Examples include threats of harm, controlling, 

intimidation, coercion, harassment, verbal 

abuse, enforced isolation, humiliation, bullying, 

shouting and swearing. 

Neglect 

Examples include: ignoring medical or physical 

care needs, failure to provide access to 

appropriate healthcare, social care or 

educational services; 

The withholding of the necessities of life, such as 

medication, adequate nutrition and heating 

Discriminatory abuse 

Examples include: racist, religious or sexist 

abuse, or, abuse based on a person’s disability. 

Financial or material abuse 

Examples include: theft, pressure in connection 

with wills, property or inheritance and misuse or 

misappropriation of benefits and property. 

Please note that this list is not exhaustive. If you unsure about sign of abuse please contact the 

Activities Team at the Students’ Union. 
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Responding 

These are some examples of how concerns might be raised. 

A child or 

vulnerable adult 

alleges that abuse 

has taken place or 

that they feel 

unsafe; 

An allegation is 

received from an 

anonymous 

source or third 

party 

A child or 

vulnerable adult’s 

appearance, 

behaviour or 

statements rouse 

suspicion; 

A report is made 

concerning 

misconduct of a 

worker towards a 

child or 

vulnerable adult; 

Abuse is 

observed. 

In the event of a disclosure please behave in the following ways: 

 Stay calm; 

 Do not press for information by questioning the individual. Encourage the person to 
talk, listen and remember what they say; 

 Do not express disbelief, anger, embarrassment, shock or fear; 

 Reassure the individual and tell them you are glad they are speaking to you and that 
you know it is not their fault; 

 Never promise to keep a secret; 

 When appropriate write down what has happened on the safeguarding incident 
recording sheet, and where possible, recount any conversations verbatim; 

 Inform your superior at the earliest opportunity and hand in the disclosure form to 
them. They will hand it to the designated safeguarding officer at University of 
Manchester Students’ Union (as well as the designated officer at any partner 
organisations). 

Reporting 
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Concern for an 
individuals safety/

welfare

At the earliest opportunity, 
report the information to your 

supervisor and write up a 
safeguarding recording sheet, 
remembering as many details 

as you can

If the individual is 
not found to be at risk of 

significant harm or 
impairment

If the individual is 
found to be at risk of 
significant harm or 

impairment

The lead safeguarding officer will 
monitor the situation in partnership 

with the project/event leader

The lead safeguarding officer will 
collate any safeguarding recording 
sheets and seek advice from Social 

Care Services

Individual is at risk of 
harm & requires ongoing 

support

Individual is at risk of 
immediate harm

Cal 999

Lead Safeguarding 
Officer to make a 
referral to Social 

Care Services

Review the safeguarding assessment and review project and record any learning
Monitor and record the outcome of any actions taken
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Recording 

Any safeguarding concern should be recorded and stored confidentially. 

The safeguarding incident recording sheet required students and staff to accurately detail the nature 

of the concern. 

To complete the sheet effectively please ensure the following 

 Include the full name, date of birth, address of the individual you are concerned about 
(if you have access to that information 

 Details of the circumstances when the concern arose. 

 Any direct quotes or other information which could be important. 

 Time and dates of any interventions that could be relevant 

This enables a detailed chronology to be made if necessary, as it is valuable evidence that can be 

used to make referrals. 

Interventions to be recorded include: 

 Any conversations staff have with a child about an incident. 

 Injury or other cause for concern; 

 Any conversation staff have with a parent, carer or other adult about an incident; 

 Injury or other cause for concern in relation to a child; or 

 Anything that staff see or hear, no matter how small or insignificant it may seem at the 
time, should be recorded and passed onto the designated child protection officer.  

Remember that this information, although it may seem small, may be just one piece of information 

in a series of concerns that are being raised by school staff – on its own, the information is 

insignificant, but when considered with other concerns, it becomes a very important piece of 

information. 

 

  

file://///uk-ac-man-ss7/vol8/UMSUA/UMSU%20Shared%20Drive/Safeguarding/Safeguarding%20incident%20recording%20form.doc
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Safeguarding incident/concern recording sheet 

In the event of a disclosure, all staff and students should behave in the following way: 

 Stay calm; 

 Do not press for information by questioning the individual. Encourage the person to 

talk, listen and remember what they say; 

 Do not express disbelief, anger, embarrassment, shock or fear; 

 Reassure the individual and tell them you are glad they are speaking to you and that 

you know it is not their fault; 

 Never promise to keep a secret; 

 When appropriate write down what has happened on the safeguarding incident form 

and where possible, recount any conversations verbatim; 

 Inform your superior at the earliest opportunity and hand in this form to them.  

PLEASE NOTE – THE DETAILS RECORDED IN THIS FORM WILL BE STORED IN A CONFIDENTIAL FILE. 

DETAILS INCLUDED IN THIS RECORDING SHEET WILL ONLY BE SHARED WHEN NECESSARY FOR THE 

PROTECTION ON THE INDIVIDUAL. 

Date of recording:  

Date of incident 

 (if applicable) 

 

Name of staff / 

student reporting 

 

Project Name:  

Location:  

Nature of concern (please provide as much detail as possible)  
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Actions Taken 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Outcome (to be completed by the lead safeguarding officer) 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Review of procedures  

 Review safeguarding assessment. 

 Review Risk assessment. 

 Check DBS for each Project Leader and regular volunteer. 

 Share any learning or improvements with Union Directors 
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PARENTAL CONSENT FORM 

TO PARTICIPATE IN STUDENT ACTION PROJECTS 

 

Member’s Surname ______________________________________________________________ 

Forename(s) _____________________________________________________________________ 

Address _____________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Postcode _____________________________________________________________________ 

Date of Birth _____________________________________________________________________ 

Telephone Number ______________________________________________________________ 

Name of Parent/ Legal Guardian _________________________________________________ 

Contact Number(s) ______________________________________________________________ 

Name of Doctor ______________________________________________________________ 

Address of Doctor ______________________________________________________________ 

Doctor’s Telephone Number ________________________________________________________ 
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Please answer the following questions with yes or no. If the answer is yes, please give details. Your 

reply will be treated in confidence. 

Does the member have any special dietary needs? YES / NO 

If Yes – please provide details below 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Does the member have any allergies? (e.g. Nuts, penicillin, plasters) YES / NO 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Does the member have any medical conditions or on any medication? YES / NO 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Does the member suffer from any sensory impairments (e.g. hearing/ sight) YES / NO 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Do you agree to the use of plasters on minor cuts / grazes?  YES / NO 

SIGNED  _____________________________________________________________________ 

DATE  _____________________________________________________________________ 

RELATIONSHIP TO MEMBER ________________________________________________________ 
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UNIVERSITY OF MANCHESTER STUDENTS’ UNION 

PARENTAL CONSENT FOR CHILDREN’S PHOTOGRAPHY 

We are taking a camera on [project name] and hope to be able to provide you with photographs of 

your children whilst they are with us. 

We would like your permission to use any images taken of your child whilst participating in our 

activities.   

Images maybe used for:  

 Paper based publications 

 The Mancunion (University of Manchester Students’ Union newspaper) 

 Electronic documents (e.g. E-mail newsletters) 

 News/media press releases 

 Displays in University of Manchester Students’ Union  

 Social media websites 

Declaration 

I grant permission for photographs of my child to be used for 

 All of the above 

 None of the above 

 Other – please specify_________________________________________________________ 

Name of Child  ______________________________________________________________ 

Parent / Carer’s Name ______________________________________________________________ 

Signature  ______________________________________________________________ 


