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Soft Touch Arts Ltd  
 

Safeguarding Policy  
 
 

Scope: Lays out Soft Touch’s policy and procedures to ensure the 
safeguarding of children, young people and vulnerable adults 
with whom we come into contact.  

Applies to:  All staff – for the purposes of this policy this means 
employees, freelancers, sessional workers, apprentices, 
interns, volunteers, peer mentors, students on placement  

 Board members  

 Project partners  

 Project participants  

 All other users Soft Touch’s building and service  

 Recruitment and interview panels  

To be used by:  All staff – for the purposes of this policy this means 
employees, freelancers, sessional workers, volunteers, peer 
mentors, students on placement  

 Board members  

 Recruitment and interview panels  

Related 
documents: 

Equality and diversity policy; Health and safety policy; 
Recruitment and selection policy; Recruitment of ex-offenders 
policy; Social networking policy; DBS checking process; Code 
of Conduct; Lone working policy; Complaints procedure; 
Whistleblowing policy  
 

Last reviewed: February 2018 

Last updated: February 2018 

Next review: February 2019 

Responsible  
co-director: 

Vince Attwood, Safeguarding officer 

Responsible 
board member: 

Suzanne Alizart, Co-chair 

 
 

INTRODUCTION  
The role of the Safeguarding Officer is to:  

 Oversee the implementation and updating of Soft Touch’s Safeguarding Policy, in 
collaboration with the nominated board lead;  

 Ensure that all workers are aware of good practice and the provisions of the 
Policy. He is responsible for ensuring that workers are informed, knowledgeable 
and able to carry out work in line with the policy, and that safeguarding is a 
standing item at weekly staff team meetings.  

 Oversee the carrying out of Disclosure and Barring Service (DBS) checks and to 
keep records of any incident or information relevant to child/young 
person/vulnerable adult safeguarding. Such information is strictly confidential and 
only to be revealed to those people for whom it is absolutely necessary.  
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 Inform the board lead of all recorded incidents relating to safeguarding and to 
advise on procedure or actions to be taken if needed.  

 
The role of the board lead on safeguarding is to:  

 Provide supervision and support to the Safeguarding Officer, to enable him to 
carry out his role as effectively as possible.  

 Meet with the Safeguarding Officer on a regular basis to review changes in policy 
and guidelines, training requirements and any lessons learnt from investigations.  

 Ensure that safeguarding is a standing item at board meetings, all incidents are 
reported and recorded at board meetings, and an annual report on safeguarding 
is presented to the board.  

 
1.1 Definitions relating to safeguarding children  
Taken from ‘Working Together to Safeguard Children’, DFE, March 2015  
 
Children: 
Anyone who has not yet reached their 18th birthday. 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 or in custody in the secure estate, does 
not change his/her status or entitlements to services or protection.  
Safeguarding and promoting the welfare of children  
Defined for the purposes of this guidance as:  

 protecting children from maltreatment;  

 preventing impairment of children's health or development;  

 ensuring that children are growing up in circumstances consistent with the 
provision of safe and effective care; and  

 taking action to enable all children to have the best life chances.  
 
Child protection : 
Part of safeguarding and promoting welfare. This refers to the activity that is 
undertaken to protect specific children who are suffering, or are likely to suffer, 
significant harm.  
 
Abuse: 
A form 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 others (e.g. via the internet). They may be abused by an adult or adults, or 
another child or children.  
 
Physical abuse:  
A form of abuse which 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.  
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Emotional abuse: 
The persistent emotional maltreatment of a child such as to cause severe and 
persistent adverse effects on the child’s emotional development. It may involve 
conveying to a child that they are worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another person. It may include not giving the child 
opportunities to express their views, deliberately silencing them or ‘making fun’ of 
what they say or how they communicate. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may include 
interactions that are beyond a child’s developmental capability, as well as 93 
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 (including cyber 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:  
Involves forcing or enticing a child or young person to take part in sexual activities, 
not necessarily involving a high level of violence, whether or not the child is aware of 
what is happening. The activities may involve physical contact, including assault by 
penetration (for example, rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing. They may also 
include non-contact activities, such as involving children in looking at, or in the 
production of, sexual images, watching sexual activities, encouraging children to 
behave in sexually inappropriate ways, or grooming a child in preparation for abuse 
(including via the internet). Sexual abuse is not solely perpetrated by adult males. 
Women can also commit acts of sexual abuse, as can other children.  
 
Neglect: 
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); or  

 ensure access to appropriate medical care or treatment.  
 
It may also include neglect of, or unresponsiveness to, a child’s basic emotional 
needs.  
 
Young carer:  
A young carer is a person under 18 who provides or intends to provide care for 
another person (of any age, except generally where that care is provided for 
payment, pursuant to a contract or as voluntary work). 94 Parent carer A person 
aged 18 or over who provides or intends to provide care for a disabled child for 
whom the person has parental responsibility.  
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Education, Health and Care Plan: 
A single plan, which covers the education, health and social care needs of a child or 
young person with special educational needs and/or a disability (SEND). See the 
Special Educational Needs and Disability Code of Practice 0-25 (2014).  
 
1.2 Definitions relating to the safeguarding of vulnerable adults  
Taken from SafeguardingMatters.co.uk  
 
The core definition of “vulnerable adult” from the 1997 Consultation “Who Decides?” 
issued by the Lord Chancellor’s Department, is a person: “Who is or may be in need 
of community care services by reason of disability, age or illness; and is or may be 
unable to take care of unable to protect him or herself against significant harm or 
exploitation”. This definition of an Adult covers all people over 18 years of age.  
 
What is Abuse?  
Abuse is mistreatment by any other person or persons that violates a person’s 
human and civil rights. The abuse can vary, from treating someone with disrespect in 
a way that significantly affects the person’s quality of life, to causing actual physical 
or mental suffering.  
Abuse can happen anywhere:  

 in a person’s own home  

 in a residential or nursing home  

 in a hospital  

 in the workplace  

 at a day centre or educational establishment  

 in supported housing  

 in the street.  
 
Who can abuse?  
The person responsible for the abuse is often well known to the person being 
abused, and could be:  

 a paid carer in a residential establishment or from a home care service  

 a social care worker, health worker, nurse, doctor or therapist  

 a relative, friend, or neighbour  

 another resident or person using a service in a shared care setting  

 someone providing a support service  

 a person employed directly by someone in their own home as a carer or a 
personal assistant.  

 
Others are strangers who:  

 befriend vulnerable people with the intention of exploiting them  

 deceive people into believing they are from legitimate businesses, services or 
utility providers  

 intimidate vulnerable people into financial transactions they do not want or cannot 
understand  

 
1.3 Dissemination  
The Safeguarding Policy is available for download from the Soft Touch website 
https://www.soft-touch.org.uk/about-us/policies/ 
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The following policies and procedures mentioned above are also available on the 
website: Recruitment and Selection; Recruitment of ex-offenders; Equality and 
Diversity; Health and Safety; Complaints. 
 

2. STATEMENT  
Soft Touch believes that every child, young person and vulnerable adult has at all 
times and in all situations the right to feel safe and protected from any situation or 
practice that results in a child being physically or psychologically damaged.  
Soft Touch Arts is committed to facilitating the communication of ideas and feelings 
by the people we work with. We are committed to:  

 The personal development of all the participants that we work with;  

 Working with people who come from areas of society that may be suffering social 
and economic exclusion;  

 An awareness amongst everyone who works for Soft Touch workers that whilst 
all children, young people and vulnerable adults are at risk from physical and/or 
emotional abuse and neglect, some of the groups we work with may be 
particularly vulnerable.  

 
Therefore, Soft Touch requires workers to be particularly aware of issues related to 
the protection of children, young people and vulnerable adults. Workers will bear in 
mind safeguarding at all times in order to protect the people that we work with as 
well as to ensure their own safety and that of project partners. Workers will conduct 
themselves:  

 Professionally  

 Sensitively  

 With knowledge  

 In accordance with the Code of Conduct  
 
We are committed to working in close collaboration with Leicestershire and Rutland 
Safeguarding Children Board (LSCB) and the Leicester and Leicestershire Children’s 
Trusts.  
 

3. DISCLOSURE AND BARRING SERVICE CHECKS  
It is now a legal requirement that those all those carrying out arts projects in schools, 
with community groups or the wider community are all subject to Disclosure and 
Barring Service (DBS) checks. This is because we regularly work with children, 
young people and vulnerable adults and we have a duty to do everything we can to 
ensure that we are not employing anyone who has a history of abuse towards people 
in these groups.  
 
3.1 DBS checks will be carried out as follows:  

 Permanent and fixed term employees – will be asked to comply with the request 
to undergo the DBS checking procedure every four years. These may be people 
who work under both full time and part time contracts, or who are employed 
under time limited contracts. For these people there will be a clause in their 
contract which requires them to reveal to the company any incident, as and when 
it occurs, which would appear as a result of a DBS check if requested at any 
period during their employment.  
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 Sessional and freelance workers – will be required to have a DBS check which is 
not more than two years old. The safeguarding officer will decide whether Soft 
Touch requests DBS directly for sessional and freeworkers or whether a DBS 
carried out by a trusted third party will be accepted. A clause will appear in their 
contract requiring that they reveal to Soft Touch any incident that has occurred in 
between periods of short term contractual employment as it may appear on a 
CRB check form.  

 Both permanent and sessional/freelance workers should be aware that Soft 
Touch may request an employee undergo the DBS checking procedure at any 
point within a period of employment. Such requests will be made at our 
discretion.  

 DBS checks will be requested by Soft Touch for apprentices, interns, volunteers 
and students on placement who come into regular contact with children, young 
people and vulnerable adults (see below for the exception).  

 DBS checks for students on placement which have been requested by the 
educational institution may be accepted at the discretion of the safeguarding 
officer as long as they have been carried no longer than two years ago.  

 
3.2 For all categories of worker, after their DBS check has been carried out, failure to 
reveal any relevant information which would be revealed in a further DBS check 
could result in disciplinary action.  
 
3.3 Workers who are awaiting the results of their DBS check will not work along with 
young people or vulnerable adults.  
 
3.4 Soft Touch workers who do not normally carry out face to face work, eg 
administrative staff, are still required by law to have a DBS check done for the 
following reasons:  

 Soft Touch stores personal and sensitive information in line with data protection 
law and this means that that many employees – including those who are office 
based, or those who don’t engage in face-to-face sessions with young or 
vulnerable people – are likely to have access to sensitive information about our 
users. This is information could be used by any individual employed at Soft 
Touch in a way that may put a user at risk of harm.  

 It is increasingly the case that Soft Touch holds sessions for its users at our own 
premises and workers who do not go out on projects could therefore have contact 
with children, young people and vulnerable adults.  

 In the case of volunteers, if they are regularly working face to face with children, 
young people or vulnerable adults a DBS check will be carried at the discretion of 
the safeguarding officer.  

 
More detail about the DBS checking procedures are contained in the DBS checking 
policy (Appendix C). 
 

4. IMPLEMENTATION  
 In the case of workers needing to discuss issues related to safeguarding with a 

member of Soft Touch they should refer to Vince Attwood in the first instance. If 
Vince is not available, they should refer to another Soft Touch co-director 
(currently, either Joe Crofton, Sally Norman, Helen Pearson or Chris Wigmore).  
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 If it is not possible to discuss the matter with a co-director, workers should 
contact the board lead on safeguarding, Gill Brigden.  

 Soft Touch will review and update its Safeguarding Policy on an annual basis.  

 Soft Touch will make sure that all employees have read and understand the 
relevant policies (as listed above), attended induction training sessions on these 
policies when they join or first work for Soft Touch, and sign a declaration to 
confirm that this is the case.  

 We will provide annual training/discussion sessions and on-going support for all 
employees in relation to the Safeguarding Policy, procedures and best practice. 
This training will ensure that workers are updated on changes in the policy.  

 A report on safeguarding and any issues which have arisen will be presented to 
the board every six months.  

 Soft Touch is committed sending all workers to relevant external training (for 
example provided by the Local Safeguarding Children Board).  

 A record of relevant training attended by Soft Touch workers will be kept by the 
project administrator and reviewed annual by the safeguarding officer.  

 Soft Touch will ensure that project partners are informed of their responsibilities 
(see below) and will make sure that partners are aware of the Soft Touch 
Safeguarding Policy, which will be available on our website: http://www.soft-
touch.org.uk/about/our-standards/  

 Soft Touch employees will be aware of, and prepared to put into operation, the 
procedures as detailed below with regards to action in the case of suspected 
abuse or neglect.  

 For child protection purposes, any staff member is authorised to contact the 
Safeguarding Officer out of hours (ie on his home telephone or mobile number) 
or, if he is not available, to contact any other co-director or the board lead on 
safeguarding.  

 

5. PROCEDURES  
5.1 Project partners’ responsibilities  

 Soft Touch expects project partners to make a commitment to the safety of all 
children, young people and vulnerable adults alongside other participants: project 
partners are ultimately responsible for the welfare and safety of all participants.  

 All project partners will be informed by project co-ordinators of Soft Touch’s 
Safeguarding Policy. They will be directed to the company’s website to view it 
and given the opportunity to ask for a printed copy if needed.  

 Partners will also be informed that Soft Touch operates a complaints procedure 
and that this should be used if they have any concerns about a member of Soft 
Touch staff. The complaints procedure is available on the Soft Touch website.  

 
5.2 Soft Touch working practices  

 When Soft Touch works with project partners we ensure that safeguarding 
matters are discussed and roles and responsibilities clarified: this will include 
signposting project partners to this Safeguarding Policy as well as requesting to 
see copies/be informed of project partners’ working practices and policies. This is 
in order to make sure that safeguarding is built in to the project at its initial 
stages.  

 Where there is no project partner workers will make participants aware of the 
Safeguarding Policy.  



Soft Touch Arts safeguardiing policy, February 2018 

 

8 
 

 Soft Touch requires that workers avoid situations where they are alone with 
young or vulnerable people.  

 Soft Touch requires that workers avoid unnecessary physical contact with project 
participants as this could be misconstrued.  

 Where a worker is in sole charge of a group they will make sure that there is 
another responsible adult on the premises - workers will not be alone with 
children, young people or vulnerable adults, either at a project partner’s building 
or at the Soft Touch premises. Workers will be sure to follow the procedures and 
guidelines laid out in the Lone Working Policy.  

 Where projects are being carried out at the Soft Touch premises workers will be 
aware of the Health and Safety Policy, which means ensuring that all participants 
are made aware of the location of emergency exits, fire extinguishers and 
emergency evacuation procedures.  

 Soft Touch workers will avoid in general having to transport project participants. 
However, some projects/situations may require that workers need to be in a 
vehicle with participants. Workers will never travel alone with one child, young 
person or vulnerable adult except in the case of an emergency, and in this case 
they will inform another Soft Touch worker immediately of the situation.  

 Soft Touch will make sure that all project participants have been able to complete 
a consent form and understand how materials and images produced in a project 
may be used by Soft Touch.  

 Soft Touch will make project participants aware that they can come and talk to 
any Soft Touch workers should they have any issues of concern.  

 Workers need to be familiar with, and follow the guidelines contained in, Soft 
Touch’s Social Networking Policy.  

 
5.3 Recruitment process  
Recruitment and selection panels will implement the following procedures when 
interviewing candidates for paid employment or voluntary positions:  

 Candidates will be asked to produce a current photo ID at the interview;  

 The interviewing panel will question candidates about any gaps in employment 
history which are not accounted for in their application and investigate if no 
satisfactory explanation is given by the candidate.  

 
Soft Touch’s offer of employment is dependent upon both of the following:  

 The outcome of a satisfactory DBS check  

 The receipt of two references on Soft Touch’s reference form - which must be 
verbally corroborated - in which the fitness of the employee for working with 
children, young and people and vulnerable adults will be addressed.  

 

6. RECOGNISING ABUSE AND RESPONDING TO CASES OF  
POSSIBLE RISK  
Any organisation that works with people under the age of 18 and with vulnerable 
adults is required to offer clear guidelines concerning the identification of abuse, and 
what to do if abuse is suspected or in the case of a child, young person or vulnerable 
adult confiding in a Soft Touch worker.  
Soft Touch does not require that workers are experts in safeguarding. However, Soft 
Touch procedures for reacting to suspected abuse are detailed below, and 
procedures for reporting concerns or incidents require that workers report to the 
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Safeguarding Officer whose role it is to provide support and knowledge as 
necessary.  
 
In all cases you must be aware that your first commitment is to the welfare of the 
child, young person or vulnerable adult concerned. As stated above, in many cases 
Soft Touch employees will be working with project partners that are themselves 
ultimately responsible for the welfare of the people involved in projects. However, 
situations may arise which make it necessary for Soft Touch employees to take 
some action. These situations include:  

 A child, young person or vulnerable adult discloses information to a Soft Touch 
worker *  

 A Soft Touch employee being concerned about a child, young person or 
vulnerable adult.  

 A Soft Touch employee having concerns about a project partner.  

 A Soft Touch employee having concerns about another member of Soft Touch.  
 
These procedures lay out how Soft Touch will deal with safeguarding matters. 
However, if for any reason a worker considers that the matter is best dealt with by 
going directly to Social Service or the Police, then they should do so. Contact details 
are attached to this policy as Appendix A.  
 
6.1 A child, young person or vulnerable adult discloses information to a Soft Touch  
worker  
Many cases of child abuse go unreported at the time: it also states that in most 
cases a friend or relative will be the person who is confided in. However, a project 
participant may decide to confide in a member of Soft Touch. All workers should be 
aware of how to deal with this situation. Workers should follow this step-by-step 
guide:  

 Firstly, you must provide the time and space necessary to listen to the person 
concerned and re-assure them that they are right to have chosen to confide in 
someone;  

 You must take seriously any complaint or allegation. However, you must not 
interrogate or question the person other than to clarify your understanding of 
what they are saying or what they mean. In particular, do not ask leading 
questions.  

 It is vitally important that any disclosure made in confidence is recorded factually 
as soon as possible; this is whether or not the matter is taken to another 
authority. Remember, it is not your role to investigate, but to pass on all 
information to the relevant bodies or people. An accurate account should be 
made of:  

 Date and time of what has occurred and the time the disclosure was made;  

 Names of people who were involved;  

 What was said or done by whom, in the person’s own words as far as 
possible;  

 Any action taken by the Safeguarding Officer to gather information and refer 
on;  

 Any further action, e.g. suspension of a worker or volunteer;  

 Where relevant, reasons why there is no referral to a statutory agency;  

 Names of person reporting and to whom reported.  
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 You must be honest with the person, which will involve letting them know that 
you will have to tell someone else about what they have said - do not promise 
confidentiality although frequently in this situation the person involved may 
make such a request. You should, however, make a commitment to the 
person that Soft Touch will keep them informed about any action taken.  

 You will be discreet and only bring the matter to the attention of the necessary 
people. These people are:  

 The Soft Touch Safeguarding Officer, who will decide on a course of action;  

 The project partner responsible for the welfare of children, young people or 
vulnerable adults in their care: this will in most cases be their Safeguarding 
Officer, but it could be the lead project worker.  

 The Safeguarding Officer will then use the appropriate reporting systems for 
the situation and setting a review date. This may be reporting the matter to the 
Local Authority (Children and Young People's Services) or the police. This is 
why recording all information impartially and accurately is vital as this could be 
used for evidence for later use. Contact details for authorities in Leicester and 
Leicestershire are detailed in Appendix A.  

 The Safeguarding Officer will use the appropriate report forms (Appendix B) 
which are available on the staff intranet. Completed forms and any written 
information regarding safeguarding issues concerning individuals will be kept 
in a safe locked place to ensure confidentiality.  

 If statutory agencies are informed of an incident in the first instance by phone, 
the referral will be put in writing within 48 hours.  

 
6.2 A Soft Touch employee being concerned about a child, young person or  
vulnerable adult  

 Soft Touch workers should bring causes for concern to the Soft Touch 
Safeguarding Officer who will decide upon a course of action. This may 
include informing project partners as well as other relevant bodies.  

 The Safeguarding Officer will decide on any follow up action needed by Soft 
Touch and will set a review date to ensure that such action is followed 
through.  

 
6.3 A Soft Touch employee having concerns about a project partner  

 Soft Touch workers should bring causes for concern to the Safeguarding 
Officer who will decide upon a course of action.  

 The Safeguarding Officer will decide on any follow up action needed by Soft 
Touch and will set a review date to ensure that such action is followed 
through.  

 
6.4 A Soft Touch employee having concerns about another member of Soft Touch  

 Soft Touch workers should bring causes for concern to the Safeguarding 
Officer who will decide upon a course of action.  

 If the worker has concerns about the Safeguarding Officer they will take the 
matter to the board lead on safeguarding or use the Whistle Blowing Policy.  

 The Safeguarding Officer, other Worker Director or board lead on 
safeguarding, if appropriate, will decide on any follow up action needed by 
Soft Touch and will set a review date to ensure that such action is followed 
through.  
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7. FURTHER INFORMATION  
All staff are directed to the following documents and websites which provide detailed 
information and guidance on safeguarding issues: 

 Working together to safeguard children: A guide to inter-agency working to 
safeguard and promote the welfare of children, DfE, 2015 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
419595/Working_Together_to_Safeguard_Children.pdf  

 Local Safeguarding Children Board - Leicestershire and Rutland, Procedures 
Manual, 2015  

 llrscb.proceduresonline.com  

 NSPCC https://www.nspcc.org.uk/preventing-abuse/  

 The Safe Network has a wealth of information and guidance 
www.safenetwork.org.uk  

 


