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1. What is Safeguarding? 
Safeguarding is a term that describes the actions used to keep children and adults-at-risk 
safe from abuse. The terms Child, Children and Young People refer to those under the age 
of 18 as defined by the Children Act 2004. A adult-at-risk is a person aged 18 years or over 
who may be unable to take care of themselves or protect themselves from harm or from being 
exploited. 
 

Types of abuse 
The main categories of abuse are physical, emotional, sexual and neglect, but abuse also 
includes Child Sexual Exploitation (CSE), Bullying and cyberbullying, Female Genital 
Mutilation (FGM), extremism and radicalisation (Prevent), grooming, Domestic Violence 
(DV), County lines and others. More comprehensive information on types of abuse is 
available from the NSPCC on their website.  
 

2. Our Responsibilities 
Arun Church, Arun Church: Wickbourne Centre, Refresh Trading Ltd and Arun Creative 
(the ‘Company’) including Playcentres, CAP Debt Help, and Arun Youth Projects aim to 
adopt the highest possible standards and take all reasonable steps to safeguard the welfare 
of children and adults-at-risk, and to prevent their abuse. We recognise that creating a 
culture of safeguarding is everyone’s responsibility and that clear communication is key to 
preventing abuse. 
 
We accept the principles laid out by the Children Act 2004 and the Care Act 2014, and work 
within current government and local authority guidelines including: 

• Working Together to Safeguard Children (July 2018) 
• Pan-Sussex Child Protection and Safeguarding Procedures  
• West Sussex Safeguarding Children Partnership (WSSCP) 
• West Sussex Safeguarding Adults Board (WSSAB) 
• West Sussex Continuum of Need/Threshold guidance 
• West Sussex Adults Safeguarding Thresholds 

 
This policy applies to all staff, trustees and volunteers working across the organisation and 
is available to everyone online at https://www.arunchurch.com/safeguarding. Other policies 
linked to this document include: Recruitment & Induction, Public Interest Disclosure 
(Whistleblowing), Complaints, Privacy Notice, Disciplinary, Grievance, Health and Safety, 
and Equality, Inclusion & Diversity which are available in the employee handbook and 
company intranet. 
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Recruitment & Training 
The Company follows safe recruitment procedures (outlined in the Recruitment & Induction 
Policies) to ensure the suitability of staff and volunteers. Measures include: 

• Ensuring all adults both paid and voluntary are aware that work with children is exempt from 
the provisions of the Rehabilitation of Offenders Act 1974, 

• Securing two references, ideally from previous employers, for every application, 
• Completing Disclosure and Barring Service (DBS) checks, 
• Requiring everyone to undertake safeguarding induction training within 6 weeks of start date 
• Completing regular 1:1 supervision with staff, and session debriefs 

 
All staff and volunteers are made aware of these safeguarding procedures and must 
complete appropriate safeguarding training every year. Everyone should be able to recognise 
the possible signs of abuse including neglect, emotional, physical or sexual abuse, among 
others The level of training will depend upon the role and responsibility of the individual:  

• Level 1 – for those with infrequent and supervised contact 
• Level 2 – for those with more regular and/or unsupervised contact 
• Level 3 – for those with Designated Safeguarding Lead or Officer responsibilities. 

 

Designated Safeguarding Lead 
The Designated Safeguarding Lead (DSL) holds responsibility for all safeguarding issues 
within the Company. The role of the DSL is to collect and clarify the precise details of any 
safeguarding concern and to decide on the appropriate action. Where necessary, the DSL 
will refer the information to the relevant authority whose responsibility it is to investigate.  
 
The Designated Safeguarding Lead (DSL) for Arun Church is:  

• Jon Jolly    jon.jolly@arunchurch.com   07713 639690 
 
The DSL works alongside additional Designated Safeguarding Officers (DSO) for different 
parts of the Company. The DSOs will respond to safeguarding concerns and liaise with the 
DSL. Designated Safeguarding Officers are: 
 
• Ben Young     ben.young@arunchurch.com  07834 223001 
• Wendy Groussin (Playcentre)  wendy.groussin@arunchurch.com  01903 850984 
• Charlotte Black (Playcentre) charlotte.black@arunchurch.com  01903 867582 
 
The church trustee with safeguarding responsibility is:  

• Andy Gill   andy.gill@arunchurch.com  
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3. Responding to Safeguarding Concerns 
The following steps outline the Company process for dealing with concerns of abuse. They 
are set out under headings known as The 5 R’s of Safeguarding: 

1. Recognise 
2. Respond 
3. Report 
4. Record  
5. Refer 

 
The summary flow chart outlines the process for what happens if you have a concern over 
the safety and wellbeing of someone. The flow chart should be printed out and available in 
all premises and settings where the Company operates and made known to all staff and 
volunteers.  
 
Following steps 1-4 are the responsibility of the individual who raises the concern. Step 5 is 
usually the responsibility of the Designated Safeguarding Lead (DSL) and Designated 
Safeguarding Officers (DSOs). 
 
Further detailed information on each step of the process is outlined after the flow chart below.  



 6 

Responding to Safeguarding Concerns - Flow Chart 
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The Designated Safeguarding Lead (DSL) for Arun Church is:  
• Jon Jolly     jon.jolly@arunchurch.com  07713 639690 

Additional Designated Safeguarding Officers (DSO) are: 
• Ben Young (Kids, Youth & Community Projects) ben.young@arunchurch.com  07834 223001 
• Wendy Groussin (Playcentre Rustington)   wendy.grousson@arunchurch.com 01903 850984 
• Charlotte Black (Playcentre Wickbourne)  charlotte.black@arunchurch.com  01903 867582 
The church trustee with safeguarding responsibility is: 
• Andy Gill      andy.gill@arunchurch.com  
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The 5 R’s of Safeguarding: 

1. Recognise 
The ability to recognise signs or behaviour that may indicate abuse is of fundamental 
importance. All staff and volunteers will receive training on safeguarding and should be able to 
recognise the possible signs of abuse including neglect, emotional, physical or sexual abuse, 
among others. Some common signs that there may be something concerning happening in a 
person’s life include: 

• unexplained changes in behaviour or personality 
• becoming withdrawn 
• seeming anxious 
• becoming uncharacteristically aggressive 
• lacks social skills and has few friends, if any 
• poor bond or relationship with a parent or carer 
• knowledge of adult issues inappropriate for their age or ability 
• running away or going missing 
• always choosing to wear clothes which cover their body 
• physical injuries that are likely to be non-accidental, including 
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Concerns should be raised when there are: 
• Injuries to both sides of the body 
• Injuries to soft tissue 
• Injuries with particular patterns 
• Any injury that doesn’t fit the explanation for it 
• Delays in presentation – injuries that seem to have occurred previously 
• Untreated injuries 

 
In children, the NSPCC states that particular attention should be paid to bruises which 
have ‘petechiae’ (dots of blood under the skin) around them, which are found more 
commonly in children who have been abused than in those injured accidentally. Clusters 
of bruises are also a common feature in abused children and adults-at-risk. These are 
often on the upper arm, outside of the thigh or on the body. Furthermore, abusive 
bruises can often carry the imprint of the implement used or the hand. 
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As signs of abuse can often have other explanations, it is important people are confident in 
raising any concerns without worrying they might get it wrong. More information on spotting 
signs of abuse is available from the NSPCC here.  
 

2. Respond 
No sign of abuse should ever be ignored. The welfare of the child or adult-at-risk is 
paramount. Statements about, or allegations of abuse, or neglect made by children or 
adults-at-risk, must always be taken seriously. 
 
If you believe a person is in immediate risk of harm, call 999 and follow their instructions. 
You should then inform the Designated Safeguarding Lead (DSL) at the earliest opportunity. 
 

Where a child or adult-at-risk discloses incidences of abuse directly to staff or 
volunteers, you should: 

• Stay Calm. The individual disclosing abuse may be very scared and emotional in sharing 
the information. Use empathetic listening skills, and do not let them know if you feel 
panicked, shocked or outraged as this may make them stop. 

• Don’t push for information. Use open questions (not leading or suggestive ones) to 
gather enough information to clarify the nature of the disclosure so you can report it and 
discern if they are in immediate danger. It is not your role to get a detailed account, 
so do not probe with further questions.  

• Explain you must share this information. You must not make any promises about what 
will happen next. Be clear that it will be treated in confidence, but will be recorded and 
passed on to the appropriate person. It is the responsibility of the Designated 
Safeguarding Lead or Designated Safeguarding Officers to decide whether there is any 
cause for further action. 

• Reassure them that they have done the right thing by telling you. 
 

3. Report 
If any staff or volunteer has any concerns which may suggest someone is being abused or is at 
risk of harm, they must report it to their Team Leader/Manager immediately who will liaise with 
the Designated Safeguarding Lead (DSL) or Designated Safeguarding Officers (DSO). It is the 
responsibility of the Designated Safeguarding Lead or Designated Safeguarding Officers to 
decide whether there is any cause for further action. 
 
Staff and volunteers also have the right to share their concerns directly with the Integrated Front 
Door, Adult Social Care or the Police without affecting their terms of employment (see 
Whistleblowing Policy) but we encourage people to go through the company’s DSL or DSO. All 
concerns must be reported and should never be ignored. 

Allegations About Staff or Volunteers 
If a complaint or allegation of abuse or harm is made against a member of staff or 
volunteer, it will immediately be brought to the attention of the DSL who will arrange for 
discussions to be held with the person, if appropriate. The Company’s Disciplinary 
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Procedure will be followed where applicable and we will ensure that we cooperate fully 
with any investigation. 
 

4. Record 
Once a concern has been reported to the appropriate person, it must be recorded. All concerns 
should be recorded in writing within 12 hours. The usual method will be to complete the online 
form at http://www.arunchurch.com/safeguarding. All written records should be clear and factual, 
containing what was seen, heard and what action was taken. They should include: 

• The individual’s name, full address, date of birth (if known) 
• Date and time of the disclosure/observation 
• Exact record of any conversation or disclosure (in their own words) 
• Name of person to whom disclosure was made. 
• Names of any third-party present. 
• Location of any injuries including their colour and shape. 

 
The DSL will be notified when a concern is logged online. They may contact you for more 
information on your concern. The DSL will review the concern and make a decision on 
the most appropriate action, based on the West Sussex Continuum of Need Thresholds 
Guidance or the Adults’ Safeguarding Thresholds Guidance. The action will be one of the 
following options: 

• Monitor – keep an eye on the situation, asking the team to report additional concerns, 
and setting a deadline for review. 

• Follow-Up – discussing the concern with the individual, parent/carer or other 
professionals as appropriate. Then deciding to Monitor or Refer 

• Raise A Concern (Refer) – make a referral to the appropriate authorities. See below.  
 
All concerns will remain confidential, be stored securely, and shared on a need to know 
basis in line with the Company’s Privacy Statement available at 
www.arunchurch.com/privacy. Records relating to children will be kept until the child is 
25 (this is seven years after they reach the school leaving age) (Information and 
Records Management Society (IRMS), 2016). Records related to an adult’s behaviour 
around children will be kept in their personnel file either until they reach the age of 65 or 
for 10 years – whichever is longer (IRMS, 2016; Department for Education (DfE), 2020). 
This applies to volunteers and paid staff. In certain cases, records may be kept for 
longer periods of time, but must be clearly marked with the reasons for the extension 
period. 
 

5. Refer 
Making a referral is usually the responsibility of the DSL or DSO. It is their responsibility to gather 
information and decide on what action to take. This allows for consistency in the process and for 
the DSL to build relationships with the referral agencies. Staff and volunteers also have the right 
to share their concerns directly with the Integrated Front Door, Adult Social Care or the Police 
without affecting their terms of employment (see Whistleblowing Policy), but we encourage people 
to go through the DSL or DSO. 
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To make a referral, the DSL or DSO will contact one of the following: 
• Integrated Front Door: 

The Integrated Front Door (IFD) is the only public contact point for Early Help and 
Children’s Social Care. The IFD for West Sussex Children Services ensures that all 
enquiries and referrals are triaged upon receipt and directed to the appropriate service to 
support with the query, providing a seamless process with children receiving a service 
proportionate to their needs in a timely way. The team comprises of qualified Early Help 
specialists, qualified Social Care specialists, qualified managers, Customer Service 
Centre Agents and social care referral advisors. 
Referrals should usually be made via the online referral form. 
You can also call 01403 229900 (Mon-Fri 9am to 5pm), or 033 022 26664 for 
emergencies out of office hours, weekends and bank holidays. 

• Adult’s Social Care:  
Referrals should usually be made via the online referral form. 
The general public can also call 01243 642121 to discuss concerns, or 033 022 27007 
for emergencies out of office hours, weekends and bank holidays. 

• Sussex Police (non-emergency): 101 
 
Wherever possible, concerns about an individual should be discussed with their 
parents/carers or immediate family and agreement sought for a referral unless this may: 

• Place the individual at risk of significant harm e.g. by the behavioural response it prompts 
or by leading to an unreasonable delay. 

• Lead to the risk of losing evidential material. 
• In cases where fabricated or induced illness is suspected. 

 
If a parent/carer has agreed to give their consent for a referral this should be recorded 
and confirmed in the referral. A decision not to seek consent before making a referral 
must also be recorded and reasons given when making the referral.  
 
All referrals must be confirmed in writing by the referrer within 24 working hours if not 
already submitted online. The helpdesk advisors are responsible for making initial 
assessment as to the nature of the referral, and with a social services manager decide 
whether an investigation should take place. 
 
Where concerns or an allegation involves a member of staff or volunteer, the DSL will 
also contact:  

• The Local Area Designated Officer (LADO): 0330 222 3339 
LADO@westsussex.gov.uk within 24 hours, and 

• Ofsted for concerns relating to a childcare setting: 0300 123 1231 or https://www.report-
childcare-incident.service.gov.uk/serious-incident/childcare/update-incident/ within 14 
days 

 
Depending on the outcome of the investigation, a DBS referral may also be triggered. 
Parent/Carers of the alleged victim(s) will be supported and informed of all progress. 

 
Other Contacts for advice on Safeguarding children: 

• NSPCC for concerns over a child: 0808 800 5000, www.nspcc.org.uk  
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• Thirtyone:eight (Formerly the Churches’ Child Protection Advisory Service) for advice on 
safeguarding issues: 0303 003 11 11, www.thirtyoneeight.org  

 

Escalation – Taking Concerns Further 
If you believe that a safeguarding concern is not being taken seriously, or is not being dealt 
with in a timely or appropriate manner, you should seek to escalate your concern. Initially, 
this should be with the Designated Safeguarding Lead (DSL). If your concern is not satisfied, 
then you should contact the Trustee with safeguarding responsibility. Staff and volunteers 
also have the right to share their concerns directly with the Integrated Front Door (IFD), Adult 
Social Care or the Police without affecting their terms of employment (see Whistleblowing 
Policy), but we encourage people to go through the DSL or DSO. Remember, If you believe 
a person is in immediate risk of harm, call 999 and follow their instructions 
 
Occasionally situations arise when workers within one agency feel that the decision made 
by a worker from another agency is either not safe or not in the best interests of a child; this 
may relate to professional involvement in early help services, children in need, child 
protection or children looked after. The WSSCP Escalation Policy provides workers with the 
means to raise concerns they have about decisions made by other professionals or 
agencies by: 

• Encouraging professional curiosity 
• Avoiding professional disputes that put children at risk or obscure the focus on the child 
• Resolving the difficulties within and between agencies quickly and openly 
• Identifying problem areas in working together where there is a lack of clarity and to promote 

the resolution via amendment to protocols and procedures 
 
More information about the WSSCP Escalation Policy is available here. 
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Minimising Risk 
The safety of children and adult at risks is the responsibility of all staff and volunteers, and 
everyone has a duty to ensure a safe environment, and to report any issues or concerns. The 
following points are general actions that should be taken at all our activities to help minimise 
risk. 
 

• Activities with children will be covered by regular risk assessments as outlined in the 
company’s Health & Safety Policy.  

• All activities which involve a single child or adult at risk working with an adult should take place 
in a public area or room which can be easily observed by other staff in nearby areas. If this is 
not possible, permission should be sought from a manager/leader with consideration to the 
Lone Working Policy.  

• Only DBS-checked staff or volunteers will supervise children in the toilet/washroom area, and 
only when necessary to assist a child. 

• All visitors, staff and volunteers must sign in as they enter and exit the building/venue.  
• Staff and volunteers should not give out personal mobile numbers, email addresses or chat to 

service users on social network websites (see Acceptable Use of IT and Social Media Policy). 
• Staff will not be allowed access to mobile phones during sessions unless authorised by the 

manager and any volunteers/parents coming into the session will be asked to leave mobile 
phones in their bag in the hallway or in the storage area provided.  

• The Company will always ensure the appropriate level of supervision for children in our care 
adhering to specific requirements where necessary. 

o For childcare settings, the ratios set out by Ofsted in Statutory framework for the early 
years foundation stage 

o For other activities, the NSPCC Guidance on appropriate levels of supervision for 
children and young people will be used. Supervision levels will vary depending on 
children’s age, gender, behaviour and abilities but will usually be a minimum of: 

§ 1 adult to 3 children for 0-2 years 
§ 1 adult to 4 children for 2-3 years 
§ 1 adult to 8 children for 4-8 years 
§ 1 adult to 8 children for 9-12 years 
§ 1 adult to 10 children for 13-18 years 

For high-risk activities the ratio should be appropriate to the level of risk as determined by 
Risk Assessment. 
 


