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HARLOW COUNCIL 
 

CHILD AND VULNERABLE ADULT SAFEGUARDING POLICY 
 

 
1.  Introduction 
1.1 This Policy is based on the Council’s responsibilities under Sections 27 and 47 of the Children  

Act 1989 and Sections 10, 11 and 13 of the Children Act 2004 which place a duty on public 
bodies, including District Councils, to make arrangements to promote co-operation between 
the authority and its partners in respect of Safeguarding matters; ensure that their functions are 
discharged with regard to the need to Safeguard and promote the welfare of children and 
young people; and to participate in the work of local Safeguarding Children Boards. 

 
1.2 The Policy also incorporates guidance from the Essex Safeguarding Vulnerable Adults Board 

for the Protection of Vulnerable Adults.     
 
1.3 This Policy commits all Harlow Council staff, elected Members and volunteers, regardless of 

their role, to report and refer any concerns they may develop regarding the safety of any young 
person or vulnerable adult, following the current procedure - see Scope 4.1 

 
2.  Harlow Council’s Policy commitment 
2.1  Harlow Council believes that all children, young people and vulnerable adults have the right to 

be safe, happy and healthy and deserve protection from abuse and exploitation.  The Council 
is committed to safeguarding from harm all children, young people and vulnerable adults in 
receipt of any of its services and involved in any of its activities, and to treat them with respect 
during their dealings with the Council. 

 
 
3.  Aim of the Policy 
3.1 The aims of the policy are to:  
 

 Clarify the roles and responsibilities of all parties within scope of the policy  
 

 Support the promotion of a safe working environment and a culture of care in which the 
rights of all children, young people and vulnerable adults are protected and respected  
 

 Promote and embed clear guidance and procedures for those employees working with 
children, young people and vulnerable adults, and ensure through training and support that 
they are aware of these and able to implement them – see Appendix 1  

 
 Provide a framework for developing partnerships with appropriate external bodies e.g. 

Essex Safeguarding Children Board and Essex Safeguarding Vulnerable Adults Board, to 
ensure that the policy continues to reflect legal and best practice requirements in respect of 
the responsibility and care of children, young people and vulnerable adults 

 
 
 
 
 
 
 
4. Scope of the Policy 
4.1 The policy is in respect of the Council’s responsibility towards: 



Reviewed Nov 2012 2

 
 Children and young people legally defined as any person under the age of 18, or up to the age 

of 25 where the young person has a disability.  From this point on, the terms ‘child’ or ‘children’ 
will be used to refer to this group. 
 

 A vulnerable adult is any person aged 18 or over who (1) is or may be in need of community 
care services by reason of mental, physical or learning disability, age or illness; and who (2) is 
or may be unable to take care of him or herself or unable to protect him or herself against 
significant harm or serious exploitation   

 
 This Policy and any related procedures and guidance applies to all Harlow Council employees 

(including agency workers, interims and consultants), elected Members and volunteers who 
have contact with children, or vulnerable adults. It also applies to people working on behalf of 
the Council where they are not bound to comply with their own organisation’s Child Protection 
Policy i.e. sports coaches or alternative partner providers 

 
4.2 The Policy covers all the functions and services of the Council, its elected  

Members, staff and contractors.   
 
4.3  The policy does not cover health and safety issues related to safeguarding  

children such as use of play equipment or provision of food at events   
 

4.4 The policy should also be used in conjunction with: 
  

 SET (Southend, Essex and Thurrock Child Protection) Procedures 
 Disciplinary Procedure, Grievance Procedure and Whistle Blowing Policy  
 Data Protection Policy  
 IT Acceptable Use  
 Equalities Framework 
 Corporate Complaints procedure  
 Dignity at Work Policy  
 Health & Safety at Work guidance  
 Officers’ Code of Conduct 
 
Harlow Council takes its responsibilities in respect of Child Sexual Exploitation, Honour Based 
Abuse and Domestic Abuse very seriously and shall introduce policies and/or procedures and 
guidance to assist staff and those working for and on behalf of the Council to take appropriate 
action where there are concerns of this nature. These documents will be made available via 
the Council’s website and Infonet. 

 
 
5. Review 
5.1 The policy will be reviewed annually and whenever there is a change in the related legislation. 

This will help ensure that these documents are up to date and fit for purpose. 
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6. Definition of Abuse 
A person may abuse a child or vulnerable adult by inflicting harm, or by failing to act to prevent harm. 
Children and vulnerable adults may be abused in a family or in an institutional or community setting; 
by those known to them, by people working with them or, more rarely, by a stranger. 
 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating, or otherwise causing physical harm, including by fabricating the symptoms of, or 
deliberately causing, ill health. 
 
Emotional abuse is the persistent emotional ill-treatment of a child or vulnerable adult such as to 
cause severe and persistent adverse effects on the child or vulnerable adult’s emotional development 
or self-esteem. It may involve conveying to the child or vulnerable adult that they are worthless or 
unloved, inadequate, or valued only in so far as they meet the needs of another person.  It may 
involve age or developmentally inappropriate expectations being imposed, causing the child or 
vulnerable adult frequently to feel frightened, or the exploitation or corruption of children or vulnerable 
adults.  It may involve deprivation of contact, control, coercion, intimidation or harassment. 
 
Sexual abuse involves forcing or enticing a child or vulnerable adult to take part in sexual activities, 
whether or not the child or vulnerable adult is aware of what is happening. The activities may involve 
physical contact, including penetrative (e.g. rape or buggery) or non-penetrative acts. They may 
include involving the child or vulnerable adult looking at, or in the production of, pornographic material, 
or encouraging them to behave in sexually inappropriate ways. 
 
Neglect is the persistent failure to meet a child’s or vulnerable adult’s basic physical and/or 
psychological needs, likely to result in the serious impairment of their health or development, such as 
failing to provide adequate food, shelter and clothing, or neglect of, or unresponsiveness to basic 
emotional needs. 
In vulnerable adults this may appear to be as a result of self-neglect but still requires action. 
 
Financial abuse is particularly relevant to vulnerable adults and may include theft, fraud, exploitation 
and pressure in connection with wills, property or inheritance or financial transactions. It may include 
the misuse or misappropriation of property, possessions or benefits by someone who has been trusted 
to handle their finances or who has assumed control of their finances by default. 
 
 
6.1 Responsibility for protecting children and vulnerable adults 
Responsibility for the implementation of this policy lies with all staff at all levels of the Council. 
 
Council Members are responsible for ensuring that the Council has a Children and Vulnerable Adults 
Safeguarding Policy and for working within its remit at all times and that there is a Designated 
Safeguarding Officer in place at all times. 
 
Heads of Service in conjunction with Service Managers and Human Resources are              
responsible for:   
 

6.1.1 Identifying those services and posts that are likely to have an involvement with children and/or  

vulnerable adults  
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6.1.2  Ensuring that those people appointed by them to the Council, whose normal duties involve   
          caring for, training, supervising or being in sole charge of children or vulnerable adults are  

screened via the Disclosure and Barring Service (DBS) process at the appropriate level prior to 
appointment (as required by Statute) and are appropriately qualified and/or trained in working 
with these groups 
 

6.1.3  Ensuring that all necessary procedures and practices are in place to provide adequate 
protection both for the individuals in these groups but also protection for the employees 
involved with them. Safer Recruitment policies and procedures will be maintained by the 
Council 

 
6.1.4  Ensuring that employees, volunteers and other workers dealing with these groups maintain  
          adequate training and awareness of their responsibilities in this area 
 
6.1.5  Ensuring that external contractors and other bodies delivering Council Services are aware of 

the Council’s expectation that workers are aware of Harlow Council Child and Vulnerable Adult  
          Safeguarding Policy and abide by the standards of behaviour expected of Council employees 
 
6.1.6  Ensuring that carers and/or parents of the children and vulnerable adults are aware that in  
           providing services Council employees are not acting in loco parentis  
 
6.1.7  Ensuring that this policy is made available to carers and/or parents of the children and  
          vulnerable adults to whom the Council is providing services 
 
6.1.8  Ensuring that employees and others do not undertake direct work with children or vulnerable  
          adults without an enhanced DBS check except under skilled supervision where approval has  
          been given by the Head of Service or nominated officer prior to commencement of the role   
 
6.1.9  Ensuring that proper records are kept of any incidents occurring within their service and that  
         these are held securely and/or passed on to Human Resources if the incident involves a  

member of staff.  The Harlow Council Safeguarding Process Flow Chart and the Reporting a 
Concern Record form can be found on Infonet.  
 

6.1.10 Working with other associated agencies to ensure the proper transfer of information relating to  
           dealings with children and vulnerable adults, where necessary 
 
6.1.11 Where appropriate Council officers will endeavour to support vulnerable adults, particularly 

those living in Council sheltered accommodation schemes, to make positive and informed 
choices about whom they might invite into their homes to provide direct support services such 
as domestic help and/or personal care. This support could include recommending that 
residents request references in writing and/or a DBS check. 

 
6.2 Human Resources Service is responsible for: 

Working with Heads of Service in maintaining a record of those posts that are likely to work 
with children and vulnerable adults and identifying the level of involvement and the appropriate 
level of screening required.  

 
6.2.1 Ensuring that Safer Recruitment procedures are maintained and followed for all roles identified 

as potentially having contact with children or vulnerable adults and that they are robust and 
that information pertinent to working with these groups is obtained during the recruitment 
procedure.  



Reviewed Nov 2012 5

This procedure will include agency workers and volunteers. Agencies, if used, are responsible 
for the safer recruitment and selection of their own staff but must comply with Harlow Council 
and legislative requirements. 
 

6.2.2 The Council’s policy is that it is the Manager’s responsibility to ensure DBS checks are carried 
out at the appropriate level. HR will monitor all appointments to ensure this has been 
completed.  

 
6.2.3 In conjunction with the Designated Safeguarding Officer, support Heads of Service in dealing 

with allegations of abuse or exploitation by staff 
 
6.2.4 In conjunction with the Designated Safeguarding Officer, to refer information to the DBS or 

LADO or other relevant agencies regarding individuals who pose a risk to children and 
vulnerable adults 

  
 
6.3 Employees:  

All employees and particularly those working with children and vulnerable adults are 
responsible for: 

 
6.3.1 Ensuring that they are familiar with and understand the policies and procedures relating to their 

work with or in the vicinity of children and vulnerable adults 
 

6.3.2 Ensuring that they feel confident in working within this environment and working with their 
managers to ensure that they have the knowledge and skills to carry out their tasks in this 
context  

 
6.3.3 Working within the Equality Act 2010 and related legislation, and treating children and 

vulnerable adults with whom they come into contact with, while carrying out their work equally 
and with respect 

 
6.3.4 Reporting to their line manager any concerns they may have about abuse or a lack of care of 

children and vulnerable adults either from other staff, from carers, parents or those in loco 
parentis or any other person  

 
 
6.4 Volunteers, contractors and other workers are responsible for: 
6.4.1 Working with employees of the Council to the same standards and within the remit of this 

Policy, in ensuring the safety and well-being of children and vulnerable adults with whom they 
may come into contact 

 
6.4.2 Participating in any training or development opportunities offered to them to improve their 

knowledge of skills in this area, or to meet mandatory requirements 
 
6.5 Procedure where there is a concern that a child or vulnerable adult is in danger? 

Where there is concern that any person is in immediate danger or a crime has been 
committed, the worker should always contact the police on 999.  Actions should be reported 
following Harlow Council procedures. The Harlow Council Safeguarding Process Flow Chart 
and Reporting a Concern Record form can be found on Infonet.. 
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The Essex County Council Emergency Duty Team offers out of hours assistance on 0845 6061212 
where there are concerns about the immediate welfare or safety of a child or vulnerable adult.  
 
If a Head of Service or the Designated Safeguarding Officer is not in agreement that anything further 
needs to be done, but there are still strong concerns that a child or vulnerable adult is in danger, 
Social Care should still be contacted. 
 
Harlow Council believes that all children and vulnerable adults have the right to be safe, happy and 
healthy and deserve protection from abuse and will fully support and protect anyone, who in good 
faith, reports a concern about abuse either by this procedure or by our Whistle Blowing Procedure on 
Infonet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sources of further information 
 
Essex Safeguarding Children Board http://microsites.essexcc.gov.uk/microsites/ESCB/refer.htm 
Essex Safeguarding Vulnerable Adults Board  http://microsites.essexcc.gov.uk/microsites/ESAB/ 
 
http://microsites.essexcc.gov.uk/microsites/ESAB/ can provide 
broad advice.  It doesn’t have to be related to a particular case.       
 
http://microsites.essexcc.gov.uk/microsites/ESCB/refer.htm  . 
 
The NSPCC website provides advice on keeping children safe: www.nspcc.org.uk. 
 
www.everychildmatters.gov.uk is the Government website that provides information on the legislation 
and the wider issues of child welfare. 
 
The Department of Health website has information on vulnerable adults 
http://www.dh.gov.uk/PolicyAndGuidance/HealthAndSocialCareTopics/SocialCare/POVA/fs/en  
 
age uk  - ring the advice line on 0800 169 6565 
www.ageuk.org.uk 
 
Ask Sal – call the helpline 08452 66 66 63 
www.asksal.org.uk 
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Appendix 1 
 
Employee Good Practice 
When in contact with or providing a direct service to children or vulnerable adults, employees should 
be clear about what is expected of them and what is unacceptable behaviour on their part. Adhering to 
strict guidelines helps staff to protect themselves from false allegations against them and helps to 
create a positive culture around children and vulnerable adults. 
 
Employees should:-  
• Always work in an open environment and aim to avoid private or unobserved situations whenever 
possible  
• Notify a colleague or Manager when, to work effectively with the child or vulnerable adult the above 
point cannot be observed and ensure a risk assessment is undertaken  
• Always listen to what children and vulnerable adults have to say as they are more likely to discuss 
issues of concern if they know that they will be listened to and taken seriously  
• Treat all children and vulnerable adults equally and with respect and dignity 
• Always put the welfare of the child/vulnerable adult first and foremost 
• Ensure that assistance with any form of manual or physical support required is provided openly and 
appropriately - this applies particularly to children and adults with a disability 
• Aim to establish a good working relationship and communication with parents/carers wherever 
possible and appropriate 
• Always set a good example – be a good role model for children and act in a professional, responsible 
and trustworthy manner at all times 
• Always be prepared to act upon information which may indicate that a child or vulnerable adult is 
being abused or is at risk of being abused and always report concerns to their line Manager or the 
Designated Safeguarding Officer as soon as possible 
• Know how to record, store and share information appropriately regarding concerns they have about a 
child or vulnerable adult 
  
Employees should not:- 
• Divulge their personal details to a child or vulnerable adult - including home address, personal 
telephone number and email address or accept them as ‘friends’ on social networking sites 
• Make arrangements to meet a child or vulnerable adult socially outside of the working environment 
without their line manager’s knowledge and agreement  
• Take a child or vulnerable adult to their home unsupervised; without parental consent or without the 
line managers knowledge and agreement 
• Use inappropriate language in the company of a child or vulnerable adult 
• Allow access to inappropriate literature or images via, books, magazines, television, video, DVD or IT 
• Use physical chastisement under any circumstances 
• Engage in rough, physical or sexually provocative games with children or make sexually suggestive 
comments to a child or vulnerable adult even if it is thought to be in fun 
• Administer medication unless professionally trained to do so 
• Take a child or vulnerable adult to the toilet unsupervised or do things of a personal nature for them 
when s/he is capable of doing it for themselves 
• Transport children or vulnerable adults without an escort. Where it is appropriate to provide transport, 
a risk assessment must be undertaken 
• Allow allegations made by a child or vulnerable adult to go unrecorded or not acted upon 
• Take photographs of children or vulnerable adults without consent from the parent/carer  
• Divulge confidential or other information about a child or vulnerable adult to unauthorised personnel 
 
The above guidance regarding good practice is not exhaustive and staff should always consult their 
line manager or the Designated Safeguarding Officer if they have any doubt about the 
appropriateness of their own actions or that of their colleagues. 
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