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Safeguarding Policy  

Appendix A: Code of Conduct 

General 

In order that staff or volunteers do not place themselves, children or adults at risk of harm or of 

allegations of harm to a pupil/adult at risk, we require Future First staff and volunteers to: 

 Conduct yourself in a professional manner with any children/adults at risk, avoiding any sense 

of friendship or favouritism; 

 Avoid situations where you are on your own with a child or adult at risk and, in such 

circumstances, plan ahead, and signal the arrangement to another staff member.  Measures 

include ensuring that there is easy sight into the room (no closed doors); having another adult 

in the vicinity; 

 Not give lifts in cars (or any private vehicle) to pupils/adults at risk, particularly one-to-one, 

other than in an emergency when another staff member should be informed of the 

circumstances as soon as practicable; 

 Seek advice from Future First’s Safeguarding Lead if any interaction with a child or adult at risk 

seems out of the ordinary or makes you feel uncomfortable. 

 

Recognising Abuse 

Physical 

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

suffocating or otherwise causing significant 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 or adult 

at risk.  

Emotional 

Emotional abuse is the persistent emotional maltreatment of a child/adult at risk such as to cause 

severe and persistent adverse effects on the adult at risk’s / child’s emotional development. It may 

involve conveying to children/adults at risk 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 adult at 

risk/child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they 

say or how they communicate. These may include interactions that are beyond the adult at risk’s / 

child’s developmental capability, as well as overprotection and limitation of exploration and 

learning, or preventing the adult at risk/child participating in normal social interaction. It may involve 

seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyber 
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bullying), causing children/adults at risk frequently to feel frightened or in danger, or the exploitation 

or corruption of children/adults at risk. Some level of emotional abuse is involved in all types of 

maltreatment of a child/adult at risk, though it may occur alone. 

Sexual abuse and exploitation 

Sexual abuse involves forcing or enticing a young person or adult at risk to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the child/adult at risk 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 participating in the production of, sexual images, watching sexual 

activities, encouraging children/adults at risk to behave in sexually inappropriate ways, or grooming 

a child/adult at risk 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. 

Child sexual exploitation (CSE) is a type of sexual abuse. When a child or young person is exploited 

they're given things, like gifts, drugs, money, status and affection, in exchange for performing sexual 

activities. Children and young people are often tricked into believing they're in a loving and 

consensual relationship. This is called grooming. They may trust their abuser and not understand that 

they're being abused. 

Neglect 

Neglect is the persistent failure to meet an adult at risk’s or child’s basic physical and/or 

psychological needs, likely to result in the serious impairment of the adult at risk’s or 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. 

  

If you suspect a child or adult at risk may be at risk of harm 

If, as a Future First member of staff or volunteer, you have any reason to suspect that a child or adult 

at risk may be at risk of harm, the following procedure should be followed: 
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 Stay calm  

 If a disclosure has been made, reassure the child/adult at risk that they are right to tell 

someone of their concerns. 

 Do not promise confidentiality. Be honest. Explain who you need to pass the information on to 

and why (i.e. the appropriate person who will seek further advice and help.) The individual 

can accompany you if they wish. Only the people who need to know will be told. 

 Allow the child/ adult at risk to speak in their own way and at their own pace, avoid 

interrupting when they are recalling significant events. Take a note if you can. 

 Do not be judgemental, but make a professional judgement on the likelihood of harm 

occurring. 

 Do not interview the child or adult at risk; do not ask leading questions. Some factual questions 

are permitted in order to gather as much information as possible to create a full picture of 

what has happened so that this can be reported to the designated person. 

 Only clarify what the child/adult at risk is trying to say and ascertain whether there are any 

immediate issues of safety for the child/adult at risk or any other children/adult at risk. 

 Note as accurately as possible what was said, use the adult at risk’s / child’s own words, do 

not interpret. Include the time, context and location of the disclosure, as well as the date and 

time of the notes. Notes should be made as soon as is possible after the disclosure. In addition 

to the individual’s name, add the address, date of birth, telephone contact and 

school/college. 

 If you are a volunteer, tell the Future First staff member who you are working with that you 

have concerns and/or alert the school’s Safeguarding Lead. If the school’s Safeguarding 

Lead is not immediately available, the Future First staff member will provide you with a 

safeguarding incident report form to complete. 

 If you are a Future First staff member, do not investigate any suspicions, allegations or incidents 

of abuse, or contact the individual’s parents or carers, but report the incident within the hour 

(or as soon as practicable) to Future First’s Safeguarding Lead and, if appropriate, the school 

or college’s Safeguarding Lead. The incident should be reported on the organisation’s 

safeguarding incident report form, and you should pass on any written notes (taken while 

speaking to the child or adult at risk) to the Safeguarding Lead as well. 

 Future First’s Safeguarding Lead will, in the first instance, make contact with the 

school/college’s Safeguarding Lead. However, where there is a concern that a child or adult 

at risk is experiencing, may already have experienced abuse or neglect, is suffering or is likely 

to suffer ‘significant harm’ then Future First’s Safeguarding Lead will refer immediately to the 

DO (Designated Officer) in Children’s Services at the local authority and, in emergencies, the 

police. 

 Where there is concern of a real threat to life, Emergency Services must be contacted 

immediately. 
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 If Future First’s Safeguarding Lead is not available, advice should be sought from the Deputy 

Safeguarding Lead. Appendix B provides further guidance on recording and storing details of 

incidents, and contacting the relevant authorities. 

  

Specific advice relating to mobile phones, digital communication and social 

media 

 Other than general communications on behalf of the Charity itself, or where it is required for a 

virtual programme such as online mentoring, text messages and messaging services such as 

WhatsApp should not be used to communicate with children or adults at risk. Where it is 

necessary, such communication must have the written permission of the charity and the 

adult’s/child's parents/guardians and only in exceptional circumstances (usually related 

directly to the safety and well-being of the child/adult at risk) with the prior approval of a 

senior member of staff. 

 Mobile numbers of students must not be stored on a personal mobile and children/adults at 

risk should not have access to Future First staff or volunteer personal mobile numbers. 

 Unless required for a virtual programme such as online mentoring, encrypted messaging 

services such as WhatsApp may only be used to contact children/adults at risk by Future First 

staff members who have been DBS checked, and only used on the phone and number 

provided by Future First. 

  

Digital communication 

 Transparency, openness and appropriate professional purpose must underpin any of Future 

First's interaction with children/adults at risk via electronic and digital means. 

 It is good practice to keep email contact brief, formal and professional. 

 Staff should never give children or adults at risk their personal email addresses. 

 Volunteers should not exchange any contact details with children or adults at risk. Any 

contact between volunteers and pupils should be facilitated by the Charity or the 

school/college. 

  

Facebook and other Social Networking Sites 

 It is not appropriate for staff or volunteers to connect with (e.g. become Facebook "friends" or 

follow on social media) any child or adult at risk met through Future First. 

  

Photography / Video recording/ Audio recording 
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 Any photograph, video or audio recording taken of a child or adult at risk must be for 

legitimate purposes in accordance with the Charity's objectives. The validity and necessity of 

such photograph or recording must be transparent, obvious and approved in advance by the 

Safeguarding Lead. 

 Consent for taking and use of photographs, video or audio recording must be obtained; 

recordings must never be clandestine. 

 It is good practice to obtain the child’s permission to use their image even when their parent 

or teacher has given consent. (See the National Society for the Prevention of Cruelty to 

Children ("NSPCC") guidance on photography.) 

 Full details of the consent policy and process for photography, video and other media can be 

found by Future First staff on the knowledge base site. 

 

Referral flow chart 
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