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Safeguarding Policy          
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1. Introduction  
Compassionate Inverclyde is committed to promoting the welfare and safeguarding of all 

individuals it engages with.  Everyone has the right to live in safety, with dignity, and free 

from abuse, neglect, or exploitation. 

Safeguarding is underpinned by a rights-based approach and is central to our organisational 

culture, governance, and operations. 

This policy outlines our commitment to safeguarding children and adults at risk, and the 

responsibilities of all those acting on our behalf. 

 

2. Scope 

This policy applies to all individuals acting on behalf of Compassionate Inverclyde, including: 

• Board of Trustees  

• CEO and leadership team  

• Paid staff  

• Volunteers and sessional workers  

• Students and trainees  

Safeguarding is everyone’s responsibility.  All individuals must act in accordance with this 

policy.  Failure to comply may result in disciplinary action, up to and including dismissal or 

termination of role. 
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3. Legal and Regulatory Framework 

This policy is informed by relevant Scottish legislation and guidance, and aligns with 

expectations set by the Office of the Scottish Charity Regulator. 

Key legislation includes: 

• Children (Scotland) Act 1995  

• Adult Support and Protection (Scotland) Act 2007  

• Protection of Vulnerable Groups (Scotland) Act 2007  

• National Guidance for Child Protection in Scotland  

 

4. Definitions 

Child: OSCR defines a child as anyone under 18 years of age 

Adult at Risk:  OSCR defines a vulnerable (or protected) adult as anyone over 18 years of 

age who 

• Is unable to safeguard their own wellbeing, property, rights, or interests 

• Is at risk of harm 

• Is more vulnerable to harm due to disability, illness, or mental disorder 

Abuse includes (but is not limited to): 

• Physical  

• Emotional/psychological  

• Sexual  

• Financial  

• Neglect  

• Discriminatory  

 

5. Policy Aims 

This policy aims to: 

• Protect children and adults at risk involved in our activities  

• Provide clear procedures for recognising and responding to concerns  

• Ensure all staff and volunteers understand their safeguarding responsibilities  

• Embed safeguarding within organisational governance and culture  

 

6. Governance and Accountability 

The Board of Trustees holds ultimate responsibility for safeguarding within Compassionate 

Inverclyde. 

Trustees will: 

• Ensure appropriate safeguarding policies and procedures are in place  

• Monitor safeguarding risks as part of the organisational risk register  

• Receive regular safeguarding reports and updates  

• Ensure appropriate resources, training, and support are available  

• Act in line with their duties to protect the charity’s beneficiaries and reputation  

Safeguarding is a standing governance priority. 
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7. Roles and Responsibilities 

Designated Safeguarding Lead (DSL): 

The CEO is the Designated Safeguarding Lead. 

Responsibilities include: 

• Receiving and responding to safeguarding concerns  

• Making referrals to external agencies where appropriate  

• Maintaining accurate and secure records  

• Providing safeguarding advice and guidance  

• Reporting serious incidents to Board of Tustees and, where required, OSCR  

Deputy Safeguarding Lead: 

A deputy will be appointed to act in the CEO’s absence. 

All Staff and Volunteers: 

• Remain vigilant to signs of harm or abuse  

• Report concerns immediately Appendix A 

• Follow the code of conduct  

• Participate in safeguarding training  

 

8. Safeguarding Principles 

We will: 

• Treat all individuals with dignity and respect  

• Listen to and take concerns seriously  

• Adopt safe recruitment practices, including PVG checks  

• Provide training, supervision, and support  

• Maintain safe physical and online environments  

• Promote a culture of openness and accountability  

 

9. Risk Management 

Safeguarding risks will be: 

• Identified and recorded within the organisational risk register  

• Regularly reviewed by senior management and trustees  

• Mitigated through policies, procedures, and training  

 

10. Reporting Safeguarding Concerns 

Immediate Risk: 

If someone is in immediate danger, contact emergency services (999) without delay.  

All Concerns Must: 

• Be reported immediately to the Designated Safeguarding Lead  

• Be recorded factually and promptly  

• Include relevant details (dates, times, observations, disclosures) Appendix B 

If the concern involves the CEO: 

Report directly to a Trustee. 

External Reporting: 

Concerns may be referred to: 

• Local authority social work services  
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• Police Scotland  

• Other relevant agencies  

Staff and volunteers may escalate concerns externally if they believe: 

• The concern is not being appropriately addressed  

• There is a conflict of interest or risk in reporting internally  

Staff must not investigate concerns themselves. 

 

11. Responding to Disclosures 

If an individual discloses abuse: 

• Listen carefully and remain calm  

• Do not promise confidentiality  

• Reassure them they have done the right thing  

• Do not ask leading questions  

• Record the information accurately  

• Report immediately  

 

12. Managing Allegations Against Staff or Volunteers 

All allegations will be taken seriously and handled in line with appropriate procedures. 

• A risk assessment will be undertaken to determine appropriate action  

• This may include temporary suspension where necessary  

• External agencies will be involved where appropriate  

• The welfare of the individual at risk is the primary concern  

If the allegation involves the CEO, a Trustee will lead the process. 

 

13. Serious Incident Reporting 

Compassionate Inverclyde will report serious incidents to the Office of the Scottish Charity 

Regulator where they: 

• Result in or risk significant harm to beneficiaries  

• Involve misconduct or abuse by staff or volunteers  

• Could significantly impact public trust and confidence  

Reports will be made in line with OSCR guidance. 

 

14. Information Sharing and Confidentiality 

Information will be: 

• Shared on a need-to-know basis  

• Handled in accordance with data protection legislation  

• Shared with relevant authorities where safeguarding concerns exist  

Confidentiality will not prevent the sharing of information where there is a risk of harm. 

 

15. Safer Recruitment 

We will ensure: 

• Appropriate PVG/Disclosure checks are carried out  

• References are obtained and securely stored 

• Safeguarding responsibilities are clearly defined  
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• Induction includes safeguarding training  

16. Training and Support 

All staff and volunteers will: 

• Receive safeguarding training appropriate to their role  

• Have access to ongoing supervision and support  

• Be confident in recognising and reporting concerns  

 

17. Speaking Up and Whistleblowing 

Compassionate Inverclyde promotes a culture where individuals feel safe to raise concerns. 

• Concerns can be raised without fear of retaliation  

• All concerns will be taken seriously and handled appropriately  

• Whistleblowing procedures are in place to support this  

 

18. Record Keeping 

• All safeguarding concerns will be recorded clearly and accurately Appendix B 

• Decisions and actions will be documented  

• Records will be stored securely and retained in line with legal requirements  

 

19. Creating a Safe Culture 

We are committed to: 

• Embedding safeguarding in all activities and decision-making  

• Promoting respect, inclusion, and dignity  

• Ensuring individuals feel safe to speak up  

• Responding to concerns transparently and effectively  

 

20. Related Policies 

This policy should be read alongside: 

• Whistleblowing Policy  

• Complaints Policy  

• Data Protection Policy  

• Recruitment Policy  

• Health and Safety Policy  

• Anti-Bullying and Harassment Policy  

 

21. Monitoring and Review 

This policy will be reviewed every year, or sooner if: 

• There are legislative or regulatory changes  

• A safeguarding incident occurs  

• Best practice guidance is updated  
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Document version control 

Version number Change or update Author or owner Date 

1.0 First version CEO 09/05/2024 

 Dates changed CEO 14/05/2025 

2.0 Second version CEO/Board of 
Trustees 

14/05/2026 
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Appendix A 

Safeguarding Concern – Visual Flowchart 
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  SAFEGUARDING CONCERN?       

(Something seen/heard/told 

Is there immediate danger?    

Listen & stay calm 

Do NOT investigate    
Call 999          

 (Emergency)       

 

Record the concern            

- Facts only                  

- Dates/times                 

- Exact words if possible              

Report immediately to CEO 

(Safeguarding Lead) 

Concern about CEO?    

 

Report to Trustee     DSL assesses risk assess 
& decides next steps 

Referral if needed:           

- Social Work                 

- Police            
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│ Escalate to Trustee or       │   │ Process continues    │ 

│ external agencies            │   │ & is recorded        │ 

└──────────────────────────────┘   └──────────────────────┘ 

 

Key Reminders 

• Do NOT investigate 
• Do NOT delay reporting 
• Do NOT promise confidentiality 
• Always record and report 

 

 

 
 

 
 
 
 
 
 
 
  

 

 

 

 

 

 

 

 

 

 

  

Safeguarding is everyone’s responsibility 

Still concerned? 
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Appendix B 

Safeguarding Concern Report 
Your Details 

Name: 

Role: 

Contact: 

Date: 

________________________________________ 

Person at Risk (if known) 

Name: 

Age/DOB: 

Location: 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 

Details of Concern 

Date/time: 

Location: 

What happened? (facts only) 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 

Disclosure (if applicable) 

(Use exact words where possible) 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 
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Observations 

(Injuries, behaviour, environment) 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 

Immediate Action Taken 

Emergency services contacted? YES / NO 

Reported to DSL? YES / NO 

Details: 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 

Witnesses 

Names/contact: 

_________________________________________________________________________________
_________________________________________________________________________________
_______________________________________________________________ 

Report Submitted To (DSL): 

Date/time: 

________________________________________ 

Signature: 

Date: 

________________________________________ 

Reminder: 

• Do not investigate 

• Do not delay reporting 

• Maintain confidentiality 

 


