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Introduction  

2.1 Aims and Objectives 
 
Everyone who participates in The Wave Project is entitled to do so in an enjoyable and safe 
environment.  The Wave Project has a moral and legal obligation to ensure that, when given 
responsibility for young people, trustees, staff, instructors and volunteers provide them with 
the highest possible standard of care. 
 
The Wave Project is committed to devising and implementing policies so that everyone accepts 
their responsibilities to safeguard children from harm and abuse.  This means to follow 
procedures to protect children and report any concerns about their welfare to appropriate 
authorities. 
 
The aim of this policy is to promote good practice, providing children and young people with 
appropriate safety/protection whilst in the care of The Wave Project and to allow staff and 
volunteers to make informed and confident responses to specific safeguarding and child 
protection issues. 
 

2.2 Definitions 
 
 
A child/young person is defined as a person under the age of 18 (Children’s Act 1989).  
However our policies and procedures also support working with vulnerable adults.  They also 
apply to all children and young people regardless of age, disability, gender, sexual orientation 
or identity, racial heritage, religious belief or social status. 

2.3 Policy Statement 
This policy applies to all staff, including senior managers and the board of trustees, paid staff, 
volunteers and interns, students or anyone working on behalf of The Wave Project.  
 
The purpose of this policy is:  

• to protect all children and young people who are involved with The Wave Project.  
• to provide staff and volunteers with the overarching principles that guide our approach 

to safeguarding.  
 
This policy has been drawn up on the basis of legislation and guidance that seeks to protect 
children including:   

• Children Act 1989  
• United Convention of the Rights of the Child 1991  
• Sexual Offences Act 2003  
• Children Act 2004  
• Data Protection Act 2018  
• Working Together to Safeguard Children (2026) 
• Keeping Children Safe in Education (2025) 
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The Wave Project commitments 
 
The Wave Project commits to the following: 
 
• recognising that the welfare of the child is paramount, as detailed in the Children Act 1989. 

• believing that all children, whatever their age, disability, gender, sexual orientation or 
identity, racial heritage, religious belief or social status should be able to participate in The 
Wave Project in a fun and safe environment. 

• recognising that some children are additionally vulnerable because of the impact of 
previous experiences, their level of dependency, communication needs or other factors. 

• adopting safeguarding and child protection practices through procedures and a code of 
conduct for staff and volunteers and taking all reasonable steps to protect children from 
harm, discrimination and degrading treatment.  

• to respect the rights, wishes and feelings of all children and young people. 

• ensuring all concerns and allegations of unsafe or inappropriate practice or abuse are taken 
seriously and responded to swiftly and appropriately. 

• ensuring all Wave Project employees and volunteers who work with children are recruited 
with regard to their suitability for that responsibility in line with safer recruitment, and 
provided with guidance and/or training in good practice and child protection procedures. 

• providing effective management for staff and volunteers through training, supervision and 
support. 

• understanding that working in partnership with parents, carers and children is essential in 
promoting and protecting the welfare of children and young people. 

• sharing safeguarding and child protection concerns with agencies who need to know and 
involving parents and children appropriately. 

• appointing a member of the management team as Lead Safeguarding Officer and a link 
Trustee for Safeguarding. 

3.1 Gender Diversity and Inclusion  
 

• The Wave Project commits to treating all children with respect and acceptance. All 
Wave Project staff or volunteers who work with children will never try to provide 
advice to, or guide children who are questioning their gender, but instead support 
them and adapt to their preferences.  

• We understand that some young people may feel awkward of uncomfortable in 
getting changed with other people, so we will always endeavour to provide private 
changing facilities for them. Where this is not possible, we will provide participants 
with changing robes to enable them to get changed privately. 

 
 
 

Plan for Safeguarding Children 

4.1 Responsibilities of key personnel for safeguarding 
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The Lead Safeguarding Officer for The Wave Project will complete appropriate training for 
safeguarding and ensure this is regularly updated. 
 
The Lead Safeguarding Officer will be responsible for:  
 

1. Promptly addressing any arising concerns reported by Wave Project Staff. 

2. Recording written information about arising concerns and actions taken and storing 
securely. 

3. Ensuring advice is sought from appropriate professionals in the local area as required.  

4. Ensuring Project Coordinators understand their role in safeguarding for their projects.  

5. Ensuring Project Coordinators keep their training up to date. 

6. Maintaining a central record of the training that trustees, staff and volunteers have 
undertaken. 

 
Project Co-ordinators / Deputy Safeguarding Officers will be responsible for:  
 

1. Promptly addressing any arising concerns shared by children, young people, 
parents/carers and volunteers on their project ensuring clear information about the 
course of action to be taken and making a written record of this.  

2. Promptly sharing information relating to concerns with The Wave Project Lead 
Safeguarding Officer and sharing the written record of this.  

3. Seeking advice from appropriate professionals in the local area as required.  

4. Completing safeguarding training with the local area safeguarding partnership in their 
geographical area and ensuring this is regularly updated. 

5. Ensuring all volunteers working on their project have completed volunteer mandatory 
training prior to working with any children and young people. 

6. Ensure that all staff, volunteers and other associates working with children in their area 
have passed the DBS check prior to working with any children and young people, and 
ensure that these remain in date.  

1. Ensuring all volunteers working on their project are supervised at all times. 

7. Ensuring all those involved in the project in their area have access to clear information 
about what to do in the event of a safeguarding concern or disclosure. 

   

4.2 Procedure for responding to an arising concern, disclosure or allegation 
 

It is the responsibility of all those involved in The Wave Project to act on any concern or 

disclosure in relation to safeguarding by following the procedures within the organisation. It 

is not the responsibility of anyone working with The Wave Project (paid or unpaid) to decide 

whether or not abuse has taken place.  This applies both to allegations relating to abuse 

taking place elsewhere and any allegation made within The Wave Project organisation.  

4.3 Receiving Evidence of Possible Abuse 
 
If a child is in immediate danger 
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If there is an immediate concern about a child or their family any member of staff can seek 
advice by phoning children’s services in the local area (see appendix 2). Inform The Wave 
Project DSO/LSO as soon as possible if you make a referral directly, using both MyConcern 
and a phone call to ensure this is received. 
 
When contacting local children’s services or making a referral ensure that you have as much 
factual information about the child as possible when you phone include:  
 

• Full name 
• D.O.B  
• Address 
• Family composition details (including names of parent(s) and siblings) 
• Any key professionals working with The Wave Project 
• Factual information about the concerns you have 

 
Trustees, staff and volunteers may become aware of possible abuse in various ways.  They may 
see it happening, they may suspect it happening because of signs of abuse (as detailed in 
Appendix 1 & 4) or it may be disclosed by someone else or directly by the child or young person 
affected. 
 
In the event of a disclosure by a young person (who is not deemed to be in immediate danger), 
it is particularly important to respond in a specific way. If a young person says or indicates that 
they are being abused, you should: 
 
• stay calm so as not to frighten the young person. 

• reassure the child that they are not to blame and that it was right to tell. 

• listen to the child, showing that you are taking them seriously. 

• keep questions to a minimum so that there is a clear and accurate understanding of what 
has been said.  The law is very strict and child abuse cases have been dismissed where it is 
felt that the child has been led or words and ideas have been suggested during questioning.  
Only ask questions to clarify. 

• inform the child that you have to inform other people about what they have told you.  Tell 
the child this is to help keep them safe.  

• safety of the child is paramount.  If the child needs urgent medical attention call an 
ambulance, inform the doctors of the concern and ensure they are made aware that this is 
a child protection issue. 

• write down exactly what the child has said without adding any interpretation. 

• report the incident to the Deputy Safeguarding Officer/Project Coordinator as soon as 
possible. 

 
Asking questions is fine to help understand what the issue is BUT you must ensure the 
questions are open and give the child the ability to clarify.   
 
• It is important NOT to ask leading questions e.g. Did ----- Was it ------?.   
• It is important to know when to stop asking questions and listen.   
• It is important not to interrogate.   
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Types of Questions you can ask:  
 
• Tell me? (tell me what happened)   
• Explain? (explain what you meant by)   
• Where did this happen/where were you?  
• When did this happen?   
  
Remember you are only clarifying with the child if something concerning did happen or could 
have happened from the information they give you. 
 

4.4 Recording Information 
 
To ensure that information is as helpful and factual as possible, a detailed record in the child’s 
/ young person’s own words should always be made at the time of the disclosure/concern.  
When recording this information, the individual should only note facts and distinguish what is 
personal knowledge and what others have said.  Own opinions should not be included.  
 
Volunteers and non-staff 
This should be recorded on the standard Wave Project safeguarding ‘Record of Disclosure’ 
form (see Appendix 3) and shared immediately with the Project Coordinator who is the Deputy 
Safeguarding Officer for that project area.   
 
The Project Coordinator is then responsible for deciding on the most appropriate immediate 
action, if necessary seeking further advice from professionals.  
 
The Project Coordinator should upload a copy of this report onto MyConcern, as well as filling 
in all details on the system.   
 
Staff member 
This should be recorded on MyConcern immediately after the concern is raised to allow for 
accuracy. 
 
The Project Coordinator is then responsible for deciding on the most appropriate immediate 
action, if necessary seeking further advice from professionals. 
 
Information should include the following: 
 
• the child’s name, age and date of birth 

• the child’s home address and telephone number 

• whether or not the person making the report is expressing their concern or someone else’s 

• the nature of the allegation, including dates, times and any other relevant information 

• a description of any visible bruising or injury, location, size etc.  Also any indirect signs, such 
as behavioural changes 

• details of witnesses to the incidents 

• the child’s account, if it can be given, of what has happened and how any bruising/injuries 
occurred 

• have the parents been contacted?  If so, what has been said? 

• has anyone else been consulted?  If so, record details 
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• has anyone been alleged to be the abuser?  Record details 

 

 

4.5 Reporting a Concern 
 
All concerns, allegations and disclosures must be reported appropriately. The Wave Project 
expects all staff, volunteers or others involved with services to discuss any safeguarding or 
child protection concerns they may have about the welfare of a child immediately with the 
Project Coordinator initially, or session lead secondly, and subsequently to check that 
appropriate action has been taken. 
 
Should the Project Coordinator not be available the volunteer or other staff members  should 
take responsibility and seek advice from The Wave Project Lead Safeguarding Officer or 
Deputy Safeguarding Officer.  If neither are available they should make contact with the duty 
officer at children’s services for the local area to seek advice (contact information detailed in 
Appendix 2).  
 
If anyone has a concern about an employee or a volunteer this must be reported to The Wave 
Project Lead Safeguarding Officer or Deputy Safeguarding Officer who will take appropriate 
steps to ensure the safety of the child in question and any other child who may be at risk.  This 
will include the following: 
 
• The Wave Project senior officers will conduct a thorough investigation into the concern. 

• The Wave Project senior officers will consider referring the matter to the  Local Area 
Designated Officer (LADO) for the relevant local authority area. The parent/carer of the 
child will be contacted as soon as possible following investigation and/or advice from the 
local authority LADO. 

• The Wave Project will also refer to its Disciplinary Procedure including the processes for 
investigations, suspension and disciplinary action as appropriate in each case.  

• The chairperson will be notified to decide who will deal with any media enquiries and 
implement any immediate disciplinary proceedings. 

• If the Lead Safeguarding Officer is the subject of the concern or allegation the report must 
be made to the appropriate manager or the Safeguarding Trustee who will carry out an 
investigation and refer the matter to the LADO for the relevant local authority area.  

 
 

4.6 Confidentiality 
 
The Wave Project’s approach to confidentiality is set out in its Confidentiality Policy. 
 
Every effort should be made to ensure that confidentiality is maintained for all concerned.  
Confidentiality needs to be discussed and fully understood by all those working with children, 
particularly in the context of child protection. No employee or volunteer must ever guarantee 
confidentiality to any individual including parents, children, colleagues. Staff should make 
children aware that if they disclose information that may be harmful to themselves or others, 
then certain actions will need to be taken.   
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Wherever possible, consent should be obtained before sharing personal information with third 
parties. In some circumstances, obtaining consent may not be possible or in the best interest 
of the child or young person, e.g., where safety and welfare of that child or young person 
necessitates that the information should be shared. The law permits the disclosure of 
confidential information necessary to safeguard a child or young person. Disclosure should be 
justifiable in each case, according to the particular facts of the case, and legal advice should be 
sought if in doubt.  
 
Information should be shared on a need-to-know basis only.  This may include the following 
persons: 
 

• The Lead Safeguarding Officer / Deputy Safeguarding Officers 

• The parents or carers of the child/young person 

• The person(s) making the allegation 

• Local area safeguarding partnership if appropriate. 

• The alleged abuser (and parents or carers if the alleged abuser is a child) 

• School Headteacher or Designated Safeguarding Leads 

• The organisation who made the referral 
 
If the information given relates directly to the safety and welfare of a child or young person 
then the Lead Safeguarding Office / Deputy Safeguarding Officer must be informed 
immediately.  

Managing complaints, allegations, grievances, incidents and bullying 
 

The Wave Project recognises its duty to act on any safeguarding or child protection concerns 
raised by service users and their parents/carers and maintains a complaints procedure to 
address these. It also recognises its’ duty to report any concerns or allegations against its staff 
(paid or unpaid) within the organisation and provides procedures on whistleblowing for staff, 
interns or volunteers to feel safe to raise any concerns.  
 
All young people, their parents/carers will be given guidance on The Wave Project website 
about what to do if they have a safeguarding or child protection concern.  All volunteers will 
be given information in the volunteer handbook and during induction about how to proceed 
with a concern that has been raised by a service user or a concern that they themselves hold.    
 

5.1 Managing complaints 
 
Should a service user, parent/carer or referrer wish to report a concern and seek a resolution: 
 
If a complaint is made verbally or in writing to a volunteer or member of staff, they should raise 
this with the Project Coordinator in the local area and explain to the individual that this will 
happen.  

Should the complaint involve the Project Coordinator, the volunteer or member of staff should 
make contact with a member of the safeguarding committee or senior management team.   

All discussions and documentation should be recorded along with agreed actions towards 
resolution.   
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All staff have a duty to inform their line manager immediately if they are subject to any criminal 
investigation, charge, caution or conviction, or any other circumstances in their personal life 
that may affect their suitability to work with vulnerable individuals or pose a safeguarding risk. 
This includes matters involving violence, abuse, safeguarding concerns or behaviour that could 
undermine trust in their role. The Wave Project may consult with the organisation handling the 
allegation and where appropriate will use the processes set out in the Disciplinary Procedure, 
which could include: 

• utilising the suspension procedure until such time as the external allegation has been 
investigated and decided; 

• carrying out any necessary internal investigations; and 
• treating any adverse results of external investigations or convictions as serious or gross 

misconduct under the Disciplinary Procedure.  

5.2 Managing allegations 
 
Should a service user, parent/carer or referrer wish to raise an allegation against a volunteer 
or member of Wave Project staff:  
Any member of staff (paid or unpaid) from The Wave Project is required to report any concerns 
in the first instance to the named, Safeguarding Lead in their project area.  The Project 
Coordinator fulfils this role in their geographical area. A signed written record of the concern 
is to be completed to document this discussion.  

The safeguarding lead for the project area will share this information with the Lead 
Safeguarding Officer for The Wave Project, by scanning the written record into MyConcern  

The designated safeguarding lead will then contact a) a trustee from the board and b) the 
relevant local area safeguarding board for advice and follow the LADO guidance for their local 
area. 

All agreed actions will be documented in writing along with all subsequent correspondence 
with that member of staff.  
  

5.3 Managing grievances 
 
Should a member of staff, volunteer or person related to the organisation raise a concern and 
wish to seek a resolution: 
The individual is to make contact with the Project Coordinator in their geographical area either 
in person or via written communication. 

Should the concern involve the Project Coordinator, the individual should contact the DSO or 
LSO, or a senior manager and arrange a meeting or telephone discussion about their concerns.   

Any discussion should be documented in accordance with data protection procedures the 
Wave Project’s Confidentiality Policy.  Agreed actions towards resolution are also documented 
and signed by all those involved in the discussion.   

5.4Managing incidents  
 
Should an incident occur during any Wave Project sessions whereby a young person is harmed: 
 
Emergency procedures should always be followed wherever required. Where emergency 
services are in assistance their advice and guidance should be followed by staff, volunteers and 
service users.  
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There should be access to a qualified first aider available at each Wave Project session and 
they should be called upon to address any minor injuries not requiring emergency support.   

For any incident, a report should be made via MyConcern by the Coordinator overseeing the 
session. The parents / carers should be made aware they can get a copy of the incident report 
if they would like. This can then be printed from MyConern. 

A follow up phone call to the service user should be made by the Project Coordinator 
overseeing the session no more than 3 days following the incident.  

5.5 Addressing bullying 
 
Service users are given clear guidance about the code of conduct expected within The Wave 
Project courses and surf club sessions.   This includes rules that all service users are asked to 
agree to and they are reminded of these during each session.  
 
If a service user has a concern related to bullying, they are encouraged to raise this with either 
a volunteer or member of staff they are comfortable with.   
 
That volunteer or member of staff is then expected to discuss this with the Project Coordinator 
who would then seek to find a resolution on the matter with those involved.   

 

Safer recruitment process 
  
Safe recruitment processes apply to Wave Project trustees, staff, and volunteers, both full and 
part time. The following steps are taken, by the recruiting employee, when recruiting to ensure 
appropriate protection within the organisation.  Volunteer surf mentors are recruited to 
contribute to the project under the direct supervision of staff, or a designated lead volunteer, 
at all times. Any volunteer working in a supervising capacity will have been subject to the same 
recruitment practices and safeguarding training as Wave Project staff.  
 

6.1 Trustees and Staff  
 
• All new trustees and staff complete an application process.  The application process elicits 

information about the applicant’s past and includes a self-disclosure about any criminal 
record.  

• All trustees and staff are required to complete a DBS check / Enhanced DBS Child & Adult 
Workforce check as appropriate and consent is obtained from the applicant to seek 
information in order to process this.   

• The Enhanced DBS check includes request to see if the trustee or staff member is barred 
from working with children. We do not provide regulatory activities to see if they are barred 
from working with adults, unless their role, or a particular fund, requires it. 

• Two confidential references, including one involving previous work with children are 
obtained.  These references are taken up, confirmed through telephone contact and held 
on central record.  

• Evidence of identity (passport or driving licence with photo) is obtained and held on central 
record.  
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• All staff receive safeguarding training at a level appropriate for their role (see Section 6.6 
below). 

 

6.2 Volunteers 
 
Volunteer Drivers:  
 
• All new volunteer drivers complete an application form.  The application form elicits 

information about the applicant’s past and includes a self-disclosure about any criminal 
record.  

• All volunteer drivers are interviewed by a member of staff to establish their suitability for 
the role.  

• All volunteer drivers are required to complete a DBS check / Enhanced DBS Child & Adult 
Workforce check as appropriate and consent is obtained from the applicant to seek 
information in order to process this.   

• The Enhanced DBS check includes request to see if the volunteer driver is barred from 
working with children.  

• Two confidential references, including one involving previous work with children are 
obtained.  These references are taken up, confirmed through telephone contact and held 
on central record.  

• Evidence of identity (passport or driving licence with photo) is obtained and held on central 
record. 

• All volunteer drivers are required to complete safeguarding training prior to 
commencement of role.  

• All volunteer drivers are required to inform their vehicle insurance company that they are 
using their own vehicle to transport young people on charitable activities. Project 
Coordinators are responsible for checking the volunteer driver has valid car insurance, 
MOT and driving licence prior to transporting a child. 

 

Lead Volunteers: 
 
 
• All new lead volunteers complete an application form.  The application form elicits 

information about the applicant’s past and includes a self-disclosure about any criminal 
record.  

• All lead volunteers are interviewed by a member of staff to establish their suitability for the 
role.  

• All Lead Volunteers are required to complete a DBS check / Enhanced DBS Child & Adult 
Workforce check as appropriate and consent is obtained from the applicant to seek 
information in order to process this.   

• The Enhanced DBS check includes request to see if the Lead Volunteer is barred from 
working with children.  

• Where the lead volunteer provides support to young adults (18+) where physical assistance 
may be required, eg adaptive surfing, a further check to see if the volunteer is barred from 
working with adults will be conducted. 
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• Two confidential references, including one involving previous work with children are 
obtained.  These references are taken up, confirmed through telephone contact and held 
on central record.  

• Evidence of identity (passport or driving licence with photo) is obtained and held on central 
record. 

• All Lead volunteers are required to complete safeguarding training prior to commencement 
of role.   

 
 
 
Surf mentor volunteers:  

 
• All surf mentors express an interest in becoming a volunteer via our online portal on 

our website. This application creates a record for them on our database. This record, as 
well as holding personal information, informs what type of volunteer role they are 
interested in.  

• All surf mentors are required to complete a DBS check / Enhanced DBS Child & Adult 
Workforce check as appropriate and consent is obtained from the applicant to seek 
information in order to process this.   

• The Enhanced DBS check includes request to see if the volunteer is barred from working 
with children.  

• Where the surf mentor provides support to young adults (18+) where physical 
assistance may be required, eg adaptive surfing, a further check to see if the volunteer 
is barred from working with adults will be conducted. 

• Surf mentors work under the direct supervision of Wave Project staff, designated lead 
volunteers and Instructors at all times.  They are expected never to be alone with any 
child, young person or vulnerable adult.  Clear information on this is provided during 
induction and in the volunteer handbook.   

• All surf mentors will complete the online mandatory volunteer training, which includes 
safeguarding & confidentiality, prior to them attending sessions. 

 

Peer Mentor/Young Volunteers: 
 

• Some young people may wish to volunteer to support the Wave Project. This is 
permitted for volunteers over the age of 14 who have previously completed a course 
of surf therapy.  

• Where young people (under 18) are acting as ‘Peer Mentor’ volunteers, it will remain 
the responsibility of the Project Coordinator or lead volunteer to ensure the supervision 
of the young person at all times. Peer mentors will be made aware of a named 
responsible adult that they can seek support from. 

• Where young people are acting as volunteers, they are considered as under the care of 
the Wave Project. Therefore, all parts of this policy apply to the volunteer as a young 
person, to ensure appropriate safety/protection of the young person. Project 
Coordinators must get written agreement from young volunteers, which should outline 
what they will be doing and the expectations of them.  

• For volunteers under the age of 16, written consent from parents must be gained. This 
is the responsibility of the Project Coordinator 
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• Safeguarding training will be provided for all young volunteers, however this will be 
delivered in an age appropriate and sensitive way. This may include attending the 
mandatory online training.  

• It is the Project Coordinator’s responsibility to ensure young volunteers feel confident 
to pass on any concerns to the Project Coordinator. 

 
All other types of volunteers 
 
 

• All volunteers should express an interest in becoming a volunteer via our online portal 
on our website. This application creates a record for them on our database. This record, 
as well as holding personal information, informs what type of volunteer role they are 
interested in.  

• All volunteers are required to complete a DBS check / Enhanced DBS Child & Adult 
Workforce check as appropriate and consent is obtained from the applicant to seek 
information in order to process this.   

• The Enhanced DBS check includes request to see if the volunteer is barred from working 
with children.  

• Where the volunteer provides support to young adults (18+) where physical assistance 
may be required, eg adaptive surfing, a further check to see if the volunteer is barred 
from working with adults will be conducted. 

• All volunteers will complete the online mandatory volunteer training, which includes 
safeguarding & confidentiality, prior to them attending sessions. 

• Where we have one off visitors or supporters to projects (such as a donor wanting to 
get involved as a one off), there is no requirement for them to complete a DBS check 
or the volunteer training. However, they should; 

o Be partnered up with a lead volunteer or staff member 

o Never be left alone with young people 

 

6.3 Renewal of DBS checks 

• All DBS checks are to be renewed every 3 years. This is the responsibility of the Project 
Coordinator.  

• It is the responsibility of the (senior) manager that their direct reports have completed 
the check in time. 

• It is the responsibility of the Project Coordinator that all volunteers and other associates 
working with and for The Wave Project have completed the DBS check in time.  

• Nobody with an out-of-date DBS check is allowed to do any work with The Wave 
Project.  

 

6.4 Disclosures on a DBS 

• Where the DBS system highlights that something is on the DBS check, the person 
conducting the check must ask to see the certificate.  

• The subject of the check does not need to show their certificate. However, this will 
then preclude them from becoming involved with The Wave Project.  

• When the subject of the check shows their DBS certificate, the information from this 
should be added to MyConern so it can be discussed by a small committee of at least 2 
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senior managers. At least one of these should be the Safeguarding Lead or Deputy 
Safeguarding Lead. 

• This committee will decide if the applicant is still able to be involved in The Wave 
Project. Care must be taken to not discriminate when considering spent convictions. 
More information can be found at   DBS checks: guidance for employers - GOV.UK 
(www.gov.uk) 

• Any unspent convictions will preclude involvement with The Wave Project. To 
determine whether a conviction is unspent please refer to the appropriate authority: 

o England and Wales: Disclosure and Barring Service (DBS) (see Disclosing your 
criminal record - GOV.UK (www.gov.uk)). 

o Scotland: The Protecting Vulnerable Groups (PVG) scheme (see Spent and 
unspent convictions - mygov.scot). 

o Northern Ireland: AccessNI (see Information disclosed in a criminal record check 
| nidirect). 

• The organisation is small and has limited resources, which it has to direct in the most 
effective manner. Therefore, we reserve the right to exclude prospective employees 
and volunteers from becoming involved with The Wave Project should an investigation 
into the suitability of this person require too many resources.    

• All decisions should be recorded on My Concern for future reference, transparency and 
consistency. 

 
References to “DBS” means DBS checks for England and Wales or the equivalent police checks 
in Scotland (PVG) and Northern Ireland (AccessNI).  

6.5 Induction 
 
The Wave Project commits resources for induction, training of staff (paid and unpaid) effective 
communications and support mechanisms in relation to Safeguarding and Child Protection.   
 
All employees receive formal induction during which: 
 
• A check is made that the application form has been completed in full, including sections on 

criminal records and self-disclosures. 

• Their qualifications are substantiated. 

• The job requirements and responsibilities are clarified. 

• Safeguarding and Child Protection Procedures are explained and online training is 
undertaken.  

 
Each member of staff and volunteer is expected to read the Safeguarding policy and complete 
all required safeguarding training for their role, and fully understand the process to follow if a 
concern is raised. It is their responsibility to highlight if they need further clarification.   
 
Induction for staff and volunteers includes:  
 
• Discussion of the Safeguarding Policy and confirmation of understanding. 
• Ensuring familiarity with reporting processes the roles of designated child protections 

officers and who acts in their absence. 

• Initial training on safeguarding.  

• Follow up online training with modules on Safeguarding Children and Safeguarding Adults. 

 

http://www.gov.uk/
https://www.gov.uk/government/publications/disclosing-your-criminal-record-guidance-for-those-with-offences/disclosing-your-criminal-record#is-my-conviction-spent-or-unspent
https://www.gov.uk/government/publications/disclosing-your-criminal-record-guidance-for-those-with-offences/disclosing-your-criminal-record#is-my-conviction-spent-or-unspent
https://www.gov.uk/government/publications/disclosing-your-criminal-record-guidance-for-those-with-offences/disclosing-your-criminal-record#is-my-conviction-spent-or-unspent
https://www.mygov.scot/convictions-higher-level-disclosures/spent-convictions
https://www.mygov.scot/convictions-higher-level-disclosures/spent-convictions
https://www.nidirect.gov.uk/articles/information-disclosed-criminal-record-check
https://www.nidirect.gov.uk/articles/information-disclosed-criminal-record-check


  
 

The Wave Project Safeguarding Policy        17 
 

 

All volunteers also receive clear information about the process for safeguarding in the 
volunteer handbook and what action they are expected to take should a concern arise. 
 
 

6.6 Training 
 
• All Project Coordinators and lead volunteers in each area complete safeguarding training 

with the local area safeguarding partnership in their geographical area. This should be 
renewed in line with the local area safeguarding partnership guidelines. 

• All Project Coordinators to attend the annual safeguarding training provided by the 
organisation. This, coupled with the local safeguarding, will ensure that training is received 
at least annually. 

• All staff and volunteers receive advisory information outlining good practice and informing 
them what to do if they have concerns about the behaviour of an adult towards a child or 
young person or about the behaviour of a young person.  

 
In addition to pre-selection checks, the safeguarding process includes ongoing available 
training after recruitment to help staff and volunteers to: 
 
• Analyse their own practice against what is deemed good practice, and to ensure their 

practice is likely to protect them from false allegations 

• Recognise their responsibilities and report any concerns about suspected poor practice 
and/or abuse 

• Respond to concerns expressed by a child 

• Work safely and effectively with children 

 

6.7 Ongoing Support 
 
Safeguarding issues and practices will be flagged to LSO and/or DSO as soon as possible during 
or after an event, using both MyConcern and a follow-up phone call to ensure this is received.  
 
We recognise that involvement in situations where there is risk or actual harm can be stressful 
for staff concerned. The mechanisms in place to support staff include:  
 

• Debriefing support for paid and unpaid staff so they can reflect on the issues they have 
dealt with. 

• Staff who have initiated a safeguarding concern will be contacted by the lead 
safeguarding officer within one week.  

• We aim to provide An Employee Assistance Program  for paid staff, which allows access 
to 6 counselling sessions. The charity reviews budget and funding demands before 
committing to the EAP 

• We aim to provide supervision sessions with an external party. The charity reviews 
budget and funding demands prior to committing to supervision availability.  
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Working away from the beach 

7.1 Transporting children and young people  
 

• Best practice is to avoid transporting a child as a single passenger, and instead to ensure 
that there are 2 team members / volunteers in the vehicle. However, we recognise that 
in some situations, particularly in remote areas where The Wave Project operates, 
volunteer drivers may need to transport a child as a single passenger to or from 
sessions. Reasonable and practical steps should be taken to avoid this, however, where 
a volunteer has to transport a child, the following safety measures must be put in place: 

• Transport arrangements must be discussed and agreed with the Project Coordinator. 

• Parents/Carers should be informed of transport arrangements including the person 
who will be transporting their child, the reason why and how long the journey should 
take. Written parental consent must be documented and stored on record.  

• A single parent / carer should be encouraged to join the young person in the transport. 

• A person other than those providing the transport must talk to the young person about 
the transport arrangements to check they are comfortable with the plans. 

• Child to sit in the back seat. 

 
Project Coordinators oversee this expectation for their project area and are responsible for 
ensuring that all volunteers adhere to this policy and procedures. 
 

7.2 Working at the homes of others 
 

Working at home addresses should not typically happen, with meetings of young people or 
parents happening in public spaces such as an office, café or beach. However, occasionally, 
they may be required to visit a child or parent at home, for example, when a child or parent is 
anxious and worried about coming to a session, they might benefit from hearing about the 
project and meeting the coordinator beforehand.  
 

• The appropriateness of a home visit should be assessed on an individual basis by the 
staff member and discussed with the referrer, the parents/carers and / or where 
possible, the young person.  

• Consideration should be given as to if a home visit could be avoided, and instead, for 
example, meeting the parent or young person somewhere public, such as on the beach 
for a hot chocolate and informal chat. 

• The staff member must ensure they have discussed any potential risks in attending a 
home with the referrer before planning a home visit. Where any risks to staff are 
identified, alternatives to a home visit should be considered instead. 

• All home visits must be agreed in advance with the staff member’s line manager or 
LSO/DSO.  

• Volunteers can attend home visits, with a staff member, providing they have been 
through all of the processes outlined in 4.1 ‘Safer recruitment process’ for ‘Lead 
volunteers’. 

• If visiting a young person, a parent/carer must be present in the home during the home 
visit. Staff must avoid going into a child or young person’s bedroom and work in a 
common space like a kitchen or living room. The staff member should never be alone 
with the child. 

• A mobile phone must be kept to hand throughout the visit. 
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• A record of the visit should be made as soon as possible afterwards.  
• Any concerns highlighted during a home visit must be discussed with the LSO or DSO 

and the processes outlined in 2.2.3 ‘Reporting a concern’ should be followed.  
• The staff member should use a ‘buddy’ system, ringing their team leader or LSO 

immediately prior to a lone home visit informing them on the address they are visiting 
and how long they believe the visit would be. They should then ‘check out’ by ringing 
again once they have left the home.  

• If the staff member does not ‘check out’ at the expected time, their team leader or LSO 
should attempt to ring them 3 times. If there is  no response to these calls, then the 
buddy should call 999, informing the Police of the situation and request a welfare check 
to the last known address. A second call should go to the employee’s emergency 
contact, available on the HR system. 

• It is expected that staff members should never need to visit the home of a volunteer. If 
this is something that is considered necessary, it should be discussed with the team 
leader or LSO prior to the visit taking place. 

7.3 Online Sessions 
 
The Wave Project may facilitate live online sessions with children and young people. Keeping 
children and staff safe during these sessions is essential. Staff delivering remote sessions 
should be aware that the same principles set out in the code of conduct apply.  

• It is the Project Coordinator’s responsibility to make sure that parents, carers and 
children understand the benefits and risks of online sessions and get written consent 
for children to be involved.  

• Project Coordinators should try to find a quiet or private room or area to facilitate any 
online session from, and should consider what will be in the background.  

• Online sessions can be facilitated using Microsoft Teams or Zoom and staff must use 
Wave Project accounts for all sessions/correspondence, and must not use personal 
accounts.  

• Project Coordinators can offer children the option to turn their cameras on, but should 
be aware that some children may not feel comfortable doing so, for a variety of reasons. 
Project Coordinators should try to understand the reasons children may not want to 
turn their camera on and consider checking in with them and their family separately.  

• If staff have any concerns about anything they have seen or heard during online 
sessions, staff will follow the procedures outlined in section 2.2.3 ‘Reporting a concern’. 

• If surf mentor volunteers are attending online sessions, it is the Project Coordinator’s 
responsibility to ensure that they do not have access to any child’s personal information 
or contact details (such as an email address) and that all activity is fully supervised by 
the Project Coordinator (i.e. no unsupervised ‘break out rooms’).  

• If volunteers need to use a personal email address to join a session, it is the Project 
Coordinator’s responsibility to ensure the session as set up as such that this is not 
accessible to any of the children or young people joining the session.  

Code of Conduct 
Whether in position as a trustee, member of staff, volunteer or client, all members have a 
responsibility to ensure that everyone involved in The Wave Project are protected from harm 
and are free to enjoy and participate in all activities safely.  
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The Wave Project is a small community in which everyone works together to provide the best 
outcomes for clients and their families. The Wave Project commits to providing a happy, safe 
environment for all its’ trustees, staff and volunteers. All are therefore expected to adhere to 
the following code of conduct:  

 It is the responsibility of each adult working in The Wave Project to ensure that: 

• their behaviour is appropriate at all times. 

• they observe the rules established for the safety and security of children, young people 
and vulnerable adults and provide a role model for these. 

• they follow the procedures following any disclosure or safeguarding concern (as 
detailed in this policy).  

• they recognise the position of trust in which they have been placed and in every 
respect, the relationships they form with the children, young people and vulnerable 
adults in their care are appropriate. 

• they follow the data protection guidance including the policy on photographic images 
and the storage of these.  
 

8.1 Code of Conduct for all adults 

 
• DO put this code into practice at all times. 

• DO treat everyone with dignity and respect. 

• DO set an example you would wish others to follow. 

• DO treat all young people equally. 

• DO respect the right to personal privacy of a child, young person or vulnerable adult. 

• DO allow children, young people and vulnerable adults to talk about any concerns they 
may have. 

• DO encourage others to challenge any attitudes or behaviours they do not like. 

• DO take any allegations or concerns of abuse seriously and refer immediately 
(procedures found in this safeguarding policy). 

• DO follow the guidance in the volunteer handbook with regard to safe touch and how 
best to support clients during water based activities. 

• DO NOT form a relationship with a child, young person or vulnerable adult that is an 
abuse of trust. 

• DO NOT permit abusive peer activities e.g. initiation ceremonies, bullying, use of 
sarcasm. 

• DO NOT engage in inappropriate behaviour or contact - physical, verbal, sexual. 

• DO NOT make suggestive remarks or threats to a young person, even in fun. 

• DO NOT use inappropriate language via any medium including verbally, in writing, by 
telephone on email or the internet.   

• DO NOT let allegations, suspicions, or safeguarding concerns go unreported. 
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• DO NOT give out personal details including addresses and mobile telephone numbers 
to children and vulnerable adults.  

 

8.2 Code of Conduct for all participants of The Wave Project  
 
To follow the agreed rules for all Wave Project activity sessions: 

• We must look after each other 

• We must stay safe 

• We must not hurt anyone or use unkind words 

• We must listen to people who are helping us 

• We must carry our boards to/from the beach and look after all our equipment 

The expected code of conduct is made accessible to all members of The Wave Project via the 
staff handbook, the volunteer handbook and the initial letter to clients and their families.   

Running a safe session 

 
All Wave Project courses are provided in conjunction with local surf schools or qualified 
coaches and follow procedures for running a safe session.  

The local Wave Project Coordinator has the responsibility for overseeing each session and is 
responsible for the following duties:  

• Signing service users in and out of each session 
• Ensuring that service users are reminded of the code of conduct 
• Providing clear direction to service users about the expectations for the sessions 
• Ensure that service users have access to suitable, accessible versions of the policy for 

relevant audiences (simplified versions for parents/carers, children), and ensure they 
are aware of this.  

• Ensure that service users, their parents/guardians and referral partners are aware of 
their responsibilities and know how to raise any concerns or queries 

• Organising staff and volunteers to provide adequate ratios in relation to the individual 
needs of service users 

• Sharing information as appropriate with staff and volunteers about the individual needs 
of service users in order to support the session e.g. best form of communication, 
specific strategies to support inclusion.  

• Completing an incident form on MyConcern following any incident and offering to 
share this with parents/carers.   

• Following any incident up with a phone call within 3 days.  

Trained instructors oversee each course session and provide clear information about how to 
stay safe with regard to the water, lifting equipment and changing in appropriate spaces.   
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All volunteers supporting the sessions are given guidance in the handbook with regard to 
supporting service users with the practicalities of surfing activities and how to support them 
physically in the water.   

An adult with appropriate and up to date first aid training is present at each session and is on 
hand to deal with any minor injuries.  The procedures for reporting incidents are to be followed 
at each session, and at all times.   

Service users are provided with appropriate changing areas and volunteers are not left alone 
with service users at any point during the session.   

Communicating the policy with service users 

 
Safeguarding information is included in the Volunteer Handbook and shared at induction 
training for all staff and volunteers.  All trustees, staff and volunteers are expected to read the 
policy and abide by the procedures stated. 

The code of conduct will be provided to the family prior to sessions starting, in which they will 
be directed to our website for our most up to date safeguarding policy.  
 

Monitoring and Reviewing arrangements  
 
This policy (which is locally tailored with individual region details) is reviewed by the Board of 
Trustees annually or in the following circumstances:  

• Changes in legislation and/or government guidance. 
• As required by the Local Safeguarding Children Board and/or guidance for sports 

councils. 
• As a result of any other significant change or event. 
• This policy will also receive a mid-year review where the Government Department for 

Education releases updates to the statutory guidance ‘Keeping Children Safe in 
Education’. This is usually done by September ahead of the start of the academic year.  

 
 

Acceptance of Policy 
This policy was approved by the Board of Trustees on 28th April 2026. 



  
 

The Wave Project Safeguarding Policy        23 
 

 

Appendices 1: Understanding Abuse 
 
Child abuse is any form of physical, emotional or sexual mistreatment or lack of care that leads 
to injury or harm, it commonly occurs within a relationship of trust or responsibility and is an 
abuse of power or a breach of trust.  Abuse can happen to a young person regardless of their 
age, disability, gender, sexual orientation or identity, racial heritage, religious belief or social 
status. 

Abuse can take the form of physical abuse, sexual abuse, emotional abuse, neglect and 
exploitation. The abuser may be a family member, someone the young person encounters in 
residential care or in the community, including sports and leisure activities.  Any individual may 
abuse, neglect or exploit a young person directly, or may be responsible for abuse because they 
fail to prevent another person harming the young person.  Harm can include the impact on 
children of all forms of domestic abuse including where they see, hear or experience its effects. 
Abuse can take place wholly online, or technology may be used to facilitate offline abuse. 
Abuse in all of its forms can affect a young person at any age.  The effects can be so damaging 
that if not treated may follow the individual into adulthood. 
 
Young people with disabilities may be at increased risk of abuse through various factors such 
as stereotyping, prejudice, discrimination, isolation and a powerlessness to protect themselves 
or adequately communicate that abuse had occurred. 
 

Signs and Indications of abuse 
 
Even for those experienced in working with child abuse, it is not always easy to recognise a 
situation where abuse may occur or has already taken place.  Signs of abuse are rarely 
standalone events, covered by one definition or label and in most cases issues will overlap. 
Most people are not experts in such recognition, but indications that a child is being abused 
may include one or more of the following: 
 
• unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on 

a part of the body not normally prone to such injuries. 

• an injury for which an explanation seems inconsistent. 

• the young person describes what appears to be an abusive act involving them. 

• another young person or adult expresses concern about the welfare of a young person. 

• unexplained changes in a young person’s behaviour e.g. becoming very upset, quiet, 
withdrawn or displaying sudden outbursts of temper. 

• inappropriate sexual awareness. 

• engaging in sexually explicit behaviour. 

• distrust of adults, particularly those whom a close relationship would normally be expected. 

• difficulty in making friends. 

• being prevented from socialising with others. 

• displaying variations in eating patterns including overeating or loss of appetite. 

• losing weight for no apparent reason. 



  
 

The Wave Project Safeguarding Policy        24 
 

 

• becoming increasingly dirty or unkempt. 

• Signs such as stomach aches, headaches, difficulty in sleeping, bed wetting, scratching and 
bruising, damaged clothes. 

• a shortage of money or frequent loss of possessions. 

 

Bullying / Child-on-child Abuse 
 
Bullying (including cyber bullying) may come from another young person or an adult.  Bullying 
is defined as deliberate hurtful behaviour, usually repeated over a period of time, where it is 
difficult for those bullied to defend themselves.  It may happen in-person or online. It may be 
physical (e.g. hitting, kicking, slapping), verbal (e.g. racist or homophobic remarks, name calling, 
graffiti, threats, abusive text messages), emotional (e.g. tormenting, ridiculing, humiliating, 
ignoring, isolating form the group), or sexual (e.g. unwanted physical contact, sexual 
harassment, or abusive comments including sexting) . 
 
Signs of bullying / child-on-child abuse can include: 
 
• behavioural changes such as reduced concentration and/or becoming withdrawn, clingy, 

depressed, tearful, emotionally up and down, reluctance to go training or competitions. 

• an unexplained drop off in performance. 

• physical signs such as stomach aches, headaches, difficulty in sleeping, bed wetting, 
scratching and bruising, damaged clothes. 

• a shortage of money or frequent loss of possessions. 

 
It must be recognised that the above list is not exhaustive, but also that the presence of one or 
more of the indications is not proof that abuse is taking place.  It is NOT the responsibility of 
those working in The Wave Project to decide that child abuse is occurring.  However it IS their 
responsibility to act on any concerns. 
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Appendix 2: Local safeguarding partnership contact details 
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Appendix 2:  Contact 
Cornwall Multi-Agency Referral Unit (T) 0300 1231 116 

multiagencyreferralunit@cornwall.gov.uk 
www.cornwall.gov.uk 
Urgent referrals after 17:15, weekends or Bank Holidays call 
the Out of Hours Service on 01208 251 300 

Devon and Torbay  Delivery 

beach 

Safeguarding contact Emergency 

contact 

Goodrington 

(Comes under 

Torbay) 

Torbay 

Mash  mash@torbay.gov.uk 

(T) 01803 

208100  

Out of hours 

0300 4564 876 

Bigbury 
(Comes 
under 
Devon) 

Devon Multi-Agency 

Safeguarding Hub (MASH) 

mashsecure@devon.gov.uk  

(T) 

03451551071  

 

Out of hours: 

03456000388 
 

Dorset and Bournemouth 

 

If the child lives in Dorset contact the Children’s Advice and 
Duty Service (ChAD):  
Professional’s Telephone Number: 01305 228558  
Daytime service is available Monday to Friday between 8am 
and 10pm, Saturday and Sunday 9am to 10pm and On-Call 
Out of Hours Service 24/7 
  
BCP Council - The First Response Hub is open:  

• Monday to Thursday, 8:30am to 5:15pm  
• Friday, 8.30am to 4.45pm  
• 01202 123 334  
• childrensfirstresponse@bcpcouncil.gov.uk  
• Out of Hours Service on 01202 738256 
• Email:  ChildrensOOHS@bcpcouncil.gov.uk 

  
Isle of Wight Isle of Wight Children’s Services:  

0300 300 0117 (24 hours). 
Brighton & Sussex West Sussex  

Online: Raise a concern about a child - West Sussex County 
Council 
Phone: 01403 229900 Mon - Fri 9am-5pm 
Emergency Duty Team: (out of hours) 033 022 26664 
East Sussex Single Point of Advice (SPoA) 
Phone: 01323 464222 Mon-Thurs 8.30am-5pm and Fri 
8.30am-4.30pm 
Email: 0-19.SPOA@eastsussex.gov.uk 
Emergency Duty Service: (out of hours) 01273 335905 or 
01273 335906 

mailto:multiagencyreferralunit@cornwall.gov.uk
mailto:mash@torbay.gov.uk
mailto:mashsecure@devon.gov.uk
tel:01202%20123%20334
mailto:childrensfirstresponse@bcpcouncil.gov.uk
mailto:ChildrensOOHS@bcpcouncil.gov.uk
https://www.westsussex.gov.uk/education-children-and-families/keeping-children-safe/raise-a-concern-about-a-child/
https://www.westsussex.gov.uk/education-children-and-families/keeping-children-safe/raise-a-concern-about-a-child/
tel:01403229900
mailto:0-19.SPOA@eastsussex.gov.uk
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Brighton & Hove 
Online: Tell us if you are worried about a child (brighton-
hove.gov.uk) 
Phone: 01273 290400 Mon-Thurs 8.30am-5pm and Fri 
8.30am-4.30pm 
Email: FrontDoorforFamilies@brighton-hove.gov.uk 
Out of Hours Service: 01273 295555 

Bristol Family Help 
• North 0117 352 1499 
• East / Central 0117 357 6460 
• South 0117 903 7770 

First Response – Urgent – 0117 903 6444 
Outside of working hours call the Emergency Duty Team on 
01454 615 165 
LADO for Bristol: 0117 903 7795 
North Bristol Duty Team (where The Wave is based): 0117 
903 8700 
 

Scarborough & Whitby North Yorkshire Safeguarding Children Partnership  

• Urgent (but not requiring police):  0300 131 2131 

(same number for Out of Hours Emergency Duty 

Team) 

• In an emergency ring 999. 

• For written referrals see: 

https://www.safeguardingchildren.co.uk/about-

us/worried-about-a-child/  

Tynemouth Front Door 
Office hours – 0345 2000 109 
Out of hours – 0330 333 7475 
Newcastle (Safeguarding Children Partnership (NSCP)): 
0191 277 2500 (Office Hours) – Children and Young People 
0191 278 7878 (Out of Hours) 
0191 278 8377 (Adults) 

London 
 

London Southwark council – MASH 
Mon – Fri office hours 020 7525 1921 
Out of hours 020 7525 5000  
email: mash@southwark.gov.uk 

Scotland Edinburgh & Lothians 
Emergency contact number regardless of area: 0800 
7316969 
East Lothian – 01875 824090 
Mid Lothian – 0131 271 3413 
Edinburgh – 0131 200 2327 
Fife & Tayside 
Fife 

• Social Work Contact Centre: 03451 55 15 03 
Monday to Friday, 9:00 AM – 5:00 PM 

• Out of Hours Service: 03451 550099 

https://www.brighton-hove.gov.uk/families-children-and-learning/tell-us-if-you-are-worried-about-child
https://www.brighton-hove.gov.uk/families-children-and-learning/tell-us-if-you-are-worried-about-child
mailto:FrontDoorforFamilies@brighton-hove.gov.uk
http://www.bristol.gov.uk/c/portal/layout?p_l_id=31671
https://www.safeguardingchildren.co.uk/about-us/worried-about-a-child/
https://www.safeguardingchildren.co.uk/about-us/worried-about-a-child/
mailto:mash@southwark.gov.uk
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Tayside 
• General First Contact Team: 01382 434019 
• Dundee Out of Hours Service: 01382 307964 

Weekdays: 4:30 PM – 2:00 AM | Weekends: 8:00 AM – 
2:00 AM 

• Dundee Child Protection (emergency): 01382 
307999 

 
 

Northern Ireland 
 

Northern Ireland Health and Social Care Trust 

 

Single Point Entry (SPOE) Referral Gateway Team:  

0300 1234 333 or 028 9442 4459 

SPOE.Referrals@northerntrust.hscni.net 

 

Northern Trust (Out of Hours): 0289446883 

 

Regional Emergency Social Work Service (Out of Hours): 028 
9504 9999 or 0800 1979995  

 
http://www.northerntrust.hscni.net/   

mailto:SPOE.Referrals@northerntrust.hscni.net
http://www.northerntrust.hscni.net/
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Appendix 3: The Wave Project – Record of Disclosure Form 
 

Standard ‘Record of Disclosure’ form for recording and reporting all safeguarding and child protection concerns 
and disclosures. To be used across all project areas. The Project Coordinator has the responsibility to ensure this 
report is uploaded on MyConcern, and followed up with a phone call to the LSO or DSO.  

 

  

Record of Disclosure (form) 

Name of Client / Young Person  

Date safeguarding 
concern / disclosure was raised 
 

 

Details of safeguarding 
concern / disclosure 
 
(Please refer to guidance in 
The Wave Project’s 
Safeguarding Policy) 
 

 

Actions taken / proposed to help 
resolve concern raised. 
 

 

Person(s) raising concern 
 

 
 

Name of coordinator  
 

Signature 
 

 
 
 

Date 
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Appendix 4: Specific Safeguarding Issues 
 
Child sexual exploitation  

Child sexual exploitation (CSE) is a form of sexual abuse where children are sexually exploited 
for money, power or status, and may involve both criminal and sexual activity in exchange for 
something the victim needs or wants.   

This can involve violent, humiliating and degrading sexual assaults, but does not always involve 
physical contact and can happen online. For example, young people may be persuaded or 
forced to share sexually explicit images of themselves, have sexual conversations by text, or 
take part in sexual activities using a webcam.   

Children or young people who are being sexually exploited may not understand that they are 
being abused. They often trust their abuser and may be tricked into believing they are in a 
loving, consensual relationship.   

If a member of staff or volunteer suspects CSE, they will discuss this with the LSO. The LSO 
will trigger the local safeguarding procedures, including a referral to the MARU and the police, 
if appropriate.   

Indicators of sexual exploitation can include a child:  

• Appearing with unexplained gifts or new possessions. 
• Associating with other young people involved in exploitation.  
• Having older boyfriends or girlfriends.  
• Suffering from sexually transmitted infections or becoming pregnant.  
• Displaying inappropriate sexualised behaviour.   
• Suffering from changes in emotional wellbeing.  
• Misusing drugs and/or alcohol.  
• Going missing for periods of time, or regularly coming home late. 
• Regularly missing school or education, or not taking part in education. 

 
Female Genital Mutilation (FGM) 

Although situations of FGM may be unusual it is important that you do not assume it could not 
happen here. 8- 15 year old girls are the most vulnerable  

The LSO / DSO will make sure that staff have access to appropriate training to equip them to 
be alert to children affected by FGM or at risk of FGM.  

If a member of staff or volunteer suspects FGM, they will discuss this with the LSO. The LSO 
will trigger the local safeguarding procedures, including a referral to the MARU and the police, 
if appropriate.   

Indicators may include:   

• Days absent from school. 
• Not participating in physical education.   
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• In pain/has restricted movement/frequent and long visits to the toilet/broken limbs.  
• Confides that she is having a special procedure, cut or celebration.  
• Unauthorised and or extended leave, vague explanations or plans for removal of a 

female in a high risk category especially over the summer period.   
• Plans to take a holiday which may be unauthorised, unexplained or extended in a 

country known to practice FGM.  
• Parents from a country who are known to practice FGM. 

 

References 
• Working Together to Safeguard Children (HM Government, 2026) 
• Keeping Children Safe in Education (Department for Education, 2023) 
• The Children Act 1989 and 2004 
• Safeguarding Vulnerable Groups Act 2006 
• Charity Commission Guidance: Safeguarding and protecting people for charities and 

trustees (CC33) 
• Data Protection Act 2018 and UK GDPR 
• Local Safeguarding Children Partnership Procedures 
• Wave Project Code of Conduct and Staff Handbook 
• Wave Project Whistleblowing Policy 
• Wave Project Confidentiality Policy 
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Appendix 5: Procedure for Staff to Follow When Concerned About the 

Welfare of a Child, Staff Member, or Volunteer 
 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Identification of Concern 

Do you have a concern, or have received a disclosure, or allegation relating to a 

child, staff member, or volunteer? 

 (This may be through direct disclosure, observation, or suspicion.) 

 

Step 2: Immediate Risk Assessment 

Is the child or anyone else in immediate danger or in need of urgent medical 

attention? 

 

Call emergency services 

(ambulance/police) as 

required. Inform the 

Session Lead or Deputy 

Safeguarding Officer 

(LSO/DSO) as soon as 

possible. Record all actions 

taken on MyConcern. 

Step 4: Report the Concern 

• Report the concern immediately to the Project Coordinator or Deputy 

Safeguarding Officer for your area. 

• If neither are available, contact the local Children’s Services or Safeguarding 

Board for advice (see Appendix 2 for contact details). 

• Inform the child’s parent or carer (if this does not place the child at risk of 

harm). 

• Share your written record with the relevant safeguarding lead and upload to 

MyConcern. 

 

Step 3: Listen and Record 

• Listen calmly and carefully. Reassure 

the individual. Do not promise 

confidentiality—explain you may 

need to share information to keep 

them safe. 

• Ask only open, clarifying questions 

(e.g. "Tell me what happened," 

"Explain what you mean"). Avoid 

leading or interrogative questions. 

• Record the disclosure as soon as 

possible in the individual’s own 

words using the standard Record of 

Disclosure form (Appendix 3). Note 

facts, not opinions. 

 

YES NO 
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If there is a concern about an employee or volunteer, report it to the Lead or 

Deputy Safeguarding Officer. 

 They will investigate and may refer to the Local Authority Designated Officer 

(LADO),  

Inform the child’s parent/carer as advised by the LADO 

 Follow disciplinary procedures as advised, and notify the chairperson  

 If the Lead Safeguarding Officer is implicated, report to the relevant manager or 

Safeguarding Trustee, who will investigate and refer to LADO. 

  
 

Step 5: Confidentiality 

• Share information only on a need-to-know basis (e.g. Safeguarding Officers, 

parents/carers, LADO, relevant staff). 

• Always seek consent to share information unless there is a risk to the child’s 

safety or welfare. 

 

Step 6: Follow Up for safeguarding leads 

• Ensure all actions and discussions are documented. 

• Monitor the situation and provide support as appropriate. 

• Review and update safeguarding training as required. 

 

Information should include the following:  
 

• the child’s name, age and date of birth  
• the child’s home address and telephone number  
• whether or not the person making the report is expressing their concern or 

someone else’s  
• the nature of the allegation, including dates, times and any other relevant 

information  
• a description of any visible bruising or injury, location, size etc.  Also, any 

indirect signs, such as behavioural changes  
• details of witnesses to the incidents  
• the child’s account, if it can be given, of what has happened and how any 

bruising/injuries occurred  
• have the parents been contacted?  If so, what has been said?  
• has anyone else been consulted?  If so, record details  
• has anyone been alleged to be the abuser?  Record details  

  
 


