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Safeguarding – dealing with an incident – staff and volunteer guide

Remember that safeguarding is everyone’s responsibility and your actions can make a big difference.  We must remain vigilant to safeguard vulnerable people.  We have a statutory duty to protect adults and children at risk of harm and/or abuse or neglect. You should: 
· Raise the concern with your designated safeguarding lead.
· Keep a record of what your concern is about.
· Be sure to record dates, times and concerns.

At the time of disclosure
· Listen to the young person/adult carefully.
· Do not interrupt them.
· Do not ask leading questions.
· Reassure the young person/adult that they did the right thing in telling you.
· Explain that to keep the young person safe, you cannot keep this information a secret and will have to tell another person. This person has the right skills and knowledge to help keep children safe.
· Say this will be kept to a need-to-know basis and not everyone will find out. 
· Explain Gemma is the Designated Safeguarding Lead.
· 
Tell Gemma as soon as you can:
· Designated Safeguarding Lead, Gemma Nixon 07854633990, 01434 689737
If you can’t get hold of Gemma, contact Richard Haycock (Chair of Barrasford Village Hall):
· Richard Haycock, 07768862914

Record all the information you have been given on a Safeguarding Incident Report Form (located on site) and handed it to Gemma within 24 hours of the disclosure.




Designated Safeguarding Lead: Gemma Nixon 07854633990
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