CRUMBS Safeguarding Incident Investigation Process v1.2 March 2022

- Staff / Volunteer (“Staff”)

See Safeguarding policy and incident
definitions / examples / Charity Commission
"Protecting People & Safeguarding: Examples -
deciding what to report’

If DSL not available refer to Deputy DSL or Chair.
Referral to be made that day / as soon as
possible.
If allegation relates to DSL the incident must be
referred to the charity’s Chair - as per
Whistleblowing process.

DSL will talk to the trainee in the firstinstance to |
understand what has happened.

In some instances Trainee (disadvantaged adult)
may have misinterpreted / misconstrued situation
and no safeguarding incident has occurred.

Statement is verbatim description of incident (in
persons own words), details of times / dates /
location and any witnesses along with description
of applicable injuries and account which has been
given in allegation.

Staff member interviewed and statement drafted
which they read and sign. Staff member may have a
colleague / volunteer present during interview.

Staff member leaves laptop / work mobile / keys and
other work equipment at Training Centre (may be
needed as evidence for Criminal Investigation by

Police)

Suspicion, allegation or
complaint arises
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Consideration is given to if the personisin
immediate or imminent danger.

DSL telephones Police via 101 to advise of

incident and if/when Police will visit Training + *|* *

Centre to investigate.

Crime reference number and any additional

statements or documentation as advised by |

Police saved into secure file in Training Centre
office archive.

Board of Trustees advised safeguarding incident
has occurred. Trustee with lead responsibility for
Safeguarding is notified (if not available Chair is
notified).

Sarah Howard: sarahh@crumbs.org.uk
sah67@icloud.com Tel: 07852 300906

If unavailable, refer to Chair:
peter@crumbs.org.uk Tel: 07746 826872.

Police referral needed?
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DSL contacts Police
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See Safeguarding policy and incident definitions /
examples and Charity Commission ’Protecting
People & Safeguarding: Examples — deciding what
to report’

The person involved must be informed the
information shared cannot be kept confidential due
to safeguarding policies and procedures and must
be shared as appropriate

If DSL not available refer to Deputy DSL or Chair.
Referral to be made that day / as soon as possible.

DSL will talk to the trainee in the first instance to
understand what has happened.

DSL telephones BCP Safeguarding Adults Board: 01202
123654 Out of hours & weekends: 0300 1239895

asc.contactcentre@bcpcouncil.gov.uk - - -

DSL provides vulnerable adult’s name, DOB & overview
following ‘Safeguarding Reporting Information Needed'’.

BCP Safeguarding Adults Board advises next steps.

Name and position of person to whom matter reported * - -

is obtained and noted on trainee’s file.

Safeguarding statement document emailed to BCP
Safeguarding Adults Board
asc.contactcentre@bcpcouncil.gov.uk

Document shared with any other agency (e.g. Adult
Social Care or HSE) as advised by BCP Safeguarding
Adults Board. Together all the relevant agencies will
work with the person who may be being abused, to
establish what has happened, and what action the
person would like to be taken next.

Name and position of person involved in referral taken
and noted in CRUMBS’ records.

Suspicion, allegation or
complaint arises
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DSL discusses with
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referral?
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Statement needed?

Yes

Safeguarding statement
document created &
saved by DSL

Safeguarding statement
document sent to BCP
Safeguarding / Agency by
DSL

Discuss with parent /
carer / social worker (if
appropriate)

No

Statement document created (Word) following ‘Safeguarding
Reporting Information Needed’ and provided to BCP
Safeguarding Adults Board within 24 hours.

Statement taken in person involved own words.

- Statement should include; information relating to date, time,

place where alleged abuse happened, names of those present,
name of trainee / complainant, nature of abuse, description of
injuries observed if applicable and account which has been
given in allegation.

Statement document archived in secure file in office
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Trustee: Sarah Howard: sarahh@crumbs.org.uk
sah67@icloud.com Tel: 07852 300906

If unavailable, refer to Chair:
peter@crumbs.org.uk Tel: 07746 826872

https://www.gov.uk/guidance/how-to-report-a- o

serious-incident-in-your-charity

Meeting within 24 hours of notification by DSL
(Charity Commission stipulates you should report

an actual or alleged incident promptly - this )

means as soon as is reasonably possible after it
happens, or immediately after your charity
becomes aware of it).

E.g. Legal advice sought. N.B. This must not hold up SIR

reporting to Charity Commission.

The Charity Commission will be looking for assurance that
the charity has taken steps to limit the immediate impact
of the incident and, where possible, prevent it from
happening again. N.B. This must not hold up SIR reporting
to Charity Commission.

Plan of what to say to Charity’s staff, volunteers,

members, the public, the media and other stakeholders,

such as funders. N.B. This must not hold up SIR reporting
to Charity Commission.

Contact details, reference numbers (e.g. crime number)
and incident details; Date and details of incident, date &
how the charity found out, what impact the incident has

had on the charity’s beneficiaries, finances, staff,

operations or reputation. How incident handled including -

which policies or procedures relate to the incident, and
whether they were followed, what steps the charity has
taken to deal with the incident and prevent similar
incidents, if applicable, the charity’s media handling or
press lines, including a link to a press release if available.

https://register-of-charities.charitycommission.gov.uk/ .

reporting-or-updating-a-serious-incident

Archived as per GDPR and Charity Commission
requirements and regulations.

All Safeguarding events included in Charity’s annual
return to Charity Commission.
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