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THE ORPINGTON & BROMLEY GATEWAY CLUB
Registered Charity Number 1064396

SAFEGUARDING POLICY
1. Purpose and Scope
The Orpington & Bromley Gateway Club (the “Club”) is committed to ensuring the safety, dignity, and wellbeing of all vulnerable adults accessing its services. This policy outlines the principles, procedures, and responsibilities for safeguarding adults at risk of harm and applies to all staff, volunteers, and trustees.

2. Definitions
· Vulnerable Adult: Any person aged 18 or over who is unable to protect themselves from harm, abuse, or exploitation due to physical or mental impairment, or other conditions that make them reliant on others for care or support.
· Abuse: A violation of an individual’s human or civil rights by any other person or persons, including physical, emotional, sexual, financial, discriminatory, institutional, neglect, or self-neglect.

3. Policy Statement
The Club believes that:
· All vulnerable adults have the right to be safe, treated with respect, and supported to make their own decisions.
· Safeguarding is everyone’s responsibility.
· Any concerns about the welfare of a vulnerable adult will be taken seriously and responded to appropriately.

4. Key Principles
· Empowerment: Supporting adults to make their own decisions and provide informed consent.
· Prevention: Acting early to prevent harm and abuse.
· Proportionality: Responding appropriately to the level of risk presented.
· Protection: Providing support and representation to those in greatest need.
· Partnership: Working collaboratively with other organisations and families.
· Accountability: Being transparent and responsible for actions taken.

5. Responsibilities
· Managing Director: Ensures safeguarding policies are implemented, updated, and reviewed annually. Acts as the Safeguarding Lead, ensuring staff and volunteers are trained and that any concerns are reported.
· Staff and Volunteers: Must understand and follow safeguarding procedures, report concerns promptly and maintain appropriate boundaries in interactions.
· Trustees: Oversee safeguarding practices, ensuring compliance with legal requirements and best practices.

6. Recognizing Abuse
Signs of abuse may include, but are not limited to:
· Unexplained injuries or changes in behaviour.
· Withdrawal, fearfulness, or anxiety.
· Financial irregularities or lack of basic necessities.
· Neglect, such as poor hygiene or untreated medical conditions.

7. Reporting and Responding to Concerns
· Any suspicion or disclosure of abuse must be reported immediately to the Safeguarding Lead (Managing Director) in the first instance or any other member of staff or the board of trustees where this is not viable.
· The Safeguarding Lead will assess the situation and, if necessary, contact relevant external authorities (e.g., local council safeguarding team, police).
· All concerns and actions taken must be documented and stored securely indefinitely.

8. Confidentiality
· Information about safeguarding concerns will be shared only with those who need to know to protect the vulnerable adult.
· The Club will adhere to GDPR regulations when handling personal data.

9. Training
· All staff, volunteers, and trustees must complete safeguarding training upon joining the Club and attend regular updates.

10. Monitoring and Review
· The policy will be reviewed annually by the Board of Trustees and updated as necessary to reflect changes in legislation or best practices.

Contact Information
For safeguarding concerns, contact:
Safeguarding Lead (CEO): Andrew Muckle – Andrew.muckle@orbgateway.club 07759 440310
Local Authority Safeguarding Team: London Borough of Bromley
Police (Emergency): 999

This policy demonstrates the Club’s unwavering commitment to protecting vulnerable adults and fostering a culture of safety, respect, and empowerment.


SAFEGUARDING PROCEDURES

Step 1: Immediate Action
· In an emergency where there is immediate danger, call the police (999) or other relevant emergency services.
· Remove the vulnerable adult from the source of danger if safe to do so.
Step 2: Inform the Safeguarding Lead
· Report the concern as soon as possible to the Safeguarding Lead (CEO).
· If the Safeguarding Lead is unavailable or implicated, contact the Deputy Safeguarding Lead or a Trustee.
Step 3: Record the Concern
· Complete a Safeguarding Concern Form (template below) immediately after identifying the issue.
· Include the following details:
· Date, time, and location of the concern.
· Details of the individual involved, including their name, age, and contact information.
· Description of the concern, including what was observed or disclosed.
· Actions taken, including who was informed.
· Your name, role, and contact information.
· Submit the completed form to the Safeguarding Lead.
Step 4: Assessment and Action by Safeguarding Lead
· The Safeguarding Lead will:
· Review the concern and determine the level of risk.
· Contact the relevant external agencies (e.g., local authority safeguarding team) if necessary.
· Ensure that appropriate support is provided to the vulnerable adult.
· Keep detailed records of all actions taken.
Step 5: External Reporting
· If the concern meets the threshold for intervention, the Safeguarding Lead will refer the case to the local authority safeguarding team or other relevant body.
· If no action is required by external agencies, the Safeguarding Lead will provide guidance on internal support and monitoring.

4. Confidentiality
· All safeguarding concerns must be handled with the utmost confidentiality.
· Information should only be shared with those directly involved in managing the concern.
· The Club will comply with GDPR regulations when handling personal data.

5. Support for Those Involved
· The Club will provide support to vulnerable adults involved in safeguarding cases, ensuring their safety and wellbeing.
· Staff and volunteers raising concerns will also receive appropriate support, including access to supervision and, where necessary, external counselling services.

6. Record-Keeping
· All safeguarding concerns, actions taken, and communications must be recorded and stored securely.
· Records will be retained for a minimum of six years in accordance with legal requirements.

7. Training
· All staff, volunteers, and trustees must complete safeguarding training upon joining the Club and attend regular refresher sessions.
· The Safeguarding Lead will ensure that all team members are aware of updates to safeguarding legislation and best practices.

8. Monitoring and Review
· The Safeguarding Procedures will be reviewed annually by the Safeguarding Lead and Board of Trustees.
· Feedback from staff, volunteers, and service users will be incorporated into the review process to improve safeguarding practices.









Safeguarding Concern Form
Orpington & Bromley Gateway Club

Section 1: Details of the Person Raising the Concern
· Full Name:
· Role/Relationship to the Club:
· Contact Information: (Phone and Email)


· Date and Time Concern Raised (not when incident occurred):

Section 2: Details of the Vulnerable Adult
· Full Name:
· Date of Birth:
· Contact Information: (Address, Phone, Email if available)


· Details of Any Known Support Needs or Disabilities:


Section 3: Details of the Concern
· Date and Time of Incident/Observation:
· Location of Incident:

· Description of Concern: (Include as much detail as possible, including what was observed, said, or disclosed. Use exact words where relevant. Continue on separate sheet(s) if required)


· Details of Any Witnesses: (Names and contact information)


· Immediate Actions Taken: (E.g., moved the individual to safety, contacted emergency services, etc.)



Section 4: Actions Taken by the Reporter
· Was the Safeguarding Lead Contacted? (Yes/No)
· If Yes, Date and Time Contacted:
· Name of Safeguarding Lead Contacted:
· Was Any Other Person or Agency Contacted? (Yes/No)
· If Yes, Provide Details: (E.g., police, local authority safeguarding team, etc.)


Section 5: Additional Information
· Are There Any Documents Attached? (E.g., emails, photos, medical reports)
· If Yes, List Documents:



· Any Other Relevant Information:





Section 6: Declaration
· I confirm that the information provided in this form is accurate and truthful to the best of my knowledge.

Signature: ______________________________________________________

Date: ______________________________________________________

For Use by the Safeguarding Lead Only
· Date Concern Received:
· Actions Taken: (Include who was contacted, when, and any follow-up required)


· Outcome of Concern:


· Name and Signature of Safeguarding Lead:

· Date of Completion:

Storage and Confidentiality This form must be stored securely and only shared with those directly involved in managing the safeguarding concern. All data will be handled in compliance with GDPR regulations.
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