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Safeguarding children
and vulnerable adults
Policy and procedures for
Norwich City Council offcers

Norwich City Council recognises that
it plays a vital role in keeping people
safe in our city and fully understands
its roles and responsibilities with
regard to safeguarding children and
vulnerable adults.
Some of our residents may be temporarily
vulnerable due to age or circumstances;
some may have ongoing vulnerabilities
due to long term health conditions or
disabilities.
The council is one partner in the multiagency approach to safeguarding so it is
vital that we work collaboratively with
other agencies to achieve this.

This policy has drawn on a variety of local
and national best practice.
It documents the council’s commitment
to protecting children and vulnerable
adults and identifes processes and
procedures for offcers to follow in
ensuring this.
We hope you fnd the pages a useful
resource in helping to safeguard all
vulnerable people in Norwich.
Safeguarding is quite rightly everyone’s
business and this guidance document
aims to help offcers fulfl this role.
This document will be updated as legislation,
processes and / or personnel change.
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1. Safeguarding policy
statement
Norwich City Council considers that all
children and adults, whatever their age,
culture, gender, origin, sexual orientation,
skills, ability and beliefs have the right to
protection from abuse. We have a duty to
promote the welfare of all and safeguard
them from harm as far as reasonably possible.
It is the council’s responsibility to do this
by raising awareness to all employees and
providing training to relevant offcers
across the organisation and council
members on safeguarding children and
vulnerable adults so they understand
their safeguarding responsibilities.
The council will ensure that robust
procedures are in place for the recruitment
of suitable people to be working with
children and vulnerable adults; that proper
checks and procedures are undertaken;
and, where appropriate, contractors and
funded organisations have child protection
policies and procedures in place.
In line with the Prevent duty – to stop
people becoming involved in terrorist
activity or supporting violent extremism
in all its forms – the council will ensure it
does not work with, or allow its premises
to be used by organisations engaged in
extremist activity or those that express
extremist, hate motivated or discriminatory
ideology or beliefs. This is the responsibility
of all employees and council members.
The council works in partnership with
other authorities to safeguard children
and vulnerable adults and understands its
role in recognising and referring alleged
cases of abuse to the relevant authorities
to take, or initiate, action where necessary.
The work of the council is guided by
the principles of best practice and the
guidance provided by the Norfolk
safeguarding children board (NSCB)

Norfolk safeguarding adults board
(NSAB), County community safety
partnership (CCSP) and the Domestic
abuse & sexual violence board (DASVB).
On an operational level, Norwich City
Council offcers work closely with the
Norfolk Multi Agency Safeguarding Hub
(MASH) and Children’s Advice and Duty
Service (CADS) where appropriate, to
ensure that all relevant statutory and
support partners are informed and in
place to support children and vulnerable
adults at risk of serious harm.

2. Defnitions
Safeguarding and promoting the welfare
of children and vulnerable adults is
defned as:
• protecting children and vulnerable
adults from maltreatment
• preventing impairment of children
and vulnerable adults’ health or
development
• ensuring that children and vulnerable
adults are living in circumstances
consistent with the provision of safe
and effective care
• taking action to enable all children to
have the best life chances.
Working together to safeguard children 2015

Child protection is a part of safeguarding
and promoting welfare of children up to
the age of 18. This refers to the activity
that is undertaken to protect specifc
children who are, or are at risk of,
suffering signifcant harm.
The terms child, children, young
person and young people are used
interchangeably to represent anyone
who has not yet reached the age of 18.
A vulnerable adult or adult at risk can
be defned as:
any person aged 18 or over who:
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• has needs for care and support, either
on a long term or temporary basis
(including for substance misuse,
mental ill health or domestic abuse)
• is experiencing or is at risk of abuse or
neglect and as a result of those needs is
unable to protect themselves against
the abuse or neglect or the risk of it.
Care Act 2014.

Abuse
‘The violation of an individual’s human
and civil rights by any other person or
persons’ (Department of Health, 2000).
Abuse can happen anywhere – in the home,
at school, during leisure activities and so on.
Abuse is not just about physical harm.
For example, witnessing domestic abuse
at home harms a child or young person
emotionally and psychologically and impacts
their ability to thrive. 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 represents
an abuse of power or a breach of trust.
Abuse includes bullying and domestic abuse.
Abuse can happen to anyone, including a
child or vulnerable adult, regardless of their
age, gender, race or ability. Children and
vulnerable adults may be abused in a family
or in an institution or community setting by
those known to them or, more rarely, by a
stranger. They may be abused by an adult or
adults, a child or children or a young person/
people. Abuse and neglect are forms of
maltreatment of a child, young person or
vulnerable adult. Somebody may abuse or
neglect a child by inficting harm, or by failing
to act to prevent harm. Failing to act to
prevent harm to a child or vulnerable adult
can imply acceptance of such behaviour,
which in turn implies responsibility.

Types of abuse
Abuse can be:
• intentional or unintentional
• active or passive
• part of a pattern of behaviour
or a single incident.
This list is not exhaustive.
Physical abuse
• Hitting, shaking, pushing, kicking,
throwing, poisoning, burning or scalding,
drowning, suffocating, punching, biting,
deliberate burns, stabbing, strangulation,
unnecessary or inappropriate restraint
and other forms of assault.
• Medical mistreatment such as
withholding or inappropriately altering
or administering medication or other
treatments, and fabricating the symptoms
of or deliberately inducing illness.
Psychological or emotional abuse
• Deprivation of social contact or
deliberate isolation.
• Overprotection and limitation of
exploration and learning.
• Being made to feel worthless or inadequate .
• Humiliation, blaming, verbal abuse.
• Lack of privacy or choice.
• Use of coercion, using threats or fears
to over-ride a person’s wishes.
• Treating an adult as if they were a child.
• Witnessing signifcant harm to another.
• Serious bullying.
Neglect
• Failure to meet basic physical care
needs – to provide adequate food,
clothing and shelter (including exclusion
from home or abandonment).
• Deprivation of necessary personal and
medical care, which can result in the
impairment of health and / or development.
• Failure to protect from physical harm
or danger.
• Failure to protect from emotional harm.
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• Failure to provide access to appropriate
medical care or treatment and/or
removal of aids to daily living.
• Being unresponsive to basic
emotional needs.
• Failure to ensure adequate supervision
(including the use of inadequate care givers).
• During pregnancy as a result of
maternal substance abuse.
• For vulnerable adults, it includes failure
to give information about sexual and
reproductive health.
• For vulnerable adults, it includes selfneglect of basic health and care needs.
Bullying
• Physical – such as hitting, kicking and theft.
• Verbal – including name-calling, constant
teasing, sarcasm, racist or homophobic
taunts, threats, graffti and gestures.
• Virtual – incorporating the use of social
networking websites and platforms and/
or texting and ‘sexting’.
• Emotional – such as tormenting,
ridiculing, humiliating and ignoring.
• Sexual – such as unwanted physical
contact or abusive comments.
Sexual abuse or exploitation
• Involves forcing or coercing a vulnerable
individual to take part in sexual activities
including prostitution, whether or not
they are aware of what is happening.
• This may include non-contact activities
such as watching or producing online
images and watching sexual activities or
encouraging children and vulnerable
adults to behave in sexually
inappropriate ways.
Financial abuse or exploitation
• Stealing money or property.
• Deceiving or manipulating a person out
of money or property.
• Withholding or misusing money or property.
• Stripping a person of their assets.

• Exploitation of dependence for personal gain.
• Misuse of benefts by others.
Discriminatory abuse
• Racist, sexist, or homophobic abuse,
abuse relating to age, disability or illness,
religion or belief.
• Acts or comments, including incitement
to others to commit abuse.
Domestic abuse
• Defned as any incident of threatening or
coercive behaviour, violence or abuse
(whether physical, sexual, emotional,
psychological, fnancial or verbal) that
occurs between parties where there
is or was an intimate relationship.
• Occurs across the whole of society
regardless of age, gender, race, marital
status, religion, sexual orientation,
or whether they have a disability and
can occur in any type of relationship,
such as marriage/civil partner, former
marriage/ civil partner, former/current
boyfriend/ girlfriend, family or former
family members, extended family or
former extended family members,
including siblings and young person to
parent and any form of cohabitation.
• Can affect adults and children either and
includes direct abuse, threats of being
abused or the impact of witnessing abuse.
• Includes crimes committed in the name
of so called ‘honour’, forced marriage
and female genital mutilation.
• Includes persistent coercion and
controlling behaviour, where the
perpetrator seeks power over the victim.
• Includes crimes of stalking and harassment.
• Applicable in law to victims from aged 16*.
Manipulating to adopt radical ideologies
and harmful behaviours
Targeting children and vulnerable adults to:
• undertake activities and behaviours that
are criminal to self and others

* Intimate personal relationships are recognised in law from aged 16. Prior to that it would be covered
under child abuse laws (whether perpetrated by a child or adult).
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• take control of the young person or
vulnerable adult’s home for illegal and/
or harmful activity
• manipulate thinking to a different
ideology than current understanding,
including radicalisation to extremist
ideologies, to the detriment – or danger
– of the person targeted and others
• recruit peers to adopt the same
ideologies/harmful behaviours.
Modern slavery/Human traffcking
• Involves the recruitment, movement,
harbouring or receiving of children, women
or men through the use of force, coercion,
abuse of vulnerability, deception or other
means for the purpose of exploitation
• May include debt bondage, where a
person is forced to work for free to pay
off a debt, child slavery, forced marriage,
domestic servitude and forced labour,
where victims are made to work through
violence and intimidation
Children in specifc circumstances
Listed below is additional information
about certain issues that affect some
children/young people and might mean
they are more vulnerable to harm or
abuse. Signifcant harm is always a very
real risk for these children. If offcers
come across these situations and are
concerned then they should contact
Norfolk Children’s Advice and Duty
Service (CADS) on 0344 800 8021.
Disabled children
Research suggests that children with
a disability are more vulnerable to
signifcant harm through physical, sexual,
emotional abuse and/or neglect than
children who do not have a disability. The
increased vulnerability is attributed to risk
factors such as: social isolation, dependency
on others for practical assistance including
intimate personal care, an impaired
capacity to resist or avoid abuse, possible
communication barrier, limited access to
someone they can trust to disclose that
they have been abused.

Female genital mutilation/cutting (FGM)
Female genital mutilation (FGM) is a
collective term for procedures that
remove part or all of the external female
genitalia for cultural or other non-medical
reasons. The age at which girls are
subjected to female genital mutilation
varies greatly from shortly after birth
to any time up to adulthood, with the
majority of cases happening to those
between the ages of four and 13 years.
The Female Genital Mutilation Act (2003)
makes it a criminal offence in the UK
and for UK nationals or permanent UK
residents, to carry out or be involved with
FGM abroad even in countries where the
practice is legal.
Forced marriage
A forced marriage is one that takes place
without the full and free consent of both
parties. Force can include physical force, as
well as being pressured psychologically or
threatened. Forced marriages are not the
same as arranged marriages, whereby families
take the lead in selecting a marriage partner
but the couple have the free will and
choice to accept or decline the arrangement.
Forced marriage involving a young person
under the age of 18 is a child protection
issue, as the child is at risk of signifcant
harm through physical, sexual and
emotional abuse.
Forced marriage may involve the child
being taken out of the country (traffcked)
for the ceremony, is likely to involve
non-consensual and/or underage sex
and refusal to go through with a forced
marriage has sometimes been linked to
honour-based violence.
Gangs and serious youth violence
A child who is affected by gang activity or
serious youth violence can be at risk of
signifcant harm through physical, sexual
and emotional abuse. The risk or potential
risk of harm to the child may be as a
victim, a perpetrator or both – in relation
to their peers or to a gang-involved adult.
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Honour-based violence
Honour-based violence is the term used
to describe acts of violence – assault,
abduction and murder in the name of
so-called honour. It is mostly carried
out against women who are killed for
perceived immoral behaviour, deemed
to have breached the honour code of
a family or community, causing shame.

Spirit possession/witchcraft
In these situations a parent or carer
and sometimes a child believe that an
evil force has entered the child and is
controlling them. The belief includes the
child being able to use the evil force to
harm others. A belief in spirit possession
is not confned to particular countries,
cultures, religions/faiths or communities.

A child who is at risk of honour-based
violence is at signifcant risk of physical
harm (including being murdered) and/or
neglect, and may also suffer signifcant
emotional harm through the threat of
violence or witnessing violence directed
towards a sibling or other family member.

A child may suffer emotional abuse if
they are labelled and treated as being
possessed with an evil spirit. In addition,
signifcant harm to a child may occur
when an attempt is made to ‘exorcise’
or ‘deliver’ the evil spirit from the child.

Missing children
Norfolk Children’s Services regard a child
as ‘missing’ when the person responsible
for them does not know where they are.
Children who are most vulnerable to
going missing from care and home include
those missing from school, looked after
children and asylum-seeking children.
When a child goes missing from care or
home, they could be at risk of signifcant
harm through physical or sexual abuse.
Private fostering
This is where a child under the age of 16
(or 18 if disabled) is cared for by someone
who is not their parent or a close relative.
This is a private arrangement made between
a parent and carer for 28 days or more.
In many cases, the child is also looked
after away from a familiar environment in
terms of region or country. Private foster
carers and those with parental responsibility
are required to notify the local authority by
law of their intention to privately foster
or to have a child privately fostered.

Traffcking
A traffcked child is coerced or deceived
by the adult who brings them into the
country or is moved within the UK.
When the child arrives in the UK or
is moved within the country, they are
denied their human rights and are forced
into exploitation by the traffcker or the
adult/s into whose control the child is
delivered. It is a form of child abuse and
requires a child protection response.
Unaccompanied asylum seeking children
These are children under the age of 18
years who are seeking asylum, but not
living with their parents, relatives or
guardians in the UK. Most come from
countries which are in a state of chaos,
including war and endemic violence.
Unaccompanied asylum-seeking children
(UASC) require a broad package of
support and should be referred to
children’s social care in order to establish
the council’s duties to support them.
Young carers
Young carers are children and young
people under 18 who look after someone
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in their family affected by illness, disability,
mental health or substance misuse. The
young person takes on practical and/or
emotional caring responsibilities that
would normally be expected of an adult.
Young carers are particularly vulnerable
because their caring responsibilities can
signifcantly impact upon a child’s health
and development.

3. Legal framework
Key legislation includes:
• Children Act 2004
• Working Together to Safeguard
Children 2018
• The Human Rights Act 1998
• The Care Act 2014
• Mental Health Act 2007
• Mental Capacity Act 2005
• Domestic Violence, Crime & Victims
Act 2004 (updates 2017)

4. Roles and responsibilities
Norwich City Council
The council expects all employees to act
upon any safeguarding concerns they have
and to report them in accordance wth the
policy and procedures contained in this
document. Even where concerns do not
in isolation confrm abuse or harassment,
these should still be reported. When
considered in conjunction with other
concerns, these may provide compelling
indicators of a child or adult being at risk.
The council also expects that contractors
or partner organisations carrying out or
delivering services on behalf of the council
will also adhere to the duty to report
safeguarding concerns. This forms part
of the contracts or service agreements
empowering these organisations to
undertake the work on behalf of the council.
To confrm the council’s commitment
to safeguarding, there is a nominated

elected member and corporate director
leading and championing safeguarding.
The senior safeguarding offcer holds
responsibility to resolve any inter-agency
issues and liaise with the relevant boards
in relation to safeguarding. The council’s
senior safeguarding offcer is Bob Cronk,
director of people and neighbourhoods.
The senior safeguarding offcer has overall
responsibility for:
• ensuring that safeguarding allegations
are investigated and addressed
• co-ordinating the council’s input into
serious case reviews and domestic
homicide reviews when appropriate
• ensuring the council’s safeguarding
group promotes safeguarding
throughout the council and develops
processes and policies to ensure
statutory duties are met.
Safeguarding champions attend and
represent specifed service areas at the
council’s safeguarding group. It is the
role of the safeguarding champions to:
• act as a point of contact for guidance
in relation to safeguarding issues and
concerns that offcers come across
• promote the welfare of children and
vulnerable adults across the council
• ensure all required reporting and
referral processes and followed
by offcers in their service area
• attend relevant safeguarding training
courses to keep up-to-date on
legislative and best practice process
developments in relation to safeguarding.
It is recognised that not all employees will
have contact with children and vulnerable
adults as part of their role. For those
offcers who do, the frequency with which
they will come into contact with children
and vulnerable adults vary.
A quick guide to safeguarding responsibilities
is identifed in the table on the next page.
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Activity

Route

Responsibility

ALERTING

Safeguarding champion, line
manager, Norwich Early Help Hub

Norwich City Council
offcers

REPORTING

Norfolk County Council and
police offcers via CADS / MASH,
directly to duty social work team,
Norwich Early Help Hub, tenancy
management offcer, sheltered
housing support offcer –
all as advised

Norwich City Council
offcers

INVESTIGATING

Norfolk County Council and police
offcers via CADS / MASH or social
care teams

Norfolk County
Council and / or
Norfolk police

MONITORING
AND REVIEWING

Norfolk County Council and police
offcers via duty teams. Multiagency reviewed at Norwich
Early Help Hub and/or Family
Support Process/adult social care.
Monitored multi agency at NSCB
& NSAB on exception basis.

Norfolk police and/or
Norfolk County
Council offcers.
Multi-agency support
partners as directed,
at Norwich Early Help
Hub and/or Family
Support Process/adult
social care; which may
include Norwich City
Council offcers, as
directed.

Code of conduct
The council’s code of conduct exists
to ensure that all employees adhere to
principles and behaviour that demonstrate
probity in our roles. This includes identifying
the need for appropriate boundaries in
supporting children, young people and
vulnerable adults and ensuring information
obtained during the course of offcer duty
is viewed and shared only professionally
and as appropriate to duties.

This benefts us by making sure:
• an open and positive environment
is developed
• poor practice is identifed
• investigations are carried out
• disciplinary action is taken where
appropriate.
If employees have concerns about aspects
of organisational practice which are not
addressed by their line manager, there
is a corporate whistle blowing policy.
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If offcers have concerns about the conduct
of a fellow employee which is perceived as
putting the safety, care or wellbeing of a
child, young person or vulnerable adult at
risk, it is imperative that they act immediately,
using the quick guide procedure.
It is important that Norwich City Council
employees provide a safe working environment
for each other and for children, young
people and vulnerable adults when required
to do so. This not only avoids allegations
against employees, but also promotes a
positive working environment.
If an abusive incident takes place
within a Norwich City Council service
and is concluded to be the result of
poor practice, this may be dealt with in
conjunction with Norfolk County Council
as the lead authority for safeguarding.
Norwich City Council and Norfolk
County Council’s local authority
designated offcer (LADO) will decide
whether to make a referral to the police,
regarding cases concerning children,
having considered all the issues.
There is separate guidance relating to
concerns involving vulnerable adults.
See contacts section 8 for details of
how to report your concerns.
The council works closely with partner
agencies/professionals and contractors
to ensure that procedures are in place
to protect children and vulnerable adults
and that reporting methods are robust.
Norfolk County Council
In Norwich, Norfolk County Council
provides adult and children’s services.
All councils and relevant partner agencies
have a statutory duty to make sure they
are meeting their responsibilities for the
safeguarding and promotion of the
welfare of children. The local safeguarding
children’s board is responsible for
coordinating these arrangements.

When a referral is received and there is
reasonable cause to suspect that a child
or vulnerable adult who lives, or is found,
in Norwich is suffering or is likely to suffer
signifcant harm, Norfolk County Council is
required to make such enquiries as it considers
necessary to enable it to decide whether
it should take any action to safeguard or
promote the person’s welfare.
Police
The police are responsible for effective
agency working with children’s and adult
services in the investigation and resolution
of child or vulnerable adult protection
cases including cases of domestic abuse
and sexual violence.
This may involve inclusion in area
safeguarding committees, the issuing of police
protection orders, and safeguarding the
welfare of victims, witnesses and offenders.
They are the frst point of contact for an
individual that appears to be in danger of
immediate harm.

5. Good practice
It is imperative that Norwich City Council
offcers provide a safe working environment
for each other, and for children and vulnerable
adults when required to do so. This not only
avoids allegations against employees but also
promotes a positive working environment.
Outlined below are good practice
guidelines and procedures, as well
as behaviours to avoid and note if
demonstrated by a colleague:
• Good practice guidelines
• Practice never sanctioned
• Procedure for responding to disclosure
or allegations
• Safeguarding and anti-social behaviour
• Safeguarding and bullying
• Safeguarding and historical abuse
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• Allegations against council offcers
• Recruitment, employment and
deployment of employees

This is available via the learning room
and offcers are encouraged to revisit
this at any time should they feel the
need to refresh their understanding.

6. Confdentiality
Safeguarding children and vulnerable
adults supersedes any confdentiality
concerns. Below are some key points
to consider when working with children
and vulnerable adults.

Where relevant and appropriate, council
employees in specifc roles will receive
further and specialist safeguarding
training, to support effective delivery
of those roles and to ensure the council
meets its responsibilities.

• Confdentiality is not absolutely
guaranteed, and offcers should be open
and honest regarding its limitations.

Offcers may also request supplementary
safeguarding training to support delivery
of their role, via their line manager.

• Children and vulnerable adults should be
made aware of the limits to confdentiality
and the potential consequences of disclosure.

Norwich City Council offcers are required
to refresh their safeguarding training –
whatever the level they receive – every
three years to ensure they are up to date
with changes in legislation, policy and
local service provision. Offcers requiring
safeguarding training should contact
learning and development to arrange.

• Where concerns are raised or allegations
made regarding the parent of the child
or young person, consultation should be
made with a safeguarding champion on
whether it is necessary to disclose any
information to the parent.
• Where an employee has a suspicion
of signifcant harm, safeguarding
procedures as outlined throughout
this document must be put in place.
• The limit to confdentiality is reached when
signifcant harm is suspected or disclosed.
At this point, clear records must be
kept and the relevant authorities notifed.
• Norwich City Council employees are
reminded of how to legally and effectively
share information to safeguard children
and vulnerable adults using the Home
Offce information sharing pocket guide.

7. Training
All Norwich City Council offcers receive
a mandatory level of safeguarding training
in order to recognise and understand their
individual responsibilities for ensuring the
safeguarding of children and vulnerable adults.

8. Contacts
Immediate danger
If a child or vulnerable adult is in immediate
danger then contact the police in the frst
instance. In an emergency, call: 999.
Reporting concerns about a child
or vulnerable adult
If you have concerns about a child or
young person and are seeking clarifcation
or advice, contact the Norfolk Childrens
Advice and Duty Service (CADS) on 0344
800 8021. You will receive advice and
feedback on where your concern is to
be directed. If you have concerns about
a vulnerable adult or there has been a
disclosure of abuse, this matter must be
prioritised and responded to by reporting
immediately to the Norfolk Multi-agency
Safeguarding Hub (MASH) on 0344 800
8020, who will investigate and take
appropriate action.
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9. Useful Links

Out-of-hours emergencies
Concerns regarding children and vulnerable
adults out of offce hours can be reported
to the MASH on 0344 800 8020.
Early intervention
Where there may be a safeguarding risk
or concern, you can access advice and
support from a range of support partners
at Norwich Early Help Hub (NEHH).
Partners include Norfolk County
Council’s early help and family focus
team for children and adult social care,
as well as police and a range of council
colleagues and voluntary sector partners.
Offcers can visit the hub, based in the
customer contact centre at City Hall,
within offce hours Monday-Friday
or by calling 01603 987800.
Allegations against professionals
Children
Suspicions of poor practice or abuse by an
offcer or another professional that are
observed or reported to an offcer should
be reported to the local authority designated
offcer (LADO) on 01603 223473 and
appropriate action will be taken.

• Safeguarding on Citynet (access to
reporting and log forms)
• Quick guide to NCC safeguarding
procedure
• Safeguarding champions
• Domestic abuse champions
• Norfolk safeguarding children board
• Norfolk safeguarding adults board
• MASH leafet
• Norwich Early Help Hub
• Norfolk County Council domestic
abuse information
• Vulnerable to radicalisation (VTR)
guidance and referral form
• Neglect identifcation toolkit
• Self-neglect and hoarding strategy
• Multi-agency guidance:
Allegations against persons in a
position of trust
• CADS how to raise a concern

Adults
To report any concerns regarding an
offcer or another professional who may
pose a rist to adults with care or support
needs, contact MASH on 0344 800 8020
and ask to speak to the adult social care
safeguarding team. Ask them to send a
safeguarding adults data sharing referral
(SADS) form. Email the completed form
to sccesecure@norfolk.gcsx.gov.uk
Whistle-blowing
Serious concerns about poor practice
in the organisation or the council’s
approach to safeguarding can be raised
with the council’s senior safeguarding
offcer, Louise Rawsthorne by emailing
louiserawsthorne@norwich.gov.uk
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10. Quick guide to Norwich City Council
Safeguarding procedures (children and adults)
Scenario A

Scenario B

Scenario C

Scenario D

You identify a child,
young person or
vulnerable adult
who may be
experiencing abuse
or neglect

A child, young
person or
vulnerable adult
makes an allegation
of abuse or neglect

An allegation
or concern is
expressed about a
Member, employee,
volunteer or
contracted service

An allegation or
concern is expressed
about any other
person e.g. parent,
carer, other resident
or service user

In any of the safeguarding scenarios identifed above,
follow the fve stage process below:

1.

Recognise: identify when something isn’t right.
Is the child, young person or vulnerable adult at risk
of immediate signifcant harm?

YES

NO

Respond: discuss with line manager/safeguarding champion
and respond as agreed.Consider whether request for support
from Norwich Early Help Hub (NEHH) is appropriate.

3.

Report: Contact the MASH if your concern is about an
adult. Contact CADS if your concern is about a child.

4.

Refer: to relevant colleague for information/response
as appropriate or alternative early intervention provider
if advised by MASH or CADS.

5.

Record: Update information management system(s)
(e.g. Civica) and complete a Safeguarding issues log
form (SIL) (on Citynet under ‘safeguarding’).

• POLICE: 101 OR 999 IN AN EMERGENCY
• ADULT SOCIAL SERVICES/MASH: 0344 800 8020
• CHILD SOCIAL SERVICES/CADS: 0344 800 8021
• NORWICH EARLY HELP HUB: 01603 987800
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Contact the
police for
immediate
action –
CALL 999
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