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SAFEGUARDING POLICY  
 
1. INTRODUCTION  
 
This Policy forms part of the Terms and Conditions of service, and applies to all activities of Manna 
Meals, and to all staff working in such activities, whether as an employee, volunteer, director 
(management representative), intern or otherwise.   (NB: Manna Meals reserves the right to 
perform necessary DBS checks and references as and when required for new volunteers). 
 
 
2. OBJECTIVE  
 
The Objective of Manna Meals’ Safeguarding Policy is: 
 
2.1. to protect children and vulnerable adults who use the facilities and resources of Manna 
Meals.  
 
2.2. to provide staff with overarching principles that guide Manna Meals’ approach to 
safeguarding, through actively promoting awareness, good practice and sound procedures.  
 
 
3. DEFINITIONS 
 
3.1. Manna Meals regards children as those who are under the age of 19.  Manna Meals’ policy 
applies to all children with whom Manna Meals has contact.  
 
3.2. Manna Meals recognizes that vulnerable adults may also be in need of particular protection, 
and recognizes that the needs and concerns of this group may be different from those of children. 
Manna Meals will extend this policy to include specific commitments relevant to this group. Manna 
Meals intends that its safeguarding procedures will ensure a safe and protected environment for 
vulnerable adults in regard to Manna Meals’ work and activities.  
 
3.3. References to staff in this policy refer to all paid staff, employees, volunteers, interns and 
the Board of Directors (management representatives) of Manna Meals. 
 
3.4. The definitions of abuse can be found in Appendix B of this policy.  
 
 
 
 
 
 
4. IMPLEMENTATION  
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4.1. The Management shall appoint one of their members as Designated Safeguarding Lead (DSL) 
for all aspects of safeguarding awareness and implementation of this policy. The details of the 
current DSL can be found in Appendix A  
 
 
4.2. The DSL will be responsible to the Management for:  
4.2.1. ensuring that this policy is implemented throughout Manna Meals’ activities;  
4.2.2. ensuring all necessary safeguarding related enquiries, procedures and investigations are 
carried out thoroughly;  
4.2.3. reporting results of screening enquiries and preserving "need to know" levels of 
confidentiality and access to secure records;  
4.2.4. ensuring secure and confidential records relating to safeguarding matters;  
4.2.5. liaison with all staff to ensure implementation of the policy;  
4.2.6. liaison with social services at a formal and informal level on child protection matters, likewise 
with the police; or any other related agency, such as healthcare or education professionals as part 
of seamless service;  
4.2.7. reporting to all meetings of the Management on the implementation of this policy;  
4.2.8. reporting allegations and suspicion of abuse to the appropriate authorities;  
4.2.9. ensuring there is adequate induction and training relating to child protection matters for all 
staff;  
4.2.10. ensuring that each activity carried out by Manna Meals is sound in terms of safeguarding as 
regards to personnel, practices, premises.  
4.2.11. checking all incident reports made by staff, countersigning them, and making such reference 
to authority as is appropriate, after consultation with a director senior etc. as detailed below.  
 
 
5. RECRUITMENT OF STAFF 
 
5.1. Key staff (volunteers in direct, regular contact with children) will complete a standard DBS 
check and Level 2 safeguarding training. A record of this will be kept on file. 
 
 
6. REPORTING OF CONCERNS 
 
6.1. Those working on Manna Meals’ activities have a duty to ensure that any suspicion, incident, 
allegation or other manifestation relating to safeguarding is reported as outlined below. Appendix 
B outlines how to recognise the signs of abuse in more detail.  
 
6.2. Disclosure or evidence for concern may occur in any number of ways. This may be by what 
a child/vulnerable adult says, about themselves or another child or vulnerable adult. It may be 
through interception of a written item, or through observation of activity or behaviour giving cause 
for concern. It may be through changes in behaviour or attitude. There may be physical, emotional 
pointers such as bruising, staining, inappropriate behaviour or knowledge. These and many other 
signs can be picked up by workers.  
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6.3. IT IS VITAL FOR THE SUCCESSFUL OPERATION OF THIS POLICY THAT ALL INCIDENTS, 
OBSERVATIONS, HOWEVER INSIGNIFICANT-SEEMING, ARE LOGGED BY THE OBSERVER(S) IN EITHER 
ONE OF THE SAFEGUARDING JOURNALS, IN THE LOW LEVEL CONCERN FORM OR IN THE 
APPROPRIATE SAFEGUARDING INCIDENT REPORT FORMS.  
 
6.4. Ideally the observing staff member will make a verbal report to the DSL, and also make a 
written report outlining in adequate detail what was heard, seen, reported, alleged etc.  (Appendix 
C outlines what needs to be included in a written report in more detail). Verbatim quotes from a 
child/vulnerable adult are important, as is the retention of anything which gave cause for concern 
such as a drawing, painting, writing etc. The worker will sign and date the report. The session leader 
will countersign the report at the end of the session or, at the latest, the next working morning, and 
pass it to the DSL, who will also read and countersign the report, with any comments/ 
recommendations. 
 
6.5. If more than one worker has an observation on the same incident on the day in question, a 
separate report is to be made by each worker and treated as above. The session leader will ensure 
the reports are cross-referenced and dealt with as one. Staff should not feel constrained in 
expressing their concerns on any such matter.  
 
6.6. Many reports will be purely minor in nature. It is important to treat them with due 
seriousness, however, in case there already exists information within Manna Meals concerning a 
child/vulnerable adult or e.g. a related child/vulnerable adult.  
 
6.7. The DSL will keep records in such a way as will enable appropriate cross-referencing of 
reports. The object is that any persistent pattern is identified as soon as possible. (A safeguarding 
journal and low level concern forms will also be used to make informal notes/observations). 
 
6.8. The DSL will assess the evidence and if a serious level of allegation or evidence of abuse 
which may endanger a child, children/vulnerable adult has been made, they will then take the 
following actions: 
 
6.9. The DSL will take an appropriate course of action as follows:  
6.9.1. Immediately Report to Duty Officer at Social Services and/or Police: this covers any situation 
where, in the judgement of the DSL, after due consultation with staff involved, there is perceived to 
be an immediate danger to a child/vulnerable adult or detection of criminal offences against a 
child/vulnerable adult or other form of obvious, ongoing/future/recent serious harm. Where the 
Duty Social Worker cannot be located, the Police should be informed and told of this problem in 
locating the Social Services officer. Where a child/vulnerable adult seems at imminent harm of 
danger/ injury or worse, then the DSL is authorised to make a complaint to the Police in order to 
secure immediate action and protection of a child. NO PROTOCOL SHOULD EVER INHIBIT THIS 
COURSE OF ACTION IF IT IS TRULY WARRANTED.  
6.9.2. There may quite often be situations arising from the reporting process, which will not require 
the urgent formal reporting but where it will not be appropriate to wait until a liaison meeting. In 
such circumstances the DSL should never hesitate to contact the Social Services liaison person on 
an informal basis as soon as possible. Such situations may arise e.g. where there is insufficient hard 
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evidence or facts to warrant a complaint/ urgent formal referral, but there may be enough in terms 
of e.g. previous reports to justify referral of concerns in an informal manner.  
 
6.10. The point of making informal reports as above should not be under-estimated. It may well 
be that, from a safeguarding viewpoint, the information given to social services in a piecemeal 
manner, informally, is potentially a major way of picking up issues as they develop. Our piece of 
information may be one part of a jigsaw - it may even be the first piece. It may complete "a puzzle".  
 
6.11. The DSL, and all staff, should bear in mind that in Manna Meals we may not be privy to all or 
indeed much information about a given child's/vulnerable adult’s situation, as held by Social 
Services - but our item of information may assist in promoting a child's welfare.  
 
 
7. FEEDBACK AND REPORTING  
 
7.1. Staff will always wish to be assured that, having made a report, appropriate action has been 
taken. The DSL should always attempt to give such feedback from a reporting situation as is 
appropriate. The DSL him/herself may be short on information once a report has been made to 
Social Services, who for reasons of confidentiality may be unable to give specific details. However, 
the DSL should press for a description about progress from the Social Services end, usually through 
the liaison machinery but if necessary by direct action as high as may be warranted if a serious 
matter has been reported. The DSL is entitled to ask what specific action has been taken so far, 
whether the police have been informed etc.  
 
7.2. In giving any feedback to workers, the DSL has to bear in mind "need to know" and 
confidentiality. So, the worker who made a report can be told what action has been taken by the 
DSL including any representations that e.g. the police should be brought in etc.  
 
7.3. In regular reports on safeguarding matters to Manna Meals' Management, the DSL will 
report any formal report to the Police or the Duty Social Worker, omitting names; also any informal 
report made by the DSL to Social Services via our liaison with them.  
 
 
8. ALLEGATIONS AGAINST STAFF  
 
8.1. If a child, parent or vulnerable adult makes allegations to Manna Meals against any member 
of staff the following procedure will come into force - incident reports will be made at all stages as 
appropriate:  
8.1.1. The person receiving the complaint will contact the directors. The Chairman will contact the 
DSL. On receipt of the complaint, the DSL will contact Social Services to inform them of the situation. 
Normally this will be by informal channels but if there is a criminal allegation, the contact will be 
formal to the duty social worker and also to the police.  
8.1.2. The Chairman should inform the person against whom an allegation has been made as soon 
as possible UNLESS THERE APPEARS TO BE A CASE THAT THIS MIGHT PREJUDICE A CRIMINAL 
INVESTIGATION. This will require consultation with the police to ascertain.  
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8.2. The course of action to be taken from thereon will be decided by the nature of the 
allegation(s): 
8.2.1. If a criminal allegation e.g. of sexual abuse and impropriety is made, or physical assault, or 
inappropriate behaviour, the Chairman and DSL will agree on the course of action to be taken to 
ensure the person in which the allegation has been made against, is not present at a Manna Meals 
event until the conclusion of proceedings.  
8.2.2. If there is no criminal allegation the DSL will gather as much detail from available sources of 
information as possible, by way of investigation, but not including seeking to interview any 
child/vulnerable adult if there is a criminal allegation (which is a matter for the authorities). The DSL 
should examine to see if there is any previous report relating to a safeguarding matter concerning 
any involved child/vulnerable adult. This is most important. Where appropriate, the DSL should 
consider whether suspension of the staff member is advisable and recommend accordingly to the 
Chairman.  
8.2.3. If the allegation/observation relates to a ‘Low Level Concern’ please refer to Manna Meal’s 
Low Level Concern Policy. 
 
9. INDUCTION AND TRAINING 
 
9.1. Manna Meals shall ensure that there is adequate and appropriate induction and ongoing 
training and information to all staff concerning safeguarding matters, which shall be the 
responsibility of the directors in conjunction with the DSL. All staff shall have this policy drawn to 
their attention on joining Manna Meals and it shall be the duty of the directors, in consultation with 
the DSL, to ensure that such persons are fully aware of how and where to access the full policy 
statement, and that the DSL is the person through whom they should route queries concerning the 
policy. 
 
10. REVIEW  
 
10.1. The Directors shall review this policy, its effectiveness and regarding its implementation 
annually and the DSL shall ensure that the views of all staff are sought and reflected in this review 
process, and that any statutory authority input is sought, as appropriate.  
 
11. ACKNOWLEDGEMENT  
 
All staff are expected to familiarise themselves with this policy. It is imperative that this policy is 
adhered to. 
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APPENDIX A  
 
 
The Designated Safeguarding Leads (DSL) responsible for Manna Meals is:  
 

Name: Rosemary Booth 

Contact Address: 77a Coxtie Green Road, CM14 5PS 

Contact Number: 07956439983 

Alternative Contact Number: 01277 372996 (office: Anna Cope - Chair) 

Best times to Contact: Between the hours: 9 – 12 (Mon – Fri) 

Email Address: safeguardingmannameals@gmail.com 

 
 

Name: Abigail Gowland 

Contact Address: 77a Coxtie Green Road, CM14 5PS 

Contact Number: 07956439983 

Alternative Contact Number: 01277 372996 (office: Anna Cope - Chair) 

Best times to Contact: Between the hours: 2 – 6 (Wed), 9 – 3 (Thur) 

Email Address: safeguardingmannameals@gmail.com 

 
 
If an allegation is made or you have any concerns relating to Safeguarding issues you must bring it 
to the immediate attention of the DSL.  
 



	

	
Safeguarding Policy  Page 7 of 8 

APPENDIX B 
 
SIGNS AND SYMPTOMS OF ABUSE ON A CHILD/VULNERABLE ADULT 
 
Abuse takes many forms. All staff, volunteers and directors must take note of and familiarise 
themselves with the following definitions:  
 
 
a) Physical Abuse  
 May involve smacking, hitting, shaking, throwing, poisoning, burning/scalding, drowning, kicking, 

suffocating and/or any other form of physical harm to a child.  
 
 
b) Emotional Abuse  
 Persistent emotional ill treatment of a child/vulnerable adult can cause severe and persistent 

adverse effects on their emotional development. This can involve telling them that they are 
unloved, worthless and inadequate or valued insofar as they meet the needs of another person. 
It may make them frequently feel frightened or in danger. It may involve exploitation or 
corruption.  

 
 
c) Sexual Abuse  
 Involves forcing or enticing a child/children/vulnerable adult to take part in sexual activities 

whether or not they are aware of what is happening. These activities can involve physical contact, 
including penetrative (e.g. rape and/or buggery) or non-penetrative acts. Sexual abuse does not 
have to be a contact and/or physical activity.  

 Sexual abuse can involve a child/children/vulnerable adult looking at or being involved in the 
production of pornographic material or watching sexual activities. It can be the encouraging of a 
child/children/vulnerable adult to behave in sexually inappropriate ways.  

 
 
d) Neglect  
 Neglect is a persistent failure to meet the basic physical, and/or psychological needs of a 

child/children/vulnerable adult. It may involve a family/carer(s) or responsible adult’s failure to:  
● Provide adequate food, shelter or clothing;  
● Protect them from physical harm or danger;  
● Ensure access to appropriate medical care or treatment  
 
This may also include neglect of or unresponsiveness to the emotional need of a 
child/children/vulnerable adult.  
 
(See also – Brentwood Council Safeguading Policy & Procedures for children, young people & adults 
with care and support needs) 
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APPENDIX C - What to do if you have concerns or allegations have been 
made 
 
If you suspect, or have had reported to you, any form of abuse on a child or suspect a child is at 
risk, you must act immediately.  
 
Access the Governments DCMS charity safeguarding tool (free to use): 
https://www.charitysafeguarding.dcms.gov.uk/ 
 
1. Make a written report to include the following:  
 
• Name(s) of the child/children/vulnerable adult  
• Parent or Carer details  
• The child’s/vulnerable adult’s address  
• The child’s/vulnerable adult’s telephone number  
• What has been alleged to have happened or what has been seen  
• Date/time and location of allegation/incident  
• Name and/or details of anyone present or involved  
• Anything said by person(s) present/involved  
• Any evidence of abuse, e.g. bruises, scratches, bleeding or any changes in behaviour (Must be 

recorded)  
• Anyone who had been told or informed about the incident/allegation  
• Details of those involved and how they were involved  
• Any details of information provided by the child/vulnerable adult about what happened  
• Whether the family/carer(s) and/or social workers know  

 
2. Give the DSL this written report. If for any reason you cannot get in touch with the named 

person, contact the Social Services duty social workers or the Police Force Child Protection 
Unit  

 
Essex County Council – Health & Social Care 
 
Emergency contact details  
Where a situation is urgent: 
Monday to Thursday 5.30pm - 9am 
Friday and bank holidays 4.30pm – 9am 
Telephone: 0345 606 1212 
Helpline  
Where there are immediate concerns about the 
safety or welfare of a child or young person:  
Telephone: 0345 603 7634 

Essex Police Social Care (Family Operations Hub)  
 
Telephone: 0345 603 7627  
Out of hours: 0845 606 1212 

 
 
Policy implemented:   November 2015 
Policy reviewed:  July 2026 (annually) 

https://www.charitysafeguarding.dcms.gov.uk/

