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More information is available 
on the ‘Safeguarding’ section  
of the intranet 

Useful contacts 
 

If a child or vulnerable adult is in immediate danger or requiring 
medical attention ring 999 
 
If you are worried about a child call 0800 131 3126 (Staffordshire County 
Council First Response Team (Mon to Thurs 8am to 5.30pm, Fri 8am to 
4.30pm). 
 
You can also call Staffordshire Police Central Referrals Unit on 101 and 
ask for the Multi-Agency Safeguarding Hub (MASH) or email: 
mash@staffordshire.pnn.police.uk 
Outside of office hours call 0845 604 2886  
 
If you are worried about a vulnerable adult call 0845 604 2719  
Staffordshire Social Care and Health (Mon to Thurs 8am to 5.30pm, Fri 
8am to 4.30pm). You can also call Staffordshire Police Central Referrals 
Unit on 101 and ask for the Multi-Agency Safeguarding Hub (MASH) or 
email mash@staffordshire.pnn.police.uk 
Outside of office hours call 0845 604 2886 
 

Safeguarding Children  
and Vulnerable Adults 

In this leaflet you will find information about what 
action you need to take if you are worried about a 
child, young person or vulnerable adult.  

www.lichfielddc.gov.uk/safeguarding 



We all have a duty to  
protect children, young 
people and vulnerable 
adults 

Our responsibility 

 
We all have a responsibility to look out for children, young people and 
vulnerable adults. In our everyday and working lives, all of us can help 
by taking action if we have concerns. 
 
Lichfield District Council accepts and takes its responsibility to protect 
children and vulnerable adults from harm very seriously.  
 
This leaflet gives you more information about safeguarding, identifies 
safe working practices, and tells you what to do if any concerns do 
arise.  
 

What does safeguarding actually mean? 
 

 Safeguarding means protecting people’s health, well-being and  
human rights, and enabling them to live free from harm, abuse and 
neglect.  

 Safeguarding and promoting the welfare of children and vulnerable 
adults involves taking action to protect children and vulnerable 
adults from being mistreated. 

 

What is child protection? 
 
Child protection is about protecting any children who might be  
suffering, or at risk of suffering, from abuse.  
 
 

How do I find out more about  
Safeguarding? 
 

You can find out more by: 
 
 completing the introduction to Safeguarding 

Children e-learning course or refresher 
course.  

 finding out about other relevant training. 
 looking at the information on the intranet. 

 
Remember 
 
If you have any concerns about a young person, 
a vulnerable adult, a colleague or volunteer, talk 
to your line manager or Lichfield District  
Council’s Designated Child & Vulnerable Adults 
Protection Officer and fill in the Reporting  
Suspected Abuse Form, which you will find  
under ‘Download Related Forms’ on the intranet 
in the ‘Safeguarding’ section.  

 
Contact 
 
If you have any concerns, please speak to your 
line manager or contact Susan Bamford, Lichfield 
District Council’s designated Child & Vulnerable 
Adults Protection Officer.  
 
Email: susan.bamford@lichfielddc.gov.uk 
Call: 01543 308170 or 07931478000 
 
If unavailable, contact Clive Gibbins, Housing 
Services Manager.  
 
Email: clive.gibbins@lichfielddc.gov.uk 
Call: 01543 308702 
 
 
 

Any  
concerns 
must be  
reported to 
the Child & 
Vulnerable 
Adults  
Protection 

Officer 

 



Working practices to avoid 
When you are working with a child or vulnerable adult, you should 
never:  
 

 allow or engage in any inappropriate touching. 
 do things of a personal nature for a child or vulnerable adult which 

they can do for themselves. 
 invite or allow children to use inappropriate language unchallenged. 
 make sexually suggestive comments, even in fun. 
 allow any allegations made to go unchallenged, unrecorded, or not 

acted upon. 
 dismiss any concerns. 
 panic. 
 show shock or distaste about what they have told you. 
 ask for more information. 
 speculate or make assumptions. 
 make negative comments about the alleged. 
 ask them or any witnesses to sign your written information. 
 take photos.  

 
Responding to disclosure 
Abused children and vulnerable adults are more likely to disclose details 
of abuse to someone they trust and with whom they feel safe. By  
listening and taking seriously what the child or vulnerable adult is saying, 
employees, elected members and volunteers are already helping the sit-
uation. The Safeguarding Children and Vulnerable Adults Protection Poli-
cy includes some detailed procedures and practises to help you  
respond appropriately. 

Building balanced  
relationships develops 
trust and allows people 
to feel safe  

It is  
important  
to act  
immediately 
if you  
suspect 
someone is 
being 
harmed or 

abused 

What is a vulnerable adult? 
A vulnerable adult can be anyone over the age  
of 18 who has a physical or sensory disability, 
learning disability, a drug or alcohol problem, or  
a mental health problem and who may be unable 
to protect themselves from harm or abuse. Older 
people are vulnerable, especially those who are 
unwell, frail or confused.  

 
Recognising abuse 
Recognising abuse is difficult and it is not the 
responsibility of council staff, elected members  
or volunteers to decide whether or not abuse 
has taken place or if there is significant risk.  
However, we have a responsibility to act if we 
think it may be happening.  
 
Abuse can take many forms including physical, 
emotional, psychological, sexual, neglect,  
financial, discriminatory and institutional abuse. 
 
Children and vulnerable adults may be abused in   
a family or in an institutional setting, by those 
known to them, or more rarely, by a stranger. 
Abuse can take place via the internet.  
 
Children and vulnerable adults may be abused 
by an adult or adults, or by another child or  
children. The council’s Safeguarding Children 
and Vulnerable Adults Protection Policy includes 
more information and examples and signs of 
abuse.  
 

Responding to concerns 
If any employee, elected member or volunteer 
has any concerns regarding a child or vulnerable 
adult who they think is being abused, it is  
important for them to act immediately. 
 
 



Everyone 
deserves to 
be treated 
with dignity 

and respect 

 

All concerns should be shared with the  
Designated Child and Vulnerable Adult  
Safeguarding Lead Officer, Susan Bamford or 
her deputy Clive Gibbins and/or your line  
manager. The Reporting Safeguarding Concerns 
form should also be filled in and returned. This 
can be found within the Safeguarding Children 
and Vulnerable Adults Protection Policy or down-
loaded from the ‘Safeguarding’ section of the in-
tranet.  
 
Susan Bamford’s contact details are:   
 

Email: susan.bamford@lichfielddc.gov.uk 
Call: 01543 308170 or 07931478000 
 

Safe working practices 
Good practice guidance provides advice on  
appropriate and safe behaviours for working with 
children and/or vulnerable adults. Employees, 
elected members and volunteers should always 
maintain appropriate professional boundaries 
and avoid behaviour which might be  
misinterpreted by others. 
 
The following good practice is required when in 
contact with children and vulnerable adults:  
 

Do’s 
 Adhere to the Safeguarding Children and  

Vulnerable Adults Protection Policy at all 
times. 

 Treat all children and adults equally, with  
respect and dignity. 

 Ensure that personal care is delivered in a 
dignified manner that meets the needs of the 
individual. 

 Involve parents, guardians and carers  
wherever possible. 

 Build balanced relationships on mutual trust 
that empower children and vulnerable adults 
to share in the decision making process. 

 

The Safeguarding Children and Vulnerable Adults Protection Policy gives 
more information about first aid and treatment of injuries, transporting  
children and vulnerable adults away from home, use of contractors and 
best practice in the recruitment of staff and volunteers.  
 

Good working practices 
When you are working with children or a vulnerable adult, please  
follow the below working practices: 
 

 It is important to work in an open environment. Try not to be left alone 
with a child. 

 Encourage open communication. 
 Treat all young people and vulnerable adults with respect and dignity. 
 Maintain a safe and appropriate distance from children (for example, it 

is inappropriate for staff or volunteers to have an intimate relationship 
with a child or to share a room with them). 

 Be a good role model – this includes not smoking or drinking alcohol in 
the company of young people. 

 Always be aware of where accident report forms are kept, and use 
them to keep a written record of any injuries that may happen, along 
with the details of any treatment given. 

 If a child or vulnerable adult talks to you about a problem, listen to them 
and take them seriously. 

 Avoid asking leading or direct questions. 
 Reassure the person, but do not promise to keep the information  

secret.  
 Explain you may have to talk to someone who is in a position to act. 
 Fill in the Reporting Safeguarding Concerns form straightaway (or with-

in at least 24 hours).  
 

More information is  
available on the 
‘Safeguarding’ section  
of the intranet 




