
 

 

 

Child Safeguarding Policy & Procedure 
 

This policy applies to anyone working on behalf of Pandora Project, including senior managers 
and the board of trustees, paid staff, volunteers, sessional workers, agency staff and students.  

 

1. Principle 

1.1. Safeguarding is everyone’s responsibility and is embedded in our charity ethos. 

1.2. This Policy must be read in conjunction with our Code of Conduct and Data 
Protection Policy 

1.3. Pandora Project works to protect children and young people by providing support 
to both them and their carers. Pandora Project has a duty to ensure that the welfare 
of the child is paramount and given priority over all other interests. 

1.4. Employees and volunteers must always be aware of the potential dangers to 
children referred to Pandora Project – both from witnessing domestic abuse and 
from direct abuse from the perpetrator, as well as other adults. 

 

2. Purpose 

2.1. Pandora Project will; 

2.1.1. protect children and young people who receive Pandora Project’s support. 
This includes the children of adults who use our services.  

2.1.2. provide staff and volunteers, as well as children and young people and their 
families, with the overarching principles that guide our approach to child 
protection.  

 

3. Implementation 

3.1. In order to implement the Policy Statement, Pandora Project will 

3.1.1. Apply for DBS checks for staff and volunteers depending on their job role. 

3.1.2. All employees and volunteers are required to supply references, which are 
always checked. 

3.1.3. Ensure that employees and volunteers receive regular training in child 
protection. 

3.1.4. Instruct all employees and volunteers on reporting the disclosure or 
discovery of or serious concerns about child protection issues directly to their 
Line Manager. 

3.1.5. Inform all employees and volunteers of Norfolk’s statutory arrangements in 
respect of the disclosure or discovery of abuse.  
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3.1.6. All employees and volunteers will receive regular supervision and support. 

3.1.7. Ensure a safe environment when children and young people visit Pandora 
Project premises. 

3.2. Pandora Project is committed to reviewing its policy and practice at regular 
intervals. Any questions or concerns should be addressed to the Chief Executive 
Officer who is responsible for implementing this policy. 

 

4. Safeguarding children:  

4.1. Safeguarding children is defined in Working Together to Safeguard Children 2018 
as:  

4.1.1. protecting children from maltreatment.  

4.1.2. preventing impairment of children’s health or development. 

4.1.3. ensuring that children are growing up in circumstances consistent with the 
provision of safe and effective care. 

4.1.4. taking action to enable all children to have the best outcomes. 

 

5. Definitions 

5.1. The Children Act 1989 definition of a child is: anyone who has not yet reached 
their 18th birthday, even if they are living independently, are a member of the 
armed forces or is in hospital. 

5.2. Adult at Risk: 

5.2.1. An adult who has needs for care and support (whether or not the authority 
is meeting any of those needs), 

5.2.2. is experiencing, or is at risk of, abuse or neglect, and 

5.2.3. as a result of those needs is unable to protect himself or herself against 
the abuse or neglect or the risk of it. 

 

6. Child and Adult Abuse:  

6.1. Children and adults may be vulnerable to neglect and abuse or exploitation from 
within their family and from individuals they come across in their daily lives. There 
are 4 main categories of abuse, which are: sexual, physical, emotional abuse, and 
neglect. It is important to be aware of more specific types of abuse that fall within 
these categories, they are: 

6.1.1. Bullying and cyberbullying 

6.1.2. Child sexual exploitation 

6.1.3. Child Criminal exploitation 

6.1.4. Child trafficking 

6.1.5. Domestic abuse 
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6.1.6. Female genital mutilation 

6.1.7. Grooming 

6.1.8. Historical abuse 

6.1.9. Online abuse 

 

7. Categories of Abuse  

The procedures outlined cover physical, sexual and emotional & psychological abuse 
and neglect.  

7.1. Physical abuse 

7.1.1. Identification 

The first task is to check out the incident or injuries which have aroused the 
employee’s/volunteer’s concern. This may be done by speaking with the 
child/young person. 

7.1.2. Satisfactory Explanations 

If the employee/volunteer is satisfied with the explanations, a note should be 
made of the incident and their Line Manager/Designated Safeguarding Lead 
informed. This is to ensure that employees/volunteers and their Line 
Manager are alerted to a pattern of repeated incidents or injuries, each with 
an apparently satisfactory explanation.  

7.1.3. Unsatisfactory Explanations 

If the employee/volunteer is still worried about the child/young person they 
should discuss any concerns with their Line Manager.  

7.1.4. Appropriate action may include: 

7.1.4.1. Considering the need for emergency medical treatment. 

7.1.4.2. Contacting Children’s Services to obtain help for the young person. 

7.1.4.3. Monitoring the young person against future risk. 

7.1.5. Serious Incidents 

Serious injuries will need immediate medical treatment and 
employees/volunteers should ensure that this happens. The worker should 
make a record of the incident which should be stored as above. The 
employee/volunteer should also contact her Line Manager/Designated 
Safeguarding Lead as soon as possible. 

7.1.6. When a referral has been made to Children’s Services every co-operation 
should be given to Social Workers about any arrangements they may wish 
to make for the young person – e.g. a medical examination.  

 

7.2. Child sexual abuse 

7.2.1. Identification 
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Child sexual abuse usually comes to light in a different way to physical abuse 
or neglect. If they are used to seeing the child/young person, 
employees/volunteers may become concerned about a change in the 
child/young person’s behaviour or personality. The most usual route is that 
the child/young person confides in someone – in this case an 
employee/volunteer. This is usually described as ‘disclosure’. 

7.2.2. Appropriate Action 

7.2.2.1. The employee/volunteer’s role is to listen, reassure and support the 
young person in taking action and not to discuss the detail of the 
case with the child/young person or with the survivor. 

7.2.2.2. The employee/volunteer must not ask leading questions or 
interrogate the child/young person, because it is important not to 
contaminate evidence. Also, if a referral is made to other agencies 
(Police, Children’s Services) the young person will be interviewed, 
and it is important not to subject them to unnecessary questioning. 

7.2.2.3. Employees/volunteers having any concerns about a young person 
who may be experiencing sexual abuse must share those concerns 
with their Line Manager/Designated Safeguarding Lead as soon as 
possible. 

7.2.3. Appropriate action could include 

7.2.3.1. Monitoring the child’s/young person’s behaviour (where no 
disclosure has been made). 

7.2.3.2. Taking advice from Children’s Services 

7.2.3.3. Contacting Children’s Services following disclosure 

It is important that the employee/volunteer states clearly what might happen 
when the child/young person talks to Children’s Services or the Police.  

7.3. Emotional & Psychological abuse 

7.3.1. Emotional abuse is present in all abuse but can also stand-alone. 

7.3.2. Emotional and psychological abuse is a pattern of abusive behaviour which 
impairs a child’s emotional development or sense of self-worth. This may 
include constant criticism, threats, or rejection, as well as withholding love, 
support or guidance. 

7.3.3. It is defined as ‘the actual or likely severe adverse effect on the emotional 
and behavioural development of a young person caused by persistent or 
severe emotional ill-treatment’. 

7.4. Neglect 

7.4.1. Neglect is the severe or persistent failure to meet the essential needs of a 
child or to protect the child from danger. 

7.4.2. The repeated failure to attend to the physical and development needs of the 
child may include failing to provide warmth, clothing, food or consistent care 
or failing to meet the educational or medical needs of the child. A lack of 
supervision may expose the child to danger (such as a fall or traffic accident). 
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Severe neglect can result in the significant impairment of the child’s health 
or development, including failure to thrive. 

 

8. Legal framework  

8.1. This policy has been drawn up on the basis of legislation, policy and guidance that 
seeks to protect children in England. A summary of the key legislation and 
guidance is available from www.nspcc.org.uk/childprotection    

8.2. Pandora Project should have in place arrangements that reflect the importance of 
safeguarding and promoting the welfare of children and young people as well as 
vulnerable adults. 

 

9. Pandora Project believes that: 

9.1. children and young people should never experience abuse of any kind. 

9.2. we have a responsibility to promote the welfare of all children and young people, 
to keep them safe and to practise in a way that protects them.  

 

10. Pandora Project recognises that:  

10.1. the welfare of children is paramount in all the work we do and in all the decisions 
we take 

10.2. working in partnership with children, young people, their parents, carers and other 
agencies is essential in promoting young people’s welfare 

10.3. all children, regardless of age, disability, gender reassignment, race, religion or 
belief, sex, or sexual orientation have an equal right to protection from all types of 
harm or abuse 

10.4. some children are additionally vulnerable because of the impact of previous 
experiences, their level of dependency, communication needs or other issues 

10.5. extra safeguards may be needed to keep children who are additionally vulnerable 
safe from abuse.  

 

11. Pandora Project will seek to keep children and young people safe by:  

11.1. valuing, listening to and respecting them 

11.2. appointing a nominated child protection lead for children and young people, a 
deputy and a lead trustee/board member for safeguarding  

11.3. adopting child protection and safeguarding best practice through our policies, 
procedures and code of conduct for staff and volunteers 

11.4. developing and implementing an effective online safety policy and related 
procedures  

11.5. providing effective management for staff and volunteers through supervision, 
support, training and quality assurance measures so that all staff and volunteers 
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know about and follow our policies, procedures and behaviour codes confidently 
and competently 

11.6. recruiting and selecting staff and volunteers safely, ensuring all necessary checks 
are made  

11.7. recording, storing and using information professionally and securely, in line with 
data protection legislation and guidance.  More information about this is available 
from the Information Commissioner’s Office: http://www.ico.org.uk 

11.8. sharing information about safeguarding and good practice with children and their 
families via leaflets, posters, group work and one-to-one discussions 

11.9. making sure that children, young people and their families know where to go for 
help if they have a concern 

11.10. using our safeguarding and child protection procedures to share concerns and 
relevant information with agencies who need to know, and involving children, 
young people, parents, families and carers appropriately 

11.11. using our procedures to manage any allegations against staff and volunteers 
appropriately  

11.12. creating and maintaining an anti-bullying environment and ensuring that we have 
a policy and procedure to help us deal effectively with any bullying that does arise 

11.13. ensuring that we have effective complaints and whistleblowing measures in place 

11.14. ensuring that we provide a safe physical environment for our children, young 
people, staff and volunteers, by applying health and safety measures in 
accordance with the law and regulatory guidance building a safeguarding culture 
where staff and volunteers, children, young people and their families, treat each 
other with respect and are comfortable about sharing concerns. 

 

12. Individual Roles Within the Child Protection Process 

12.1. The Designated Safeguarding Lead (DSL) is responsible for coordinating and 
overseeing Pandora Project safeguarding practices and procedures to ensure the 
welfare and protection of those at risk. 

Pandora Project Designated Safeguarding Lead is; 

Fran – Refuge Manager 
Tracy – CEO 

Email: safeguarding@pandoraproject.org.uk 

If deemed as a safeguarding concern, the DSL or the staff member/ volunteer will 
contact Norfolk County Council’s Multi Agency Safeguarding Hub (MASH) on 0344 
800 8020 for advice and to make a referral. 

 

 

12.2. The Chief Executive Officer is responsible for implementing the Child Protection 
Policy. The Line Manager/Designated Safeguarding Lead will meet regularly with 
the employee/volunteer dealing with issues of child abuse to provide support and 



Pandora Project – Child Safeguarding Policy & Procedure 

7 

guidance until such time as the incident is resolved or has been passed to the 
relevant Statutory Agency. 

12.3. Employees/volunteers must tell their Line Manager/Designated Safeguarding Lead 
(or in an emergency the relevant authorities) about any concerns they have 
regarding the safety and well-being of any children who are clients or children of 
the clients they are working with. Employees/volunteers must not try to decide if 
child abuse is happening – that will be decided through investigations carried out 
by the relevant agencies. 

12.4. Employees/volunteers will support the child/parent through any Child Protection 
procedures that have to be carried out. This will include helping the child/parent as 
follows; 

12.4.1. To understand what is happening and why. 

12.4.2. Find out what they can do, if anything, about the situation. 

12.4.3. Liaise with Children’s Services and any other relevant agencies. 

12.4.4. Implement any actions that are required. 

12.4.5. Understand that the victim is not responsible for the actions of the 
perpetrator. 

12.5. Employees/volunteers must make sure that they keep their Line Manager/DSL fully 
informed about the situation. 

12.6. The volunteer/worker will support the client in all stages of the procedure, including 
meetings, case conferences and reviews. 

  

13. Talking with Children/Young People 

13.1. Pandora Project employees/volunteers may be the first person the child/young 
person has discussed the abuse with. The worker’s response to the child/young 
person at this stage is crucial.  

13.2. It is important that the young person is told that action will be taken. The 
child/young person should be assured that the worker will support them in 
gathering information and help to stop the abuse. 

13.3. Children and young people rarely lie about abuse, particularly sexual abuse. They 
may try to conceal the truth in order to protect adults, especially if they have been 
told that something awful may happen to those adults if they tell. They may be 
confused on details like when and where, but the main point of the story is usually 
accurate. 

13.4. Employees/volunteers should tell the child/young person that they believe what 
they have said. It is appropriate to express regret at the abuse – “I’m sorry that this 
has been happening to you”. It is important to emphasise to the child/young person 
that they have done nothing wrong; the abuser is at fault. It is also helpful to praise 
the courage of the child/young person in speaking out. 

13.5. While always showing sympathy and concern workers should remain calm and try 
to avoid showing signs of shock, disgust or anger that might deter the child/young 
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person from talking. Workers should also avoid making physical contact with the 
child/young person. 

13.6. Although employees/volunteers must make it clear that the child/young person is 
not to blame they should avoid making direct comments against the perpetrator. 
The child/young person may have complicated feelings for the perpetrator- 
especially if the perpetrator is a parent/carer. 

13.7. Employees/volunteers must make sure that they do not ask leading questions as 
this could contaminate any future evidence given by the child/young person. They 
should not ask questions such as “did he do xxxxxx to you?” Instead, they should 
ask “what do you want to tell me?” or “is there anything else you want to say?” 

13.8. Discussions should take place at a pace dictated by the child/young person, and 
they should not be ‘cross-examined’. 

13.9. Children/young people may have to relate their experiences to other professionals, 
and it is important that they do not have to do this more than necessary. 

 

14. Confidentiality 

14.1. Employees/volunteers should never indicate to the child/young person that they 
will keep secrets. Sexual abuse, in particular, often relies on the secrecy that exists 
between the perpetrator and the young person. Employees/volunteers must avoid 
being drawn into this code of secrecy by fully discussing such cases with their Line 
Manager. 

14.2. Approaches from children/young people along the lines of - “if I tell you something 
you won’t tell anyone else, will you?” – should be met with a firm but gentle 
explanation. “I can’t promise that I won’t decide to share some things you might tell 
me with someone else. What I can promise is not to do that without you knowing.” 
Children/young people may then choose not to tell.  

14.3. Even if a child/young person decides not to continue disclosing the 
employee/volunteer should make sure that the child/young person knows of 
organisations that may operate in confidence (e.g. Childline, Incest Survivor 
Groups). The employee/volunteer should also discuss the situation with their Line 
Manager/Designated Safeguarding Lead and, if appropriate, seek advice from 
Children’s Services or other appropriate body. 

14.4. Perpetrators are often abusing other children/young people at the same time and 
although the employee/volunteer may not be in contact with these children/young 
people their safety also needs to be considered when determining a course of 
action. 

 

15. Recordings 

15.1. Employees/volunteers must make notes of what the child/young person has said. 
Care should be taken to do this in a way that does not make it difficult for the young 
person to talk freely. 

15.2. The notes taken can be used as a basis for supporting the employee/volunteer 
during a difficult process. 
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15.3. These notes must be stored securely on the Safeguarding Register within Pandora 
Project case management system and will be kept for as long as deemed 
necessary. They can only be shared with other agencies or individuals with the full 
agreement of the child/young person, at the request of any legal body, or if the 
worker has serious concerns for the child/young person’s safety. 

15.4. Where a case is referred to Children’s Services, the employee/volunteer may 
submit a written report of what has happened drawing on the worker’s notes. 

15.5. All incidents must be discussed with Designated Safeguarding Lead before any 
action is taken. 

 

16. Procedural actions; 

16.1. If the Survivor Resumes a Relationship with an Abuser 

16.1.1. If it is known that a child has been abused by the partner of a survivor or 
has been seriously affected by witnessing domestic violence, the 
employee/volunteer and their Line Manager/Designated Safeguarding 
Lead will discuss the situation with the survivor and explain that in these 
circumstances Children’s Services will have to be informed if she returns to 
the abuser. 

16.1.2. In some cases, it may be necessary to notify Children’s Services without 
consent. 

16.2. Dealing with Allegations of Abuse Occurring During Contact 

16.2.1. When the courts have granted the perpetrator the right to have contact with 
their children Pandora Project Staff must 

16.2.1.1. Be vigilant for any indications that abuse might be taking place 
during contact visits. 

16.2.1.2. Offer practical support if abuse is occurring and provide written 
evidence for court if appropriate. 

16.2.1.3. Carefully record any disclosure or evidence of abuse which may 
be relevant to contact proceedings. This will include any 
information about changes in the child’s/young person’s 
behaviour following contact meetings, which may indicate that 
the child/young person is being traumatised by such meetings. 

16.2.1.4. Endeavour to ensure that the court is made aware of any factors 
indicating a risk of harm to either the child/young person or the 
survivor during contact meetings. 

16.2.2. An abuser may allege that the survivor is an “unfit mother” and apply for a 
Court Order to determine where the child resides on this basis. If Pandora 
Project has relevant evidence about the survivor’s ability to care for her 
child(ren), Pandora Project staff will offer to provide that evidence to social 
services, the police and the courts. 

16.3. If the Child Discloses Abuse by the Survivor 
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16.3.1. If a survivor’s child discloses abuse by the survivor Pandora Project Staff 
must discuss the situation with the appropriate agencies.  

16.3.2. The survivor must be informed of any direct referral to Children’s Services 
etc. but the timing of this and who is designated to give the information must 
be directed by the relevant agencies. In some cases, it may be considered 
advantageous to both the parent and the child/young person for the survivor 
to contact social services themself. Such a decision can only be taken after 
advice has been taken from Children’s Services – even if this is initially 
done without naming the family. 

16.3.3. Pandora Project will aim to continue to support the survivor and, if 
appropriate, will help to convey their support needs to others. The survivor 
must be informed that such a report may include both positive and negative 
aspects of parental care. 

16.3.4. If the survivor withdraws from Pandora Project to try to prevent further 
action being taken, a referral should still be made to Children’s Services or 
the police depending on the nature and urgency of risk to the child’s/young 
person’s welfare. 

16.4. If there is a Conflict of Interest between the Child and the Survivor 

16.4.1. If there is a conflict of interest between the welfare of the child/young person 
and the wishes of the survivor, the welfare of the child must take priority. 

16.5. If a Child is Abusing Other Children or Adults 

16.5.1. If an employee/volunteer suspects, or a survivor expresses concerns, that 
one of her children is showing aggressive or violent behaviour to other 
children or to other adults the employee/volunteer must record the 
information given and inform their Line Manager. 

16.5.2. The implications of this and possible ways forward will be discussed with 
the survivor, and the worker must provide support and reassurance to help 
with this situation. 

16.5.3. Relevant Pandora Project staff may consult with Children’s Services or 
other agencies to assist the survivor in finding an agency to support the 
child and to help with this type of behaviour if appropriate. 

16.5.4. The worker should continue to monitor the situation. 

16.5.5. In extreme cases (such as sexual assault) a referral must be made to 
Children’s Services or the Police clearly explaining the situation. 

 

16.6. If a Child is Abusing her/his brother or sister 

16.6.1. If an employee/volunteer suspects, or a survivor expresses concerns, that 
their child/ren is showing abusive behaviour to one or more of his/her 
siblings, the Pandora Project worker must record the information given and 
inform their Line Manager. 
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16.6.2. The implications of this and possible ways forward will be discussed with 
the survivor, and the employee/volunteer must provide support and 
reassurance. 

16.6.3. The relevant Pandora Project staff may consult with social services or other 
agencies to assist the survivor in finding an agency to support the child and 
to help deal with this type of behaviour if appropriate. 

16.6.4. Steps may have to be taken to protect the child who is being abused. 

16.6.5. Preventative work should be started as soon as possible as there might be 
a danger that the family would have to split up if the sibling abuse becomes 
serious. 

16.6.6. In extreme cases (such as sexual assault) a referral must be made to 
Children’s Services or the Police clearly explaining the situation. 

16.7. If a Child is on a Child Protection Plan 

16.7.1. If a child is on a Child Protection Plan the employee/volunteer will liaise with 
the Children’s Services team who have been dealing with the family. 

16.8. Sex Offenders and Others Who May Present a Risk to Children 

16.8.1. If a Pandora Project worker finds out that an individual who has been 
recognised as a potential risk to children is having contact with the family, 
the worker must inform their Line Manager/Designated Safeguarding Lead 
immediately. 

16.8.2. The worker will then ensure that relevant professionals are made aware of 
this risk. 

16.9. Children/Young People who are Suicidal, Self Harming or Abusing Drugs or 
Alcohol 

16.9.1. If an employee/volunteer suspects a child is self-harming, has threatened 
suicide or is abusing drugs or alcohol, the Pandora Project worker should 
inform their Line Manager. 

16.9.2. The implications of this and possible ways forward will be discussed with 
the child and mother. The employee/volunteer will provide support, 
including referrals to other specialist agencies. 

16.9.3. If there are concerns for the continuing safety and well-being of the 
child/young person a referral will be made to Children’s Services for an 
assessment. 

 

17. Children with Disabilities 

17.1. Research shows that children with disabilities are at increased risk of abuse and 
neglect due to their increased vulnerability. Physical disabilities may mean that 
intimate care is required, and this need may have to be met by several adults thus 
increasing their vulnerability. Children with learning disabilities may not be able to 
recognise what are acceptable boundaries of behaviour by carers and other adults. 

17.2. Employees/volunteers should be aware of these factors when supporting a 
child/young person with disabilities. It will be important to ensure that a child in this 



Pandora Project – Child Safeguarding Policy & Procedure 

12 

situation is obtaining all the support they are entitled to and is linked with any 
agencies which may be able to provide additional services to help with child’s 
condition. 

 

18. Children of Asylum Seekers or with Ill-Defined Immigration Status 

18.1. The uncertainty of being in this situation can be very difficult for survivors and their 
families who are seeking permanent leave to remain in the UK. They may be 
subjected to racism or bullying by members of the wider community. They may 
also have been subjected to considerable trauma in their country of origin. 

18.2. An employee/volunteer supporting a survivor who is an asylum seeker will need to 
be aware of all of these factors and their implications for protecting the children of 
these survivors. The effects of previous trauma coupled with the loss of their home 
and other family members on children/young people may, naturally, affect their 
behaviour and their ability to cope. 

18.3. Where possible, links should be made with any groups set up to support people 
from the same country of origin. This must only be done after full risk assessment 
and consultation with the survivor. 

 

19. Children and Young People who are Abused through Prostitution 

19.1. If an employee/volunteer suspects that either a child client or the child of a survivor 
is being abused through prostitution, the Line Manager/Designated Safeguarding 
Lead must be informed immediately, and a referral should be made to Children’s 
Services and Police. 

19.2. The employee/volunteer must discuss the situation with the survivor and liaise with 
Children’s Services and find any other agencies who may be able to support the 
child(ren). 

19.3. Employees/volunteers should be aware that both boys as well as girls may be 
subjected to this form of abuse. 

 

20. Abuse of Children and Young People by an Employee or Volunteer 

20.1. If a member of staff is accused of abusing a child or young person, they will be 
immediately suspended pending further investigation. The Disciplinary Policy will 
be followed, and other agencies will be contacted ie the Police and Children’s 
Services. If a staff member has been suspended due to an allegation, and they 
hand in their notice, the investigation will continue.  

20.2. If found guilty of abuse, the Disclosure and Barring Service will be notified as a 
matter of urgency. 

20.3. If an allegation of abuse is made against an adult working with children, this is 
reported to Norfolk County Council’s Local Authority Designated Officer (LADO) 
Tel: 0344 800 8021  

20.4. This includes employees and volunteers and is used in respect of all cases in which 
it is alleged that a person who works with children has: 
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20.4.1. Behaved in a way that has harmed a child or may have harmed a child. 

20.4.2. Possibly committed a criminal offence against or related to a child. 

20.4.3. Behaved towards a child or children in a way which indicates they may pose 
a risk of harm to children. 

20.4.4. Behaved in a way that indicates they may not be suitable to work with 
children. 

 

21. Child Protection Procedures for Pandora Project Staff 

21.1. The employee/volunteer’s Line Manager/Designated Safeguarding Lead must 
assess all allegations promptly and carefully and consider the need for immediate 
action. 

21.2. All allegations should be pursued and carefully recorded. 

21.3. If the Project Manager and any other relevant staff or Board members decide that 
there are grounds for immediate concerns about the safety of a child/young person, 
they must inform Children’s Services and the Police immediately. 

21.4. All concerns about the safety of an adult must be discussed with the Designated 
Safeguarding Lead to ascertain the need for a safeguarding referral and next steps. 

Pandora Project Designated Safeguarding Leads are; 

Fran – Refuge Manager 

Tracy – CEO 

Email: safeguarding@pandoraproject.org.uk 

21.5. If deemed as a safeguarding concern, the DSL or the staff member/ volunteer 
will contact Norfolk County Council’s Multi Agency Safeguarding Hub (MASH) on 
0344 800 8021 for advice and to make a referral. 

21.6. Pandora Project staff will never contact a perpetrator, this will be dealt with by 
Children’s Services and/or the Police, who will take all responsibility for any 
investigations. 

21.7. Full documentation will be kept, treated as confidential and stored securely.  

 

22. Confidentiality and Information Sharing 

22.1. Pandora Project expects all employees, volunteers and trustees to maintain 
confidentiality.  Information will only be shared in line with the UK General Data 
Protection Regulations (UK GDPR) and Data Protection Policy.  All employees 
have a duty to endure this has been read and understood. 

22.2. However, information should be shared with the Local Authority if a child is deemed 
to be at risk of harm or contact the police if they are in immediate danger, or a 
crime has been committed. For further guidance on information sharing and 
safeguarding see our Confidentiality policy. 

 

23. Recording and Record Keeping: 
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23.1. A written record must be kept about any concern regarding an adult with 
safeguarding needs. This must include details of the person involved, the nature 
of the concern and the actions taken, decision made and why they were made. 

23.2. All records must be signed and dated. All records must be securely and 
confidentially stored in line with UK General Data Protection Regulations (GDPR) 
and our Data Protection policy. 

 

24. Safe Recruitment & Selection: 

24.1. Pandora Project is committed to safe employment and safe recruitment practices, 
that reduce the risk of harm to children from people unsuitable to work with them 
or have contact with them.  

24.2. Pandora Project has policies and procedures that that cover the recruitment of all 
Trustees, employees and volunteers.  

 

25. Social Media: 

25.1. All employees and volunteers will be aware of Pandora Project social media Policy. 

 

26. Use of Mobile Phones and other Digital Technology: 

26.1. All employees, trustees and volunteers understand that it is unlawful to photograph 
children and young people without the explicit consent of the person with parental 
responsibilities.  

 

27. Whistleblowing: 

27.1. It is important that people within Pandora Project have the confidence to come 
forward to speak or act if they are unhappy with anything. Whistle blowing occurs 
when a person raises a concern about dangerous or illegal activity, or any wrong- 
doing within their organisation. This includes concerns about another employee or 
volunteer. There is also a requirement by Pandora Project to protect whistle-
blowers (refer to Pandora Project Whistleblowing policy). 
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