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To access any of the following Blue Cabin policies, please email 
hello@wearebluecabin.com 

●​ Equality & Diversity policy 
●​ Safeguarding Policy 
●​ Health and Safety Policy 
●​ DBS Policy 
●​ Photography & Filming policy 
●​ Data Protection Policy 
●​ Recruitment of Ex-offenders Policy 
●​ Privacy Policy 
●​ Staff Code of Conduct 

The Safeguarding Working Group meets monthly, and will respond to learning, data and 
feedback from staff, freelancers, participants and board members, along with any 
change in legislation which requires Blue Cabin to amend the Policy prior to the official 
review period.  

 Blue Cabin adopts a trauma-informed approach, embedding principles of safety, trust, 
choice, empowerment, and collaboration into all safeguarding actions.  
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Purpose 

This document outlines Blue Cabin’s policy on identifying and responding to concerns 
regarding the safeguarding and protection of children and young people, with a 
specific section on the protection of adults at risk. This policy, with the associated 
procedures, applies to all staff, freelancers, volunteers, board members and anyone 
working on behalf of Blue Cabin.  

The policy has been created in the basis of law and guidance that seeks to protect 
children, namely: 

Children’s Act 1989 

Children Act 2004 

Working Together to Safeguard Children (Department for Education 2023) 

Equality Act 2010 

UN Convention on the Rights of the Child 

Safeguarding Vulnerable Groups Act 2006 
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Protection of Freedoms Act 2012 

The Care Act 2014 

Children and Families Act 2014 

Female Genital Mutilation Act 2003 

Serious Crime Act 2015 

For the purpose of this policy a child is defined as anyone under the age of 18. Although 
the legislative and policy base is different when responding to the safeguarding needs 
for adults, most of the principles and procedures for staff are the same as those for 
children and young people. 

Key contacts 

Within Blue Cabin the people listed below have special responsibility for safeguarding.  

The Designated Safeguarding Officer (DSO) should be contacted in the first instance 
where any child protection issue arises or where a person suspects that a child or adult 
at risk is being subjected to abuse. They will determine the appropriate action to be 
taken, and notify the relevant local authority in accordance with relevant protocols if 
necessary. If the DSO is not available, either the lead trustee and additional trustee for 
Safeguarding should be contacted. 

 
Designated Safeguarding Officer (DSO) - Operational 
Jenny Young - jenny@wearebluecabin.com 
 
Deputy Designated Safeguarding Officer (DSO) - Operational  
Gloria Raine - gloria@wearebluecabin.com   
 

​ Lead Board Member for Safeguarding 
Mark Dibble - admin@wearebluecabin.com 
 
Additional Board Member for Safeguarding 
Adam Kent - adam@wearebluecabin.com  
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Local Authority Emergency Duty Teams 

If an incident requires immediate attention but is received out of office hours, the local 
authority Emergency Duty Team or the police should be contacted. Please see 
Appendix 2 for a full list of contact numbers.  

 

Policy overview     

Blue Cabin believes that everyone has the right to grow up in a safe and caring 
environment, which includes the right to protection from all types of abuse. They have 
the right to expect that adults in positions of responsibility do everything possible to 
uphold these rights. This policy aims to ensure that anyone participating in activities or 
events delivered by Blue Cabin will do so safely, with respect and understanding, and be 
free from any form of abuse. 

Blue Cabin will take all reasonable steps to protect the rights, health and well-being of 
people who take part in any activities or events organised by the company. The exact 
definition of what is a reasonable level of care will be further defined in the risk 
assessment for an activity, and will vary according to the age of the children/young 
people involved, the circumstances (including length, intensity and location) of the 
activity or event and the extent to which it is a partnership with other agencies or 
schools. The additional vulnerability of some children and young people due to 
disability, neuro-diversity, communication needs, previous adverse experiences, 
exposure to discrimination, LGBTQ+ children and young people, exclusion from positive 
opportunities by virtue of social or environmental factors will also be considered. 

If any participants of Blue Cabin events have concerns about our safeguarding policy or 
procedures, we would encourage them to contact us to discuss this and we are 
committed to listening and responding accordingly. In addition, if staff, freelancers and 
/ or volunteers have any concerns about our safeguarding policy or procedures, we 
would encourage them to contact the named DSO in this document.  

There are three main elements within our Safeguarding Policy:  
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1.​ Prevention through the development of safer recruitment and selection 
processes; the appointment of a designated safeguarding officer, deputy, and 
lead trustee for safeguarding; safeguarding risk assessment and risk 
management of all our activities involving children and young people, whether 
online or offline; induction and training programmes for our workforce; 
staff/volunteer management and supervision; clear codes of conduct for staff 
and young people; information sharing and empowerment of our children, young 
people and their parents/carers; the deliberate cultivation of a safeguarding 
culture in our organisation, so that everyone knows whom to speak to if they have 
a concern, and feels safe to do so.  
 

2.​ Protection by following agreed procedures and ensuring that we put in place 
robust procedures for responding to concerns about a child who may be at risk; 
ensuring that we develop and embed procedures for responding to concerns 
that a member of our workforce or another child and young person linked to Blue 
Cabin may present a risk to others; taking steps to check that our safeguarding 
procedures are followed and are effective in dealing with concerns that arise; 
regularly auditing and updating our safeguarding policies and procedures so 
that they remain fit for purpose; ensuring that we work actively and in partnership 
with children, young people, parents and carers and other organisations, 
including statutory authorities; ensuring that we have processes in place to 
escalate concerns within the relevant authorities if we take the view that they 
have not been fully investigated and/or that a child remains at risk; ensuring that 
our recording, information sharing and information storage procedures and 
processes are effective and compliant with our safeguarding responsibilities as 
well as duties under data protection legislation.  
 

3.​ Guidance Written Guidance, which supports our procedures is required reading 
by all who work for or on behalf of Blue Cabin.  

The policy addresses issues relating to the potential abuse of children or young people 
by: 

●​ Staff, freelancers , volunteers or other persons engaged by the organisation 
●​ Other young people  
●​ Third parties  
●​ Exposure to safeguarding risks - either online or offline - that are part of wider 

environmental factors or cultural factors present in a child's life 
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It is essential that all Blue Cabin employees, volunteers and others working on behalf of 
Blue Cabin, familiarise themselves with the reporting procedures detailed in this policy, 
where they suspect child abuse, or a safeguarding issue is brought to their attention.  

 

Categories of abuse  

This policy covers four potential areas of abuse that a child or young person may 
encounter if they are being abused - 

Physical Abuse  
Physical abuse may include the actual or likely injury to a child, or failure to 
prevent physical injury or suffering to a child. Physical harm may be caused when 
a parent or carer deliberately causes ill health to a child they are looking after, or 
when they feign or falsify the symptoms of health or ill health in someone. 

 

Emotional abuse 
Emotional abuse is the persistent emotional ill treatment of a child such as to 
cause severe and persistent adverse effects on a child’s emotional 
development. It may involve conveying to children that they are worthless or 
unloved, inadequate or valued only insofar as they might meet the needs of 
another person. It may involve causing children frequently to feel frightened or in 
danger, or involve the exploitation or corruption of children. 

 

Sexual abuse 

Sexual abuse involves forcing or enticing a child or adolescent to take part in 
sexual activities, whether or not the child is aware of what is happening. The 
activities may involve physical contact, involving penetrative (e.g. rape and 
buggery) or non-penetrative acts. They may include non-contact activities such 
as involving children in looking at or the production of pornographic activities or 
watching sexual activities, or encouraging children to behave in sexually 
inappropriate ways. 
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Neglect 

Neglect is the failure to protect a child from the exposure of any kind of danger 
and may include the failure to meet a child’s basic physical and or psychological 
needs. It may involve a parent or carer failing to provide adequate food, shelter 
and clothing, or the failure to ensure access to appropriate medical care or 
treatment. It may also include neglect of or unresponsiveness to a child’s basic 
emotional needs. 

 

Female Genital Mutilation 
Female genital mutilation (FGM) is the partial or total removal of the external 
female genitalia for non-medical reasons. It’s also known as female circumcision 
or cutting.  

 

Child trafficking and modern slavery  

Child trafficking is child abuse. It's defined as recruiting, moving, receiving and 
harbouring children for the purpose of exploitation (HM Department for 
Education (DfE) and Home Office, 2011; Department of Health, Social Services 
and Public Safety and Police Service of Northern Ireland, 2011; Scottish 
Government, 2013; Wales Safeguarding Procedures Project Board, 2020). 
 
 

Domestic abuse 

Domestic abuse is any type of controlling, coercive, threatening behaviour, 
violence or abuse between people who are, or who have been in a relationship, 
regardless of gender or sexuality. It can also happen between adults who are 
related to one another. 

 

Child sexual exploitation  
Child sexual exploitation (CSE) is a type of child sexual abuse. It occurs where an 
individual or group takes advantage of an imbalance of power to coerce, 
manipulate or deceive a child or young person under the age of 18 into sexual 
activity (Department for Education, 2017; NIdirect, 2021; Scottish Government, 
2018; Wales Safeguarding Procedures Project Board, 2020a). 
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Harmful sexual behaviour (HSB) 
Problematic sexual behaviour (PSB) is developmentally inappropriate or socially 
unexpected sexualised behaviour which doesn’t have an overt element of 
victimisation or abuse. 
 

Bullying and cyberbullying  
Bullying is when individuals or groups seek to harm, intimidate or coerce 
someone who is perceived to be vulnerable (Oxford English Dictionary, 2021). 
It can involve people of any age, and can happen anywhere – at home, school or 
using online platforms and technologies (cyberbullying). This means it can 
happen at any time. 
 

Online abuse 
Technology is an integral part of children’s and young people’s lives. It has 
transformed the way they learn, play, connect and communicate. 
But these opportunities don’t come without risk. Children and young people 
may experience abuse online and they may be exposed to harmful content. And 
this can have a long-lasting impact on their wellbeing. 

 

County Lines 
County lines is a form of criminal exploitation where urban gangs persuade, 
coerce or force children and young people to store drugs and money and/or 
transport them to suburban areas, market towns and coastal towns (Home 
Office, 2018). It can happen in any part of the UK and is against the law and a form 
of child abuse. 
 

Other 
There are also other types of abuse such as forced marriage, honour based 
violence, radicalisation, and living with multiple adversities that could include 
domestic abuse, parental mental health issues, and/or parental substance 
misuse. 
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Safeguarding adults at risk 
Following amendments to the Safeguarding Vulnerable Groups Act 2006, by the 
Protection of Freedoms Act 2012, adults are no longer deemed at risk because of their 
personal attributes, characteristics or abilities. An adult is considered ‘at risk’ if they 
receive a health, personal or social care service from a professional, or if they remain in 
the care of the local authority. Personal services would include, for example, help with 
financial matters, feeding, washing or dressing. 
 
Government guidance in relation to adults is contained in the document The Care Act 
2014 (https://www.legislation.gov.uk/ukpga/2014/23).  

The Care Act statutory guidance defines adult safeguarding as: 

 ‘Protecting an adult’s right to live in safety, free from abuse and neglect. It is 
about people and organisations working together to prevent and stop both the 
risks and experience of abuse or neglect, while at the same time making sure that 
the adult’s wellbeing is promoted including, where appropriate, having regard to 
their views, wishes, feelings and beliefs in deciding on any action. This must 
recognise that adults sometimes have complex interpersonal relationships and 
may be ambivalent, unclear or unrealistic about their personal circumstances.’ 
(https://www.scie.org.uk/safeguarding/adults/introduction/what-is) 

Blue Cabin will bring to the attention of the local authority social services, the police (if 
appropriate) and any other relevant bodies, any concerns in relation to safeguarding of 
adults at risk or allegations of abuse identified through any part of its work. Although the 
legislative and policy base is different when responding to the safeguarding needs for 
adults, most of the principles and procedures for staff are the same as those for 
children and young people and can therefore be applied in settings involving adults at 
risk.  

Blue Cabin recognises its equal responsibility to safeguard adults at risk, in line with the 
Care Act 2014 and Section 42 safeguarding enquiries. Staff, freelancers and volunteers  
must understand adult safeguarding pathways and make referrals where adults may be 
experiencing, or at risk of, abuse or neglect 

A Creative Aid approach to Safeguarding Document for adults has been created and 
signed off by Blue Cabin’s Safeguarding working group, NEPACS, Deerbolt HMPYOI 
and is available on request.  
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1. Measures we take to help prevent abuse  

In addition to good health & safety practice, there are a number of preventative 
measures that can be taken in order to promote effective safeguarding. 

 

Roles and Responsibilities 
All members of the Blue Cabin workforce are obliged to follow this policy and our 
code of conduct in order to maintain an environment that prevents exploitation and 
abuse, and which encourages reporting of breaches of this policy using the 
appropriate procedures. Some of our workforce have additional responsibilities for 
safeguarding: 
 

Designated Safeguarding Officer (DSO) 
The DSO is responsible for taking the lead on: 
 

●​ ensuring the organisation, with relevant HR support, practises a safer 
recruitment process and that all staff, volunteers and workers have the 
appropriate levels of DBS check. 

●​ receiving, recording and responding to safeguarding concerns that a child or 
adult may be at risk of abuse; 

●​ receiving, recording and responding to concerns or allegations that a staff 
member or volunteer at Blue Cabin may present a risk to children or adults;   

●​ liaising with statutory child and adult protection agencies and ensuring 
referrals to these and other relevant authorities happen without delay; 

●​ ensuring this policy is developed and reviewed every year or earlier if 
necessary; 

●​ implementing this policy throughout the organisation;  

●​ ensuring Blue Cabin workforce members receive and complete 
safeguarding training;  

●​ ensuring Blue Cabin workforce members understand and are aware of 
this policy and know what to do if they have a concern about a child or 
adult at risk; 

●​ ensuring children and adults at risk who are involved in activities at Blue 
Cabin and their parents/carers/families know who they can talk to if they 
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have a welfare concern and understand what action the organisation will 
take in response; 

●​ ensuring recording procedures are implemented and that records are stored 
and retained according to legal requirements and the organisation’s 
safeguarding and child protection policy and procedures; 

●​ working closely with the management team and safeguarding trustee to alert 
them to relevant concerns and allegations as necessary, and to ensure they 
are kept up to date with safeguarding issues and are fully informed of any 
concerns about organisational safeguarding and child protection practice; 

●​ providing an annual report for the trustees on Blue Cabin safeguarding 
activity, issues, risks and developments required.  

●​ working with partner agencies to review, reflect on and update safeguarding 
practices and policies in light of any emerging learning. 

●​ working with partner agencies to assess and minimise any potential 
perceived risks. 

As detailed on page 3 the Blue Cabin DSO is: ​  

-​ Jenny Young (Director) 

The Blue Cabin Deputy DSO is: 

-​ Gloria Raine (Ops Manager) 

In the absence of the DSO, either of the other Safeguarding Leads should be 
contacted.  

Board of Trustees​  
The Trustees are ultimately responsible for ensuring that Blue Cabin workforce 
members are aware of the policy and procedures and are supported to implement 
and work in accordance with them, as well as creating a management culture that 
encourages a focus on safeguarding. The Blue Cabin Trustee Board holds ultimate 
accountability for this policy. They will: 
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●​ ensure safeguarding policies and procedures are in place and being 
followed; 

●​ ensure there are checks to confirm staff are suitable to carry out their roles; 

●​ ensure there is ongoing monitoring and review processes in place to check 
safeguards are being implemented in practice and that the controls in place 
are effective; 

●​ actively promote a culture and environment whereby all staff are enabled to 
raise concerns and understand their safeguarding responsibilities; 

●​ appoint a Safeguarding Trustee on the Board whose role is one of scrutiny, 
keeping up to date with the Charity Commission requirements for 
safeguarding and to support the DSO in assessing and managing 
safeguarding risks; 

●​ ensure that serious incidents are reported to the Charity Commission for 
England and Wales; 

●​ support the Director in managing any safeguarding allegations against 
members of the workforce; 

●​ ensure that Blue Cabin allocates sufficient resources, including trained staff 
and trustees, for the arrangements to safeguard and protect children and 
adults. 

As detailed on page 3 the Lead Safeguarding Trustee is: ​ 

-​ Mark Dibble 

 
Governance Oversight  
Trustees will receive a quarterly safeguarding dashboard including anonymised data on: 
incident types and volumes, training coverage, DBS status, and emerging safeguarding 
themes. 

Embedding a culture of safeguardingSafeguarding is an integral part of our 
organisation, and it is a priority that all staff members and freelancers are equipped with 
the skills, knowledge and support that they need to ensure appropriate safeguarding 
measures are put in place and procedures adhered to.  
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We do this by having the following measures in place: 

-​ A Safeguarding policy and procedure that are understood and followed by all 
staff and freelance associates. 

-​ A clear and accessible list of people with responsibility for safeguarding within 
the organisation, including the Designated Safeguarding Office (DSO) and a 
deputy DSO, and contact numbers for out of hours provision. 

-​ DBS (Disclosure Barring Service) is carried out through umbrella body First 
Standard. 

-​ An assigned Trustee with lead responsibility for safeguarding at a Governance 
level. 

-​ A designated Safeguarding page on our website, which contains information 
about how we deal with safeguarding issues along with a link to our Safeguarding 
Policy and associated paperwork. 

-​ Ensuring staff and freelancers have access to appropriate safeguarding training 
which is regularly monitored and renewed and feedback is sought from staff, 
freelancers and volunteers about ways we can improve our processes and 
procedures. 

-​ Embedding safeguarding into all areas of our recruitment processes. 

-​ A code of conduct for all staff. 

-​ A Safeguarding Working Group that meets regularly, ensuring any safeguarding 
incidents have been dealt with adequately and checking we are up-to-date with 
policy policy updates. Reviews are carried out on any safeguarding reporting 
documents using feedback gathered from staff, freelancers and volunteers who 
have used recording and reporting documents. 

-​ An up to date physical key contact card, for all staff and freelance associates 
which contains contact details for the safeguarding team and links to the 
safeguarding pages on our website. 

 
Training  
​
All members of Blue Cabin staff, freelancers, trustees and volunteers will be asked to 
complete safeguarding training (such as the NSPCC’s Introduction to Safeguarding 
course) and advanced training will be provided to any staff who take on a lead 
safeguarding role. Freelancers, and volunteers should be briefed on their first day (by 
the member of staff responsible for their placement) of the basic safeguarding issues 
that they should be aware of, and if required may attend a basic or advanced training 
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session if deemed appropriate. All staff will be made aware of how to contact the 
designated safeguarding leads in the event of any queries or concerns. Details of the 
DSO / Dept DSO should be accessed through the Safeguarding Key Card, which is 
given to all staff, freelancers and volunteers as part of their induction.  

Disclosure and Barring Service Checks (DBS) 
All employees, contracted freelancers and volunteers working for Blue Cabin will be 
required to have an appropriate level DBS check. Full details on this can be found in our 
DBS Policy.  

DBS checks are carried out via DBS umbrella body First Standard.  

 

References 
All offers of employment, freelancers and volunteers will be subject to the obtaining of 
two satisfactory references, one of which must be from the most recent employer. 
Follow up telephone calls take place with referees to verify there are no safeguarding 
concerns about a candidate.  

 

Accessibility & Communication 
An easy-read version of this policy and a one-page visual flowchart (children and adults 
pathways) is made  available to all staff, freelancers and volunteers.  
The policy can also be shared in formats accessible to people with communication 
needs or learning needs. 
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2. Protection techniques 

When working with children and young people, employees and other staff working on 
behalf of Blue Cabin should follow the Blue Cabin Code of Conduct in order to ensure 
the best protection to participants and themselves. 

We ensure any processes are handled with sensitivity, ensuring the needs of trauma 
survivors are considered to avoid re-traumatization and to ensure respectful 
interactions take place.  

We are committed to providing ongoing support and follow-up to individuals involved 
in safeguarding incidents 

 

3. Guidance and procedures to follow where 
there is an incident or concern, or where a 
disclosure is made 

Child abuse can cover a wide range of issues including neglect, physical, sexual and 
emotional abuse. 

All allegations, reports or suspicions of abuse will be treated seriously and with 
sensitivity. We practise the 4Rs approach to Safeguarding: 

-​ RECOGNISE POSSIBLE ABUSE 

-​ RESPOND APPROPRIATELY (and quickly) 

-​ REPORT YOUR CONCERNS (or refer / ‘raise an alert) 

-​ RECORD YOUR OBSERVATIONS (and the actions you have taken) 

 

Blue Cabin Safeguarding Policy​ ​ Page 16 of 31 
 
 



 

 

Where a child or young person makes a disclosure to a member of Blue Cabin staff or 
person working on behalf of Blue Cabin, it is essential that the following principles are 
followed:  

●​ Stay calm 

●​ Listen carefully and repeat back at appropriate times. Let the individual explain 
what they are feeling 

●​ The child or young person must feel that they are being believed 

●​ Continue at their pace and don’t ask leading questions i.e. questions that need a 
yes or no answer. Instead consider asking open questions such as ‘what 
happened next?’.  

●​ Do not pass judgement or suggest alternative explanations  

●​ Do not rush the process. It may have taken the child or young person a great deal 
of thought and encourage to make the disclosure 

●​ Reassure them by saying things such as ‘I’m glad you were able to tell me / 
somebody’, ‘It’s not your fault, you are not to blame for what happened’, ‘This is 
so important, I need to tell somebody who can do something about what is 
happening / what has happened to you’. 

●​ Explain what will happen next - do not promise that any particular course of 
action will be taken. Do explain that you have a responsibility to inform Blue 
Cabin’s DSO 

●​ Listen, report and record 

●​ Ensure nothing is forgotten 

●​ Make notes as soon as possible afterwards 

●​ Reassure them they have been brave and done the right thing to tell you 

●​ When a child or young person asks for secrecy they should be told sensitively 
that Blue Cabin has a duty to refer allegations to the appropriate people for their 
own safety of the safety of someone else, and for this reason confidentiality can 
never be promised 

●​ Remember that this may make them feel that everything has been taken out of 
their hands. Explain again, if necessary, why you need to report this and make 
every effort to gain their consent. They may be very scared about what might 
happen next, so make sure that you know who will be on hand to support them 
once they have left you 
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What to do after a disclosure has been made to you 
Immediately inform the person responsible for safeguarding /child protection within 
the partner organisation (e.g. the local authority) you are working alongside. Ensure you 
follow their instruction on what processes should be carried out as part of the partners 
safeguarding policy procedures. 

Blue Cabin’s processes should also be followed, alongside the partners.  

Blue Cabin’s Safeguarding Key Card should be used to ensure you the relevant and up 
to date Blue Cabin forms are completed.  

If an employee, freelancer or volunteer has any concerns in advance of completing the 
relevant forms, they should ring the DSO immediately. 

Complete the incident report form (Appendix 1) making an immediate detailed and 
careful note of what has been described to you, using the child or young person’s words 
wherever possible.  

Contact Blue Cabin’s DSO and share the information with them. They will decide next 
steps based upon the evidence and information provided to them. Once a disclosure 
has been made a multi agency referral must be submitted within 24 hours to social 
services. Blue Cabin’s DSO will contact the relevant person detailed within Appendix 2.  

Record and maintain a record of the fact that you have made a referral to the 
Designated Safeguarding Officer.  

Blue Cabin’s DSO will arrange a follow up check in conversation with you to discuss any 
further support you may need.  

 

What if I suspect a child is being abused?  
A member of staff or person working on behalf of Blue Cabin who suspects that a child 
or young person is experiencing abuse should immediately inform Blue Cabin’s DSO 
(see above) or another member of the Safeguarding team if they are not immediately 
available.  You should also complete an incident report form (Appendix 1) to ensure a 
careful record is made of any concern or relevant incidents. Appropriate action will be 
discussed, and Blue Cabin’s DSO will then inform the relevant Local Authority’s 
Safeguarding Office or out of hours Emergency Duty Team Member of the incident 
(Appendix 2).  
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What if I suspect that an adult has engaged in inappropriate 
behaviour?  
If you are concerned with a particular behaviour that you have witnessed or the overall 
behaviour of a person you should complete an incident report form (Appendix 1) and 
immediately inform the Designated Safeguarding Officer who, in conjunction with the 
relevant colleagues or appropriate member of staff in the school/organisation the 
event or activity is taking place in, will decide on the appropriate action to take. This may 
range from having a discussion with the person in question to conducting an 
investigation, which may lead to external parties (such as social services) being 
informed (Appendix 2). 
 

Inappropriate behaviour towards staff  
If a member of staff or person working on behalf of Blue Cabin experiences 
inappropriate behaviour from children or young people, including approaches of a 
sexual or provocative nature this can be addressed by a response which is clearly 
discouraging without being insensitive, supported by strict adherence to the principles 
of openness outlined above, and by behaviour which consistently and visibly treats all 
children and young people equally. However, whenever a young person, adult at risk or 
member of staff: 

●​ experiences inappropriate behaviour 

●​ is hurt 

●​ is distressed 

●​ is involved in a misunderstanding of a potentially serious or personal nature 

●​ is subject to any other incident deemed to be relevant to this policy 

The incident should immediately be reported to: 

●​ the Designated Safeguarding Officer, and  

●​ the person responsible for safeguarding/child protection within 
the/organisation in which the activity or event is taking place  

​
The details should be recorded, ensuring that neither the staff member, freelancer, 
volunteer or the child or young person is left unsupported in a vulnerable situation. The 
issue should be addressed with the child or young person and/or their carer or key adult 
where appropriate and an incident form (Appendix 1) should be completed. 
Blue Cabin’s DSO will arrange a follow up check in conversation with you to discuss any 
further support you may need.  
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Allegations of abuse against members of staff 
Any allegation of abuse against a member of staff, freelancers, volunteers or person on 
behalf of Blue Cabin will be dealt with by following the Blue Cabin Procedure for 
managing an allegation against a staff member or volunteer.  

Support 
Any member of staff, freelancer or volunteer working with children and young people 
may find themselves in the position of discovering or suspecting that a child or young 
person in their care is the victim of abuse. This can sometimes lead to difficult emotional 
pressures or apparent conflicts of interest. It may also cause a triggering effect on staff 
as individuals. Blue Cabin will ensure additional support is given to any staff member 
where this is requested which may include therapeutic service if appropriate. Staff 
should contact Blue Cabin’s Designated Safeguarding Officer  
(or another member of the Blue Cabin Safeguarding Team if not available) should they 
find themselves in this situation.  

Blue Cabin’s DSO will arrange a follow up check in conversation with you to discuss any 
further support you may need.  

Related Policies and Procedures 

This Safeguarding Policy should be read alongside the following Blue Cabin policies and 
procedures, which together form our safeguarding framework: 

●​ Procedure for Managing a Safeguarding Allegation Against a Staff Member or 
Volunteer 

●​ Safeguarding Incident Report Form 
●​ Safer Recruitment and Selection Policy Statement 
●​ Internet Policy 
●​ Online Learning Safeguarding Policy and Procedure 
●​ DBS Policy 
●​ DBS Procedure 
●​ Recruitment of Ex-Offenders Policy 
●​ Low-Level Concerns Policy 
●​ Code of Conduct 

These policies are available on the Blue Cabin Basecamp Page.  
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4. Safeguarding and Partnership Working 

4.1 Commitment to Partnership Safeguarding 
Blue Cabin recognises that safeguarding is a shared responsibility. We are committed 
to working collaboratively with all partners to ensure that safeguarding considerations 
are embedded in every aspect of our work. Safeguarding practice will be visible, 
transparent, and integral to the design, delivery, and evaluation of all activities. 

4.2 Alignment of Policies and Protocols 

Before entering into any partnership or joint activity, we will review and align 
safeguarding policies and procedures with those of our partners. Where discrepancies 
exist, Blue Cabin will work with partners to agree the highest applicable standard, 
ensuring that best practice is consistently applied. 

4.3 Safeguarding in the Project Lifecycle 

●​ Planning: Safeguarding requirements will be identified at the outset, 
incorporated into risk assessments, role definitions, and session content. 

●​ Facilitation/Delivery: During delivery, staff and partners will remain vigilant 
and responsive to safeguarding needs, ensuring that agreed protocols are 
implemented and monitored. 

●​ Debrief/Review: Following delivery, structured debrief sessions will be 
conducted with partners to review session practice, capture learning, and 
agree any necessary improvements - feeding into out weekly and monthly 
safeguarding meeting cycles.  

4.4 Accountability and Transparency 

All partners are required to uphold agreed safeguarding standards and report any 
concerns immediately in line with the designated safeguarding procedures. Blue Cabin 
will document safeguarding decisions, actions, and reflections to provide a clear audit 
trail and accountability record. 

4.5 Continuous Improvement 

Blue Cabin and its partners will actively reflect on safeguarding practice and use 
learning from debriefs, audits, and reviews to strengthen future collaboration. This 
ensures safeguarding remains an evolving, dynamic practice aligned with recognised 
statutory and sector best practice frameworks. 
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Incident Report Form (Appendix 1)  
Please complete and submit this form to the Designated Safeguarding Officer as soon as 
possible in the event of any incident taking place.  

Details of the person making the report 

Name  

Today’s Date   

Job title/Position  

Contact telephone 
number 

 

Email address  

Address  
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Details of the child / young person /adult at risk affected (if known):  

Name   

Date of birth (if known):   

Name of parent/carer:   

Contact details parent/carer:  

 

Home landline: 

 

Mobile:  

Address: 

 

 

 

 

Postcode:  

Name of local authority child / young 
person is looked after by: 
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Details of the person concerned (the person whom the complaint/concern is about) if 
different from above (if appropriate) 

NB. If the allegation / suspected incident involves a member of the Blue Cabin team please 
follow the ‘Procedure for managing an Allegation against a staff member or volunteer’ 
instead. 

 

Name:  

Contact details: 

 

Home landline: 

 

Mobile:  

Address: 

 

 

 

Postcode:  

Occupation/role within the organisation (if 
applicable):  

 

 

Please provide any further details below regarding the incident in question or behaviour that is of 
concern. Once complete ensure that this information is then forwarded to the designated 
safeguarding officer immediately, and keep a note of the date and time that this was done.  
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Details of circumstances: (include where it happened, when, who was involved, any 
injuries sustained, body maps if relevant, any relevant photographs and an account of the 
incident using exact words used where possible): 
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Location of alleged/suspected incident: 

 

Date & Time of alleged/suspected incident: 

 

Date alert raised (include the time where possible): 

Detail any immediate conversations that have taken place with the partners organisation 
(such as local authority), including the name and contact details of partner staff, and any 
procedures that we need to follow to support their Safeguarding process:.  

 

 

 

 

 

Date and time incident shared with Blue Cabin DSO: 
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Blue Cabin steps taken by DSO (to be completed by Blue Cabin DSO / Dept DSO only): 

 

 

 

 

 

 

Name of person completing the incident form: 

Signed:​           

Date: 

Final sign off (to be completed when the case is closed by Blue Cabin DSO) 

Signed: 

Name: 

Role: 

Date: 

Notes: 
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Local Authority Emergency Duty Teams 
(Appendix 2) 

Local Authority Child Safeguarding contacts 

 

Local Authority  Contact   

number 

Out of hours  Website 

Gateshead  0191 433 2653 

(Mon - Thurs 9:00am 
- 5pm, Friday 9:00am 
- 4:30pm) 

0191 477 0844 

Outside office 
hours, including 
weekends and 
public holidays. 

(Mon - Thurs 
5:00pm - 8:30am, 
Fri 4:30pm - 
8:30am) 

https://www.gateshead.gov.uk/article/
3948/Worried-about-a-child 

 

https://www.gateshead.gov.uk/article/
9330/Emergency-Duty-Team-EDT  

South Tyneside  0191 424 5010  
(Mon – Thurs   

8:30am – 5pm.  

Fri 8:30am - 4:30pm) 

0191 456 2093 

All hours outside 
the usual office 
times.   

https://www.southtyneside.gov.uk/arti
cle/13755/How-to-report-a-concern  

North Tyneside  0345 2000 109 
(office hours) 

0330 333 7475 

(evenings and 
weekends)  

https://my.northtyneside.gov.uk/categ
ory/488/are-you-worried-about-child  

Newcastle  0191 277 2500 
(weekdays, 8.45am 
to 5pm)  

 Emergency Duty 
Team on 0191 278 
7878. 

Report a concern about a child or young 
person | Newcastle City Council 

Durham  03000 267 979  

(Mon - Thurs 8:30am - 
5:00pm 

Fri 8:30am - 4:30pm) 

The same number 
will go through to 
the duty officer, 
working outside of 
opening hours.  

https://www.durham.gov.uk/firstcontac
t  
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Northumberland  Onecall telephone  
01670 536 400 
 
 

Emergency Duty 
Team:24/7 
Onecall 
telephone  
01670 536 400 
 

What can I do if I suspect a child or young 
person is being abused? | 
Northumberland County Council 

Sunderland  0191 561 7007 (Mon - 
Thurs 8:30am - 
5:15pm, Fri 8:30am - 
4:45pm)  

0191 520 5560 
(evenings and 
weekends) 

https://www.safeguardingchildrensund
erland.com/p/children-and-young-peo
ple-1/children-and-families 

Middlesbrough  01642 726004  01642 524552  https://www.middlesbrough.gov.uk/child
ren-families-and-safeguarding/abuse-an
d-safeguarding-children/report-child-ab
use-or-neglect/ 

Darlington  01325 406222  

(Mon - Thurs 8:30am - 
5pm 

Fri 8:30am - 4:30pm) 

01642 524552  Darlington Safeguarding Board - 
Concerned about a child - How to 
report a concern 
(darlington-safeguarding-partnership
.co.uk) 

Hartlepool 
Children’s  Hub 

01429 284284 / 
01642 130080 

(Mon - Fri 8:30am - 
5pm) 

01642 524552 
(outside of 
normal office 
hours)  

The Children’s Hub | Hartlepool 
Borough Council 

 

Hartlepool and Stockton-on-Tees 
Safeguarding Children Partnership 
(HSSCP) 

Redcar &  
Cleveland 

01642 130700 (Mon - 
Thurs 8:30am - 
5:00pm, Fri 8:30am - 
4:30pm) 

01642 524552 
(outside normal 
service hours, 
bank holidays 
and weekends) 

Concerns about a child | Redcar and 
Cleveland 

Stockton 
on-Tees  

01642 130080 01642 524552 Worried about a child? - 
Stockton-on-Tees Borough Council 
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Local Authority Adult Safeguarding contacts 

 

Local Authority  Contact   

number 

Out of hours  Text  Website 

Gateshead  0191 433 7033 Same number. 
Can report 24/7 
but unable to 
respond over a 
weekend. 

 https://www.gateshead
.gov.uk/article/4804/A
buse-and-neglect 

South Tyneside  0191 424 6000  

Mon - Thur 
8:30am - 5pm  

Fri 8:30am - 
4:30pm 

0191 456 2093 

Outside of the 
office hours.  

 https://www.southtyn
eside.gov.uk/article/13
750/How-to-report-a 
concern 

North Tyneside  0191 643 2777  0330 333 
7475  

Out of office 
hours. 

 https://www.ntsab.org/are-yo
u-worried-about-an-adult  

Newcastle  0191 278 8377 

Mon - Fri 9:00am 
- 5:00pm  

0191 278 7878 

Evenings and 
weekends  

0796847489
1  

Mon - Fri 8am 
- 5pm 

https://www.newcastlesafegu
arding.org.uk/report-a-conce
rn/ 

 

Email - 
scdadmin@newcastle.gov.uk  

Durham  03000 267 979  Same number  https://www.durham.gov.uk/a
rticle/5680/Concerned-about
-someone-report-neglect-or-
abuse  

Northumberland  01670 536 400    https://www.northumberland.
gov.uk/adult-social-care/adul
ts-safeguarding  

Sunderland  0191 5618934 

or 0191 5618936 

 

8:30am - 5:15pm 

0191 520 5552  

Health and 
Wellbeing team 

 https://www.sun
derland.gov.uk/a
rticle/14382/Con
tact-Adult 
Safeguarding  
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Mon - Thurs, 
8:30am - 4:45pm 
Fri)  

Darlington  01325 406111  

Mon - Thurs 
8:30am - 5pm 

Fri 8:30am - 
4:30pm 

01642 524552 

 

Out of office 
hours  

07538 601527  

Mon - Thurs 
8:30am - 
5:pm  

Fri 8:30am - 
4:30pm 

https://www.darlington-safe
guarding-partnership.co.uk/
professionals/working-with-
adults/worried-about-an-ad
ult-how-to-report-a-concer
n/  

Hartlepool  Email 
ispa@hartlepool.
gov.uk 

01642 524552 

Emergency 
Duty Team - out 
of office hours  

 https://www.hartlepool.gov.
uk/adult-social-care/worrie
d-someone-%E2%80%93-
safeguarding-adults 

Redcar &   

Cleveland 

01642 771500  01642 524552 

Outside office 
hours  

 https://www.redcar-clevela
nd.gov.uk/adult-social-car
e/worried-about-an-adult 

 

email - 
accessadultsteam@redcar-
cleveland.gov.uk  

Stockton on   

Tees 

01642 527 764  01642 524552 

Emergency 
Duty Team  

Out of office 
hours  

 https://www.tsab.org.uk/repo
rt-abuse/ 

 

Email - 
firstcontactadults@stockton.g
ov.uk  

 

 

NSPCC Helpline 0808 800 5000 or email help@nspcc.org.uk 
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