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The FAN Charity – Policies 

 
Safeguarding policy and Procedures   

 
 

 
Introduction 

The FAN Charity brings the community together in structured listening groups.  
The FAN Charity will endeavour at all times to provide services and activities 
which minimise risk and are as safe as we can make them.  We aim to protect 
our staff and volunteers and participants from harm or maltreatment, prevent 
the impairment of health or development, and promote people’s life chances. 
We will work in partnership with other local / national agencies to put in place 
appropriate procedures for reporting, making referrals, accessing training and 
specialist support, as and when required.  Safeguarding in Wales is governed 
by the Social Services and Wellbeing (Wales) Act 2014.  Wales has one set of 
Wales Safeguarding Procedures for everyone working in contact with 
children, young people or adults who may be at risk. The Procedures are 
freely available by app downloadable to a phone or tablet using the link:  
https://safeguarding.wales.  We promote the use of the app and compliance 
with the Procedures.  Any serious breach of safeguarding needs to be 
reported to the Charity Commission. 

Recruitment 
 
The FAN Charity will seek to recruit using appropriate procedures, safeguards 
and checks. Candidates are interviewed and we will take up references for all 
posts and volunteer roles prior to appointment.   
 
Policies 
 
We will provide an induction programme for all new volunteers and staff, 
appropriate training to enable all personnel to undertake their roles safely and 
confidently, and ongoing training as benefits the personal and professional 
development of individuals and of our organisation. 
 
We will regularly review our recruitment procedures in response to changes in 
legislation and systems external to our organisation e.g. Disclosure and 
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Barring Service (DBS and barring list checks).  Where DBS is required it will 
be reviewed every 3 years.  
 
Volunteers 
 
It is important that all volunteers are treated fairly, are given clear 
expectations of their role within the organisation and are supported to fulfil 
that role. Our volunteers will adhere to all relevant FAN Charity policies at all 
times as a representative of our organisation.   
 
Safeguarding Officer 
 
Our appointed Safeguarding Officer is Sarah Duncan-Jones (from 03.03.18) 
and will be available to all staff and volunteers to speak to, if they have any 
concerns, issues or complaints regarding the safety, well-being or conduct of 
volunteers and staff.   
 
Sarah Duncan-Jones can be contacted on Tel: 07880-630553;  
Email:sarah.duncan-jones@thefancharity.org  
 
The Safeguarding Officer will have access to appropriate training to support 
them in this role. They will liaise with appropriate local and national agencies, 
contribute to appropriate policies, maintain records and keep confidentiality, 
adhere to and promote this policy within the organisation, and support or 
provide access to support for individuals suffering harm or abuse. 
 
Awareness of harm and abuse in our organisation 
 
Harm is caused by accidents, deliberate abuse (physical, sexual, emotional, 
financial), neglect (deliberate or not) or factors such as bullying, prejudicial 
attitudes or a failure to enable a person to participate in activities that are 
open to most of their peers. All incidents of harm to anyone involved in our 
service will require an appropriate response to reduce risks and improve our 
service. Deliberate acts of harm (sexual, physical, emotional and financial) 
and neglect are abuses against the person and will incur disciplinary 
proceedings and require reports and referrals to social services, the police, 
other professional bodies and the Disclosure and Barring Service (DBS) if in 
regulated activity. 
 
FAN specific circumstances 
 
FAN meetings are open to all and are not advertised as being for those 
people who are known or likely to be “at risk” as per the definition of the 
SSWBA/Wales Safeguarding Procedures (anyone over 18 years of age who 
is experiencing or is at risk of abuse or neglect and has needs for care and 
support whether or not the authority is meeting any of those needs), and as a 
result of those needs is unable to protect himself or herself against the abuse 
or neglect or the risk of it / under the age of 18 years who is experiencing or is 
at risk of abuse, neglect or other kinds of harm; and who has needs for care 
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and support (whether or not the authority is meeting any of those needs)). 
Should any FAN member be “at risk”, this might only be known to FAN staff if 
they choose to disclose it, as such background information is not sought on 
joining FAN. However, the opportunity to make friends and develop 
community relationships may be especially attractive to those who are 
isolated, lonely and displaced. These factors may mean that individuals could  
be vulnerable to abuse, exploitation and dependent or inappropriate 
relationships. FAN staff and volunteers will be trained in understanding these 
factors and will be alert to comments aired in the meetings that might suggest 
a person is at risk. Staff and volunteers will sensitively and discreetly ask if 
they can help the individual and will always offer a willing ear to a member 
who appears in distress.  This can be difficult in Zoom, but could be followed 
up after a meeting. 
 
The Safeguarding Officer will be identified to the participants by FAN 
Facilitators. The role that they hold and the reason for having a Safeguarding 
Officer will be explained to all the participants who will be encouraged to 
contact the Safeguarding Officer if they have any concerns, to do with FAN, 
for themselves or others.   
 
We actively discourage individuals from sharing personal contact details, 
physical addresses or email addresses, direct messaging etc. to avoid 
unwelcome encounters beyond the sphere of FAN oversight. Members who 
receive unwanted “friend requests” or similar from other members should 
share this information with the Facilitator or Safeguarding Officer. Members 
who persist with unwanted attention will be asked to leave the group. Virtual 
contact may have raised the possibility of out-of-meeting contact and no-one 
should feel pressured into a relationship beyond the boundaries of FAN 
activities. All participants read the Open and Closing statements each meeting 
stating FAN’s ground rules of kindness and respect.  
 
In order to protect participants and Facilitators FAN Groups take place in 
public spaces, not homes, and all groups that are open to the public are listed 
by the FAN Charity. 
 
Reasonable cause to suspect 
 
Having reasonable cause to suspect that a person is suffering, has suffered or 
is likely to suffer from abuse, neglect or harm, is the point at which it is 
expected that an organisation would make a safeguarding report to social 
services. 
 
The abuse, neglect or harm may take place over a number of incidents or 
might be a single, serious incident. It is better to seek advice than to do 
nothing. It is not the role of anyone in the organisation to determine whether 
abuse has taken place, simply to report what you know to the statutory 
agencies, whose duty it is to investigate. 
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Where there is reasonable cause to suspect abuse to our service users, 
volunteers or staff, the Safeguarding Officer and deputy are empowered to act 
accordingly. 
 

• To log all conversations regarding the issue 

• To sign and request signatures on reports and statements 

• Confidentially seek advice from expert sources 

• Share concerns (with consent where required and appropriate) 
internally with senior staff / Chair of the Board  

• Share concerns and make referrals to external agencies such as Social 
Services, the Police or National Society for the Prevention of Cruelty to 
Children (NSPCC) as appropriate to the circumstances 

• Make a referral to the Disclosure and Barring Service regarding staff or 
volunteers in regulated activity whose conduct is harmful to service 
users and when they are removed from regulated activity 

 
 
Confidentiality 
 
All reports and logs (including personnel records) will be kept securely and 
confidentially according to our data protection policy and confidentiality 
statement, or in line with DBS Code of Practice if appropriate, until or unless it 
is necessary to share this material with the agencies named above. 
Information will be shared on a “need-to-know” basis only. 
 
Communication 
 
We will communicate this policy to all staff, trustees and volunteers using 
appropriate methods, formats and language. A copy will be available on the 
website and on request for all members and the public using appropriate 
formats and language to get the essence across.  We support and encourage 
all volunteers and staff to speak up and contact the named Safeguarding 
Officer where there is 
 

• a concern (a worry, issue or doubt about practice or treatment of a 
volunteer or colleague, or their circumstances), or 

• a disclosure (information about a person at risk of or suffering from 
significant harm) or 

• an allegation (the possibility that a volunteer or staff member could 
cause harm to a person in their care)  

 
Whistleblowing  
 
Staff or volunteers can report things that aren’t right, are illegal or if anyone at 
work is neglecting their duties, putting someone’s health and safety in danger 
or covering up wrongdoing.  
 

about:blank
about:blank


The Fan Charity: Policies: Safeguarding Policy 
Original creation: 03/18   Latest review: 11/22   Next review: 11/23 
 
 
 

In the first instance they should speak with the Safeguarding Officer or the 
trustee with appropriate responsibility*.   
 
In all cases, we would prefer our members and personnel to use internal 
processes whenever possible to make a report as above, but this does not 
prevent them from making a report or referral to statutory agencies such 
Social Services or the Police, in their own right as a private individual. We 
also support our staff or volunteers to raise concerns or to disclose 
information, which they believe shows malpractice - whistle-blowing 
(disclosure in the public interest - https://protect-advice.org.uk/ ).  
 
To encourage everyone involved in our organisation to understand that 
safeguarding is everybody’s business, we will put safeguarding on the agenda 
of trustees and facilitator meetings, provide opportunities for discussions 
about issues and concerns and  reflect, review and to continue to learn and 
improve in our safeguarding responsibilities. 
 
* Contact details: 
 

• Sarah Duncan-Jones, Safeguarding Officer sarah.duncan-
jones@thefancharity.org  

• FAN Trustee with Safeguarding Responsibility fan362147@gmail.com 
 

 
Cardiff Safeguarding Contact Details 

Concerns about children at risk 

Contact the MASH (Multi Agency Safeguarding Hub) 029 2053 6490 
Out of hours duty officer 029 2078 8570 

Concerns about adults at risk 

Contact the adult safeguarding team 029 2233 0888 
 
Emergency duty officer (out of hours) 029 2078 8570 (same number as 
children) 
 
Local Safeguarding Board: https://www.cardiffandvalersb.co.uk/ 
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Reviewed by FAN Charity: Working Group: Policies: Safeguarding, November 
2022 
 

Signed:   

Ian Thomson 

Role:  Chairman 

Dated:  15.11.22 

 
 
 
 
 

 
 
 
 
 
 

Safeguarding Procedures 
 

Something occurs that raises concern, however small 
 
Wherever possible, gain the consent of the individual to share 
what they have told you with others who can help, with Social 
Services, if appropriate 

 
Individual who is concerned contact Safeguarding Officer 

 
When recording note clear details, times, dates, get signatures 
where possible from the person reporting and the person 
recording. Record decisions and actions, by whom. 

 
Keep all information securely  

 
If single or cumulative evidence comprises reasonable cause to suspect abuse, 
neglect or harm, contact Social Services; 
 

a) To discuss the situation and seek guidance 
b) To make a safeguarding report  
c) Always note what was said and who spoken to 
d) Follow up the verbal report with written details 
e) Give your contact details and expect a feedback call within 7 

working days (ideally this should be action of the Safeguarding 
Officer but in practice this may not always be possible) 
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Some situations do not need consent: 
If it is a crime, report.  
If the person is at immediate risk of severe harm or threat to life, 
report 
Call 999 
 
If the situation that puts others at risk, report 
If the individual is under undue influence or coercion, report.  
Contact social services 

 
 
 
 
Best practice - consent 
 
It is better to get consent if you can, but you cannot ignore a situation and do 
nothing about it just because you cannot get consent. You could start with a 
“what matters to you” conversation, and discuss with the adult what they would 
like and what would help the situation. They might think of others who can help 
or ways to protect themselves. You may be able to signpost them to other 
helpful agencies. (This may reduce the risks, you will monitor the situation). 
 
Every adult who has capacity (defined under the Mental Capacity Act) has a 
right to make decisions for themselves that others might deem to be “risky” (as 
long as this does not put other people at risk) and the right to consent or 
withhold consent to a safeguarding report being made about them.  
 
If you make a report without consent, this should be noted on the information 
for social services, and their response should not be adversely affected. The 
adult has a right not to co-operate with safeguarding procedures, unless the 
Police are involved. 

• Tell the person involved what you are going to do, even if they may not 
be happy about it. 

• Involve the person at risk as much as possible without placing them at 
greater risk of harm. 

• Support the individual to have an advocate – an informal advocate who 
is appropriate (not implicated in a safeguarding situation) or an 
Independent professional Advocate appointed by the local authority. 
 

Reminders: 
Do not investigate but bring together evidence, information you may already 
hold within the organisation. 
Make sure to share information within the organisation, there may be several 
pieces of information which add up to reasonable cause to suspect….  
Contact social services for support and advice, they can guide you through in 
handling the situation.   
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FAN Trustees recognise that even having a very small role in safeguarding can 
be very stressful and are committed to supporting you where difficulties arise.   
 
Reporting to the Charity Commission 
Make a serious incident report at any time that you think you have not acted 
well or fast enough regarding safeguarding which could have harmed someone. 
Call them and ask them for their advice if they would expect a report from you 
beforehand - 0300 066 9197. Take the view: what can we learn from this, how 
can we improve our safeguarding.  Use all the notes and information that you 
hopefully have compiled through the process. 
 
Reviewing our practice 
Review how FAN can better prevent a safeguarding situation developing.   
Review our activities and preventative strategies, training, support, actions and 
put better safeguards in place if we can. 
 
If the safeguarding issue is picked up by FAN about an external situation, how 
can we best support the person involved and how did our processes work?  Are 
there changes that need to be put in place for the future.  
 
Best Practice Under 18s in FAN 
 
Under 18s in FAN groups 
If unaccompanied under 18s wish to attend  FAN then the following 
safeguards need to be in place and make it clear that we are doing these 
things because we have a duty to safeguard all under 18’s and keep them 
safe. 
 
The group will be facilitated by a FAN staff member or from a previously 
identified support network (eg SASS, ACE) which is already working with the 
young person.  If the group is not facilitated in this way, then the FAN Trustee 
Safeguarding Group will consider the risk, so that appropriate safeguards can 
be put in place, which will include obtaining a clear enhanced Adult and Child 
DBS. 
 
Standard good practice in FAN means that we do not share personal data, 
discourage sharing between participants and monitor what is going on in a 
group and encourage and support Facilitators and group participants to share 
any concerns.  
 
Work with the young person’s adult supporter to ensure that they and the 
young person understand and acknowledge  
 
that the young person understands the ground rules for joining and 
participating in the group,  
 
what they can expect as appropriate behaviour from others who take part.   
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are clear about what is not acceptable, on their part as well as from others, 
and what should be shared/reported if it occurs. 
 
Identify who to contact if there are any issues or concerns, with an alternative 
to the facilitator 
 
Further good practice: It might be worthwhile holding a feedback opportunity 
with the young person to ensure that they are comfortable in the group 
sessions and not experiencing (or creating) any difficulties or issues, at 
reasonable intervals (which can become less frequent as they settle in); this 
could be with the facilitator but also should be with an alternative person from 
time to time. 
 

 
Ian Thomson 
The FAN Charity: Chairman of Trustees 
 
November 2022 
 
 


