
 

 
 

 

 

LIVE MUSIC NOW 

 

PROCEDURES FOR THE SAFEGUARDING 

OF VULNERABLE ADULTS 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Last updated September 2009 



 

 2 

Index 

 

1. Introduction        Pg 3 

 

2. CRB Policy        Pg 3 

 

3. Definition of vulnerable adult     Pg 4 

 

4. Definitions of abuse      Pg 4 

 

5. Signs & indicators of abuse     Pg 6 

 

6. Responding to signs or suspicions of abuse  Pg 9  

 

7. Responding to allegations of abuse against a LMN  Pg 11 

 musician, staff or project management team member, 

 Trustee or voluntary committee member 

 

9. Responding to a vulnerable adult making an allegation Pg 14 

 of abuse 

 

10. Recording Information      Pg 16 

 

Appendices 

 

Appendix A: Sample forms for reporting allegations or  Pg 18 

suspicions of abuse       

 

Appendix B: Code of Conduct and Good Practice   Pg 22 

 

Appendix C: Safeguarding Officer role and responsibilities Pg 24 

 



 

 3 

 

Procedures for the Safeguarding of Vulnerable Adults  
 

 
1. Intr oduction 

These procedures have been drawn up to ensure the safety and protection of all 
vulnerable adults involved in Live Music Now (LMN) activities through adherence 
to the guidelines outlined in this document. They fit with the basic principles 
outlined in the LMN Policy for the Safeguarding of Vulnerable Adults. 

 
These procedures apply to all those who work for LMN, in paid or unpaid roles, 
and are intended to ensure that all LMN activities are conducted in safe, secure 
environments and that there will be a fast, appropriate and effective response for 
dealing with concerns about the safety and welfare of vulnerable adults with 
whom we work.  

 
2. CRB Policy  

All musicians joining the LMN scheme are required to undergo one of the 
following checks to ensure that they are suitable and appropriate people to be 
working with vulnerable adults.  

 
• England & Wales Ð an Enhanced CRB check  
• Scotland Ð a Disclosure Scotland check 
• Northern Ireland Ð an Access Ireland check 

 
If a musician has had a CRB, Disclosure Scotland or Access Ireland which is less 
than a year old at the time of joining LMN then a copy must be provided prior to 
their being able to work for LMN. For musicians who havenÕt previously had a 
check then this must be carried out prior to them delivering work.  

 
All artistsÕ CRB, Disclosure Scotland or Access Ireland checks must be renewed 
every 4 year.  
 
As of July 2010 a new scheme will come into force which will require all LMN 
staff, project management team members, musicians, voluntary committee 
members and Trustees to be registered with the Independent Safeguarding 
Authority (ISA).  
 
This scheme is currently being finalised with a number of deadlines for 
registration depending on the current status of employees and voluntary 
committee members. LMN will keep up to date with these developments and will 
support all current staff, project management team members, musicians, 
voluntary committee members and Trustees to register with the ISA prior to this 
new legislation to ensure that there is no disruption to the service offered by LMN 
or to the employment opportunities for our musicians, staff or project 
management teams. 
 
From November 2010 registration with the ISA will become mandatory for anyone 
working with children and vulnerable adults and all new LMN musicians, staff, 
project management team members, Trustees and voluntary committee 
members will only be able to commence work for LMN once confirmation has 
been received that they do not appear on either of the lists which bar them from 
working with children or vulnerable adults.  
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3. Defi nition of Vulnerable Adult 
 

Safeguarding Adults procedures relate to a person aged 18 years or over: who is 
or may be in need of community care services by reason of mental or other 
disability, age or illness and is or maybe unable to take care of him or herself, or 
unable to protect him or herself against significant harm or exploitation           
[No Secrets, Department of Health, 2000] 

 
For purposes of ensuring consistent and widely understood terminology, this 
policy and procedures will use the phrase Vulnerable Adults to identify those 
eligible for interventions with the procedures detailed within this document. 

 
4. Defi nitions of Abuse 

 
Abuse is a violation of an individualÕs human and civil rights by another person or 
persons              [No Secrets, Department of Health, 2000] 
 
Abuse may consist of a single act or repeated acts. It may be physical, verbal or 
psychological, it may be an act of neglect or an omission to act, or it may happen 
when a vulnerable person is persuaded to enter into a financial or sexual 
transaction to which he or she has not consented, or cannot consent.  
 
Abuse is categorised into seven forms in No Secrets and in this document: 
physical, sexual, financial, neglect, discriminatory, psychological and institutional. 
 
LMNÕs Safeguarding Adults procedures will be instigated when the concern 
raised by a LMN musician, staff or project management team member, Trustee or 
voluntary committee member indicates significant harm or exploitation to the 
person subjected to it.  
 
An accepted definition of significant harm is:  
Éill treatment (including sexual abuse and forms of ill treatment that are not 
physical); the impairment of, or an avoidable deterioration in, physical or mental 
health; and the impairment of physical, emotional ,social or behavioural 
development        [Law Commission, 1995] 
 

 
4.1. Physical  Abuse 

Physical Abuse may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating, or otherwise causing physical harm. 
Physical harm may also be caused when a family member or carer misuses 
medication, imposes inappropriate sanctions or restraint.   
 
Physical abuse, as well as being a result of an act of commission can also 
be caused through omission or the failure to act to protect. 

 
4.2. Psychological  

Psychological abuse includes emotional abuse, threats of harm or 
abandonment, forced marriage, deprivation of contact, humiliation, blaming, 
controlling, intimidation, coercion, harassment, verbal abuse, isolation or 
withdrawal from services or supportive networks.  
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4.3. Sexual Abuse 

Sexual abuse includes rape and sexual assault or sexual acts to which the 
vulnerable adult has not consented, or could not consent or was pressured 
into consenting. 

 
4.4. Financial or Mater ial Abuse 

Financial or material abuse includes theft, fraud, exploitation, pressure in 
connection with wills, property or inheritance or financial transactions, or the 
misuse or misappropriation of property 

 
4.5. Neglect or Acts of Omi ssi on 

Neglect or acts of omission includes ignoring medical or physical care needs, 
failure to provide access to appropriate health, social care or educational 
services, the withholding of the necessities of life, such as medication, 
adequate nutrition and heating. 
 

4.6. Discr imi natory Abuse 
Discriminatory abuse includes abuse which is racist, sexist, that which is 
based on a personÕs disability, and other forms of harassment including slurs 
or similar treatment.  
 

4.7. Insti tutional Abuse 
This can be different from all the preivous forms because it is about who 
abuses and how that abuse comes about. Institutional abuse can take any of 
the other forms identified.  
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5. Signs & Indicators of Abuse 
 
The following information is to assist LMN musicians, staff, project management 
team members, Trustees and voluntary committee members to be more alert to 
the possible signs of abuse. 
 
These indicators are a guide only and are to assist LMN musicians, staff, project 
management team members, Trustees and voluntary committee members in 
recognising signs of abuse. It is important to be aware that many vulnerable 
adults will exhibit some of these indicators at some time, and the presence of one 
or more should not be taken as proof that abuse is occurring.  
 
NB Only indicators which LMN musicians, staff, project management team 
members, Trustees and voluntary committee members could observe or have 
disclosed to are listed. Indicators which could only be accessed by Social Care 
workers, family members etc. are not included below.  

  
5.1. Physical  Abuse 

Physical injuries which have no satisfactory explanation or where there is a 
definite knowledge, or a reasonable suspicion that the injury was inflicted 
with intent, or through lack of care, by the person having custody, charge or 
care or that person, including hitting, slapping, pushing, misuse of or lack of 
medication, restraint, or inappropriate sanctions.  

 
5.1.1. Possible indicators of physical abuse 

• Unexplained bruising Ð in well protected areas, on the soft parts of 
the body or clustered as from repeated striking 

• Unexplained burns in unusual locations or of an unusual type 
• Unexplained fractures to any part of the body that may be at various 

stages in the healing process 
• Unexplained lacerations or abrasions 
• Slap, kick, pinch or finger marks 
• Injuries/bruises found at different stages of healing or such that it is 

difficult to suggest an accidental cause 
• Injury shape similar to an object 
• Untreated medical problems 
• Appearing to be over medicated 

 
5.2. Psychological  Abuse 

Psychological, or emotional abuse, includes the use of threats, fears or 
bribes to negate a vulnerable adultÕs choices, independent wishes and self-
esteem; Cause isolation or over-dependence (as might be signalled by 
impairment of development or performance) or prevent a vulnerable adult 
from using services, which would provide help 

 
5.2.1. Possible indicators of psychological abuse 

• Ambivalence about carer 
• Fearfulness expressed in the eyes; avoids looking at the carer, 

flinching on approach 
• Deference 
• Overly affectionate behaviour to alleged perpetrator 
• Tearfulness 
• Unexplained paranoia 
• Low self-esteem 
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• Excessive fears 
• Confusion 
• Agitation 
 

5.3. Sexual Abuse 
Sexual acts which might be abusive include non-contact abuse such as 
looking, pornographic photography, indecent exposure, harassment, 
unwanted teasing or innuendo, or contact such as touching breasts, genitals, 
or anus, masturbation, penetration or attempted penetration of vagina, anus, 
mouth with or by penis, fingers or other objects.   

 
5.3.1. Possible indicators of sexual abuse 

• A change in usual behaviour for no apparent reason 
• Sudden onset of confusion, wetting or soiling 
• Withdrawal, choosing to spend the majority of time alone 
• Overt sexual behaviour/language by the vulnerable person 
• Self-inflicted injury 
• Poor concentration 
• Difficulty in walking or sitting 
• Pain or itching, bruising or bleeding in the genital area 
• Bruising to the upper arms 

 
5.4. Financial or Mater ial Abuse 

Usually involves an individualÕs funds or resources being inappropriately 
used by a third person. It includes withholding of money or the inappropriate 
or unsanctioned use of a personÕs money or property or the entry of the 
vulnerable adult into financial contracts or transactions that they do not 
understand, to their disadvantage.  

 
5.4.1. Possible indicators of fi nancial or mater ial abuse 

• The indicators for this type of abuse could only be identified by 
someone who has access to the vulnerable adultÕs home, financial 
and legal papers, therefore LMN musicians, staff, project 
management team members, Trustees and voluntary committee 
members would not be able to raise concerns in this area.  

 
5.5. Neglect or Acts of Omi ssi on 

Neglect can be both physical and emotional, it is about the failure to keep a 
vulnerable adult clean, warm and promote optimum health, or to provide 
adequate nutrition, medication, preventing the vulnerable adult from making 
choices. 
 

5.5.1. Possible indicators of neglect or acts of omission 
• Poor condition of accommodation 
• Inadequate heating and/or lighting 
• Physical condition of person is poor, e.g. ulcers, pressure sores 

etc. 
• PersonÕs clothing is in poor condition, e.g. unclean, wet etc.  
• Malnutrition 
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5.6. Discr imi natory Abuse 

Is abuse targeted at a perceived vulnerability or on the basis of prejudice 
including racism, sexism, or based on a personÕs disability. It can take any of 
the other forms or abuse, harassment, slurs or a similar treatment.  
 

5.6.1. Possible indicators of discr imi natory abuse 
• Verbal or physical abuse in public places or residential settings 

 
5.7. Insti tutional Abuse 

Institutional abuse happens when the rituals and routines in use, force 
residents or service users to sacrifice their own needs, wishes or preferred 
lifestyle to the needs of the institution or service provider. Abuse may be 
perpetrated by an individual or a group of staff embroiled in the accepted 
custom, subculture and practice of the institution or service. 
 

5.7.1. Possible indicators of insti tutional abuse 
• May be reflected in an enforced schedule of activities, the limiting 

of personal freedom, the control of personal finances, a lack of 
adequate clothing, poor personal hygiene, a lack of stimulating 
activities or a low quality diet Ð in fact anything which treats 
service users as not being entitled to a ÔnormalÕ life. 

 
5.8. How abuse mi ght come to a workerÕs attention 

As well as the possible signs and indicators listed above, abuse may come 
to your attention via a disclosure from the vulnerable adult concerned, via 
another vulnerable adult, or via a member of staff or concerned adult. For 
guidance on how to respond to disclosure of possible abuse please refer to 
section 6 of this document and the Code of Conduct document issued to all 
LMN musicians, staff, project management team members, Trustees and 
voluntary committee members. 
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6. Responding to si gns or suspicions of abuse 
 

It is important that everyone in the organisation is aware that the person who first 
encounters a case of alleged or suspected abuse is not responsible for deciding 
whether or not abuse has occurred. That is a task for the local authorityÕs 
department with responsibility for Adult Social Services. 

 
 

6.1. Reporting allegati ons or suspici ons of abuse 
Any concerns that LMN musicians, staff, project management team 
members, Trustees and voluntary committee members have about a 
vulnerable adult should be reported as soon as possible to LMNÕs 
designated safeguarding officer (See Appendix C for detailed description and 
roles and responsibilities of this person), Lucy Galliard on 01653 668551 
(during office hours) or 07793 009700 (outside office hours) 
 
In the absence of the designated safeguarding officer concerns should be 
reported to LMNÕs Executive Director, Sarah Derbyshire on 01653 668551 
(during office hours) or 07711 693281 
 
Should the concerns involve both the designated safeguarding officer and 
the Executive Director, the report should be made directly to the local 
authorityÕs Adult Social Services where the alleged abuse took place. 
 
Suspicions must not be discussed with anyone other than those nominated 
above. A written record of any concerns must be made as soon as possible 
using the LMN Vulnerable Adult Record of Concerns Form (See Appendix A 
for a copy of this document). This written record will be updated through any 
resulting investigation, with a detailed chronology of events and the contact 
details for the lead person in the relevant agencies (social care, police etc.) 
 
LMNÕs Senior Management Team and Trustees will support the designated 
safeguarding officer in their role, and accept that any information they may 
have in their possession will be shared in a strictly limited way on a need to 
know basis 
 
The role of the designated safeguarding officer and Executive Director is to 
collate and clarify the precise details of the allegation or suspicion and pass 
this information on to the relevant Social Services Department. It is Adult 
Social Services role to investigate the matter 

 
6.2. Refer ring the concer ns to the relevant agencies 

The designated safeguarding officer making the referral to the Adult Social 
Services will: 
 
Clearly identify themselves, their agency and give details of where they can 
be contacted 
 
Provide as much basic information as possible including the name of the 
vulnerable adult, their age and date of birth, ethnicity, religion, any specific 
communication needs, any disability issues, the parents/carers names, the 
vulnerable adultÕs current address and any other agencies who are involved 
with that vulnerable person.  
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State what has prompted the concerns, including details of any specific 
incidents or disclosure by the vulnerable adult 
 
State any physical, behavioural or indirect signs which support the concern 
and suggest that the vulnerable adult is at risk of, or suffering significant 
harm 
 
Give details of any conversations with the vulnerable adult relating to the 
concern 
 
Give details of any contact and conversations with the vulnerable adultÕs 
family/carers relating to the concern 
 
Give details of any contact and conversations with the alleged abuser 
 
Give details of any other agencies or individuals consulted in relation to the 
concern 
 
Ensure that an accurate and detailed record is made of the concern and the 
referral using the LMN Vulnerable Adult Record of Concerns Form 
 
Follow up the referral in writing to the local authority within 48 hours 
 
Maintain the record of the concern with information on the development of 
the investigation and ultimate outcome 

 
 

Contact Details 
 
LMN Desi gnated Safeguarding Offi cer  
Lucy Galliard, LMN Yorkshire & Lincolnshire Branch Director 
Tel: 01653 668 551 Mobile: 07793 009 700 
 
LMN Executi ve Director 
Sarah Derbyshire 
Tel: 01653 668 551 Mobile: 07711 693 281 
 
 
LMN is a UK wide charity, therefore concerns could be raised in any one of 
the local authority areas in the country. It is the responsibility of the 
Safeguarding Officer to contact the relevant agencies within the local 
authority district where the suspected or alleged abuse took place and to 
liaise with them throughout any ongoing investigations.   
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7. Responding to allegations of abuse against  a LMN musici an, member of 
staf f, a project management team member, a Trustee or a voluntary 
commi tt ee member  

 
This includes anyone working with vulnerable adults in a paid of voluntary 
capacity (e.g. LMN musicians, staff, project management team members, 
Trustees and voluntary committee members). Abuse can and does occur in a 
range of settings and situations.  
 
It is crucial that those involved in LMN activities are aware that abuse could be 
present in a venue where they are performing and that all allegations are taken 
seriously and appropriate action is taken. It is important that any concerns for the 
welfare of the vulnerable adult arising from abuse or harassment by a member of 
staff or volunteer is reported immediately.  

 
 

7.1. Support for the Reporter of suspected abuse 
It is acknowledged that feelings generated by the discovery that an LMN 
musician, staff or project management team member, Trustee or voluntary 
committee members is, or may be, abusing a vulnerable adult, will raise 
concerns amongst other staff and volunteers. This includes the difficulties 
inherent in reporting such matters.  
 
LMN will fully support and protect anyone who, in good faith and without 
malicious intent, reports his or her concert about a colleagueÕs practice or the 
possibility that a vulnerable adult may be being abused.  

 
7.2. Types of investigati on 

Where there is a complaint of abuse against an LMN musician, staff or 
project management team member, Trustee or voluntary committee 
member, there  may be up to three strands in the consideration of an 
allegation: 

• A police investigation of a possible criminal offence 
• Enquiries and assessment by Adult Social Services about whether a 

vulnerable adult is in need of protection or in need of services 
• Consideration by an employer of disciplinary action in respect of the 

individual 
 
Civil proceedings may also be initiated by the person/family of the person 
who alleged the abuse.  
 
The results of the police and social services investigation may well influence 
the internal LMN disciplinary investigation.  
 

 
7.3. Acti on if there are concerns  

The following action will be taken if there are genuine concerns about a 
member of staff or volunteerÕs behaviour: 

 
7.3.1. Poor Practi ce 

• If, following consideration, the allegation is clearly about poor 
practice, the Safeguarding Officer and Executive Director will deal 
with it as a misconduct issue.  
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• If the allegation is about poor practice by the Safeguarding Officer 
or Executive Director, or the matter has been handled 
inadequately and the concerns remain, it should be referred to 
LMNÕs Board of Trustees. They will decide how to deal with the 
allegation and whether or not to initiate disciplinary proceedings.  

 
7.3.2. Suspected Abuse 

• Any suspicion that a child has been abused by that an LMN 
musician, staff or project management team member, Trustee or 
voluntary committee member should be reported to the 
Safeguarding Officer at the earliest opportunity 

• The Safeguarding Officer will refer the allegation to the social 
services department of the relevant local authority who may 
involve the police, or will go directly to the police if the allegation is 
made out-of-hours 

• The family or carers of the vulnerable adult will be contacted as 
soon as possible following advice from the social services 
department 

• If the Safeguarding Officer is the subject of the 
suspicion/allegation, the report must be made directly to the 
Executive Director who is then responsible for taking the action 
outlined above 

 
7.4. Confi dentiality  

The legal principle that the welfare of the vulnerable adult is paramount 
means that the considerations of confidentiality which might apply to other 
situations in the organisation should not be allowed to override the right of 
vulnerable adults to be protected from harm. However, every effort should be 
made to ensure that confidentiality is maintained for all concerned when an 
allegation has been made and is being investigated.  
 
Information will be handled and disseminated on a need to know basis only. 
This includes the following people: 
 

• The Safeguarding Officer 
• The Executive Director 
• The family or carers of the person who is alleged to have been 

abused 
• The person making the allegation 
• Social Services and/or police 
• The alleged abuser (and parents if the alleged abuser is under 18) 

 
Information will be stored in a secure place with limited access to designated 
people in line with data protection laws (e.g. that information is accurate, 
regularly updated, relevant and secure).  

 
7.5. Inter nal Enquiries and Suspensi on 

LMN will make an immediate decision about whether any individual accused 
of abuse should be temporarily suspended from delivering LMN work or 
acting as a volunteer or Trustee of the organisation pending further police 
and social services inquiries.  
 
Irrespective of these findings, LMN will assess all individual cases under the 
appropriate misconduct/disciplinary procedure to decide whether a member 
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of staff or project management team member, a musician, a voluntary 
committee member or Trustee can be reinstated and how this can be 
sensitively handled with other staff and voluntary committee members. This 
may be a difficult decision; particularly where there is insufficient evidence to 
uphold any action by the police. In such cases LMN must reach a decision 
based on the available information that could suggest, on balance of 
probability, it is more likely than not that the allegation is true. The welfare of 
the vulnerable adults with whom LMN works will always remain the 
paramount concern.  

 
7.6. Support following the inquiry 

Consideration should be given to what support may be appropriate to 
vulnerable adults, their families and members of staff. Use of help lines, 
support groups and open meetings with maintain an open culture and help 
the healing process. LMN will support the vulnerable adults, their families 
and LMN staff by providing details and information about these services.   
 
Consideration should be given about what support may be appropriate to the 
alleged perpetrator of the abuse. 
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8.  Responding to a vulnerable adult making an allegati on of abuse 
 

The following guidelines are to support LMN musicians, staff, project 
management team members, Trustees and voluntary committee members if 
a vulnerable adult makes a disclosure to them. All LMN musicians, staff, 
project management team members, Trustees and voluntary committee 
members will receive training in this area and details are also provided in 
LMNÕs Code of Conduct documentation for staff (See Appendix B for copies 
of this document). Any allegations of abuse should be referred to the 
Safeguarding Officer at the earliest opportunity.  

 
• Stay Calm 
• Listen carefully to what is being said 
• Find an appropriate early opportunity to explain that it is likely that the 

information will need to be shared with others Ð do not promise to keep 
secr ets 

• Allow the vulnerable adult to continue at her/his own pace 
• Ask questions for clarification only, and at all times avoid asking questions 

that suggest a particular answer 
• Reassure the vulnerable adult that they have done the right thing in telling 

you 
• Tell them what you will do next an with whom the information will be 

shared 
• Record in writing what was said using the vulnerable adultÕs own words as 

soon as possible Ð note date, time, any names mentioned, to whom the 
information was given and ensure that the record is signed and dated 

• Contact LMNÕs designated person 
 

8.1. Barriers to reporti ng abuse 
LMN recognises that there are a number of significant barriers that can 
prevent vulnerable adults reporting their concerns, and that LMN musicians, 
staff, project management team members, Trustees and voluntary 
committee members may have a disclosure made to them may face barriers 
in reporting or sharing their concerns with the Safeguarding Officer.  

 
8.2. Barriers which may prevent vulnerable adults sharing concerns:  

• Feeling there is no-one to talk to (who will listen and can be trusted) 
• Fear of not being listened to, understood, taken seriously or being 

believed 
• A belief in self-reliance 
• A sense of futility about sharing problems and belief that nothing will 

change 
• Embarrassment 

 
LMN recognises that the vulnerable adults with whom we work may face 
additional barriers to sharing concerns due to their disabilities, as follows:  

• A dependency on others for their primary needs such as feeding, 
clothing and intimate care may make a young person feel powerless 
to report abusive treatment and might mask abusive behaviour 

• Different communication methods or lack of appropriate vocabulary 
might provide a barrier for a child wanting to communicate about their 
concerns 

• Isolation within a residential setting 
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• A fear of retribution  
 

8.3. Barriers which may prevent adults who have had a discl osure made to 
them fr om reporti ng abuse 

• Not wanting to burden others 
• Fear of getting oneself or someone else into trouble 
• Other adults trivialising or over-reacting and making matters worse 
• Fear of lack of control 
• Limited knowledge of formal helping services and what they do 
• Stigma of involvement with formal agencies 

 
LMN is aware of these barriers and will ensure that all LMN musicians, staff, 
project management team members, Trustees and voluntary committee 
members have had sufficient training and information to enable them to 
overcome these barriers.  

 
8.4. Other possi ble barriers to reporti ng abuse  

 
8.4.1. Barriers to reporti ng concerns to the Safeguarding Offi cer  

• Fear you may be wrong 
• Doubts about the young personÕs truthfulness 
• Your own anger and distress 
• Young personÕs attempts to bind you to secrecy 
• Uncertainty of procedures and consequences 
• There may be other reasons for the young personÕs behaviour 
• Not wanting to interfere in family life 

 
REMEMBER: 
It is important that everyone in the organisation is awar e that the person who 
fi rst encounters a case of alleged or suspected abuse is not responsi ble for 
deci ding whether or not abuse has occurred. That is a task for the Adult Social 
Servi ces Department of the local authority or the police. 
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9. Recording Information 
 

9.1. What informati on should be recorded and by whom? 
Every concern must be recorded in writing, whether this is observational or a 
vulnerable adult has made a verbal disclosure, within 48 hours. This written 
report should include details of reasons for concern if observational. If the 
report is being written following a disclosure from a vulnerable adult the 
report needs to be a true and accurate report of what was said, by whom, 
when and where. All reports need to be signed and dated along with the 
name and job title of the LMN musicians, staff, project management team 
members, Trustees and voluntary committee members writing the report.  
 
 
It is essential that the report contai ns only fact, if stati ng a personal 
opinion this needs be clearly indicated e.g. There were burns on the 
vulnerable adultÕs arms which, in my opinion, could have been caused 
by a ci garette.   
 
 
Practice issues to consider when recording suspected abuse 

a. Be Speci fi c Ð what is the exact nature of the concern and which 
category of abuse does it suggest in your opinion 

b. Show the evi dence Ð what did you see, hear? Who said what, when, 
how? 

c. Be Precise with time words Ð what does always, frequent, never 
mean? 

 
A reporting template and checklist for providing a good record are enclosed 
in Appendix A.  

 
 

9.2. Informati on Sharing - the Safeguarding Offi cerÕs responsi bility  
• The Safeguarding Officer should always explain to vulnerable adult and 

their family at the outset, openly and honestly, what and how information 
will, or could be shared and why, and seek their agreement. The 
exception to this is where to do so would put the vulnerable adult or 
others at increased risk of significant harm or an adult at risk of serious 
harm, or if it would undermine the prevention, detection or prosecution of 
a series crime including where seeking consent might lead to 
interference with any potential investigation.  

• The Safeguarding Officer will always consider the safety and welfare of a 
vulnerable adult when making decisions on whether to share information 
about them. Where there is concern that the vulnerable adult may be 
suffering or is at risk of suffering significant harm, the vulnerable adultÕs 
safety and welfare must be the overriding consideration.  

• The Safeguarding Officer will, where possible, respect the wishes of the 
vulnerable adult and their family who do not consent to share confidential 
information. The Safeguarding Officer may still share information, if in 
their judgement on the facts of the case, there is sufficient need to 
override that lack of consent 

• The Safeguarding Officer will always seek advice when in doubt, 
especially when the doubt relates to a concern about possible significant 
harm to a vulnerable adult or serious harm to others.  
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• The Safeguarding Officer will ensure that the information shared is 
accurate and up to date, necessary for the purpose for which they are 
sharing it, shared only with those people who need to see it, and shared 
securely 

• The Safeguarding Officer will always record the reasons for their decision 
Ð whether it is to share information or not.  

 
A full description of the Safeguarding OfficerÕs Roles and Responsibilities can be 
found in Appendix C. 
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APPENDIX A 

 

Sample forms for reporting allegations or 

suspicions of abuse 
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REPORTING ALLEGATIONS OR SUSPICIONS OF ABUSE 

 
The Safeguarding Officer should be informed immediately of any concerns about a 
vulnerable adult or any disclosures made by a vulnerable adult. The Safeguarding 
OfficerÕs contact details are as follows: 
 
Name:   Lucy Galliard 
Job/Role/Title:  Director, Live Music Now Yorkshire & Lincolnshire 
Address:  Mill Houses, Great Habton, Malton, YO17 6TZ 
Telephone:  01653 668551 
Mobile:   07793 009700 
 
If the Safeguarding Officer is unavailable then the Executive Director should be 
informed using the following contact details: 
 
Name:   Sarah Derbyshire 
Job/Role/Title:  Executive Director, Live Music Now  
Address:  Mill Houses, Great Habton, Malton, YO17 6TZ 
Telephone:  01653 668551 
Mobile:   07711 693281 
 
Relevant local  contacts : 
 
Social Services/Local Authority        
 
 
Address           
 
 
            
 
 
Telephone No:          
 
 
Emergency No:          
 
 
Police station           
 
 
Address           
 
 
            
 
 
Telephone No:          
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CHECKLIST FOR REPORTING SUSPECTED ABUSE 
 
 
Name of vulnerable adult         

Age & Date of Birth          

Gender    First Language     

Religion    Nationality/Ethnic Origin    

Disability    Any special factors    

CarerÕs name(s)         

 

Home address (& phone no. if available)      

           

            

 

Are you reporting your own concerns or passing on those of somebody else? Give 

details           

           

            

 

Brief description of what has prompted the concerns: include dates, times etc. of any 

specific incidents.         

           

           

            

 

Any physical signs? Behavioural signs? Indirect signs?    
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Have you spoken to the vulnerable adult? If so, what was said?   

           

           

            

 

Have you spoken to the carers/family? If so, what was said?   

           

           

            

 

Has anybody been alleged to be the abuser? If so, give details   

           

           

            

 

Have you consulted anybody else? Give details     

           

           

            

 

Your name and position        

            

 

To whom reported & date of reporting      

            

 

Signature      TodayÕs date    
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Code of Conduct & Good Practi ce when worki ng wi th vulnerable adults  

 
LMN believes that children should be given every opportunity to learn that no-one 
has the right to do anything to them that makes them feel uncomfortable. Vulnerable 
adults should be taught and encouraged not to put up with any such behaviour from 
adults or other children involved in LMN activities.  
 
All LMN musicians, staff, project management team members, Trustees and 
voluntary committee members must: 

• Treat all vulnerable adults with respect 
• Provide an example of good conduct you wish others to follow 
• Ensure that there is at least one adult who is not affiliated with LMN present 

during activities with vulnerable adults 
• Respect a vulnerable adultÕs right to personal privacy/encourage vulnerable 

adults to feel comfortable and caring enough to point out attitudes or 
behaviour they do not like 

• Remember that someone else might misinterpret your actions, no matter how 
well intentioned 

• Be aware that any physical contact with a vulnerable adult may be 
misinterpreted 

• Operate within the organisationÕs principles and guidance on working with 
vulnerable adults 

• Challenge unacceptable behaviour and report all allegations, suspicions or 
disclosures of abuse 

• Inform a member of staff who is not affiliated with LMN if a private 
conversation with a vulnerable adult is absolutely necessary and tell them 
where you will be and how long you will be with the vulnerable adult 

 
All LMN musicians, staff, project management team members, Trustees and 
voluntary committee members must not: 

• Have inappropriate physical or verbal contact with vulnerable adults 
• Engage in sexually provocative or rough physical games, including horse-play 
• Allow yourself to be drawn into inappropriate attention-seeking behaviour 
• Make suggestive or derogatory remarks or gestures in front of vulnerable 

adults 
• Jump to conclusions about others without checking facts 
• Either exaggerate or trivialise abuse issues 
• Show favouritism to any individual 
• Rely on your good name of that of LMN to protect you 
• Believe Ôit could never happen to meÕ 
• Take a chance when common sense, policy or practice suggests a more 

prudent approach 
• Meet with vulnerable adults outside organised activities    
• Do things of a personal nature for a vulnerable adult which they can do 

themselves or if they have a specific carer or support worker who is 
responsible for intimate care 

• Let allegations made by a vulnerable adult go without being addressed and 
recorded 

• Deter vulnerable adults from making allegations through fear of not being 
believed  
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The desi gnated Safeguarding Offi cer  
 
General 
Live Music NowÕs designated Safeguarding Officer is Lucy Galliard, Director of LMN 
Yorkshire & Lincolnshire. The Safeguarding Officer is responsible for dealing with 
any concerns about the protection of vulnerable adults. In the absence of Lucy 
Galliard, LMNÕs Executive Director, Sarah Derbyshire, will act as the Deputy 
Safeguarding Officer.  
 
The Safeguarding Officer attended the NSPCC training course: ÔDesignated 
Safeguarding Children OfficerÕ in October 2008 to ensure that they are aware of the 
roles and responsibilities of this job and the procedures and policies required by LMN 
to ensure all children, young people and vulnerable adults with whom we work are 
adequately protected from harm.  
 
Role 
The role of the designated person is to: 
 

• Provide information and advice on safeguarding within LMN 
 

• Ensure that LMNÕs vulnerable adult protection policy and procedures are 
implemented and followed and particularly to inform social services/health 
board of relevant concerns about individual vulnerable adults 

 
• Be aware of the Adult Social Services and Local Authority agencies which are 

responsible for protecting vulnerable adults and to be familiar with procedures 
 

• Ensure that appropriate information is available at the time of the referral and 
that the referral is confirmed in writing, under confidential cover as quickly as 
possible (eg, within a working day) 

 
• Liaise with vulnerable adultÕs service authorities and other agencies, as 

appropriate 
 

• Keep relevant people within LMN, particularly the chief executive and board 
of LMN information about any action taken and any further action required, for 
example, disciplinary action against a LMN musician, staff or project 
management team member, Trustee or voluntary committee member 

 
• Ensure that an individual case record is maintained of the action taken by 

LMN, the liaison with other agencies and the outcome 
 

• Advise LMN of safeguarding training needs 
 

• Deal with the aftermath of an incident in LMN 
 
Responsibility  
The Safeguarding Officer is responsible for acting as a source of advice on 
vulnerable adult protection matters, for co-ordinating action within LMN and for 
liaising with health, adultÕs services and other agencies about suspected or actual 
cases of abuse. The Safeguarding Officer is also responsible for implementing 
safeguarding training within LMN. 


