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Statement of Intent  



 
 

Mansfield District Council employees are not responsible for deciding whether child abuse has taken 
place. We are responsible for recording and reporting any concerns to a Head of Service and or, 
the Housing Operations and Safeguarding Manager (as specified within this Policy)  
 
This internal Policy is not a substitute for Nottinghamshire Safeguarding Procedures and or, 
arrangements for Children and Adults.  
 
Mansfield District Council is committed to fulfilling its responsibilities in safeguarding and promoting 
the welfare of all young persons under eighteen years of age as required by the 2004 Children’s 
Act, and the Working Together to Safeguard Children (a guide to interagency working to safeguard 
and promote the welfare of children) – July 2018.    
 
The 2014 Care Act places a statutory responsibility on local authorities to safeguard adults at risk. 
Safeguarding means protecting an adult’s right to live in safety, free from abuse and neglect. 
 
Mansfield District Council is committed to a policy of zero tolerance of abuse and neglect within our 
organisation and any services it provides e.g. taxi licensing and any other organisations the council 
partners with. 
 
This internal policy and related procedures aims to be consistent with Nottinghamshire multi-agency 
policy, procedures and guidance and as such Mansfield District Council is now part of a consortium 
with the 6 other districts in the County and has an online policy which is updated on our behalf if and 
when there are any changes therefore the policy is always the most up to date and in line with 
legislation and Nottinghamshire arrangements.  
 
These can be found at http://www.proceduresonline.com/nottsdistrict/ .  
 
When necessary to do so, in accordance with Working Together to Safeguard Children 
arrangements, the council will share information across service areas and with relevant and 
appropriate external agencies.  
 
When doing so staff should refer to Information sharing Guidance:  
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf  

 
  

http://www.proceduresonline.com/nottsdistrict/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf


1.1 Introduction  
 
Everyone has the right to feel safe and protected whilst using Mansfield District Council 
services and the Council has an obligation to ensure the safety of Children and Adults at Risk.  
 
Council employees are not responsible for making any decisions regarding child abuse. Their 
primary role is to record and report any concerns or suspicions.  
 
It is the duty of all employees to alert the relevant officers and report all suspicions or 
concerns as soon as possible. 
 

1.2 Policy Purpose  
 
The responsibility to safeguard children and adults at risk rests with all of the Council’s 
employees. 
 
This policy is to highlight the Council’s adoption of the Nottinghamshire Districts Online 
Procedures for child safeguarding (http://www.proceduresonline.com/nottsdistrict/) which is 
also known as the tri.X system.  
 
This document sets out how Mansfield District Council adopts these policies and procedures 
into practice on a day to day basis (See flow chart on page 7)    
 
Within the Notts Districts Online Procedures (tri.X) the term “employee” will refer to all paid 
service and include elected members, volunteers and any persons engaged in work by the 
council or on behalf of the council. 
 
With regards to Safeguarding Adults at Risk the internal procedure remains the same 
and staff should refer to when assessing the thresholds: 
 
http://www.nottinghamshire.gov.uk/media/115370/safeguardingadultsreferralpathway.p
df     
 

1.3 Lead for Safeguarding 
 
The Chief Executive Officer will assume the lead role for the Council with the Housing 
Operations and Safeguarding Manager having delegated day to day responsibility. In the 
absence of both of these people you can seek advice from the safeguarding central team 
within the Housing Needs Service or your own service safeguarding champion, or Head of 
Service.    
 
Chief Executive Officer      ext. 3404 
Housing Operations and Safeguarding Manager  ext. 3126 / 07935283405 
Central Safeguarding Team     ext. 3121 / 07935283406 
Heads of Service – (see intranet).  
 
The Councils Lead will ensure: 
 
• Working arrangements are in place to safeguard and promote the welfare of children. 
 
• Appropriate decisions are made in respect of reported incidents. 
 
• Procedures as dictated by the Policy are adhered to. 
 
• Policy development and review.  

http://www.proceduresonline.com/nottsdistrict/
http://www.nottinghamshire.gov.uk/media/115370/safeguardingadultsreferralpathway.pdf
http://www.nottinghamshire.gov.uk/media/115370/safeguardingadultsreferralpathway.pdf


 
 
 

1.4 Policy Review and Development  
 
The Notts Districts Online Procedures are automatically updated by tri.X and the internal policy 
will be reviewed annually and updated when necessary by the Housing Operations and 
Safeguarding Manager in accordance with changes to legislation and best practice.  
 
This Policy provides a generic framework, but it is recognised that specific service delivery 
may require additional guidelines and procedures. 
 

1.5 Training 
 
Employees will receive basic safeguarding awareness training through a recognised 
programme of training under the Nottinghamshire Safeguarding Children Partnership (NSCP) 
and through the Nottinghamshire Safeguarding Adult Partnership (NSAP) and through 
respective subgroups.  
 
The Safeguarding Policy and accompanying guidance documentation is available on the 
intranet. 

 
New employees that have contact with children will receive the Safeguarding training 
programme within three months of commencing work with the Council. This training will be 
provided by a suitably qualified, internal champion and will cover two distinct areas:  
 
• Recognition of the signs and symptoms of child abuse/adult abuse  
  
• Recording and reporting suspicions. 
 
The rationale behind the training is to develop a competent, vigilant management framework. 
In doing so, the protection of children will not rely solely on the screening of employees 
through criminal record checking process but through a systematic approach to safeguarding.  
 
Instructors, coaches, volunteers or representatives from any organisation using or managing 
Council facilities and providing services for the community may be invited to attend the training 
programme. This approach will ensure sustainability of Safeguarding procedures.   
 
The Council will deliver or signpost relevant officers e.g. frontline public facing services and or 
those involved in cases; children or adults to specialist training e.g. through the 
Nottinghamshire Safeguarding Children and Adult Partnership arrangements /sub groups.  

 
1.6 Work Experience  

 
All work experience placements must be arranged through HR and a Young Person’s Risk 
Assessment must be completed before a placement commences. This will be a joint 
undertaking between Human Resources and the supervising manager. Separate guidance is 
available and advice should be sought from HR in the first instance. 
 
Parents/Guardians and supervising teaching staff, must be made aware of the tasks the young 
person will undertake whilst at the Council. 
 
Employees supervising work experience students must not place the young person at risk. The 
student must not be allowed to use any equipment which normal operation would require a 
qualification of competence.  



 
Officers must at all times observe professional boundaries and apply common sense. 
 
Each service area is obligated to produce a set of operational standards and procedures and 
these should be reflected in the risk assessment e.g. taking students home in council vehicles. 
 
HR has an obligation to inform the service area if the student has any special requirements or 
has any sensitive needs or issues. 
 

1.7 Hiring of Council Premises 
 
Organisations or individuals hiring Council facilities will be expected to meet certain standards 
in respect of activities involving children or vulnerable adults. Hirers will be required to work 
with the Council in developing procedures and skills which are in accordance with the 
Council’s Statement of Intent. The Hirer will be given a copy of the Council’s Hirer Code of 
Conduct.  
 
Hiring forms are available from the relevant department and contain their specific hiring 
requirements.  

 
The Hirer will be responsible for the conduct of any volunteers or helpers and must ensure that 
they meet the Council’s safeguarding requirements. Service areas have an obligation to create 
Their Own set of standards/ operating procedures for Customer / employee interactions i.e. a 
code of conduct. If any service area fails to have such documents the `corporate statements 
should be used.  

  
All organisations, clubs or societies hiring any council facilities including community hall and 
sports pitches, that involve children, must be able to demonstrate their suitability either having 
or working towards a recognised accreditation and must have a child protection policy in place 
and are able to demonstrate they are working together to safeguard and promote the welfare 
of children. 

 
The Hirer (individual or organisation) is obliged to report any concerns relating to child 
protection to the facility management.  
 

As coaching involves professional advice and instruction, it is Mansfield District Council’s 
Policy that all coaches and instructors confirm their public liability cover to the Council.  

 
 

1.8 Grant in Aid 
 
Any organisations, clubs, group activity or similar making Grant in Aid applications must have 
suitable safeguarding procedures in place. 
 

1.9 Procurement 
 
All suppliers submitting tenders for council contracts will have their submission assessed 
against safeguarding criteria, where appropriate and applicable, in accordance with the 
council’s procurement procedures 

 
Whoever places the contract with the supplier is responsible for undertaking a risk assessment 
of the work being carried out in relation to safeguarding arrangements and Safeguarding 
Policy. 
 



In May 2012, Mansfield District Council transferred the management of the leisure Centres to 
Serco Leisure and established the Mansfield District Leisure Trust. The legal contract between 
the District Council and Serco Leisure requires the contractor to comply with this Safeguarding 
Policy and although the Council recognises that Serco has their own reporting procedures and 
forms that there is a contractual obligation for Serco to inform the District Council of any 
Safeguarding issues which occur within any of the managed leisure centres.   
 

1.10 Other Related Legislation, Policy and Procedures  
 
• Mansfield District Council Recruitment and Selection Policy and Associated Procedures 

 
• Disciplinary Policy 
 
• DBS Risk Assessment Guidance Notes October 2013  
 
• Childcare Act 2006 
 
• The Procurement Policy 
 
• The 1989 and 2004 Children Act 
 
• Every Child Matters 
 
• The Safeguarding Vulnerable Groups Act 2006  
 
• Protection of Children Act 1999 / Criminal Justice and Court Act 2000 
 
• Care Standards Act 2000 
      
• The Rehabilitation of Offenders Act Exceptions Order 1974  
 
• Part V of the Police Act 1997 
 
• Conduct of Employment Agencies and Employment Business Regulations    2003 
 
• Disclosure and Barring Scheme. 
 
• Domestic Violence Policy – Mansfield District Council  
 
• MAPPA Guidance Version 4.3 2012, Updated July 2018   
 
• A Vision for Services for Children and Young People affected by Domestic Violence – LGA, 
ADSS,CAFCASS and Women’s Aid (2005) 
 
• Working Together to Safeguard Children – A guide to inter-agency working to safeguard 
and promote the welfare of children – July 2018 
 
• Local Authority Social Services Act 1970, (section 7)  
 
• The Care Act 2014 
 
• MARAC Information Sharing Agreement 
 
• Information Sharing: Guidance for Practitioners providing safeguarding services to children, 
young people, parents and carers, July 2018  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.0 Procedure for Reporting a Suspicion or Concern 
 

 

  
  

You have a concern about a child or adult at risk 
either through observation or being 

informed/confided in.   

Is the person in immediate risk of harm?   



2.1 Nottinghamshire Continuum of Children and Young People’s Needs 

 

Detailed thresholds for each level can be found in the Nottinghamshire Pathway to provision. 

http://www.nottinghamshire.gov.uk/media/129861/pathwaytoprovisionhandbook.pdf  

Thresholds for Adults at Risk can be found at 

http://www.nottinghamshire.gov.uk/media/115370/safeguardingadultsreferralpathway.pdf  

 
2.2 Consent  
 
Children  
When referring for Early Help Services using the Early Help Form (which can be found at 
http://www.nottinghamshire.gov.uk/care/childrens-social-care/nottinghamshire-children-and-
families-alliance/pathway-to-provision/early-help-assessment-form) you will need to evidence that 
consent has been given by the parent or if appropriate the child themselves.  
 
When there is risk of immediate harm and so the concerns is being referred to MASH of the Police 
the Pathway to provision states that:  
 
‘It is important that the practitioner raising the concern to the MASH gains consent from the parent/ 
carer (and where appropriate the child or young person) to contact Children’s Social Care unless 
the following criteria apply: ‘there is a concern that a child or young person may have suffered or 
be at risk of suffering significant harm and to do so would place the child at further risk of 
significant harm.’     
 
Adults at Risk  
The Data Protection Act 2018 allows the sharing of information when the Care Act 2014 
requires you to do so without obtaining the consent from the adult or their representative; if it 
is in the legitimate interests of the person at risk and your organisation or to protect the vital 
interests of the people at risk against immediate danger. 
 
The Care Act states that consent to make a referral is not necessary if other people, could 
be at risk from the person causing harm; It is necessary to prevent crime or a serious crime 
has been committed; there is reason to believe that the adult’s health and/or well-being will 
be adversely affected by ongoing harm or abuse; the person posing a risk has care and 
support needs and may also be at risk; or you believe that the adult is being coerced or 
fearful of repercussions. 
 

http://www.nottinghamshire.gov.uk/media/129861/pathwaytoprovisionhandbook.pdf
http://www.nottinghamshire.gov.uk/media/115370/safeguardingadultsreferralpathway.pdf
http://www.nottinghamshire.gov.uk/care/childrens-social-care/nottinghamshire-children-and-families-alliance/pathway-to-provision/early-help-assessment-form
http://www.nottinghamshire.gov.uk/care/childrens-social-care/nottinghamshire-children-and-families-alliance/pathway-to-provision/early-help-assessment-form


Where none of these apply you should seek consent from the adult (or their representative) 
to make a referral and provide them with information about how they can withdraw their 
consent by contacting the relevant local authority. It should be noted however, that the legal 
basis for making a safeguarding referral in the paragraph above should be followed 
wherever it is appropriate to do so. 
 
Unless it would jeopardise their or other’s safety you should have a discussion with the adult 
or their representative informing them of the decision and the reasons for the referral. You 
need to ask what they want to achieve and explain what is or may be required to undertake 
a section 42 enquiry including the need to share appropriate information with partners. 
 
When information is gathered from non-professionals such as witnesses or relatives, it is 
important that, if their personal data (e.g.name and address) will be included in the referral, 
those people are informed that their details may be shared with other bodies. Unless, to do 
so would jeopardise the safety of the adult at risk or others.   



2.3 Completing the Report Forms 
 

The Safeguarding Report form is to be used for concerns with both children and adults.  As a 
result, not all fields will be relevant, but all relevant fields must be completed. 

 
Where practical to do so, only officers with a management responsibility or those employees 
who have received training should complete a report form. The officer completing the form has 
“ownership” for its content and is responsible delivery of this form to the appropriate officer 
within 24 hours or the next working day. 
 
The form is available on the intranet within Internal Safeguarding Policy which is on the front 
screen in the useful documents section.   
 
The Adult Referral will be via the NCC website from November 2020 using the online referral 
process, the information will need to be forwarded through to the internal safeguarding team 
for noting. It is really important that these referrals are noted and kept safe and secure as the 
information can sometimes be required at a later date for additional enquiries that are made 
e.g. through the Police, or Domestic Homicide Reviews.  
 
Any employee not having access to the intranet must contact their line manager or another 
manager for a form. Or for referring Adult Safeguarding concerns through to MASH /NCC. 
 
Officers must be aware that these reports may be used as evidence in court of law or at a case 
review or inspection. 
 
They should never have personal reference or opinions written on them but remain factual 
regarding concerns witnessed or raised. 
 
Part 1  
Principally records information about the victim/s and or, perpetrator. The person entering the 
information must sign and date it in the appropriate field. 
 
Part 2  
Is a record of the incident and should record as much information as possible and as 
accurately as possible, detailing the nature of the concern/suspicion. Record what is said and 
seen and by whom. The person submitting this information must sign and date the form. The 
information is not limited to one side of paper, use as much as is required to fully explain the 
concerns. Any additional sheets must be securely attached. 
 
The form should be written by the witness. If this is not possible e.g. completed electronically 
on their behalf, it must be signed by the witness that they agree with the content. 
 
Part 3 
To be completed by the central team responsible for logging and holding this information 
securely.  It records what threshold assessment has been undertaken, what action was taken 
following on from this assessment and what information has been circulated to relevant 
agencies and internal service. 
 

  



 

Internal Safeguarding 
Report Form 

Case No:  

 

Note: You will be asked to provide updates on the situation on a monthly basis. These should be 
submitted within one week of the request being made. Please make sure that you are monitoring 
the situation.  
 

Submitting Officer   
Contact Details   
Date and Time of Incident   
MASH Submission Number  
Head of Service   
 

Alleged Victim’s Details   
 

Name  
Gender  
Date of Birth   
Address  
Contact Tel.   
Description   
Ethnic Origin   
Learning or Physical 
Disability?  

 

 

Name  
Gender  
Date of Birth   
Address  
Contact Tel.   
Description   
Ethnic Origin  
Learning or Physical 
Disability? 

 

 

Alleged Perpetrator’s Details   
 

Name   
Gender  
Date of Birth   
Address   
Description   
 

Name   
Gender  
Date of Birth   
Address   
Description   
 

 
 



Were the Police called?   
Was an ambulance called?   
 

If the victim is a child: 

Are the child’s parents/carers aware that 
you are reporting your concerns?  

 

Have they consented to the referral?   

If it is not appropriate to gain consent 
please explain why… 
(would it put anyone at risk?) 

 
 
 
 
 

Name and address of school  
 
 
 

 

If the victim is an adult: 

Does the victim have needs for care and 
support? If yes please explain… 

 
 
 
 
 
 
 

Are they experiencing, or is at risk of, abuse 
or neglect? 

 
 

As a result of those needs are they unable 
to protect themselves against the abuse or 
neglect or the risk of it? If yes please 
explain…  

 
 
 
 
 
 
 

Has the victim consented to the referral?   

If not please explain why it is being made 

without consent. The MCA sets out a 
two-stage test of capacity: 
http://www.nhs.uk/Conditions/social-care-
and-support-guide/Pages/mental-
capacity.aspx   
 

 
 
 
 
 
 
 
 

Please Note: The Mental Capacity act says: 
Everyone has the right to make his or her own decisions. Professionals should always assume an 
individual has the capacity to make a decision themselves, unless it is proved otherwise through a capacity 
assessment. 
Just because someone makes what those caring for them consider to be an "unwise" decision, they should 
not be treated as lacking the capacity to make that decision. Everyone has the right to make their own life 
choices, where they have the capacity to do so. 

 
  

http://www.nhs.uk/Conditions/social-care-and-support-guide/Pages/mental-capacity.aspx
http://www.nhs.uk/Conditions/social-care-and-support-guide/Pages/mental-capacity.aspx
http://www.nhs.uk/Conditions/social-care-and-support-guide/Pages/mental-capacity.aspx


 
Type of suspected abuse (please delete as appropriate):  
 

Discriminatory, Psychological, Financial/Material, Organisational, Neglect and Acts of Omission, 
Physical, Sexual, Domestic Violence, Modern Slavery, Self-Neglect.    
 

This section must be completed by the Alerter or an MDC officer in the presence of the Alerter. Use 
additional sheets if required and securely attach to the main form. 
 
Describe the incident and where possible, make note of who said what and to whom and what was seen. 
Record date and time of any incidents. 
 
Please state clearly what action you have taken e.g. Contacted social care services… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Signature of person reporting the concerns:  
Name of the person recording the statement:  
Signature of the person recording the statement:   
Location where the statement was recorded:  
Date:                        Time: 

 
  



 
For office use only:  

Safeguarding Report: (case identification) 
 
Received by:                                                                 Date:               Time: 
 
Referral to Social Care: …….       Early Help/Intervention suggested: …….       Neither: ……. 
Reasons must be recorded  
 
 
 
 
 
 
 
 

 

Action Taken (e.g. Information sent to which external 
agencies, change to operational procedures etc). If no 
action is taken, state why. 

Name of Officer taking action Date 

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 

 
Review Date: 
 

 

 
Signature of Referrer: 
 

 
Date:  
 

 
Time:  
 

 

 

 

 

 
 

 


