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1. Background

Safeguarding is everyone’s responsibility. Leeds Community Foundation ("the Foundation™)
is committed to the welfare and the safeguarding of children, young people and/or
vulnerable adults within all the activities that we undertake, and will work collectively with
other organisations/agencies, where needed, to prevent abuse and neglect.

As a grant-making organisation, Leeds Community Foundation reviews and assesses the
safeguarding policies of the Community Organisations we fund and has occasional limited
contact with children, young people and vulnerable adults in the course of our work.

Trustees are responsible for ensuring that people coming into contact with the charity are
not harmed in any way through this contact. Accordingly, they must take all reasonable
steps within their power to ensure that this does not happen. This is particularly important
where beneficiaries are potentially vulnerable people.

If a person aged 18 or over has a condition of the following type, then they’re considered a
‘vulnerable adult’ for the purposes of the Care Standards Act 2000:

A learning or physical disability;

A physical or mentalillness, chronic or otherwise, including an addiction to alcohol
and/or drugs; or

A reduction in physical or mental capacity.

Safeguarding should include rigorous recruitment and selection processes that involve
checks into the eligibility and the suitability of all tfrustees, staff and volunteers who work with
or come into contact with children and vulnerable adults. The Chief Operating Officer is
responsible for ensuring such processes and checks take place.

2. Leeds Community Foundation Policy

Leeds Community Foundation’s staff, trustees and volunteers do, from time to time, come
into direct contact with children or vulnerable adults during the course of grant assessments,
monitoring visits and events, at which we’re seen as being in a position of authority and trust.

For this reason, the Foundation is committed to ensuring all trustees, staff and volunteers
receive safeguarding information and training upon induction to the organisation and
refresher training at least every three years. Training goals, activity and content will be set
out in an annual Training Plan. The Chief Operating Officer is responsible for production of
the Annual Training Plan.

However, as our trustees, staff and volunteers are not involved in regulated activity relating
to children, young people or vulnerable adults, our roles are not eligible for DBS (Disclosure
and Barring Service) checks. Accordingly, at this stage, the Foundation does not require its
staff, volunteers or trustees to undergo formal checks.
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3. Recognising the Signs and Symptoms of Abuse
Children and young people

Abuse, exploitation and safeguarding issues are complex. It is important that all staff and
volunteers understand the different forms of abuse that some children may experience and
the signs and symptoms of such abuse. Leeds Safeguarding Children’s Partnership (LSCP)
recommends that all staff that work with children and young people access training to help
them identify, and also act on, any form of abuse they may identify.

There are four types of abuse which can cause long term damage to a child or young person.
These are defined below:

Physical abuse: may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also
be caused when a parent/carer fabricates the symptoms of, or deliberately induces, iliness in
a child.

Emotional abuse: Is the persistent emotional maltreatment of a child, such as causing severe
and persistent adverse effects on the child’s emotional development. It may involve
conveying to children that they’re worthless or unloved, inadequate, or valued only in so far
as they meet the needs of another person. It may include not giving the child opportunities to
express their views, deliberately silencing them or “making fun” of what they say or how they
communicate. It may feature age or developmentally inappropriate expectations being
imposed on children. These may include interactions beyond the child’s developmental
capability, overprotection and limitation of exploration and learning, or preventing the child
participating in normal social interaction. It may involve seeing or hearing the ill-treatment
of another. It may involve serious bullying (including cyber-bullying), causing children
frequently to feel frightened or in danger, or the exploitation or corruption of children.
Some level of emotional abuse is involved in all types of maltreatment of a child, though it
may occur alone.

Sexual abuse: involves forcing or enticing a child or young person to take part in sexual
activities, whether the child is aware of what is happening. The activities may involve
physical contact, including assault by penetration (for example, rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing
They may include non-contact activities, such as involving children in looking at, or in the
production of, sexual online images, watching sexual activities, or encouraging children to
behave in sexually inappropriate ways, or grooming a child in preparation for abuse
(including via the internet). Sexual abuse is not solely perpetrated by adult males. Women
can also commit acts of sexual abuse, as can other children.

Neglect: is the persistent failure to meet a child’s basic physical and/or psychological needs,
likely to result in the serious impairment of the child’s health or development. Neglect may
occur during pregnancy due to maternal substance abuse. It may also include neglect of, or
unresponsiveness to, a child’s basic emotional needs.

Possible signs of abuse include:

Unexplained or suspicious injuries, such as bruising, cuts or burns, particularly if
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situated on a part of the body not normally prone to such injuries, or if the
explanation of the cause of the injury does not seem right

The child discloses abuse, or describes what appears to be an abusive act

Someone else (child or adult) expresses concern about the welfare of another child
Unexplained change in behaviour, such as withdrawal or sudden outbursts of temper
Inappropriate sexual awareness or sexually explicit behaviour

Distrust of adults, particularly those with whom a close relationship would normally
be expected

Difficulty in making friends

Eating disorders, depression, self-harm or suicide attempts.

The absence of the indicators listed above does not necessarily mean abuse or neglect has
not occurred.

Vulnerable adults

Leeds Safeguarding Adults Board recognises ten different types of abuse of vulnerable
adults. These are:

Physical abuse: includes hitting, kicking, misuse of medication, inappropriate sanctions or
unlawful / inappropriate restraint

Domestic abuse: is an incident or pattern of incidents of controlling, coercive or threatening
behaviour, violence or abuse by someone who is or has been an intimate partner or family
member, regardless of sexuality

Sexual abuse: includes rape and sexual assault or sexual acts to which the adult at risk has
not consented or could not consent or was pressured into consenting

Psychological abuse: includes threats of harm or abandonment, humiliation, blaming,
controlling, coercion, harassment, verbal abuse

Financial and material abuse: includes theft, fraud, exploitation, pressure in connection with
financial matters, or the misuse of someone else's finances

Modern slavery: includes human trafficking, forced labour and domestic servitude

Neglect and acts of omission: includes ignoring medical or physical care needs, and the
withholding of necessities, such as medication and adequate nutrition

Discriminatory abuse: includes abuse, such as harassment, slurs or hate crime based on a
person's race, sex, disability, faith, sexual orientation, or age

Organisational abuse: where any of these forms of abuse noted above are caused by the
way an organisation practices, this is called 'organisational abuse'

Self-neglect: includes situations where a person is declining support with their care
needs, hygiene, health or their environment, and this is having a significant impact on their
overall wellbeing.
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4, Becoming Aware of a Safeguarding Issue

Leeds Community Foundation’s staff, trustees or volunteers may become concerned about a
child, young person or vulnerable adult’s safety, based on the definitions of different types
of abuse detailed in section 3 of this policy, e.g. during a project visit or from a report
received, or via a third party raising concerns.

It is important that we treat any allegations extremely seriously. Never think that someone
else may be dealing with it. If you receive information that a child or vulnerable adult may be
at risk of, or experiencing, harm, you need to know how to respond appropriately.

Stage

Record as soon as possible what was said, noticed or written, and when and where
you became aware of it

Notify as soon as possible the Foundation’s Safeguarding Lead / (see appendix 1,
below)

Note the date and time of the notification to the Safeguarding Lead

Respect confidentiality and file documents securely.

Note: It is intended that references to actions / responsibility allocated to the Safeguarding
Lead pass to the Deputy Safeguarding Lead when the Safeguarding Lead is not available.

Stage 2

The Safeguarding Lead should take immediate action if there is a suspicion that a
child or vulnerable adult has suffered, or is at risk of, harm. In this situation, the
Safeguarding Lead should consider whether it is appropriate to refer to
safeguarding bodies on the numbers in Appendix 1 below, who will contact the police
if required. If a referral is made directly to the safeguarding bodies named above,
this should be followed up in writing within 24 hrs.

5. Safeguarding online

Operating online carries specific safeguarding risks connected to protecting people from
abuse and protecting sensitive information.

There may be occasions when young people or vulnerable adults attend online meetings
and/or events hosted by the Foundation. In order to safeguard vulnerable people when
operating online, we always ensure that our online meetings can only be accessed via a link
and password that we share directly with meeting participants. We also have settings
configured so that people joining the meeting must be admitted from the waiting room by
the host, and that screen sharing must be enabled by the host. These precautions mean that
no uninvited people can join the meeting without approval or share unsafe or inappropriate
content on the screen.
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When displaying any photographs of children, young people or vulnerable adults on our
website or social media, we always ensure that we have sought, and recorded on our
database, permission to display these images from the appropriate people before doing so.
Fund Managers and the Communications Officer are responsible for ensuring relevant
permissions are secured for the publication of images.

Our Communications Team regularly monitor all our social media channels and will delete
any inappropriate or unsafe content posted, and follow the procedures set out in this policy
and in our Social Media Policy, if required.

We follow the UK General Data Protection Regulation (UK GDPR): the retained EU law
version of the General Data Protection Regulation ((EU) 2016/679) and the Data Protection
Act 2018 for all personal information stored by the Foundation, and all staff and volunteers
receive data protection training.

All staff and volunteers with access to our IT systems receive cyber security training and we
have multi-factor authentication on all our Microsoft 365 accounts, and software to track
and block email based phishing attempts, as well as EDR (endpoint detection and response)
compliant antivirus software.

Our Concerns and Complaints Policy is published on our website; this details how people can
raise a concern or complaint, including about something they’ve seen online, in meetings or
events, or on our website or social media channels.

See also: IT Systems Policy, Data Protection Policy, Information and Communications
System Policy, Information Technology and Information Security Policies pack, Records
Retention Policy, Social Media Policy, Concerns and Complaints Policy and Privacy Policy.

6. Allegations Against Staff

All Community Organisations, including the Foundation, should have procedures in place to
ensure that any allegation made against a member of staff is dealt with appropriately.

Any allegations made against a member of staff or volunteer should be initially discussed
with the Named Person(s) for Safeguarding, who will, if appropriate, contact the Local
Authority Designated Officer (LADO). The criteria for a referral to be accepted by the
LADO are:

The person has behaved in a way that has harmed a child, or may have harmed a
child
The person has possibly committed a criminal offence against, or related to, a child
The person has behaved towards a child or children in a way that indicates they may
pose a risk of harm to children
The person has behaved, or may have behaved, in a way that indicated they may not
be suitable to work with children.

However, you may contact the LADO for advice or a consultation if you are unsure.

If the allegation is about one of the Named Persons for Safeguarding, you should contact
one of the other Named Persons. If the allegation is about more than one of the Named
Persons, you should contact the LADO directly.


https://www.leedscf.org.uk/complaints-policy/
https://www.leeds.gov.uk/one-minute-guides/lado
https://www.leeds.gov.uk/one-minute-guides/lado
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The LADO can be contacted Monday to Friday on 0113 3789687 or LADO@leeds.gov.uk.

The Safeguarding Lead must ensure that the child or vulnerable adult is safe and away from
the person against whom the allegation is made.

Regardless of whether a police and/or formal investigation by the safeguarding bodies
named above follows, an internal investigation should take place and consideration be given
to the operation of disciplinary procedures. This may involve an immediate suspension
and/or ultimate dismissal, depending on the incident. The Safeguarding Lead will head any
internal investigation, unless the matter under investigation relates to that individual. In this
instance, the Trustee Safeguarding Lead will head the investigation.

7. Recording and Managing Confidential Information

The Safeguarding Lead to whom a member of staff has brought an allegation or concern
should complete and sign a form for recording concerns/allegations of abuse, harm and/or
neglect. This form will be kept in a SharePoint folder that will only be accessible by the
Named Persons and the system administrators (the Chief Operating Officer and the Digital
and Data Lead), in order that this data can be kept secure.

See also: IT Systems Policy, Data Protection Policy, Information and Communications
System Policy, Information Technology and Information Security Policies pack, Records
Retention Policy and Privacy Policy for further details of how we keep confidential data
secure online. Any printed documents containing confidential information are kept securely
locked away in cupboards and/or filing cabinets.

8. Responsibilities of Leeds Community Foundation’s board of trustees

The Foundation’s board of trustees is ultimately responsible for ensuring that any
safeguarding issues that arise are dealt with properly. The board delegates responsibility to
the Safeguarding Lead, but are aware that there could be occasions where a safeguarding
matter is of sufficient concern that it will need to be brought to the board for consideration
and decision.

The Foundation’s board of trustees commit to:

Undertake Level 1safeguarding training as part of their induction to the board and
refresh this training at least every three years. A trustee who has satisfactorily
completed a Level 1(or higher) course via another route within the past 12 months will
be regarded as having met this requirement. If a tfrustee has not completed a Level 1
(or higher) course in the past 12 months, they're required to undertake the course
provided by the Foundation.

Familiarise themselves with the processes set out in the policy.

Read and comment on regular reviews of this policy. The policy will be reviewed at
least annually

Attend an annual review of safeguarding practice (to run alongside the policy
update), which will include the reporting of any incidents. The annual review will be
led by the Safeguarding Lead. The review will provide the opportunity for reflection


mailto:LADO@leeds.gov.uk
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on and learning from any incidents across the year, ensure that the board are aware
of new risks and trends in the external environment that might impact safeguarding
in practice, and encourage regular dialogue between the board and the charity about
safeguarding; and

Provide a trustee Safeguarding Lead from among their number, who can commit to
additional training and the responsibilities of being a Named Person for
Safeguarding.

9. Responsibilities of Grant Holders

All Community Organisations, including the Foundation, need to make sure that their policies
and procedures are approved by their management committees/boards of trustees. These
committees/boards need to understand that they're ultimately accountable for all that
happens within their organisation, and that includes the implementation of effective
safeguarding procedures.

Some of the ways in which this can be achieved:

Provide written guidance to all staff and management committee members/trustees
Ensure everyone understands their legal duties and responsibilities

Publish the Safeguarding Policy on the Community Organisation’s website (including
on the Foundation’s website).

If a grant holder is working with children and young people and/or vulnerable adults, we will
need to see their Safeguarding Policy and be satisfied that the Community Organisation has
thought about and understand their safeguarding approach and responsibilities. For us to
consider the grant holder’s Safeguarding Policy to be robust, it must include all relevant
sections, such as types and definitions of abuse, named safeguarding lead(s), policy on DBS
checks for staff and volunteers and processes to report safeguarding concerns and
allegations. Where some elements are missing or the policy is not available, we will only fund
the Community Organisation on the condition that we’re satisfied with their safeguarding
approach, which will mean that they will need to send us a revised policy for approval.

We have a well-established relationship with Voluntary Action Leeds and regularly refer
Community Organisations to them for safeguarding training and support with strengthening
their safeguarding policy, as it is a condition of our grants that grant holders have an
appropriate Safeguarding Policy. The Foundation covers any costs incurred by such
training, ensuring finance is not a barrier to accessing either the training/support or grants
conditional upon it.

This Policy was accepted by the board of trustees at its meeting on 12 March 2026. It will be
reviewed every year, or whenever the Foundation’s position changes in relation to the way it
encounters vulnerable groups of people.
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2026 /draft / 0.1/ AEW RS Jan 2026 |Addition of note re annual Training

Plan (section 2). Minor edit for clarity
(Section 3), correction of outdated
roles (Section 7, Appendix 1) Addition
of allocation of responsibility for
actions made

2026 / for approval / 0.1/ AEW RS Mar 2026
2026 / Operational /1.0 / AEW RS Mar 2026

2026 / for approval / 0.2/ AEW RS July 2026 |Adjusted to allow for equivalent Level
1training (section 8)




Community
Foundation

Appendix 1

Internal and external contact details for reporting safeguarding concerns
Named person(s) for Safeguarding at Leeds Community Foundation

Name of Safeguarding Lead: Steph Taylor, CEO

Name of Deputy Safeguarding Lead: Shahed Molvi, Head of Grants and Impact
Name of Trustee Safeguarding Lead: Paul Morris

Leeds Community Foundation primary contact telephone number: 0113 242 2426
Emergency contact number (Steph Taylor): 07367 079671

Children and Young People

The Leeds Safeguarding Children’s Partnership (LSCP) Concerned about a child. Information
for members of the public | Leeds Safeguarding Children Partnership

Children’s Social Work Services (during office hours - 9.00am - 5.00pm): 0113 222 4403

If you think a child is in immediate danger, call the police on 999 out of office hours (evenings,
weekends and bank holidays).

Vulnerable Adults
Leeds Safeguarding Adults Board: Emergency adult social care contact

Social Care: 0113 222 4401 (Monday to Friday, 2am to 5pm except Wednesdays, 10am to
5pm)

Emergency Duty Team - out of hours: 0113 378 0644 (see link above for opening hours)

Local Authority Designated Officer (LADO)
The LADO can be contacted Monday to Friday on 0113 378 9687 or LADO@leeds.gov.uk.



https://www.leedsscp.org.uk/reporting-a-concern/public
https://www.leedsscp.org.uk/reporting-a-concern/public
https://www.leeds.gov.uk/adult-social-care/worried-about-someone/emergency-adult-social-care-contact
https://www.leeds.gov.uk/one-minute-guides/lado
mailto:LADO@leeds.gov.uk

