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1. Introduction 

Safeguarding is a verb. It means being responsive when abuse or neglect is known or 
suspected, and being proactive in creating conditions that make abuse difficult to occur in 
the first place. 

OpenStoryTellers is committed to the safety and wellbeing of every artist, participant, and 
person we support. We work with people who may be at heightened risk of harm - not 
because of who they are, but because of the structural inequalities and power imbalances 
they face. Our safeguarding approach reflects this reality. 

 

Our safeguarding culture 

We do not think 'it could never happen here.' We think: how do we make it difficult to 
happen here? We actively challenge the assumption that good intentions are sufficient 
protection. We are a small, close-knit organisation and we know that this can create a 
bias toward holding space and giving the benefit of the doubt - we recognise that this 
bias is itself a safeguarding risk.  

 

We accept both factual and felt concerns. A team member does not need proof to raise a 
concern - an instinct that something is not right is a valid reason to contact the safeguarding 
team. Early, low-level concerns are treated as valuable information, not as insufficient 
grounds for action. 

2. Safeguarding Principles 

Our approach is underpinned by the six principles of adult safeguarding in the Care Act 
2014: Empowerment, Prevention, Proportionality, Protection, Partnership, and 
Accountability. In practice, this means: 

• People are supported to make their own decisions and give informed consent. 

• We act before harm occurs wherever possible. 

• Our response is proportionate to the risk - no more intrusive than necessary. 

• We provide support and representation to those most at risk. 

• We work collaboratively with other agencies and communities. 

• Our processes are transparent and accountable. 

 

Full definitions of abuse and neglect as set out in Care Act statutory guidance are available 
from the Somerset Safeguarding Adults Board:  

https://ssab.safeguardingsomerset.org.uk 

 

https://ssab.safeguardingsomerset.org.uk/
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3. Safeguarding Leads 

The safeguarding structure at OpenStoryTellers is: 

 

Role Safeguarding Responsibility 

Charity Director Safeguarding Lead - primary responsibility for all 
safeguarding matters across all operational areas 

AllyShip Manager Second Safeguarding Lead - receives concerns, supports 
investigations across all operational areas, covers in 
Charity Director's absence 

Trustee with 
Safeguarding Lead 

Back-up - available where a conflict of interest exists or 
where both staff leads are unavailable 

 

Important: reporting sits outside line management 

The safeguarding reporting process operates independently of normal management 
structures. Any member of staff, artist or volunteer may contact the safeguarding team 
directly, without going through their line manager first. This applies in all circumstances, 
including where the concern relates to a colleague or manager. 

 

Current contact details for safeguarding leads are held on the Safeguarding Contact Sheet, 
which is kept separately and updated whenever there is a change of personnel.  

4. Internal Reporting Process 

4.1 How to report a concern 

Any concern - however small, whether factual or felt - should be reported to the safeguarding 
team. Use any of these routes: 

 

Route Details 

Incident log Log any concern or incident on the incident log. The link is in 
Sharepoint > Incident and Accident > 01.04.2026 onwards 
Significant event log. Always follow up with an email to 
safeguarding@openstorytellers.org.uk - this address is monitored 
by all safeguarding leads 

Phone or text Contact numbers are on the Safeguarding Contact Sheet.  

Emergency Call 999 first. Inform a safeguarding lead as soon as it is safe to do 
so after that. 

 

4.2 What happens after a report 
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• The Significant Event Log records the concern, the conversation held, and any 
agreed monitoring or follow-up actions. It is used to identify patterns over time and 
keep a log of our responses. 

• Safeguarding events will result in completion of the OST Safeguarding Incident 
Form. Sections 1–4 are completed by the person reporting; Sections 5–8 are 
completed by the safeguarding leads. The form is a live document, updated as 
actions are taken. See also: OST Safeguarding Incident Form (separate 
document). Safeguarding leads may decide to escalate an entry on the significant 
event log to an Incident form. This should not be an overriding concern for the staff 
team – the crucial action is to record and notify 
safeguarding@openstorytellers.org.uk.  

• Anyone can make an external referral to Somerset or Wiltshire’s Safeguarding 
Boards and the Police if needed. It does not require sign off from safeguarding leads.  

 

The Significant Event Log 

This is OST's primary tool for recognising patterns that no single incident would make 
visible. Felt concerns, 'near misses,' and low-level worries all belong here. The log is 
reviewed regularly by safeguarding leads and forms part of the board's safeguarding 
oversight. 

 

5. Disclosure and Barring Service 

Every employee, volunteer, and regular sessional worker is required to hold an enhanced 
DBS check. All roles are subject to this requirement because of the nature of our community 
and the fact that every role involves contact with people with a learning disability. 

New employees may be able to begin work pending their DBS check, provided they are 
supervised by an existing member of staff at all times and do not undertake any one-to-one 
work until their check is received and cleared. These instances will be individually risk 
assessed. 

6. Responding to Disclosure 

Many safeguarding concerns come to light because a person discloses abuse directly. A 
disclosure may be made some time after the event, or immediately. All disclosures are taken 
seriously regardless of timing or context. 

 

DO DO NOT 

Ensure the person's immediate safety Be judgmental or express disbelief 

Stay calm - do not show shock or disbelief Promise to keep secrets or make promises you 
cannot keep 

Listen carefully and let the person speak Press the person for details beyond what they 
offer 

Tell them: they did the right thing in telling you, 
and it was not their fault 

Ask leading or closed questions 

Explain you are required to share information 
with appropriate people but that they are trained 
to keep things private  

Contact the alleged abuser 

mailto:safeguarding@openstorytellers.org.uk
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Preserve any evidence - paperwork, clothing, or 
other items 

Share information with anyone who does not 
need to know 

Write down what the person said as soon as 
possible, using their exact words 

Delay - do not wait until your next shift or 
working day to report 

Contact the safeguarding team as soon as it is 
safe to do so 

Record your opinion - only record what was said 
and observed. 

 

7. Criminal Offences 

If you witness abuse that is a criminal offence, or someone discloses a recent criminal 
offence to you: 

• Call 999 immediately. 

• Do not move, clean, or alter anything at the scene. 

• Do not question the victim, alleged abuser, or witnesses - allow the police to conduct 
all questioning. 

• Follow police guidance on keeping parties separate before statements are taken. 

• Contact the safeguarding team as soon as it is safe to do so. 

Note: Wherever possible, obtain the person's consent before calling the police. This may not 
always be appropriate - the requirement for consent may be set aside depending on the 
seriousness of the incident, risk to others, or the person's capacity to make the decision. 

8. External Referral 

OpenStoryTellers does not have powers to formally investigate abuse. Our responsibility is 
to report to the appropriate authority. External referral is required where: 

• Abuse or neglect is known, suspected, or alleged. 

• The person themselves does not wish to take action but other people may be at risk. 

• The incident is of a serious nature. 

• The capacity of the individual to consent to something is in question. 

Referrals are made to: 

Somerset (for events that happened in Somerset) 

 https://service.somerset.gov.uk/safeguarding-alert  

 Wiltshire (for events that happened in Wiltshire) 

 https://adultslas.wiltshire.gov.uk/web/portal/pages/referrals/safeguarding  

Where abuse amounts to a criminal offence, call the police (999 or 101) before the local 
authority team, then notify the local authority safeguarding team. 

When making a referral, share only the information the receiving authority needs to know. 
Personal details of the victim or alleged perpetrator should only be disclosed to these 
appropriate authorities. 

9. Allegations Against Staff 

If a member of staff is alleged to have been involved in an incident of abuse, the Charity 
Director must be informed immediately - including if not at work. If the Charity Director is the 
subject of the allegation, or is unreachable, the Chair of Trustees must be contacted directly. 

The Charity Director (or most senior available manager) must contact the member of staff to 
suspend them pending investigation, making clear that: 

https://service.somerset.gov.uk/safeguarding-alert
https://adultslas.wiltshire.gov.uk/web/portal/pages/referrals/safeguarding
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• Suspension does not presume guilt. 

• Suspension is to protect both the staff member and the person who has made the 
allegation. 

• The member of staff must not contact any service users, especially the alleged 
victim, or any members of the victim's family, or other employees, during the 
suspension. 

 

The Charity Director will contact the relevant statutory authorities and follow their guidance 
from that point. 

10. Recording 

Good recording protects everyone - the person at risk, the staff member, and the 
organisation. All safeguarding records may be used in future legal proceedings. 

• Write your record as soon as possible after the event. 

• Record facts and direct quotes - not your opinion or interpretation. 

• Use the person's own words wherever possible. 

• Note injuries with specific descriptions: colour, size, shape, depth, and location. 

• Describe the setting, who was present, and the circumstances in which the concern 
came to light. 

• Date, sign, and print your name on any handwritten record. 

• Use black ink for any written records so they can be photocopied clearly. 

 

11. AllyShip and Lone Working 

Personal Allies working within the AllyShip service support people in their homes and in 
community settings. This context creates specific safeguarding considerations. 

The safeguarding reporting process applies in full to all AllyShip staff and associates. Lone 
working does not reduce safeguarding responsibility - it increases the importance of early, 
low-threshold reporting, because there may be no colleagues present to notice concerns 
independently. 

AllyShip staff should: 

• Before beginning support with any individual, read their Personal Support Plan for 
any known vulnerability factors, communication needs, or safeguarding information 
relevant to the visit. 

• Report any safeguarding concern - however small - via the safeguarding email or 
phone/text routes. 

• Use the PA peer support channel on Slack for immediate support from colleagues 
when something feels uncertain. 

• Refer to the AllyShip Lone Worker Policy for guidance on safety during visits. 

• Be aware that a concern arising in a home or community context is no less valid or 
urgent than one arising in a group setting. 

The partnership and trust-based nature of AllyShip support is a strength, not a reason to 
hesitate. Raising a concern does not undermine the relationship - it protects it. 

12. Artist Profiles and Consent 
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OpenStoryTellers holds person-centred profiles for all artists and participants. These profiles 
contain information that is directly relevant to safeguarding, including communication needs, 
known vulnerabilities, consent to physical contact (including yoga and safe touch), and any 
safeguarding history or background context. 

Staff should: 

• Read the relevant Artist Profile (full version for day service artists; sessional version 
for wellbeing attendees) before working with someone new or returning after an 
extended absence. 

• Note any changes in presentation or behaviour that differ from the baseline described 
in the profile and report these via the standard safeguarding route if they give rise to 
concern. 

• Treat all profile information as confidential - share only with those who need to know 
in order to support the individual safely. 

Artist profiles are maintained by the Artistic Director and AllyShip Manager as appropriate to 
the service. Any safeguarding-relevant information that arises during the course of 
supporting someone should be added to their profile as well as being reported through the 
safeguarding process. 

13. Training and Awareness 

All staff and volunteers receive safeguarding training at induction and at least every three 
years thereafter. Training covers recognition of abuse, OST's internal reporting process, and 
our approach to threshold calibration. 

Staff are also encouraged to make use of the Croner Employee Assistance Programme, 
particularly following a safeguarding disclosure or report. Debriefing sessions and 
confidential counselling are available on request. 

14. Whistleblowing 

OpenStoryTellers promotes an open organisational culture. Any member of staff, volunteer, 
or service user who wishes to raise a concern about abuse - including concerns about 
colleagues or managers - is protected by our Whistleblowing Policy. Raising a safeguarding 
concern in good faith will never be treated as a disciplinary matter. 

15. Policy Review 

This policy is reviewed every three years, or earlier in response to legislative changes, 
significant incidents, or material changes to OST's services. The policy uses role titles rather 
than individual names - a separate Safeguarding Contact Sheet is maintained and updated 
whenever personnel change. 

All employees should direct suggestions or recommendations for revision to the Charity 
Director. 
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This form does not form part of the policy update schedule and is regularly updated 
to reflect change to personnel / contact details 

How to Raise a Safeguarding Concern 

This process is for everyone at OpenStoryTellers.  

Both FELT and FACTUAL concerns can be reported. You do not need to be certain 
something is wrong. If something feels off, that is enough. Every alert will result in 

a conversation with Alex, Kat or Elanor. 

Safeguarding Leads 

Role Name Contact 

Safeguarding Lead Alex MacNeil (Charity 
Director) 

safeguarding@openstorytellers.org.uk 

07353173967 

Second Safeguarding Lead Kat Graff (Acting Creative 
Communities Manager) 

safeguarding@openstorytellers.org.uk 

07746507085 

Trustee Safeguarding Lead Elanor Steele (Trustee) Elanor.steel@yahoo.co.uk  

07789816946 

If neither Alex nor Kat are available or if they are involved in the alert or concern, go to Elanor. 

Safeguarding@openstorytellers.org.uk goes to both Kat and Alex. Elanor has independent access to the 
significant event log.  

How to Raise a Concern 

1 
Notice it Something doesn’t feel right, or something specific has happened. 

Trust your instinct. 

2 
Make people safe If anyone is at immediate risk, act to make them safe first. 

Everything else can wait. 

3 
Raise the alert Tell Alex or Kat directly — in person, by phone, or on the 

safeguarding email. You do not need to go through your line 
manager. 

4 
Have a conversation Alex or Kat will have a conversation with you about what you’ve 

noticed. This will happen promptly — within 24 hours of the alert. 

5 
Record it Record it on the appropriate form (see below) Alex or Kat will guide 

you on next steps and any external referrals. 

What to Record and Where 

Significant Event Log: for felt concerns, patterns, shifts in behaviour — the things that might not feel big 
enough to report but need writing down.  

Safeguarding Incident Form: for specific incidents, disclosures, injuries, or risk of harm. The first few 
sections are for you to complete, safeguarding lead completes the rest. 

Both are valid. A felt concern in a Significant Event Log can be just as important as a formal incident 
report. If in doubt, write it down and raise it. 

Where to find forms: 

INCIDENTS & ACCIDENTS 

SharePoint > documents > incidents and accidents 

 

This process sits outside line management. You do not need your manager’s agreement to raise a 
concern. You can go directly to Alex, Kat, or Elanor at any time. If you believe someone is at immediate 
risk of serious harm, call 999 first. 

mailto:safeguarding@openstorytellers.org.uk
mailto:safeguarding@openstorytellers.org.uk
mailto:Elanor.steel@yahoo.co.uk
mailto:Safeguarding@openstorytellers.org.uk
https://openstorytellers.sharepoint.com/:f:/r/sites/OpenStoryTellers/Shared%20Documents/INCIDENTS%20%26%20ACCIDENTS?csf=1&web=1&e=izSHKH
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