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TOKKO SAFEGUARDING POLICY 
 

1. Policy statement 
 
It is the duty of TOKKO under the Children’s Act (2004) to ensure the safeguarding 
of children. 
 
The consistent development and implementation of procedures and practice to 
safeguard vulnerable adults from harm, abuse and neglect was established in line 
with the guidance provided under 'No Secrets' (Local Authority and NHS circular, 
2000), and the Children’s Act website is visited regularly to check on updates made 
to the act. 
 
TOKKO believes that it is always unacceptable for a child or vulnerable adult to 
experience abuse of any kind and recognises its responsibility to safeguard the 
welfare of all children and vulnerable adults by a commitment to practice which 
protects them. 
 
Definition of a child – A child is defined by section 60 of the Safeguarding 
Vulnerable Groups Act and Article 2 of the Safeguarding Vulnerable Groups Order 
as being any person who has not attained the age of 18, regardless of the setting 
they are in or the service they receive. 
 
Definition of a vulnerable adult – A person who is or may be in need of community 
care services by reason of mental or other disability, age or illness; and who is or 
may be unable to take care of him or herself or unable to protect him or herself 
against significant harm or exploitation (1997 consultation paper “Who Decides?” 
issued by the Lord Chancellor’s Department). 
 
The purpose of the policy:  
 To provide protection for all children and vulnerable adults who use TOKKO 

services.  
 To provide staff and volunteers with guidance on procedures they should adopt in 

the event that they suspect a child or vulnerable adult may be experiencing, or be 
at risk of, harm.  

 
TOKKO recognises that:  
 The welfare of the child or vulnerable adult is paramount. 
 All children and vulnerable adults, regardless of age, disability, gender, racial 

heritage, religious belief, sexual orientation or identity, have the right to equal 
protection from all types of harm or abuse.  

 All physical and virtual spaces used by the Organisation must be safe and secure 
and promote enjoyable and positive experiences. 

 All staff must be aware of their responsibility to ensure the safeguarding of 
children and vulnerable adults.  

 As an employer safe recruitment processes are in place to ensure staff do not 
pose a risk of harm to children or vulnerable adults. 
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TOKKO will seek to safeguard children and vulnerable adults by:  
 Valuing them, listening to and respecting them. 
 Adopting child and vulnerable adult protection guidelines through procedures and 

a code of conduct for staff and volunteers. 
 
 Responding to suspicions and allegations of harm speedily. 
 Recruiting staff and volunteers safely, ensuring all necessary checks are made.  
 Providing appropriate training for staff and volunteers. 
 Sharing information about the protection of children and vulnerable adults and 

good practice with children, parents, staff and volunteers sharing information 
about concerns with agencies who need to know, and involving parents and 
children appropriately. 

 
This policy applies to all staff, including senior managers and the board of trustees, 
paid staff, volunteers, agency staff, students or anyone working on behalf of TOKKO 
who will receive training at induction and at other times as appropriate. 
 
All partners and tenants of TOKKO Youth Space and those hiring space from the 
organisation will be expected to abide by this policy a copy of which will be provided 
as part of the conditions of hire. 
 
TOKKO is committed to checking the safeguarding policy and procedure annually for 
accuracy and for updating whenever there is a change in legislation or guidance and 
undertaking a formal review every three years. 
 
2. Safeguarding procedures 
 
a) How to recognise abuse and neglect 

Abuse and neglect are forms of maltreatment. Somebody may abuse or neglect a 
child or vulnerable adult by inflicting harm, or by failing to act to prevent harm. 
Children or vulnerable adults may be abused in a family or in an institutional or 
community setting, by those known to them, or more rarely, by a stranger for 
example via the internet. They may be abused by an adult or adults or by a child or 
children. 
 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating, or otherwise causing physical harm to a child or 
vulnerable adult. Physical harm may also be caused when a parent or carer 
fabricates the symptoms of, or deliberately induces, illness in a child or vulnerable 
adult. 
 
Emotional abuse is the persistent emotional maltreatment of a child or vulnerable 
adult such as to cause severe and persistent adverse effects on the child or 
vulnerable adult’s emotional development. It may involve conveying to an individual 
that they are worthless or unloved, inadequate or valued only in so far as they meet 
the needs of another person. It may feature age or developmentally inappropriate 
expectations being imposed on children. These may include interactions that are 
beyond the child’s developmental capability, as well as overprotection and limitation 
of exploration and learning, or preventing the child or vulnerable adult participating in 
normal social interaction. It may involve seeing or hearing the ill-treatment of 
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another. It may involve serious bullying, causing children or vulnerable adults 
frequently to feel frightened or in danger, or the exploitation or corruption of children 
or vulnerable adults. Some level of emotional abuse is involved in all types of 
maltreatment of a child or vulnerable adult though it may occur alone. 
 
Sexual abuse involves forcing or enticing a child, young person or vulnerable adult 
to take part in sexual activities, including prostitution, whether or not the individual is 
aware of what is happening. The activities may involve physical contact, including 
penetrative (e.g. rape, buggery or oral sex) or non-penetrative acts. They may 
include non-contact activities such as involving children or vulnerable adults in 
looking at, or in the production of, sexual online images, watching sexual activities, 
or encouraging children or vulnerable adults to behave in sexually inappropriate 
ways.  
 
Neglect is the persistent failure to meet a child or vulnerable adult’s basic physical 
and/or psychological needs, likely to result in the serious impairment of the child or 
vulnerable adult’s health or development. Neglect may occur during pregnancy as a 
result of maternal substance abuse. Once a child is born, neglect may involve a 
parent or carer failing to:  

 Provide adequate food, clothing and shelter (including exclusion from home or 
abandonment). 

 Protect a child from physical and emotional harm or danger 
 Ensure adequate supervision (including the use of inadequate care-givers) 
 Ensure access to appropriate medical care or treatment. 
 It may also include neglect of, or unresponsiveness to, a child’s basic emotional 

needs. 
 

b) Responding to suspicions and concerns about a child or vulnerable adult  

All concerns must be reported at the earliest opportunity, certainly within the same 
working day.  
 
Staff should share their concerns immediately with the designated officer and a 
decision on how to proceed will be made. There is no need for any proof before 
reporting a concern. 
 
c)  What to do if a child or vulnerable adult discloses 

If a child or vulnerable adult tells a member of staff about harm or abuse that they 
are suffering, or have suffered, that person should: 

 Listen carefully and let the child or vulnerable adult tell them what has happened 
at their own pace, only asking questions for clarification. 

 Remain calm and caring and avoid interrupting information. 
 Not conduct an inquiry into what has happened. 
 Avoid cross-questioning or leading questions. 
 Not promise to keep it a secret but tell the child or vulnerable adult that the 

member of staff needs to share this information with others making it clear that 
he/she will only tell people who need to know and who can help. 

 Reassure the child or vulnerable adult that they did the right thing in telling them. 
 Speak immediately to the designated person. 
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 Make a note of what was said using the incident form (Appendix 1) using the 
child or vulnerable adult’s own words as soon as possible after the disclosing 
conversation and sign and date the record.  

 

Designated officer to report concerns to 

The designated officer for TOKKO is: 
 

Andy Calvert Executive Manager 01582 544990,  
 
In his absence contact: 
 The Duty Manager at the venue 
 The officer who is leading on a specific project 

 
Or out of hours contact: 
 The Police 
 Social Services 
 
d) Making referrals 

The designated officer will:  

 Receive staff concerns, partners and those from members of the public visiting 
the organisation. 

 Take advice from children’s social services, adult social care or the police. 
 Make a decision as to how to proceed. 
 Ensure a referral is made by telephone to children’s social services, adult social 

care or the police when the concern is an emergency or involves a member of 
staff. 

 Ensure that telephone referrals to children’s social services or adult social care 
are followed up in writing within 24 hours. This should be acknowledged within 
another 24 hours and if this does not happen the designated officer must, within 3 
days, check that the information has been received. 

 Ensure procedures on making referrals and confidentiality are followed.   
 Ensure forms for recording incidents are completed and correctly stored in a 

central locked cabinet for 6 years, also in line with GDPR requirements. 
 

e) Confidentiality  

 Ensure that the right of a child to protection takes precedence over his/her (or 
his/her parents) right to confidentiality. 

 Ensure confidentiality so that names of children, vulnerable adults or staff 
involved in incidents are not revealed.  

 
f) Sharing information and involving parents/carers and children   

appropriately    

 Explain to children or vulnerable adults what and how information will be shared 
unless this could put the child or vulnerable adult at increased risk or undermine 
the detection of a serious crime. 

 The child’s or vulnerable adult’s welfare is the overriding consideration. 
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 Whenever possible respect the wishes of children or vulnerable adults who do 
not give consent but still share information where there is sufficient need to 
override the consent. 

 Seek advice when in doubt. This is particularly important on matters such as 
whether parental consent should be sought for a referral or whether parents 
should be told that a referral has been made. 

 
 
 Ensure that information shared is accurate and only shared with people who 

need to see it. Information should be stored securely and in line with GDPR guide 
lines. 

 Always record the reason for decisions. 
 

g) Dealing with unsupervised children 

 TOKKO staff do not assume the responsibility of a parent but have a 
responsibility to provide for the care, control and safety of children visiting the 
TOKKO site. 

 Ensure that risk assessments and an event plan are maintained for all sites and 
are put in place for all large scale outdoor events where children may arrive 
alone.  

 Children under eight years should be accompanied by an adult at the TOKKO 
site.  

h) Dealing with complaints from parents and children about unacceptable 
behaviour 

 Complaints regarding unacceptable behaviour from other service users must be 
investigated immediately. 

 Service users who are behaving inappropriately (as set out in the Code of 
Conduct) may be told that their behaviour is unacceptable or if necessary asked 
to leave immediately. If they refuse to do so the police should be called. 

 Take details of the offender and inform the police when necessary. 
 Exclude the offender from the site depending on the seriousness of the offence. 
 Write to the offender, and explain the ban from the site(s), length of ban and how 

the matter will be resolved after that time.  
 
i) Dealing with challenging adults 

 Vulnerable adults visiting the site on their own who are causing offence to other 
visitors should be approached directly and told that their behaviour is 
unacceptable. If the behaviour continues issue a second warning saying you will 
ask them to leave if their behaviour does not improve. The third time the 
vulnerable adult should be asked to leave for the day. If the vulnerable adult 
returns at a later date discuss with them their behaviour.   

 There should be no need to physically engage with a visitor unless requested to 
do so. Staff are not asked to act as a carer to any vulnerable or disabled person 
as they do not have specific training to do so.  

 Visitors should always be addressed directly when attempting to establish their 
specific needs and to their carer(s) or person(s) accompanying them when 
communication is difficult. 

 If there is a potential risk to safety of a vulnerable or disabled person you may be 
asked by the carers to assist in the movement or removal of that visitor from the 
site or area. At these times seek guidance from the carer(s) or accompanying 
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person(s) to ensure all necessary considerations are made with regard to their 
specific disability. 

 In the event that other visitors may be at risk instruct the carer(s) or 
accompanying person(s) with a disabled visitor to remove the person from the 
area or site immediately. 

 Contact the police in the event of a vulnerable or disabled visitor becoming 
disruptive or a threat to staff, other visitors or the site, if the carer(s) 
accompanying person(s) are not able to adequately deal with the situation to the 
satisfaction of staff on duty. 

 
j) Allegations against staff 

If information is brought to the attention of the Safe Guarding Officer or senior 
manager that an adult employee or volunteer who works with children or vulnerable 
adults may have 

 behaved in a way that has (or may have) harmed a child or vulnerable adult; 
 possibly committed an offence related to a child or vulnerable adult; 
 behaved towards a child or vulnerable adult in a way that indicates he/she is 

unsuitable to work with children or vulnerable adults; 

Immediate action will be taken and the person subject to the allegation may be 
suspended. 
 
If the matter clearly meets one of the criteria listed, guidance must be taken from the 
Local Authority Designated Officer for Allegations (LADO) LADO – 01582 548227. 
 
k) E safety 

 Children using public access computers in the centre may have their use 
including access to sites monitored in the interest of e-safety. 

 Should children have any e-safety concerns they should be raised immediately 
with the staff and appropriate action and or support provided. 

 Filtering systems and an acceptable use policy are in place.  
 Under the auspices of the Child Exploitation Online Protection the following 

aspects of “How to stay in control” and How to report; Instant Messaging, Chat 
rooms, Mobile Devices, Social Networking, Cyberbullying, Blogs, live-streaming, 
sexting and grooming. 

 Text messaging, E-mail and Online Gaming concerns should be raised 
immediately to the appropriate staff member. 

  
l) Taking images of children  

Children have the right to privacy and to be safeguarded from the inappropriate use 
of images. No photographs of children will be taken and put out in the public domain 
without the written consent of a parent. Images will never be used which brings 
detriment to either the individual or the centre. 
 
3. Training and recruitment 
 
 All front line staff will receive safeguarding children training as provided by the 

Luton Safeguarding Children Board.  
 Staff will also have access to awareness training from the Luton Safeguarding of 

Vulnerable Adults Board. 
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 The designated officer within TOKKO will be available to offer advice to staff.  
 TOKKO will always abide by safer recruitment practices. 

 
4. Code of conduct 
 
Staff and volunteers should:  
 Treat children and vulnerable adults with respect and dignity and listen to what 

they have to say, recognising them as individuals.  
 Provide a good example and use appropriate language, challenging inappropriate 

language used by children and vulnerable adults. 
 Respect the right to privacy of children and vulnerable adults. 
 Not be alone with children or vulnerable adults away from other staff. 
 Not do anything of a personal nature for a child or vulnerable adult. 
 Deal with difficult visitors in an appropriate manner.  
 
Children and vulnerable adults should: 
 Treat people around them with respect and dignity and listen to what they have to 

say. 
 Not use inappropriate language. 
 Be aware of and respect other people who are trying to use the service or facility.  

 
Inappropriate behaviour may result in members of the public receiving a time-limited 
ban from the centre 
 
5. Contacts 

 
Police   
Local – 01582 401212 
Police Child Abuse Investigation Unit – 01234 846960 
 
Children’s Social Services 
Initial Assessment Team – 01582 547653 
Out of hours – 0300 3008123 
 
Adult Social Care 
Initial Assessment Team – 01582 547659 
Out of hours – 08702385465 

NSPPC  
0808800 5000 
help@nspcc.org.uk 
 

Websites 

www.everychildmatters.gov.uk 
www.direct.gov.uk 
www.direct.gov.uk/cyberbullying 
www.childline.org.uk -0800 1111 
LGBT Switchboard Stonewall -Helpline 0300 330 0630 
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What to do if you are concerned about a child 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

Member of staff reports other 

concern to designated officer. 

Member of staff concerned about 
child. 
If child under 8 left alone and 
parent/carer cannot be contacted, 
police to be called immediately, 
and a report sent to the LADO. 

Designated officer takes advice 

from children’s social services  

No referral. File 

completed incident 

form. 

Designated officer 

refers to children’s 

social services and 

confirms in writing 

within 24 hours. 

Children’s social services 

confirm receipt of referral in 24 

hours and decide on course of 

action 

Initial assessment Referral on for 

services 

Immediate 

action to 

protect 

No further 

action 
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Appendix 1 – Safety Incident Log                                                                                                                                                     

Date  

Venue  

Name of child  

Age / date of birth  

Home Address  

Name, address, telephone number of parent / 
carer if available 
 

 

Is this the concern of the report writer or one 
raised by a member of the public? 
 

 

What has prompted the concern?  

Has the child been spoken to? 
If so what was said? 
 

 

Has an allegation been made against 
someone? 
If so who? 

 

Who has the concern been passed to for 
action? 
 

 

Has anyone else been consulted?  
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Appendix 3 – Events Register                                                                                                            
                
Venue: ....................................................................................................................................................................................................... 
 
Event: .............................................................................................................................................................Date: .................................    
 

No. Name Age Address Contact name and number 
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Appendix 4 – Photography / Video Consent Form 

Name of photographer 
 / videographer:                            
 
Name of Event: 

Name of the person 
to be photographed / filmed:                                            
 

Hereby agrees to have their photograph taken. 
 
In accordance with the Data Protection Act 1998 I agree that:  
(Please tick to agree) 

 

These images may be used in printed publications or on digital media 

produced by Tokko and its partner organisations and for promotional and 

advocacy purposes. 

If Tokko uses images/ video on digital media, I understand that websites 

can be seen throughout the world and not just in the United Kingdom, 

where UK law applies. 

These images / media may be used indefinitely from the date of signing 

or until notified by you. 

Tokko will not alter these images to falsely represent you. 

Tokko will not include details or full names (which means first name and 

surname) of any person, in an image on our digital media or in printed 

publications, without good reason. For example, we may include the full 

name of a competition prize winner if we have their consent. However, we 

would not include the full name of a model used in promotional literature. 

Tokko will not include personal e-mail or postal addresses, or 

telephone, on our website or in printed publications. 

*I am the person named above / *I am the parent or guardian of the person named 
above (*Please delete the options that do not apply) 
 
PRINT NAME: 
 
Your signature:      Date: 
 
Your address: 
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Appendix 5 - Under 16 Exclusion Letter 

 

Date    

Address               

 
 
Dear Parent 
 
INCIDENT AT...................................... 
 
I am writing to inform you that on Date, Name was involved in an incident of anti social 
behaviour at …………………….., namely being rude and not co-operating with staff 
when asked to leave. Over the past few weeks Names behaviour has not been 
acceptable while he/she has been in using the TOKKO facilities. In addition the staff 
working at ……………… will not tolerate being spoken to in an inappropriate manner. 
 
I have no option but to exclude Name from using the libraries facilities for a short period 
of time. Name will be excluded until Date. 
 
At the end of this period, Name will need to arrange to meet with the manager 
at............................. to discuss the by-laws and code of conduct. If we are not satisfied 
that they will use the centre in a responsible manner, the exclusion may be extended.  
 
The incident reports have been forwarded to the ……………..Management Team and 
also to the Social Behaviour Unit and Safer Neighbourhood Team. 
 
Whilst we always encourage and welcome young people to use the TOKKO Youth 
Space, it is not acceptable to cause distress and disruption to other users and members 
of staff on duty. 
 
If you have any questions or queries regarding this matter please do not hesitate to 
contact me on the above number. 
 
Yours sincerely 
 
 
 
Name 
Job Title 
Telephone No. 
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Appendix 6 – Adult Exclusion Letter 

Date                                

 

Address 

 

 

Dear 
 
INCIDENT AT ……………………………. 
 
I am writing to inform you that the incident that you were involved in on Date, at 
……………………has resulted in the decision to exclude you from the TOKKO Youth 
Space for a short period of time. The staff working at ………………………..will not 
tolerate being spoken to in an inappropriate manner. I have no option but to exclude 
you from using the facilities until Date. 
 
At the end of this period, you will need to arrange a meeting with the manager at 
......................to discuss the by-laws and code of conduct. If we are not satisfied that 
you will use the facility in a responsible manner, the exclusion may be extended.  
 
The incident reports have been forwarded to the ……..Management Team and also to 
the Social Behaviour Unit and Safer Neighbourhood Team. 
 
Whilst we always encourage and welcome people to use our services, it is not 
acceptable to cause distress and disruption to other users and members of staff on 
duty. 
 
If you have any questions or queries regarding this matter please do not hesitate to 
contact myself on the above number. 
 
Yours sincerely 
 
 
Name 
Job Title 
Telephone No. 
 

 
 


