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1. Policy Purpose and Scope 

 Bute Forest is committed to ensuring the safety and wellbeing of all adults, children, and young 
people who participate in its activities. Our charitable activities include working with vulnerable 
people. The purpose of this safeguarding policy is to protect children and vulnerable adults and to 
provide the public with the overarching principles that guide our approach. This policy applies to all 
staff, contractors, volunteers, and trustees working on behalf of Bute Forest, including those working 
alone or off-site. 

2. Policy Statement 

We believe that: 

• Our staff, volunteers and service users should never experience abuse, harm, neglect or 
exploitation. 

• We all have a collective responsibility to support the welfare of our service users, staff and 
volunteers, and to work in ways that promote their safety and protection.  

• We all have a collective responsibility for creating a culture in which people feel able to voice 
any concerns, take reasonable steps to prevent harm and respond appropriately to any 
safeguarding concerns raised. 
 

3. Legal Framework 

This policy is informed by: 

• The Children (Scotland) Act 1995 
• The Protection of Vulnerable Groups (Scotland) Act 2007 
• The Adult Support and Protection (Scotland) Act 2007 
• National Guidance for Child Protection in Scotland (2021) 
• Scottish Government “Protecting Children and Young People: The Charter 

 

4. Roles and Responsibilities 

• Trustees: Are responsible for ensuring safeguarding policies are in place, reviewed, and 
followed, with the Director Chair holding overall responsibility for implementing and upholding 
this policy.   
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• Designated Safeguarding Lead (DSL): Bute Forest will appoint a designated trustee to 
coordinate safeguarding concerns, maintain records, and liaise with statutory agencies. 

• All Staff and Volunteers: Must understand and follow this policy and report any concerns in 
accordance with the included procedure.  

 
5. Safe Working Practices 
 

• Staff should seek to minimise situations where they are alone with a child or vulnerable adult 
whenever possible. 

• When lone working is unavoidable:  
o Inform your line manager or another colleague of your location, activity, the name of the 

individual you are working with, and when you expect the activity to cease.  
o Carry a mobile phone and maintain contact. 
o Conduct meetings or activities in visible, open spaces where possible. 
o Avoid physical contact unless necessary for safety or first aid. 

• Always introduce yourself and explain your role and remit clearly when meeting new service 
users. 

6. Recruitment & Training 

• All staff and volunteers carrying out regulated work with children or vulnerable adults must be 
members of the PVG (Protecting Vulnerable Groups) Scheme. 

• This policy, procedure and code of conduct will be discussed with all new recruits during the 
induction process. If training needs are identified, recruits will be provided with relevant 
training to ensure they have the knowledge to implement this policy and procedure effectively.  

7. Recognising Abuse 

 Abuse may include: 

• Physical abuse – hitting, shaking, misuse of medication. 
• Emotional abuse – bullying, humiliation, isolation. 
• Sexual abuse – inappropriate touching or sexual activity. 
• Neglect – failure to provide basic needs, supervision, or safety. 
• Financial abuse – misuse of money or property (for adults at risk). 
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8. Code of Conduct  
 
All staff, volunteers, and relevant personnel must adhere to a code of conduct that clearly outlines 
acceptable behaviour when interacting with children and protected adults. See Appendix 1: 
Safeguarding Code of Conduct.  
 
9. Responding to Concerns or Disclosures 

 If you suspect abuse or someone discloses abuse: 

• Respond without judgement. Reassure the person that they were right to tell you. 
• Do not promise confidentiality; explain that you must share concerns with the DSL. 
• Record exactly what was said in writing, using the person’s own words, as soon as possible. 
• Report immediately to the DSL, ensuring that concerns are reported on the same day they are 

raised. If the DSL is unavailable report concerns to the Director Chair.  
• If the person is at immediate risk, contact Police Scotland or Social Services (See Appendix 2: 

Key Contacts) 
• All concerns will be treated seriously, promptly investigated, and appropriate action will be 

taken, following statutory guidelines and local procedures.   
• Bute Forest will cooperate fully with statutory agencies, such as the police or social services, 

as required. 
• If a staff member, trustee or volunteer has been accused, the person subject to the allegation 

will be suspended pending investigation, where appropriate. Confidentiality will be maintained 
throughout.  

• The board are required to report any serious incidents that they are unable to satisfactorily 
resolve, and any matter that involves the risk of ongoing harm to staff, volunteers or service 
users, to OSCR via their Raise a Concern process.  

• If a safeguarding concern involves a breach of personal data (e.g. unauthorised access or 
disclosure), and that breach is likely to result in a risk to the rights and freedoms of individuals, 
the board must inform The Information Commissioner’s Office no later than 72 hours after 
they have become aware of it. 
 
10. Confidentiality and Data Protection  

 
• Bute Forest will handle all safeguarding concerns and records with strict confidentiality, 

ensuring compliance with relevant data protection legislation.  
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• Information will be shared on a need-to-know basis, and consent will be obtained when 
appropriate and in accordance with legal requirements. 

 

11. Support for Staff and Volunteers 
 
Staff involved in a safeguarding case will be supported through supervision and debriefing. 
 

12. Monitoring and Review 

This policy and procedure will be reviewed annually, or as necessary. Evaluation will be included to 
ensure its effectiveness and compliance with legislation. 

 

 

 

 

 

 

Director Chair: Richard Whitcomb 

Designated Safeguarding Lead (DSL): Ruth Oliver  

 Date of Policy: 07/10/25 

Next Review Date: 07/10/26 
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Appendix 1:  

Staff and Volunteer Code of Conduct for Safeguarding at Bute Forest 

1. Respect and Dignity 
•  Treat all children and protected adults with respect, dignity, and fairness, regardless of 

their background, abilities, or characteristics.  
• Uphold their rights and promote their well-being, ensuring their views are considered and 

valued in decisions that affect them. 
 

2. Professionalism and Integrity  
• Always maintain professionalism, acting in the best interests of children and protected 

adults and avoiding any actions that may compromise their safety or well-being.  
• Conduct all activities within the boundaries of your role and responsibilities, adhering to 

legal and ethical standards. 
 

3. Boundaries and Relationships  
• Establish and maintain appropriate boundaries with children and protected adults, 

ensuring interactions are professional, respectful, and without any form of exploitation or 
abuse.  

• Avoid engaging in any behaviour that may be misinterpreted, inappropriate, or harmful. 
 

4. Confidentiality and Information Sharing  
• Respect the confidentiality of personal information relating to children and protected 

adults, sharing it only on a need-to-know basis and in accordance with legal requirements 
and data protection regulations.  

• Report any concerns or disclosures promptly to the DSL within Bute Forest, maintaining 
confidentiality while ensuring appropriate action is taken. 
 

5. Communication and Language  
• Use clear, appropriate, and respectful language when communicating with children and 

protected adults, ensuring they can understand the information provided.  
• Avoid using language or engaging in conversations that may be offensive, discriminatory, or 

harmful. 
 

6. Supervision and Monitoring  
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• Provide appropriate supervision and monitoring to ensure the safety and well-being of 
children and protected adults during activities and interactions. 

• Report any concerns regarding the behaviour or actions of colleagues, volunteers, or third-
party individuals promptly to the designated person within Bute Forest. 
 

7. Reporting and Response to Concerns  
• Report any safeguarding concerns or incidents in accordance with Bute Forest's 

Safeguarding Policy, ensuring prompt action is taken to protect the safety and well-being of 
children and protected adults.  

• Cooperate fully with any investigations or inquiries by relevant authorities or agencies. 
 

8. Training and Professional Development  
• Engage in regular training and professional development opportunities where available 

related to safeguarding, child protection, and the well-being of protected adults.  
• Stay informed about current legislation, policies, and best practices in order to fulfil your 

role effectively. 
 

9. Compliance with Policies and Procedures  
• Familiarise yourself with and adhere to Bute Forest's Safeguarding Policy and all relevant 

policies and procedures pertaining to the safety and well-being of children and protected 
adults.  

• Follow all statutory requirements and local guidelines applicable to your role and the 
activities you are involved in. 
 

10. Breach of Code of Conduct  
• Any breach of this Code of Conduct will be taken seriously and may result in disciplinary 

action, up to and including termination of employment or termination of volunteer 
engagement. 

By adhering to this Code of Conduct, we create a safe and respectful environment for children and 
protected adults, promoting their well-being and safeguarding their rights. 
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Appendix 2: Key Contacts 

• Police Scotland: 999 (emergency) / 101 (non-emergency) 
• Social Work Services (Argyll and Bute): 01546 605517 
• Childline: 0800 1111 
• NSPCC Helpline: 0808 800 5000 
• OSCR: www.oscr.org.uk/raise-a-concern/ 
• Information Commissioner’s Office: 0303 123 1113 

 

https://www.oscr.org.uk/raise-a-concern/

