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NOTRE DAME REFUGEE CENTRE 

Protection of Children and Vulnerable Adults 
Policy 

Introduction 

Notre Dame Refugee Centre (NDRC) is responsible for ensuring that people benefiting from its 
services and support, and/or working with it, are not harmed in any way through contact with it. 
NDRC has a legal duty to act prudently and will take all reasonable steps to ensure that this does 
not happen.  It recognises that some of its clients will be children and vulnerable adults. 

Definitions: a child is under 18 years of age. A person, being aged 18 or over, may be considered to 
be a vulnerable adult if that person:  

 receives personal care, or nursing, or support to live independently in their own home, or a 
care home  

 receives any health or social services  

 has a substantial learning or physical disability, or  

 a physical or mental illness, chronic or otherwise, including addiction to alcohol or drugs, or 

 a substantial reduction in physical or mental capacity due to personal circumstances, 
advanced age or illness.  

All staff members and volunteers of NDRC can play an important part in promoting the safety and 
protection of the children and vulnerable adults with whom NDRC works. NDRC will ensure that its 
recruitment and selection procedures of staff, and volunteers, will take account of the need to 
protect children and vulnerable adults.  Two references will be taken up for all successful 
candidates prior to a formal offer of employment or volunteering placement. Where appropriate, 
referees will be asked to comment on the applicant’s suitability to work with children and 
vulnerable adults.   

All successful applicants who are required to work on a one to one basis with vulnerable adults 
and/or children visiting NDRC will be asked to agree to undertake an appropriate Disclosure and 
Barring Service (DBS) check.  These applicants will also be required to join the DBS update service. 
Such applicants will include all staff and sessional workers, ESOL volunteers and the Café 
Coordinator. Disclosures will be requested prior to the applicant taking up post. NDRC undertakes 
to ensure that those volunteers not requiring a DBS check always work in pairs and/or in a shared 
space. 

Induction for new staff and volunteers will include information on all relevant policies and 
procedures, including the protection of children and vulnerable adults, and on-going training will be 
provided if necessary.  All staff and volunteers will have a designated supervisor who will provide 
appropriate ongoing support and supervision.   
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Reporting Procedure 

Abuse of children and vulnerable adults can take many forms including physical, emotional, sexual 
and financial.  It is not the responsibility of anyone working within NDRC, in a paid or unpaid 
capacity, to decide whether or not abuse has taken place. It is therefore vital that staff and 
volunteers raise all cases of suspected or alleged abuse in line with the procedures identified in this 
policy. It is important to do this as there may already have been concerns expressed by other 
members of staff and volunteers, and failure to report concerns may put a children and vulnerable 
adults at risk. 

Any disclosure or suspicion of abuse should be reported to a staff member/Director as soon as 
possible.  The Director must be immediately informed, even if he/she is off site. The staff member, 
in consultation with the Director, will gather further information and details by interviewing the 
person making the report or the service user directly.   

The Director will then devise an appropriate plan of action.   The exact nature of the action taken 
will be determined by the individual circumstances, but it may include the involvement of external 
authorities, such as Social Services, referral organisations and the Police. Serious allegations of 
abuse should be reported to Westminster Council Social Services Safeguarding Adults team. Tel: 
020 7641 2176 (Monday-Friday 9m-5pm). Out of hours emergency: 020 7641 6000. 

Any allegation made against a member of staff or volunteer should be reported to the Director who 
will investigate and take action as per NDRC’s Disciplinary Policy.  In the event of an allegation being 
made against the Director, this should be reported to the Chair of Trustees or his/her nominated 
representative.   

If a disclosure of abuse is made by a service user, care should be taken to explain the procedure 
that will be followed and they should be told that it may not be possible for NDRC to maintain 
confidentiality.  

If a service user of the NDRC makes an allegation about another organisation this should be 
reported to the Director who will investigate and take appropriate action.  

Good Practice 

All staff and volunteers should be familiar with and adhere to the following Good Practice 
guidelines:  

 Service users should never be given access to the home address or telephone number of any 
volunteer or staff member of NDRC.  Service users’ contact details should never be disclosed 
to anyone outside of NDRC without their explicit consent.   

 If it is necessary for member of staff/volunteer to meet a service user outside of NDRC 
offices, where possible this meeting should be in a public place.   


