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Our address is:  

Wear Mencap,  

c-o Great Lumley Methodist Church,  

Front Street,  

Great Lumley,  

County Durham,  

DH3 4JB 
 

Telephone:     0191 3883401 
 

The telephone is normally staffed from 9.00am to 4.00pm.  
 
Chief Executive:  Joanne Fearn 
Finance:  Helen Perry 
Hand project:  Andrew Sterling 
Swimming:  Debbie Gibson 
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Debbie Gibson   Swimming Organisation 

     General Admin 
 

Suzanne Pawley   Health Development 
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David Brown    Equalitree 

     Qualifications Admin 
 

Colin Whisker   Policies and Documentation 

     Marketing 

     Statistics 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Wear Mencap 

VOLUNTEERS INDUCTION PACK 
 

Rationale 
It is recognised that there is a need to provide support and encouragement to all 
new volunteers. 
 

Purpose: 

 

 The induction programme enables friends and colleagues to integrate into 
the community of Wear Mencap and work effectively individually and as 
part of a team. 

 To make new volunteers aware of the charity’s philosophy, aims and 
objectives. 

 To inform new volunteers of Wear Mencap procedures and to describe 
expectations regarding contact time, workload and responsibilities. 

 To enable new volunteers to recognise issues pertinent to them and be able 
to share experiences and ideas. 

 To enable new volunteers to be confident in asking for and receiving help.To 
build confidence and expertise in the activities of the charity and in other 
areas of responsibility. 

 

Procedures 
New volunteers are advised to visit the charity prior to taking up their post for an 
Induction Meeting to meet with the CEO and colleagues, to complete a DBS/CRB 
form or confirm DBS/CRB certification. They will be given a handbook and 
timetables where appropriate. All new volunteers will receive support from a 
trained staff and will receive relevant training and support provided by staff as 
appropriate. 
 
At the Induction Meeting, new volunteers will complete an induction programme 
which includes: 
 

 Policies and Procedures 

 Health and Safety 

 Child/Parent Links 

 Child Protection 

 Staff Development 
 

Joanne Fearn 
Chief Executive Officer 
June 2013 



WHAT WE DO AT WEAR MENCAP 

 
 

Wear Mencap is a Charity based in the Sunderland and County Durham area for 
young people with learning disabilities and barriers to learning, and support for 
their families and carers. 
 

We Provide: 

Sports (such as swimming, football and boccia). 
 

An Education Resource and Centre where young people are able to be accredited 
for their achievements through awarding bodies such as ASDAN, Sports Leaders UK 
and British Safety Council. 
 

Short Apprentice Schemes to help young people affected by disability or have 
barriers to learning during holidays and out of school and college hours that 
enables young people to have a varied and small step approach in to employment. 
 

Holiday Schemes for young people of school age to 25 years old, providing fun 
activities for the young people and respite for their carers. 
 

 
 
There are various initiatives and projects that we are also taking part in. 
 

The Hand Project is an initiative with the Chester-le-Street AAP which aims to 
encourage people to see their own and other people's abilities and the amazing 
things they can achieve. 
 

The Sensory Room is also a new feature with Wear Mencap, the people who have 
used it have found it very enjoyable. 
 
We have some fantastic volunteers who give their time to the group and help in so 
many ways. We also have some fantastic friends from Great Lumley Methodist 
Church who help where they can. We are also lucky enough to have received 
funding so we have paid workers who are helping to develop the charity in to 
something that can help so many more young people and their carer’s. 

 
 
 



WEAR MENCAP 

Ethos 

 
The ethos and atmosphere underpin the agreed aims of the charity. Staff will 
provide broad and balanced activities, which will develop the skills, concepts and 
knowledge necessary for their future.  In the course of their daily work the staff will 
contribute to the development of this ethos through: 
 

Vision 
The vision for Wear Mencap is to be able to enable free access to all our services for 

all those in need of them and to be the most effective charity working with young 

people and families affected by disability within Sunderland and Durham in the 

areas of short breaks , education and employment support , sport and recreation  

and disability awareness so that we can ensure that young people with a disability 

or barrier to learning and society as a whole  see and value their ability , rather 

than disability. 

Mission Statement 
To provide appropriate, suitable and identified educational, leisure, health, sport, 

community arts and meaningful work opportunities alongside personal support for 

children and young people with a disability, their siblings, carers and families and 

to educate young people themselves and society about the needs of and positive 

attributes of young people with a disability or barrier to learning, their siblings and 

their parent/carers. 

Aim 
To promote encourage and facilitate the use of an individual’s ability.  

Objectives 
By building confidence:  

 through sports and education. 

 through employment opportunities. 

 enabling parents to have time to have a break to enable them to care with 
confidence. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

WEAR MENCAP 

Equality Diversity and Cohesion Policy 

 

1. Who this policy applies to 

 
The principles of this policy apply to all members of staff, children, young 
adults, directors, parents and volunteers.  

 Partners and contractors are also expected to abide by the policy.  
 

 

2. Equality, Diversity and Cohesion Statement    

 
We will not tolerate less favourable treatment of anyone on the grounds of 
gender, race, disability, sexual orientation, age, and religion or belief. 

 
We will work towards  

 

 a common vision 

 a sense of belonging for all 

 similar life opportunities for all 

 strong and positive relationships between different communities. 

 
Through this Equality, Diversity and Cohesion Policy, we seek to ensure that 
no member of the school community, or any person through their contact 
with the school, receives less favourable treatment on any grounds which 
cannot be shown to be justified.  This covers race, colour, nationality, ethnic 
or national origin, religion or belief, gender, marital status, responsibility for 
children or other dependents, disability, sexual orientation, gender 
reassignment, age, trade union or political activities, socio-economic 
background, where the person lives, or, spent convictions.  

 
Equality and Diversity is more than just meeting legal obligations, or targets. 
It’s about making a difference to the lives of the people we serve, treating 
all people with dignity and respect, and recognising the value of each 
individual. This means an ongoing commitment to ensuring that our 
services meet the varied and individual needs of children and young adults 
who attend our sessions and activities. We will make sure that our 
employment practices are fair and promote equality. We will actively value 
the wide variety of lifestyles and cultures, locally and nationally. We will 
prepare children and young adults for living in a diverse society with 
increasing global connections and controversial issues.   

 
We will ensure that the principles of this policy are reflected in all our 
policies, practices, procedures and services and are part of everything we 
do.



3. Guiding Principles  
 

Principle 1:  

All children and young adults are of equal value 
All children and young adults are of equal value and benefit equally from Wear 
Mencap policies, practices and programmes, whatever their ability, background, 
gender or cultural identity.  

 

Principle 2:  

Relevant differences are recognised 
Treating people equally can mean treating them differently.  Policies, practices and 
programmes do not discriminate, but may be differentiated to take account of 
differences of life experience, outlook and background, and in the kinds of barrier 
and disadvantage which people may face. 

 

Principle 3:  

We foster positive attitudes, relationships and a shared sense of      belonging 
Policies and programmes promote  

 positive attitudes and interactions 

 mutual respect and good relations  

 an absence of harassment or prejudice-related bullying between people 
of different ability, background, gender or cultural identity.  

 

Principle 4:  

Staff recruitment, retention and development 
Policies and procedures benefit all employees and potential employees in 
recruitment, professional development and promotion. Steps are taken to 
positively promote equality, especially where there is evidence of inequality.  

 

Principle 5:  

Current inequalities and barriers are addressed and reduced 
In addition to avoiding or minimising possible negative impacts of policies and 
programmes, we take opportunities to maximise positive impacts by addressing, 
reducing and removing inequalities and barriers that already exist between people 
of different ability, background, gender or cultural identity.  

 

Principle 6:  

Policy development involves widespread consultation and    involvement 
People affected by a policy or programme are consulted and involved in the design 
of new policies, and in the review of existing ones.  Such consultation is both direct 
and through representative organisations, and is based on principles of 
transparency and accountability.  It involves those who in the past have been 
excluded or disadvantaged, and who continue to face barriers: 

 

 

 



Principle 7: 

Society as a whole benefits  
Policies and programmes benefit society as a whole, locally, nationally and 
internationally, by fostering greater cohesion and greater participation in public life 
of people of different ability, background, gender or cultural identity. 

 

 

4. Equalities Legislation   
  

Our commitment is reinforced through our legal duty both as an employer 
and service provider. The legal duties come from a range of relevant equality 
legislation and associated codes of practice.  Through this policy we are 
committed to complying with the general and specific duties, as well as 
codes of practice.  

 

Race 
The Race Relations Act (1976) and the Race Relations Amendment Act 
(2000) requires organisations to take appropriate steps to promote race 
equality, eliminate unlawful race discrimination and promote good race 
relations. We have drawn up and will maintain an active Race Equality 
Scheme, including an action plan, to meet these responsibilities.  

 

Disability 
The Disability Discrimination Act (1995 and 2005) places a positive duty on 
us to ensure that services provided by Wear Mencap are accessible to 
disabled people, that we promote disability equality, eliminate 
discrimination and harassment and promote positive attitudes to encourage 
participation. In some situations this may mean treating disabled people 
more favourably. We have drawn up and will maintain an active Disability 
Equality Scheme, including an action plan, to meet these responsibilities. 

 

Gender  
The Sex Discrimination Act (1975) and the Equality Act (2006) places a 
positive duty on us not to treat anyone unfairly because of their gender, this 
means to eliminate discrimination and promote equality of opportunity 
between girls and boys, men and women. We need to ensure that the needs 
of both sexes and transgender people are taken into account in our services 
and employment.  

 

Sexual Orientation 
All public bodies have responsibilities to promote equal opportunities in 
employment and vocational training on the grounds of sexual orientation 
through the Employment Equality (Sexual Orientation) Regulations 2003. 
The Equality Act 2006, extends the provision to service delivery, making it 
unlawful to discriminate in the provision of goods, services and facilities. We 
will ensure that we follow these regulations. 

 



Religion and Belief 
The charity has responsibilities to promote equal opportunities in 
employment and vocational training on the grounds of religion and belief 
through the Employment Equality (Religion or Belief) Regulations 2003. The 
Equality Act 2006, extends the provision to service delivery, making it 
unlawful to discriminate in the provision of goods, services, facilities and 
public functions. This also includes lack of faith and people of no faith. We 
will ensure that we follow these regulations. 

 

Age 
Wear Mencap has responsibilities to promote equal opportunities in 
employment and vocational training on the grounds of age, through the Age 
Discrimination Act 2006 and Age Discrimination Regulations. The provisions 
apply to all age groups. We will ensure that we follow these regulations. 

 

Community Cohesion 
The Education and Inspections Act 2006, places a responsibility on schools 
to promote community cohesion, locally, nationally and globally.  Wear 
Mencap believes that this extends to the work that it does. Therefore we will 
do this through promoting a common vision, a commitment to equality and 
social justice, respecting people’s different backgrounds and promoting 
positive relationships within the charity and the local neighbourhoods we 
work in. We recognise that the biggest influence on achievement and 
educational outcomes is social class and that this can also strongly affect 
community cohesion. We have programmes to ‘narrow the gap’ and to draw 
people together from different social backgrounds.   

 

Future legislation  
We will also welcome the contribution of future equalities legislation to 
provide equal opportunities for everyone. 
 
 

5. Implementation 

 
We will ensure implementation through action in the following areas 

 

 Relationships and ethos – to foster behaviour based on rights, 
responsibilities and mutual respect between all those involved in Wear 
Mencap, to support children and young adults’ personal development 
and well-being, to address all forms of prejudice related bullying.  

 Equity and excellence – to ensure equal opportunities for all to succeed 
at the highest possible level, removing barriers to access and 
participation in learning and wider activities and minimising  variations in 
outcomes for different groups.  

 Learning, sessions and activities – to teach children and young adults to 
understand others, to promote common values and value diversity, to 
promote awareness of human rights and of the responsibility to uphold 



and defend them, and to develop the skills of participation and 
responsible action.  

 Engagement and extended services – to provide a means for children, 
young adults and their families to interact with people from different 
backgrounds and build positive relations, including links with different 
communities locally, across the country and internationally. 

 
 

6. Monitoring, reviewing and assessing impact   

 
This policy is supported by Wear Mencap’s disability and gender equality 
schemes and a race equality action plan.  
The schemes and action plans run for three years but are reviewed and 
reported upon annually to the Directors.  
 
This policy will be regularly monitored and reviewed by staff and directors to 
ensure that it is effective in tackling discrimination, promoting access and 
participation, equality and good relations between different groups, and 
that it does not disadvantage particular sections of the community.  

 
Any pattern of inequality found as a result of impact assessments is used to 
inform future planning and decision-making.  

 
A named member of staff and a named director are responsible for equality 
monitors and specific outcomes (see roles and responsibilities) annually.  

 
The CEO provides monitoring reports for review by the Directors.  These 
include: numbers of children and young adults accessing our services, 
workforce recruitment, retention and progression, special initiatives, 
progress against Key Indicators and targets and future plans.   
 

 

7. Roles and Responsibilities    

 
    All who are associated with Wear Mencap have a responsibility for 

promoting equality and inclusion, and avoiding unfair discrimination.  

 

Our Directors are responsible for: 

 Making sure the charity complies with all current equality legislation. 

 Making sure this policy and its procedures are followed.  

 Making sure that the charity has up-to-date equality schemes and 
action plans.  

 

 

 

 Our CEO is responsible for: 



 Making sure the policy is readily available and that the directors, staff, 
children, young adults and their parents know about it. 

 Making sure its procedures are followed.  

 Producing regular information for staff and directors about the policy 
and how it is working, and providing training for them on the policy, if 
necessary.  

 Making sure all staff know their responsibilities and receive training and 
support in carrying these out.  

 Taking appropriate action in cases of harassment and discrimination.  

 

 All our staff and volunteers are responsible for: 

 Proactively following this policy and any associated guidelines. 

  Providing role models for children and young adults through their own 
actions. 

 Dealing with racist, sexist and homophobic incidents, and recognising 
and tackling other forms of bias and stereotyping.  

 Promoting equality and good community relations and avoiding 
discrimination against anyone for reasons of race, colour, nationality, 
ethnic or national origins, gender, disability, religion or belief, sexual 
orientation or socio-economic circumstances.  

 Keeping up to date with the law on discrimination and taking training 
and learning opportunities offered to them.  

  

 All our children and young adults are responsible for:  

 Treating others kindly and fairly without prejudice, discrimination or 
harassment 

 Attending and engaging in their own sessions and activities as well as 
helping other children/young adults 

 Telling staff about any prejudiced related incidents that occur.  

 

 All our parents are responsible for: 

 Supporting our charity in its implementation of this policy 

 Following the Wear Mencap policy through their own behaviour 

 Ensuring their children attend and engage in the learning 

 Telling staff about any prejudice related incidents that occur.  

 

 Visitors and contractors are responsible for: 

 Knowing and following our equality policy.  

 

Responsibility for overseeing equality practices in the charity lies with a 
named member of staff and a named director.  Responsibilities include: 

 Coordinating and monitoring work on equality issues.  

 Dealing with and monitoring reports of harassment (including racist and 
homophobic incidents). 



 Monitoring the progress and attainment of vulnerable groups of 
children/young adults (eg Black and minority ethnic pupils, including 
Gypsies and Travellers).  

 Monitoring exclusion.  
 

 

8. Breaches of the Policy     
 
Breaches of this policy will be dealt with in the same ways that breaches of 
other policies are dealt with, as determined by the CEO and Directors. 
Anyone wishing to make a complaint will be advised to follow the Wear 
Mencap Complaints Procedure 
 

 

9. References to other documents, advice and guidance. 
 

 Guidance and advice will be actively sought and used through 

 using guidance from DCSF, QCA, OfSTED  

 taking advice from agencies such as The Race Equality Council for 
Darlington and Durham, Gay Advice Darlington and Durham, the Equality 
and Human Rights Commission, Trade Unions.  
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Health and Safety 
 

(See Health + Safety policy on the Wear Mencap Website) 
 
You are responsible for the health and safety of the children/young adults in your care.  
We follow the guidelines laid down by the Durham County Council;  
 
Certain points may need emphasis. 
 

 Children should be supervised at all times. At lunchtimes, and playtimes children 
may only be in areas under supervision of yourself or another member of staff. 

 

The health and safety representative for the charity is the CEO or their representative 
and she will make an inspection every holiday scheme of your areas of responsibility. You 
are, however, expected to report any immediate hazards - i.e. exposed wires, ripped and 
raised carpeting etc. to Mr Jeffrey Sulkiewicz. 
 
 

Fire Drill  
 

Fire drills are held regularly.  Fire exits should be kept clear at all times and 
children/young adults should be familiar with the route to be taken to the assembly point 
in event of fire.  When the fire alarm rings children/young adults should walk quietly to 
the carpark. The leader will do a head count and confirm numbers with a member of the 
office staff.  
 
 

Children Left After Sessions/Activities 
 
Children should be aware that they should wait in the office after sessions/activities if the 

person meeting them does not arrive at the end of the session/activity. They should not 
go home with other children. 
 
 

Strangers on the Premises 
 
All staff and volunteers are expected to challenge any strangers or unauthorised persons 
who may be on the premises.  Badges are kept in the office and on reception and all 
adults should wear a badge.  
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Behaviour 
 

(Refer to behaviour policy on the Wear Mencap Website) 
Where absolutely necessary a child may be excluded from a visit when behaviour does 
not reach the expected standard. 
 
On all journeys (except outdoor pursuits) it is expected that appropriate clothing is worn 
and that children/young adults demonstrate good behaviour. 

 
 

Sick Children on Site 
 

(Refer to Health + Safety policy on the Wear Mencap Website) 
Children who complain that they are unwell should be observed for a short while in their 
session/activity.  If they continue to complain he/she should be sent to the 
Office/Reception.  The charity should have an emergency telephone number and the 
name and address of a carer to be contacted. Unwell children should not be sent to Wear 
Mencap sessions/activities except on the recommendation of a doctor.   
 
Normally medicines are not administered by Wear Mencap. Where a child needs to finish 
a course of medicine the parents are able to request, on a completed and signed 
Medication Request Form that the charity can dispense the medicine.  Inhalers are kept in 
the medicine cabinet.  Children suffering from asthma must have a Asthma Care Plan in 

place and they have open access to their medication.  Inhalers should be taken with the 

child when swimming or on visits off site etc. 
 
For safety reasons, under no circumstances will children be allowed to leave school 
unaccompanied during session/activity times. 
 

 

Dealing with Sick/Unwell Children 
 
Children that feel unwell/are hurt should be sent to the Office/Reception.  If they are 
thought to ‘be putting it on’ they will be told to see how it goes. 
 
If a child is sick/has an ‘accident’, they should be sent straight to the Office/Reception the 
bodily fluid should be covered with ‘Response’ that is stored in the Office. 
 
Each Leader has a list of the children on the medical register and their medical needs e.g. 
autism, diabetes, allergic reactions and how to treat a medical emergency. 
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Unplanned/Planned Absence 

 
If you are not well enough to come in to help us, please phone the office as soon as 
possible. Please contact us before 9am, if you are aware that you will be absent that day. 
 
 

Clothing 
 

Staff/volunteers 
We expect staff and volunteers  to wear suitable smart clothing that is practical and 
suitable. 

 
 

Complaints Procedures 
 
If a parent has a problem concerning their child then the following steps should be 
followed. 
 
1. The parent makes an appointment to see the member of staff at a time convenient 

to both and at a time when there will be no interruptions. 
 Another member of staff may be present if required. 
 
2. The manner of the complaint is made clear and the staff member discusses the 

difficulty with the parent.  It is helpful to write down the facts at this meeting. 

 Remember -      Deal with FEELINGS of the parent  

    Then FACTS 

    Then FUTURE  
 
3. Explain, make plans to change things if necessary, involve the parent in the 

situation. If the situation cannot be resolved then the parent may wish to see the 
CEO.  A meeting is arranged for the parent, staff member and CEO at which the 
discussion is followed as above. 

 
4. If the parent wishes to see the CEO alone then an appointment is made.  It is 

important for the parent to realize that the CEO will refer back to the member of 
staff and that any difficulty needs to be solved with the staff member involved. 

 
5. This procedure also applies to complaints concerning the delivery of the sessions 

and activities.  If the parent is not satisfied after step 4 they have the right to refer 
to the Directors. 
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Child Protection 
 
Wear Mencap considers safe guarding and child protection as the most important 
element to this Induction Pack.  Therefore a full copy of the Child Protection Policy has 
been included.  You must read this policy carefully as none compliance with its guidelines 
can result in serious consequences.   
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Child Protection Policy 
 

Statement of Purpose  
 
Wear Mencap is determined that all necessary steps are taken to protect from harm 
those children and young people who participate in any of our activities. This policy 
establishes our position, role and responsibilities and clarifies what is expected from 
everybody involved in the work of Wear Mencap. 
 
Every child and young person who participates in our activities should be able to do so in 
an enjoyable and safe environment and be protected from abuse. This is the responsibility 
of every adult involved in the work of Wear Mencap. We recognize that it is everybody's 
responsibility to safeguard the welfare of all children, young people and vulnerable adults 
by protecting them from physical, sexual or emotional abuse, neglect and bullying.  
 
 

Wear Mencap will ensure: 

 
• The welfare of the child is paramount. 
• All children, whatever their age, culture, disability, gender, language, racial origin, 

religious belief and/or sexual identity, have the right to protection from abuse. 
• All suspicions and allegations of abuse will be taken seriously and responded to swiftly 

and appropriately, specifically following the Durham Local Safeguarding Children Board 
(LSCB). 

• All staff (paid/unpaid) working on behalf of Wear Mencap have a responsibility to report 
concerns to the Child Protection Officer Joanne Fearn or Great Lumley Methodist Church 
Child Protection Officer Susan Miller. 

 
 

Key Principles 

 
Those working (paid/unpaid) for Wear Mencap will take responsibility for: 
• respecting and promoting the rights, wishes and feelings of children and young people; 
• recruiting, training and supervising all volunteers and staff members to adopt best 

practice to safeguard and protect children and young people from abuse; 
• ensuring that all employees and volunteers adopt and abide by the appropriate codes of 

conduct and Child Protection Policies and Procedures outlined within this document and 
that of the Methodist Church;  

• responding to any allegations appropriately as set forth by the Durham LSCB flow 
charts; 

• reviewing the document. 
 
A child is defined as a person under the age of 18 (Children Act 1989) 
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Promoting Good Practice  
 
Child abuse, particularly sexual abuse, can arouse strong emotions in those facing such a 
situation. It is important to understand these feelings and not allow them to interfere 
with your judgment about the appropriate action to take. 
 
Abuse can occur within many situations, including the home, school and the sporting 
environment. Some individuals actively seek employment or voluntary work with children 
and young people in order to harm them. Those working with children and young people 
are an important link in identifying cases where they need protection.  All suspicious 
cases of poor practice should be reported to the Child Protection Officer and the 
guidelines set forward in this policy should be followed. 
 
 

Good Practice means: 
 
• Always working in an environment, where possible, that avoids private or unobserved 

situations and encourages open communication, and not being left in a one to one 
situation where possible. 

• Treating all young people equally with respect and dignity. 
• Always putting the welfare of each young person first.  
• Maintaining a safe and appropriate distance with service users (eg. it is not appropriate 

for staff or volunteers to have an intimate relationship with a child or to share a room 
with them). 

• Building balanced relationships based on mutual trust and empowering children and 
young people to share in decision making. 

• Keeping up to date with training, qualifications and insurance. 
• Involving children/young people/parents/carers wherever possible. 
• Being an excellent role model - this includes not smoking or drinking alcohol in the 

presence of children or young people. 
• Giving enthusiastic and constructive feedback rather than negative criticism. 
• Recognizing the developmental needs and capacity of young people . 
• Securing parental consent in writing to act in loco parentis, if the need arises, to 

administer emergency first aid and or other medical treatment. 
• Keeping a written record of injury that occurs, along with the details of any treatment 

given.  
• Requesting written parental consent if Wear Mencap staff are required to transport 

young people in their cars. Note that if a young person is transported in a car, two 
members of staff must be present. 

 
 

Names person for Child Protection: 
 
The named Child Protection Officers for Mencap is Joanne Fearn, for the Great Lumley 
Methodist Church is Susan Miller.  
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If you are concerned about a child 
 
 

What should you do if a child or young person reports abuse to you: 
 
• React calmly.  
• Reassure the child that they were right to tell, that they are not to blame and that you 

take what the child says seriously. 
• Keep questions to an absolute minimum to ensure a clear and accurate understanding 

of what has been said. Do not ask about explicit details. Do not ask leading questions. 
• Reassure but do not promise confidentiality. 
• Inform the child/young person of what has been said/heard as soon as possible and do 

not delay in passing any information on. 
• Make an accurate written account, sign and date it, do not rewrite the account to make 

it neater as this invalidates the evidence. Any written statement can be used as 
evidence. 

• Make sure any original notes are kept with the report, signed and dated  
 
 

The report will include the following: 
 
• The child’s name age and date of birth, if known. 
• The child’s home address and telephone number, if known. 
• Whether or not the person making the report is expressing their own concerns or those 

of someone else. 
• The nature of the allegation, including dates, times and special factors and other 

relevant information. 
• Make clear distinction between what is fact, opinion or hearsay.  
• A description of any visible bruising or injuries. Also any indirect signs such as behavioral 

changes.  
• Details of any witnesses to incidents. 
• The account of the child or young person, if it can be given, of what has happened and 

how any bruising or injuries have occurred.  
• Whether the parents have been contacted. 
• If so, explain what has been said. 
• Has anyone else been contacted? If so, record details.  
• Where possible, referral to the police or social services should be confirmed in writing 

within 24 hours and the name of the contact who took the referral should be recorded. 
 
 

What will Wear Mencap do next: 
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It is not the responsibility of Wear Mencap to decide whether abuse has taken place or 
not, however we will pass on the information to the appropriate authority.  
 
Write down all of the information so that if we are asked at a later time, we can produce 
a written report.  
 
Severe and obvious cases of abuse will be reported immediately.    
 
 
 
 
 
 

Types of Abuse and Neglect 
 

Signs/indicators of abuse and neglect are helpful if they are used with some caution.  
They are not necessarily evidence of abuse or neglect.  However, if you are concerned 
about a child or young person they can help you think about why you have that concern. 
There are some factors that make us more vulnerable these are additional needs, looked 
after children those coming from an abused family, parents that are drug/alcohol users or 
suffer from mental health issues.  

 
 

Signs that may suggest physical abuse: 
 
· Any injuries at all to young babies who are not yet able to move on their 

own. 
· Multiple bruising to different parts of the body. 
· Bruising of different colours indicating repeated injuries. 
· Fingertip bruising to the chest, back, arms or legs. 

Bruises which have a distinctive shape or pattern, like handprints, grasp or 
finger marks, or belt marks. 

· Burns or scalds of any shape and size. 
· Bite marks – bruises like ‘love bites’. 
· An injury for which there is no adequate explanation. 
· Bruising in or around the mouth, especially in babies. 

 
 

Signs that may suggest neglect: 
 

· A child who always appears dirty and smelly. 
· A child who looks thin and ill. 
· A child with illnesses that have not been treated. 
· Inadequate or unsuitable clothing for the weather conditions. 
· A child who suffers repeated accidents. 
· A child who is not safely supervised. 
· A child who does not respond when given attention. 
· A child who craves attention and affection from any adult. 
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Signs of possible sexual abuse: 
 

· Something a child has told you. 
· Something a child has told someone else. 

A child who shows worrying sexualised behaviour in their play or with other 
children. 

· A child who seems to have inappropriate sexual knowledge for their age. 
A child who may be visiting or being looked after by a known or suspected 
sexual offender. 

· Changes in behaviour – self harming. 
· STDs or pregnancy. 
· Injuries or unusual appearance to private areas of the body. 
· A child who is being encouraged into a secretive relationship with an adult. 

 
 
 
 
 

Warning signs of emotional abuse: 
 

· A child who is constantly blamed for things that go wrong. 
· A child who is made to carry out tasks inappropriate to their age. 
· A child who is not allowed to do usual childhood activities. 
· A child in a household where there are arguments and violence. 
· A child whose behaviour is excessive.  For example, excessive bedwetting, 

overeating, rocking, head banging. 
· A child who self-harms. 
· A child who attempts suicide. 
· A child who persistently runs away from home. 
· A child who shows a high level of anxiety, unhappiness or withdrawal. 
· A child who usually seeks out or avoids attention. 

 
Please note that these lists are possible indicators of abuse, any signs of abuse have to be 
considered in context. 
 
 
Written June 2012 
 
Reviewed June 2013 by Colin Whisker Director 
 
Next review June 2014 
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Form to be completed in the case of safeguarding concern:-  

WEAR MENCAP 

Safeguarding Children and Vulnerable Adults 

Record of Concern  

Name/s of child/children / vulnerable adult 

 

Age: D.O.B. (if under 18) 

 

Address: 

 

 

 

Name/s of parents/carers (if under 18): 

 

Date/time/location: 
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Record here exactly what happened/was heard/observed/what was said: 

 

 

 

 

 

 

 

 

 

People contacted/action taken: 

 

 

Signature of author:     Signature of Safeguarding Officer: 

 

Print name:       Print name: 

 

Date:        Date: 

 
 

 


