
Safeguarding Policy

Hidden Door recognises that within our diverse population there may be volunteers,
contributors, contractors, visitors or audience members, who are considered vulnerable at any
given time. This policy represents the commitment of Hidden Door in its obligation to protect
children and vulnerable adults who are at risk of harm, abuse, neglect, exploitation or
discrimination, in line with national legislation and relevant national and local guidelines.

This safeguarding policy applies to all individuals involved in Hidden Door, as all members of the
Hidden Door community have a role to play in ensuring that children and vulnerable adults are
protected, and that we work within the principles of dignity, safety, equality and diversity, to
deliver our activities in a way which keeps everybody safe.

Policy Statement
● Hidden Door believes everyone has the right to live free from abuse or neglect

regardless of age, ability or disability, sex, race, religion, ethnic origin, sexual orientation,
marital or gender status.

● Hidden Door is committed to creating and maintaining a safe and positive environment
and an open, listening culture where people feel able to share concerns without fear of
retribution.

● Hidden Door recognises that health, well-being, ability, disability and need for care and
support can affect a person’s resilience. We recognise that some people experience
barriers, for example, to communication in raising concerns or seeking help. We
recognise that these factors can vary at different points in people’s lives.

● Actions taken by Hidden Door will be consistent with the principles of safeguarding
ensuring that any action taken is prompt, proportionate and that it includes and respects
the voice of the individual concerned.

Purpose
The purpose of this policy is to demonstrate the commitment of Hidden Door to safeguarding
and to ensure that everyone involved in Hidden Door has knowledge of the legislation, policies
and best practice relating to safeguarding, and awareness of the Safeguarding Procedure, for
reporting concerns, recording and communicating information.
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Other Relevant Legislation, Policies and Procedures
This policy represents an overarching framework and exists alongside other legislation, Hidden
Door Policies and Procedures, and legislation including:

● Equality Act, 2010;
● Adults with Incapacity Act, 2000;
● Sexual Offences Act, 2009;
● The Adult Support and Protection Act, 2007;
● The Protection of Vulnerable Groups (Scotland) Act, 2007;
● The Data Protection Act, 1998;

Commitments
In order to implement this policy Hidden Door will ensure that:

● Everyone involved with Hidden Door understands their responsibility for safeguarding
and is aware of the Safeguarding Procedure, and knows what to do and who to contact if
they have a concern relating to the welfare or wellbeing of vulnerable adults or children;

● The well-being of those at risk of harm will be put first; and the individuals involved will
be actively supported to communicate their views and the outcomes they want to
achieve. Those views and wishes will be respected and supported unless there are
overriding reasons not to.

● Any actions taken will respect the rights and dignity of all those involved and be
proportionate to the risk of harm;

● Hidden Door will use safe recruitment practices and continually assesses the suitability
of volunteers and staff to prevent the employment/deployment of unsuitable individuals
in this organisation.

● Hidden Door will share information, as relevant, with the appropriate bodies. For
example: Police, Local Authority/Social Services.

● When planning activities and events, Hidden Door will undertake an assessment of, and
risk to, the safety of all from abuse and neglect and will designate a person who will be in
attendance as a safeguarding lead for that event.

Prevention
Hidden Door is committed to the protection of children and vulnerable adults. As such, the
following steps have been taken:

1. Recruitment of roles with responsibility for others: All contractors and volunteers
recruited for roles of responsibility for others are subject to a recruitment process
assessing their suitability for their role.

Core Hidden Door activity (preparations for the Hidden Door festival) do not include roles
which would involve taking full responsibility for children without parents or guardians
present. As such, they do not qualify as ‘regulated work’ and so volunteers and team
members would not qualify for membership of the PVG scheme. However, should other
work be introduced, and where roles have been identified as positions that are likely to
have unaccompanied contact with children or vulnerable adults in the course of their
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work, Hidden Door will follow the statutory guidance to ensure that, where appropriate,
organisers or contractors will join the Protection of Vulnerable Groups Scheme

2. Proactive policies and procedures. As set out in the Hidden Door volunteer handbook
and volunteer agreement, no one under the age of 18 years may volunteer with Hidden
Door during the festival. Under 18s may volunteer during the set up and take down
phase of activity, in which circumstances we will require written consent from parents or
guardians.

A specific section is included in the agreement that all volunteers must sign which sets
out that if volunteers bring their children to Hidden Door activity, they are aware that they
are responsible for their care and wellbeing, that they will not be left unsupervised or
unattended, and that it is recognised that Hidden Door activities in general are not
usually suitable for those under 18.

Our Code of Conduct for Trustees, Staff and Volunteers outlines our commitment to zero
tolerance of abuse in any form.

3. Training: Hidden Door will take steps to ensure that all team members are aware of their
responsibilities under this policy and where appropriate, will provide relevant training in
line with this policy. All festival volunteers will be provided with information on basic child
and vulnerable adult protection, recognition and implementation of the policy.

Confidentiality
Any initial disclosure of suspected harm should be treated seriously and with sensitivity. Where
concerns exist regarding risk to the welfare of the child /vulnerable adult, the safety of the
individual and/ or the safety of other members of the community takes precedence, and
confidentiality may be breached. Therefore it should be made clear to the disclosing person and
the child or vulnerable adult involved, that confidentiality cannot be guaranteed. They should be
made aware that relevant information may require to be shared, on a need-to-know basis, within
BFS and with external agencies. Information disclosed will comply with the Data Protection Act,
1998.

Designated Safeguarding Lead
The role of Safeguarding Lead is shared between Event Managers and the Venue Manager or
their deputy/ other nominated person. Liaison between the Safeguarding Leads (including
sharing relevant information, as deemed appropriate) will occur in order to assess and manage
risk, and to obtain a fuller picture of the concerns identified and parties involved.

Current named responsible individual is:
Hazel Johnson

hazel.johnson@hiddendoorarts.org
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ANNEX A

Good Practice Guidance for those in contact with children and vulnerable adults

It is the responsibility of each member of the Hidden Door community to act professionally and
respectfully in their dealings with others. They must ensure that they are aware of the relevant
legislation and policies relating to children and vulnerable adults, as outlined within this policy.
Additionally, they must attend any relevant training necessary as part of their role.

General points to be aware of when coming into contact with children or vulnerable adults may
include (please note, this list is not exhaustive):

● Treat all children and vulnerable adults with fairness, dignity, equality and respect
● Identify the appropriate person within the organisation who you should go to if you have

any concerns.
● Be sensitive to children or vulnerable adults’ appearance, race, culture, religion and/or

belief, sexual orientation, gender or disability
● Respect a child or protected adult’s right to privacy
● Always work in an open environment. If you are in a situation where you are alone with a

child or vulnerable adult, make sure that others can clearly observe you. Where possible,
leave the door open.

● Maintain a safe and professional distance in relationships with children and protected
adults.

● You should not share your personal contact details and you should not connect with
them over social media except where that is specifically related to Hidden Door activity

● When in a position of trust do not engage in sexual relationships with children and/or
vulnerable adults. This is an abuse of a position of trust and a criminal offense.

● Avoid rough, physical or sexually provocative conduct with children or vulnerable adults
● Do not provide children or vulnerable adults with access to alcohol (where that would be

unlawful or inappropriate) or banned substances
● Avoid use of inappropriate language (including sexually suggestive comments), and

challenge any unacceptable behaviour
● Where appropriate ensure you have written consent before taking photographs or

making video or audio recordings
● If you are required to administer first aid ensure, wherever possible, that another

responsible community member is present, especially if you are concerned that
necessary physical contact may be misconstrued

● Never allow or engage in inappropriate touching. In cases where you are asked to deal
with people or children who have a disability and where this may involve lifting etc.,
please take advice from parents or carers. Where possible parents/carers should take
responsibility for young people, particularly in changing rooms or toilets.

● If protection guidelines are being breached you should inform the named person in the
organisation whose responsibility it is to enforce. If this does not result in a change of
practice, you can contact get advice from Social Work Services.

● Avoid taking children and vulnerable adults alone in car journeys.
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● Avoid taking children and vulnerable adults to your home where they would be alone
with you.

Last reviewed 04/02/2023



ANNEX B

Key Definitions

1. Child
For the purposes of this Policy, children are defined as young people under the age of
18. Scottish Law recognises that despite having full legal capacity at 16, young people
under 18 can be vulnerable in certain situations. Young people between the age of 16
and 18 who are still subject to a supervision requirement by a Children's Hearing can be
viewed as a child, and therefore those over the age of 16 may still require intervention to
protect them. The priority is to ensure that a vulnerable young person who is, or may be,
at risk of significant harm is offered support and protection

2. Vulnerable Adult
It should be noted that a person may have a disability, physical and/or mental health
problem and be able to safeguard their wellbeing and interests. It is the whole of an
adult’s particular circumstances which can combine to make them more vulnerable to
harm than others. Under section 3 of the Adult Support and Protection (Scotland) Act
2007, ‘Adults at risk’ are defined as “adults over 16 years of age who: Are unable to
safeguard their own well-being, property, rights or other interests; Are at risk of harm,
and; Because they are affected by disability, mental disorder, illness or physical or
mental infirmity, are more vulnerable to being harmed than adults who are not so
affected”

All three elements of the definition must be met, and the presence of a particular
condition does not automatically mean an adult is an ‘adult at risk’. For the remainder of
this policy, the term ‘Vulnerable Adult’ will be synonymous with ‘Vulnerable Adult at Risk’.

3. Harm / Abuse
Under Section 53 of the Adult Support and Protection (Scotland) Act 2007 ‘harm’
includes all harmful conduct and, in particular, includes:

● conduct which causes physical harm
● conduct which causes psychological harm (for example: by causing fear, alarm or

distress)
● unlawful conduct which appropriates or adversely affects property, rights or

interests (for example: theft, fraud, embezzlement or extortion)
● conduct which causes self-harm.

‘Conduct’ includes neglect and other failures to act, which includes actions which are not
planned or deliberate, but have harmful consequences.
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ANNEX C

Safeguarding Procedures

Hidden Door is committed to providing a safe environment for everyone to participate in our
organisation and our activities.

This procedure details the steps to be taken in responding to any concern that children and
vulnerable adults involved in Hidden Door, or its activities, is at risk of or is experiencing harm.
They must be followed in any circumstances where children and/or vulnerable adults are at risk
of harm.

Reporting Concerns About Others
You may be concerned about harm to another person because of something you have seen or
heard, information you have been told by others or because someone has confided in you about
things that are happening or have happened to them.

You should not keep safeguarding concerns to yourself. If you have concerns and/ or you are
told about possible or alleged abuse, poor practice or wider welfare issues you must contact a
the safeguarding lead as soon as you can.

If the safeguarding lead is implicated, or you think has a conflict of interest, then report to
another member of the executive committee. If you are concerned about harm being caused to
someone else, please follow the guidance below.

● It is not your responsibility to prove or decide whether an vulnerable adult or child has
been harmed or abused. It is however, everyone's responsibility to respond to and report
concerns they have.

● If someone has a need for immediate medical attention call an ambulance on 999.
● If you are concerned someone is in immediate danger or a serious crime is being

committed contact the police on 999 straight away. Where you suspect that a crime is
being committed, you must involve the police.

● Remember to be person centred. If it will not put them or you at further risk, discuss your
safeguarding concerns with the vulnerable adult and ask them what they would like to
happen next. Inform them that you have to pass on your concerns. Do not contact the
adult before talking to your Safeguarding Lead or Welfare Officer if the person allegedly
causing the harm is likely to find out.

● Remember not to confront the person thought to be causing the harm.

Responding
If a vulnerable adult or child indicates that they are being harmed or abused, or information is
received which gives rise to concern, the person receiving the information should:

● Listen carefully and respond sensitively without expressing an opinion and without
imposing your views and values
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● Do not ask direct and invasive questions, only asking questions if you need to identify/
clarify what the person is telling you. These can prevent the person from telling the full
story and can also trigger trauma symptoms

● Encourage, give lots of time and don't pressurise. Reassure the person that they have
done the right thing in revealing the information.

● Be aware that, for various reasons, disclosing such information can be difficult:
○ the person may be low in self-confidence;
○ they may have poor communication skills;
○ they may not expect to be believed;
○ there may be a background of threat or coercion;
○ there may be ‘secondary gains’ such as presents, power or attention;
○ they may be protecting others, including an abuser or other potential

survivors/victims;
○ the experience may have become a normal reality;

● Stay calm and keep listening, without expressing whatever shock or alarm you may
personally feel;

● Ask them what they would like to happen next but be honest about needing to tell other
people and reassure the person that you and others will try to keep him/her involved in
the decision-making process - but do not promise confidentiality, as this may not be
possible;

● Under no circumstances should you contact or confront the alleged abuser, even if they
are known to you or is a member of Hidden Door.

It is important not to:
● Dismiss or ignore the concern.
● Panic or allow shock or distaste to show.
● Make negative comments about the alleged perpetrator.
● Make assumptions or speculate.
● Come to your own conclusions.
● Probe for more information than is offered.
● Promise to keep the information secret.
● Make promises that cannot be kept.
● Conduct an investigation of the case.
● Confront the person thought to be causing harm.
● Take sole responsibility.
● Tell everyone.

Reporting
Make a written record of your concerns as soon as possible after the conversation. This record
should include the following information:

● Appropriate personal details e.g. name; age; address; If appropriate, telephone number;
email address (including name of child or vulnerable adult, and parent, guardian or
contact person)
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● The nature of the concern:
○ Describe the circumstances/ source of information in which the concern came

about
○ What has been told to you, using quotations where possible and being careful to

be objective and factual - including the identity of the person who the concern is
about

○ Be objective; do not make assumptions; do not include personal opinions and
interpretations. It is important to distinguish between things that are facts, things
that have been observed or over-heard and opinions, in order to ensure that
information is as accurate as possible.

● Any advice you have given to the child / potentially vulnerable adult
● What you have discussed with the child, vulnerable adult / person about confidentiality
● Names of any others with whom you have discussed the incident
● Details of the action you have taken or any referrals you have made (internal and

external)
● Date and signature of the person making the record

If someone has told you about the harm or abuse, use the words the person themselves used. If
someone has written to you (including by email, message) include a copy with the form

Once a concern has been recorded this should be passed to the safeguarding lead who will
keep clear records of decision making, actions taken, and the outcomes achieved. The
safeguarding lead is the only person who should deal with the case and report suspected abuse
to the Social Work Department or the Police.

Once the matter has been referred, it is the responsibility of that safeguarding lead to
investigate the matter further and take such further action as is necessary under the
circumstances. This may include:

● Assessing risk and ensuring that the child/vulnerable adult is not in any immediate
danger. This includes taking any action deemed necessary under the circumstances,
such as accessing the emergency services and liaising with other external agencies
such as the Police and Social Work, as appropriate

● Gathering the details
● Liaising with others, as appropriate
● Contacting parents or guardian unless this may place the child/vulnerable adult in harm
● Recording written records of all actions, discussions and decision-making rationale and

keep these in a securely locked location
● Acting as the point of contact for any external agency throughout the investigation

Useful contacts:
● Social Care Direct (part of City of Edinburgh Council social work department) for advice

and reporting of harm or suspected hard to vulnerable adults and children.
○ During office hours: 0131 200 2324 or socialcaredirect@edinburgh.gov.uk.
○ Outside office hours, contact the emergency social work team on 0800 731 6969.
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● Police: 999 in an emergency or 101 if not an emergency
● Disclosure Scotland: 0870 609 6006
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