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INTRODUCTION  
  

The museum is committed to ensuring access to its collections for children and adults at risk in a 
way that is safe, inclusive and protective from harm. Everyone who accesses the museum’s 
premises, exhibitions, staff and resources should feel safe and supported. 

This policy ensures that the museum meets the requirements of relevant safeguarding 
legislation and guidance. 

All staff, volunteers, contractors and freelancers are required to follow this policy, associated 
procedures and guidance, and to undertake safeguarding training where appropriate to their 
role. Failure to follow this policy may result in disciplinary or other appropriate action. 

  
DEFINITIONS  
  
Child  
A child, as defined in the Children’s Acts of 1989 and 2004, is anyone who has not yet reached 
their 18th birthday. Throughout the museum’s safeguarding documentation, the words ‘child’ 
and ‘children’ are used to mean anyone up to the age of 18.   
  
Adult at Risk  
An adult at risk is defined as a person aged 18 and over who is or who may be in need of 
community care services because of age, illness, physical or learning disability, or someone who 
is or may be unable to take care of or protect themselves against harm or exploitation (including 
those who have difficulty in communication and may need additional help).   
  
  
SCOPE  
  

This policy applies to all individuals working on behalf of the museum including employees, 
volunteers, contractors and freelancers. 

The museum has appointed a Designated Safeguarding Lead: 

Jilly Roberts Learning and Engagement Curator Email: Jilly@gainsborough.org 

The Designated Safeguarding Lead is the first point of contact for safeguarding concerns and 
will provide advice and guidance. 

This policy should be read alongside the Safeguarding Procedures, Employee Handbook. 

 
 
 
 
 
 
 
 

mailto:Jilly@gainsborough.org
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AIMS  
  
The museum aims to:  

• respect the rights of all children and adults at risk  
• provide an environment (including museum-led activities off-site both in the UK and 

internationally) which is safe and welcoming for children and adults at risk and which 
protects them from all forms of abuse   

• ensure that everyone working at the museum is aware of the need to protect children 
and adults at risk and know how to reduce the risks to them   

• provide procedures, training and guidance for everyone working at the museum for their 
own protection   

  
 

COMMITMENT  

The museum will safeguard children and adults at risk by 

• implementing procedures that reduce the risk of harm  
• ensuring staff and volunteers are trained and supported  
• sharing information about safeguarding and good practice  
• responding to concerns promptly and appropriately  
• recruiting staff and volunteers safely including appropriate checks  
• reviewing safeguarding practice regularly 

RESPONSIBILITY AND SUPERVISION 

Children remain the responsibility of their parent, carer or group leader unless otherwise agreed 
as part of a structured activity. 

Museum activities will be risk-assessed and appropriate supervision will be in place. Situations 
where a member of staff or volunteer is alone with a child or adult at risk should be avoided 
where possible and, if unavoidable, must be clearly visible to others. 

 
SAFEGUARDING REPORTING STRUCTURE 
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PROCEDURES 

Recruitment: 

All recruitment will follow safer recruitment principles. This includes appropriate references, 
identity checks and, where eligible, Disclosure and Barring Service checks. 

Delivery of activities: 

• Expectations for behaviour are outlined in the Code of Conduct (Appendix 3). 
• Staff and volunteers should work in open and observable environments. 
• Consent must be obtained for photography. 
• Children and vulnerable adults will always be accompanied by an adult whilst 

undertaking activities at the museum.  
• All staff and volunteers involved in delivering educational activities are subject to a DBS 

check.  
• Expectations for staff and volunteers are made clear through the Code of Conduct.  
• Consent to be photographed will always be obtained in advance of a visit and re-

obtained on the day of the visit.  
 

REPORTING CONCERNS 

If a concern arises about a child or adult at risk: 

• Report immediately to the Designated Safeguarding Lead, the DSL is unavailable report 
to the Director of Gainsborough’s House.   

• Record the concern as soon as possible including factual details  
• Do not promise confidentiality 

The Designated Safeguarding Lead will decide on next steps which may include contacting 
parents, local safeguarding services or the police. 

If there is immediate risk of harm call 999. 

If a concern arises about a member of staff or volunteer:  

• Report to the Designated Safeguarding Lead  
• If the concern involves the Designated Safeguarding Lead, report to senior management  
• External reporting may be made to the Local Authority Designated Officer if required 

If a member of the public causes harm:  

• Ensure the immediate safety of the individual  
• Report to the Designated Safeguarding Lead  
• Contact emergency services if required 
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CONFIDENTIALITY 

Sensitive information must be handled appropriately and shared only where necessary to 
protect individuals. 

 
 
What to do if a member of staff or volunteer has a concern about a child or vulnerable 
adult:  
 
Concerns or disclosures to a member of staff or volunteer are reported to the Designated 
Safeguarding Lead (DSL).  
 
The DSL will then inform the Executive Director and decide the next course of action: whether 
to contact a parent, school, Multi-Agency Safeguarding Hub (MASH), Local Authority Designated 
Officer (LADO) or the police.  
 
If the situation is an emergency and the person is at risk of immediate harm, call the police.  
 
What to do if a member of staff or volunteer has a concern about a volunteer or member of 
staff:  
 
Concerns or disclosures about a member of staff or volunteer are reported to the Designated 
Safeguarding Lead (DSL). This will be recorded on a concern recording template.  
 
The DSL will then inform the Executive Director and decide the next course of action. 
 
If an external reporting route is required, concerns about an adult working with children or 
vulnerable adults should be reported to the Local Authority Designated Officer (LADO).  
 
The concern will be assessed using the Safeguarding levels of need thresholds. 
 
If the concerns are about the DSL, these should be reported directly to the Executive Director.  
 
If the situation is an emergency and the person is at risk of immediate harm, call the police.  

 
 

How families, children, and young people can raise a safeguarding concern:   
 
Children and young people may choose different members of staff or volunteers to raise their 
concerns to. Where a concern or disclosure is raised, the reporting route to the DSL (as outlined 
above) is followed.  
 
Parents can also raise concerns with any member of staff or volunteer, which can also be passed 
onto the DSL. For regular participants, the details of the DSL are shared with parents/ guardians.  

 
 
CONTACT DETAILS:  
 
Designated Safeguarding Lead- 
Jilly@gainsborough.org  
 
Multi-Agency Safeguarding Hub (MASH):  
Consultation line: 03456 061 499 
 

Local Authority Designated Officer (LADO):  
LADO@suffolk.gov.uk 
0300 123 2044  
 
Police: if a situation is an emergency, call 
999. 

 
Contact us | NSPCC- 0808 800 5000 

mailto:Jilly@gainsborough.org
https://www.nspcc.org.uk/about-us/contact-us/
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DISCLOSURE AND BARRING SERVICE (DBS)  
  
DBS checks form an important part of the museum’s safeguarding procedures. Careful 
consideration is given to what level of DBS check is required for each role. You are only legally 
entitled to carry out an enhanced or enhanced with barred lists DBS check if someone’s position 
is one of those listed in the ‘exceptions order’ of the Rehabilitation of Offenders Act (ROA) 1974 
(Exceptions) Order 1975 and in the Police Act regulations and (for the barred list check) meets 
the definition of regulated activity.   
  
There are two levels of enhanced checks:  
  
1. Enhanced: To be eligible for an enhanced DBS check the position must be included in 
the Rehabilitation of Offenders Act (ROA) 174 (exceptions) Order 1975 and in Police Act 
Regulations. If the answer is yes to the two questions below, then you are entitled to undertake 
an enhanced DBS check.  
  

Does the role involve one of 
the following activities?  

Will the work take place 
regularly?  
  

• Teaching  
• Training  
• Care  
• Supervision  
• Advice  
• Treatment  
• Transportation  
• Being in sole charge  

This is defined as: 
Frequently – once a week 
or more   
  
Or  
Intensively - takes place on 
four or more days in a 30-
day period.   
  
Or   
Overnight – defined as 
between 2am and 6am  

  
  
2. Enhanced with adults and or children’s barred lists check(s): To be eligible to request a 
check of the children’s or adults barred lists the position must meet the DBS definition of 
‘regulated activity’- See appendix 1 for a comprehensive definition of ‘regulated activity’. It is 
important to understand this definition. It is expected that extremely few museum roles would 
fall into this category.   
  
Everyone working at the museum who is eligible is required to undertake an enhanced DBS 
check. Currently, no museum activities are considered ‘regulated activities’ for a enhanced with 
barred list check, but this is reviewed periodically and new checks undertaken immediately on 
the addition of any ‘regulated activities’.   
  
The museum will accept a certificate previously issued by another organisation provided that 
the individual is a member of the update service, and the museum can carry out an instant 
update check. (For further information please see the update service section below).      
  
Prospective employees  
The need for an enhanced DBS, or enhanced DBS check and barred list check, must be made 
evident by the recruiting manager when requesting approval to recruit.    
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Once an individual has been selected for a vacancy requiring an enhanced DBS check, their 
status will be checked by the recruiting manager as part of the recruitment procedure. The 
individual will not be permitted to commence unsupervised work with children and adults at 
risk until their disclosure has been approved. The individual should show their enhanced DBS 
certificate to the recruiting manager as soon as they have received it.   
 
Existing Employees  
Individuals who are currently employed by the museum whose roles are deemed to require an 
enhanced DBS check, or enhanced with barred list check, will be checked every 3 years.   
  
Where an employed individual is about to commence in an activity which is not part of their 
regular duties (e.g. volunteering for an event sleepover) they will also need to apply for an 
enhanced DBS check, or enhanced with barred list check, and have it returned clear before they 
commence this activity.  
  
Contractors and Freelancers  
The need for an enhanced DBS check, or enhanced with barred list check, must be made 
evident by the member of staff contracting services from a contractor or freelancer. The staff 
member needs to consider carefully the question whether they are eligible for either check. The 
individual will not be permitted to commence work until their disclosure is returned and has 
been approved by the museum.  

For contractors employed through a contract for services, the requirement to submit to an 
enhanced DBS check, or enhanced with barred list check, must be included on the contract. 
Their status will then be checked by the museum as part of their procedure. The individual will 
not be permitted to commence work until their disclosure has been approved.  

Volunteers  
The need for an enhanced DBS check, or enhanced with barred list check, must be made 
evident when the volunteer role is created and to the volunteer before they agree to undertake 
that role/task.   
  
Volunteers, who are eligible for an enhanced DBS check, or enhanced with barred list check, will 
be required to undertake one.  
  
Once an individual has been selected for a volunteer role requiring either check, their status will 
be checked by the museum and the relevant paperwork completed where necessary. The 
individual will not be permitted to commence volunteering until their disclosure has been 
approved by the museum.   
 

REVIEW 

This policy will be reviewed annually to ensure it reflects current legislation and best practice. 

This policy is due for its next review in Spring 2027. 

 
Update service  
Checks carried out by other organisations can now be accepted by the museum in certain 
circumstances, using the update service. The update service enables organisations to carry out 
an instant online check on an individual’s enhanced DBS certificate, providing that the 
individual is registered with this service. The museum will seek to use the online update service 
wherever possible. If the post holder is eligible for an enhanced DBS check, they will be asked if 
they are a member of the update service and in addition asked for their permission to allow the 
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museum to check their enhanced DBS certificate. If the answer is yes to both questions, the 
museum will check their enhanced DBS certificate using the online update service. The 
museum takes the refusal of permission very seriously as this may impact on the ability of the 
post holder to carry out the role.    

 
 
  
Designated Safeguarding Lead: 
Jilly Roberts, Learning & Engagement Curator 
 
Gainsborough’s House, 46–47 Gainsborough Street, Sudbury, Suffolk CO10 2EU 
Tel: 01787 372958 E: learning@gainsborough.org 

 

 

APPENDIX 1  

What is ‘regulated activity’?  
  
Regulated activity is work that a barred person must not do.  
  
Since September 2012 the definition of regulated activity has changed. There are now different 
definitions of regulated activity depending on whether you are working with a child or adult at 
risk.  
  
Activities that place a post holder in Regulated Activity with children are:  

1. Unsupervised activities: teach, train, instruct, care or supervise children, or provide advice 
guidance on well-being, or drive a vehicle only for children;  

2. Work for a limited range of establishments (‘specified places’) with opportunity for 
contact: for example, schools, children’s homes, childcare premises.   

  
The museum does not come under the list of ‘specified places’ and therefore only the first point 
above is relevant.  If the activities in point 1 are being conducted under the reasonable day to day 
supervision of another person engaging in regulated activity then it is not regulated activity. It is 
up to the organisation to define what ‘reasonable day to day supervision’ means.   
  
Illustrative example: A Learning Facilitator is regularly (as defined on page 6) teaching groups 
of school children at the museum. This will not be considered regulated activity if it is supervised 
by someone in regulated activity (e.g. a teacher is always present). However, if the Learning 
Facilitator is usually the only adult present in the room then this is considered regulated activity 
and they will be eligible for an enhanced with barred list DBS check.  
  
Points to note:  
The activity must be for children. If it is merely incidental to activity with adults then it is not 
considered regulated activity. For example, if a child comes to a training event put on for adults 
then the trainer would not be engaging in regulated activity.   
  
Activities that place a post holder in regulated activity with an adult (a person aged 18 years 
and over) are:  
  
1. Healthcare for adults provided by, or under the direction or supervision of a regulated 

health care professional (members of peer support groups and first-aiders are excluded)  
2. Personal care for adults involving hands-on physical assistance with washing and dressing, 

eating, drinking and toileting, oral care or care of the skin, hair or nails (excluding only hair-
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cutting); prompting and supervising an adult with any of these tasks because of their age, 
illness or disability; or teaching someone to do one of these tasks   

3. Social work - provision by a social care worker of social work which is required in connection 
with any health services or social services   

4. Assistance with and managing an adult’s cash, paying an adult’s bills or shopping because 
of their age, illness or disability   

5. Assisting in the conduct of an adult’s own affairs under a formal appointment   
6. Conveying adults for reasons of age, illness or disability to, from, or between places, where 

they receive healthcare, personal care or social work   
  

Points to note:  
• For adults at risk these remain regulated activities even if they are conducted under the 

supervision of someone in a regulated activity.   
• An adult is considered at risk at the point of receiving any of the activities outlined above. 

The setting in which the activities take place and the characteristics of the adult receiving 
them are not relevant in deciding whether an adult is at risk.  

• A person whose role involves the day-to-day management or supervision of any person 
engaging in regulated activity, should check with their HR Advisor to assess if their role is 
classed as a regulated activity.   

 
 
APPENDIX 2  
Definitions of child abuse 

The signs of child abuse aren't always obvious, and a child might not feel able to tell anyone 
what's happening to them. Sometimes, children don't even realise that what's happening to 
them is abuse. 

There are different types of child abuse and the signs that a child is being abused may 
depend on the type. For example, the signs that a child is being neglected may be different 
from the signs that a child is being abused sexually. Children of different ages may also 
show different signs of child abuse. For example, a toddler will show different signs that 
they've been sexually abused than a teenager. 

Common signs of child abuse 

Some common signs that there may be something concerning happening in a child’s life 
include: 

• unexplained changes in behaviour or personality 

• becoming withdrawn 

• seeming anxious 

• becoming uncharacteristically aggressive 

• lacks social skills and has few friends, if any 

• poor bond or relationship with a parent 

• knowledge of adult issues inappropriate for their age 

• running away or going missing 

• always choosing to wear clothes which cover their body. 

https://www.nspcc.org.uk/keeping-children-safe/types-of-abuse/


10  
     

These signs don’t necessarily mean that a child is being abused; there could be other things 
happening in their life which are affecting their behaviour, but we can help you to assess 
the situation. 

You may also notice some concerning behaviour from adults who you know have children 
in their care, which makes you concerned for the child/children’s safety and wellbeing. 

Spotting the signs of child abuse | NSPCC 

APPENDIX 3 
Safeguarding Code of Conduct for Staff and Volunteers:  
 
When working with children and/or adults at risk, staff and volunteers are expected to take 
account of the guidance below in the way that they conduct themselves: 
• Staff should take account of participant health, safety, and safeguarding when planning for an 
event.  
• Wherever possible, work in an open environment with children where they can be seen by 
others.  
• Avoid unnecessary physical contact.  
• Avoid taking a child or adult at risk to the toilet, unless another adult is present or another 
adult is aware (this may include a parent, group leader or other responsible person). 
 • In a situation where you are alone with a child or adult at risk, make sure that others can 
clearly observe you.  
• Set expectations of the standards of behaviour required from participants in an activity/event 
and encourage them to accept responsibility for their own performance and behaviour.  
• Where possible, encourage participants in an activity/event to take reasonable steps to ensure 
their own safety and that of others, and to report any inappropriate behaviour they 
experience/witness or any concerns that they may have. 
 • Avoid showing favouritism towards particular participants.  
• Report any concerns or disclosures about students, visiting staff, or volunteers to the 
Designated Safeguarding Lead (DSL).  
• Report any concerns about the DSL or Learning Team to senior management.  
• Avoid personal relationships with a child or adult at risk.  
• It is not appropriate for staff or volunteers to have a physically or emotionally intimate 
relationship with a young person under the age of 18. Particular attention is drawn to the 
provisions of the Sexual Offences Act 2003 which created a new criminal offence of abuse of ’a 
position of trust‘.  
• Staff and volunteers should remember that inappropriate behaviour can also occur over the 
telephone, email, social media or internet. 
 • Do not make suggestive or inappropriate remarks to or about a child or adult at risk, even in 
fun, as this could be misinterpreted. 
 • Participate in training available to you to support you in your work with children and adults at 
risk.  
• First aid treatment should be administered by the accompanying adults in the first instance 
and, if not possible, by GH staff. When GH staff are administering First Aid, this should be given 
with more than one adult present unless a delay would be life-threatening.  
• Do not take children or adults at risk to your home or alternative location which is not related 
to the specific activity/event.  
• Maintain confidentiality about sensitive information where it is appropriate to do so.  
• Seek consent for educational visits to be photographed prior to the event. Consent will also be 
re-obtained on the day by the member of staff taking photographs. If a volunteer would like to 
take a photograph of a group, consent must be obtained by the participant and accompanying 
adult.  

https://www.nspcc.org.uk/keeping-children-safe/spotting-signs-child-abuse/
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APPENDIX 4   
Further information  
  
The Government guidance for DBS eligibility can be found here: 
https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance   
  
The Government overview of the Disclosure and Barring service can be found here: 
https://www.gov.uk/disclosure-barring-service-check/overview   
  

The Government definition of regulated activity (adults) can be found here:  
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi
le/ 216900/Regulated-Activity-Adults-Dec-2012.pdf  

  

The Government definition of regulated activity in relation to children can be found here:  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi
le/ 550197/Regulated_activity_in_relation_to_children.pdf  

https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance
https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance
https://www.gov.uk/disclosure-barring-service-check/overview
https://www.gov.uk/disclosure-barring-service-check/overview
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf

