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1. Safeguarding Children and Vulnerable Adults Policy  

This policy, which is approved and endorsed by the Trustees of PLOT 22, is intended to 
demonstrate the project’s commitment to the safeguarding of children and vulnerable 
adults that are involved in any way with the project. It applies to all management 
committee members and volunteers.  

Principles  
The following principles underpin both this policy and the project’s procedures for the 
safeguarding of children and vulnerable adults.  

• The welfare of children and vulnerable adults is paramount.  

• All children and vulnerable adults without exception have the right to protection from 
abuse regardless of gender, ethnicity, disability, sexual orientation or beliefs  

• Any concerns or allegations with regard to the abuse of children or vulnerable 
adults must be taken seriously by the named Safeguarding Lead, the Safeguarding 
Deputy, the Trustees and volunteers and dealt with appropriately (including referral 
to children’s services, appropriate adult social care services or, in emergencies, to 
the police)  

• Children, parents or other responsible adults must be made aware of this policy and 
the project’s procedures for the safeguarding of children and vulnerable adults as 
appropriate.  

• The project is committed to the safe recruitment of all Trustees and volunteers and 
to their training with respect of this policy and the project’s procedures for the 
safeguarding of children and vulnerable adults.  

• The Trustees, staff and volunteers must recognise that they have an important role 
to play in respect of safeguarding children and vulnerable adults and protecting 
them from all forms of abuse. They are required to enact and support the principles 
set out in this policy and are responsible for following the project’s procedures for 
the safeguarding of children and vulnerable adults. 

  
Associated documents policies and procedures  
This policy is part of an interlocking set of documents, policies and procedures that are 
intended to minimise risk and safeguard the wellbeing of everyone connected with and/
or involved with PLOT 22. The other relevant documents, policies and procedures are:  

• Procedures for the Safeguarding of Children and Vulnerable Adults  
• Health and Safety Policy  
• Equality and Diversity Policy  
• Confidentiality Policy  
• Risk Strategy  
• Risk Assessment Forms and Safety Procedures (Fire, First Aid, Hygiene)  
• Record of Concern  
• What to do if you are concerned about a child/adults welfare document  
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Relevant legislation and guidance  
It is intended that this policy and the project’s procedures for the safeguarding of children 
and vulnerable adults is consistent with the relevant legislation and guidance in these 
fields.  

Monitoring, evaluation and review  
Both this policy and the procedures for safeguarding children and vulnerable adults will be 
subject to a process of ongoing monitoring and evaluation by the Project Manager and 
reviewed every 3 years by the Trustees.  

Contacts and resources  
Brighton and Hove child protection concerns should be directed to: MASH Multi Agency 
Safeguarding Hub (formally ACAS) mash@brighton-hove.gcsx.gov.uk 
01273 290400  

Referrals for extra support should go to:  
Early Help Hub  
earlyhelp@brighton-hove.gcsx.gov.uk 01273 292632  

West Sussex concerns should be directed to:  
CAP (Children’s Access Point) West Sussex County Council cap@westsussex.gcsx.gov.uk 
01403 229900  

East Sussex referrals:  
Hastings and Rother: 01424 724144 Eastbourne Lewes or Wealden: 01323 747373  

Further information and signs and symptoms of abuse can be found at: LSCB Local 
Safeguarding Children Board 
Brighton and Hove: www.brightonandhovelscb.org.uk 
East Sussex: www.eastsussexlscb.org.uk  
West Sussex: www.westsussexlscb.org.uk 
  
Brighton and Hove child protection concerns regarding allegations against volunteers/staff 
who work with children should be directed to: 
LADO Local Area Designated Officer, BHCC, Darrel Clews: 01273 295643  

Brighton and Hove vulnerable adult protection concerns should be directed to:  
Brighton & Hove City Council Adult Social Care  
accesspoint@brighton-hove.gov.uk 01273 295555  
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2. Safeguarding children and vulnerable adults Procedure 

The procedures set out in this document have been endorsed and approved by the 
Trustees of PLOT 22 and are applicable to all Trustees, staff and volunteers. They relate 
specifically to the safeguarding of children and vulnerable adults from abuse and neglect.  

Scope  
The different roles and responsibilities with regard to safeguarding all those visiting or 
working at PLOT 22 are set out in the project’s Risk Strategy and Health and Safety 
Policy, but it is important to stress how this broader differentiation of roles and 
responsibilities impacts on the safeguarding of children and vulnerable adults.  

In particular, all children and vulnerable adults visiting or working at the project will be 
referred by an organisation, a mentor, key worker or other responsible adult and it is the 
responsibility of those persons to:  

• carry out a proper risk assessment of the extent to which any individual that they 
are proposing to bring to the site might pose a risk to any other people who maybe 
at the site including children and vulnerable adults.  

• ensure that children and vulnerable adults know how to behave when attending the 
project, for example induction into the site rules.  

• monitor and evaluate the behaviour of those they are responsible for.  
• In the case of working with schools or organisations, PLOT 22 will request a signed 

Service Level Agreement making clear that should a child or vulnerable adult  
protection concern be raised by PLOT 22 it will be the responsibility of the school / 
organisation to follow up with Social Services as necessary.  

Defining safeguarding  
“the action we take to promote the welfare of children and protect them from harm - is 
everyone’s responsibility. Everyone who comes into contact with children and families 
has a role to play.” Working Together to Safeguard Children Department of Education 
2013 

Defining child protection  
The government defines child protection as; ‘a part of safeguarding and promoting 
welfare. This refers to the activity that is undertaken to protect specific children who are 
suffering, or are likely to suffer, significant harm’ Working Together to Safeguard Children 
Department of Education 2013 

Defining abuse and neglect  
Detailed definitions of abuse and neglect and how to recognise them are set out in the 
‘Sussex Child Protection and Safeguarding Procedures’ (2006) and the ‘Sussex Multi-
Agency Policy and Procedures for Safeguarding Vulnerable Adults’ (2007). Both of these 
documents can be downloaded from the Brighton and Hove City Council website. For 
the purposes of these procedures, short definitions of forms of abuse and neglect of 
children are provided below:  
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• Physical abuse: this may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating, or otherwise causing physical harm to a child  

• Emotional abuse: this is the persistent emotional ill-treatment of a child such as to 
cause severe and persistent adverse effects on the child’s emotional development  

• Sexual abuse: this involves forcing or enticing a child or young person to take part 
in sexual activities whether or not the child is aware of what is happening  

• Neglect: this is the persistent failure to meet a child’s basic physical and/or 
psychological needs, likely to result in the serious impairment of the child’s health 
and development.  

These short definitions are drawn from the ‘Sussex Child Protection and Safeguarding 
Procedures’ (2006). Although definitions of abuse and neglect of vulnerable adults are 
somewhat different, for the purposes of these procedures the above definitions - suitably 
modified - are adequate for understanding what might constitute the abuse or neglect of 
a vulnerable adult.  

Guidance in respect of confidentiality and information sharing  
Trustees, staff and volunteers should, where possible, respect the wishes of children, or 
vulnerable adults, who wish particular information or conversations to be kept 
confidential. But sometimes a balance has to be struck between respecting a child’s or 
vulnerable adult’s wish for confidentiality and the need to safeguard the welfare and 
safety of that child or vulnerable adult. 

The safety and welfare of a child or vulnerable adult must be the overriding 
consideration, so staff and volunteers must always consider safety and welfare when 
deciding whether information about them should be shared. If it is felt that information 
should be shared, the agreement of the child or vulnerable adult to that information 
sharing should be sought. But information should always be shared, without 
consent if necessary, if it is felt that the safety or welfare of a child or vulnerable 
adult is at risk. 

Responsibilities of all PLOT 22 staff and volunteers with responsible roles  

• Having considered the above guidance in respect of confidentiality and information 
sharing, if any member of staff or volunteer has any concerns about the safety or 
welfare of a child or a vulnerable adult they should immediately report their 
concerns to the Safeguarding Lead and Project Manager (or Safeguarding Deputy, 
if absent) and where appropriate, to that person’s mentor, key worker or other 
responsible adult straightaway (please see Contact List in Appendix for 
Safeguarding Lead/Deputy contact details).  

• If any member of staff or volunteer has any concerns about the behaviour or actions 
of any person working at or visiting the project, they should report their concerns to 
the Safeguarding Lead (or Safeguarding Deputy, if absent) and, where appropriate, 
to that person’s mentor key worker or other responsible adult straightaway (see 
Contact List in Appendix).  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Responsibilities of PLOT 22: PLOT 22 must ensure that:  

• There is always a named person and deputy who have clearly defined roles in  
respect of the safeguarding of children and vulnerable adults. This named person is 
presently Safeguarding Lead and Project Manager, Emma Houldsworth. The 
Safeguarding Deputy is Trustee, Bunty Dann.  

• The named person will have successfully completed suitable training (updated 
every 3 years) so as to enable them to identify and make referrals to appropriate 
professional agencies and keep appropriate secure records and will cascade this to 
the deputy and other volunteers with responsible roles.  

• PLOT 22 has a strict lone working policy and procedure. Staff and volunteers 
must not work alone with children or vulnerable adults unless they have an 
enhanced DBS check.  

• Currently, the Project Manager is responsible for ensuring that necessary DBS 
checks are carried out and reapplied for every 3 years.  

• Where it has not been possible to obtain a DBS check for a volunteer they will not 
work unsupervised with children or vulnerable adults.  

• All staff and volunteers working with children are monitored and supervised and 
have opportunities to learn about safeguarding children and vulnerable adults in 
accordance with their roles and responsibilities.  

• Activities will comply with staff to child ratios considered safe and appropriate for 
the age of the children participating.  

• Any complaint regarding the behaviour of any member of staff, Trustee or volunteer 
will be dealt with by Safeguarding Lead, or Safeguarding Deputy, as soon as is 
practicable. See Contact List in Appendix.  

 
Responsibilities of Safeguarding Lead (or Deputy, if absent)  
• In the event of someone expressing concerns about the safety or welfare of a child 

or a vulnerable adult or about the behaviour or actions of any person working or 
visiting the project, the Safeguarding Lead (or Deputy, if absent) should immediately 
discuss these with any relevant mentor, key worker or other responsible adult and, 
where necessary, refer these concerns to the appropriate agency/agencies. Under 
no circumstances should any volunteer/staff take concerns directly to any 
other agency without consulting the named Safeguarding Lead or Deputy 
first.  

• The Safeguarding Lead (or Deputy if absent) will record details of any incident, 
concerns or referral on Record of Concern Forms, which will be stored securely, 
away from the project site. Specific details on these forms will be kept for a period 
of six years. 

• The Safeguarding Lead (or Deputy if absent) will ensure that, as appropriate, all 
children and vulnerable adults are told about the safeguarding policies and 
procedures of the project and that she is the person to approach if they have 
concerns. Similarly, she will ensure that all persons visiting or working at the project 
are aware of how they can make a complaint about unacceptable and/or abusive 
behaviour towards children or vulnerable adults (see attached procedure 
documents).  
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3. Equality And Diversity Policy  

1. PLOT 22 is committed to eliminating discrimination and promoting equal 
opportunities for all within the community.  

2. We will seek to ensure equality of opportunity, treatment and access to services for 
all through our activities. To this end, no individual or group using the site of, or 
services from, the Project will be treated less or more favourably than any other 
individual or group because of their sex, sexual orientation, marital status, 
responsibilities for dependants, race, colour, nationality, ethnic origin, religious or 
cultural beliefs, trade union or political activity, age or disability in compliance with 
the Equality Act 2010.  

3. We will abide by the Equal Pay Act 1974, Sex Discrimination Act 1975, Disabled 
Persons (Employment) Act 1944, Rehabilitation of Offenders Act 1974, Race 
Relations Act 1976 as amended by the Race Relations (Amendment) Act 2000, 
Disability Discrimination Act 1995 and all other relevant legislation.  

4. We will seek to identify the needs of disadvantaged groups in our areas of operation 
and seek to establish close links with such groups. We will actively promote the use 
of our services by disadvantaged groups.  

5. In carrying out their duties our volunteers and Trustees will be mindful of our 
commitment to equality of opportunity for all.  

6. In the composition and operation of our Trustees and volunteer base, we will be 
mindful of our commitment to equality of opportunity for all.  

7. We are committed to providing a caring, friendly and safe environment for all of our 
guests so they can visit in a relaxed and secure atmosphere. Bullying of any kind is 
unacceptable at PLOT 22.  

8. If bullying does occur, any person should be able to tell a member of the board of 
trustees and know that incidents will be dealt with promptly and effectively. 
Perpetrators of bullying behaviour will be asked to leave the project by the Project 
Manager with immediate effect.  

9. The PLOT 22 project is based within the wider Weald Allotment site community and 
so we ask all PLOT 22 guests treat other community members with respect at all 
times.  

10.The policies, practices and procedures of PLOT 22 will be regularly reviewed to 
ensure that they do not discriminate directly or indirectly against individuals or 
groups. Changes to policies, practices and procedures will be made where it is 
found that such discrimination is, or has been, taking place.  
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4. Confidentiality Policy  

1. All staff and volunteers at PLOT 22 will respect any information shared by participants 
of activities held at PLOT 22 as confidential and will maintain confidentiality within the 
project at all times. Confidentiality will only be broken if it is feared that someone may 
come to harm or an illegal action may occur. In such cases information will be shared 
appropriately with the Safeguarding Lead (or Safeguarding Deputy, if absent).  

2. In the same way information shared between the staff and volunteers will also be 
respected as confidential within the project.  

3. PLOT 22 will keep any records of personal details of staff, volunteers or participants in 
a locked box and in accordance with Data Protection Law. Only the Project Manager, 
Trustees and session facilitators/leads with responsibilities will have access to this 
information. 

4. Signed photo permission forms will be used for obtaining consent to use photographs 
of all participants (including children and young people) for the website and any printed 
materials.  

5. Any photographs or videos that accidentally include participants who have not 
consented to photo permissions will be deleted immediately.  

6. All photographs taken of participants on site will be removed/downloaded from mobile 
devices as soon as possible and stored on the Project Manager’s computer in 
password-protected files.  
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5. Privacy Policy  

Purpose and Scope:  

This policy explains when and why we collect personal information about people. How we 
use it, the conditions under which we may disclose it to others and how we keep it secure. 
This policy applies to anyone that uses the PLOT 22 website, receives our newsletter, or 
expresses interest in our events. (A link to this policy appears on our website and 
newsletter) 

Policy Statement: PLOT 22 is committed to protecting and respecting your privacy.  

How do we collect information from you? We obtain information about you when you 
use our website, for example, when you contact us about products and services, to make 
a donation, or if you register to receive our newsletter.  

What type of information is collected from you? The personal information we collect 
might include your name, address, email address, IP address, and information regarding 
what pages are accessed and when. If you make a donation online or purchase a product 
from us, your card information is not held by us, it is collected by our third party payment 
processors, who specialise in the secure online capture and processing of credit/debit card 
transactions, as explained below. If you visit PLOT 22 we will keep a record of which 
project you connect with and may ask you for some personal information to help us make 
the session enjoyable and safe.  

How is your information used?  
We may use your information to:  
to facilitate the safe and effective running of our sessions and events and to send updates; 
process a donation that you have made;  
process orders that you have submitted;  
to carry out our obligations arising from any contracts entered into by you and us;  
seek your views or comments on the services we provide;  
notify you of changes to our services;  
send you communications which you have requested or that may be of interest to you. 
These may include information about campaigns, appeals, other fundraising activities, 
promotions of our goods and services;  
process a grant or job application.  

We review our retention periods for personal information on a regular basis.  
We are legally required to hold some types of information to fulfil our statutory obligations.  
We will hold your personal information on our systems for as long as is necessary for the 
relevant activity, or as long as is set out in any relevant contract you hold with us.  

Who has access to your information?  
We will not sell or rent your information to third parties.  
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We share information with defined project partners where necessary for the running of the 
project. We will not share your information with third parties for any purpose accept where 
a safeguarding concern is raised. 

Third Party Service Providers working on our behalf:  
We may pass your information to our third party service providers, agents sub-contractors 
and other associated organisations for the purposes of completing tasks and providing 
services to you on our behalf (for example to process donations and send you mailings).  
However, when we use third party service providers, we disclose only the personal 
information that is necessary to deliver the service and we have a contract in place that 
requires them to keep your information secure and not to use it for their own direct 
marketing purposes. Please be reassured that we will not release your information to third 
parties for them to use for their own direct marketing purposes, unless you have requested 
us to do so, or we are required to do so by law, for example, by a court order or for the 
purposes of prevention of fraud or other crime.  
When you are using our secure online donation pages, your donation is processed by a 
third party payment processor, who specialises in the secure online capture and 
processing of credit/ debit card transactions. If you have any questions regarding secure 
transactions, please contact us. We may transfer your personal information to a third party 
if we’re under a duty to disclose or share your personal data in order to comply with any 
legal obligation or to enforce or apply our terms of use or to protect the rights, property or 
safety of our supporters and customers. However, we will take steps with the aim of 
ensuring that your privacy rights continue to be protected. 

Your choices: 
As of the 25/5/18 we will not subscribe you to our newsletter list unless you have given 
your explicit consent. We will not contact you for marketing purposes by post. You can 
change your preferences, withdraw your consent or ask us to delete your information at 
any time by contacting us by email: info@plot22.org  You can unsubscribe from our 
newsletter using the link in the email.  

How you can access and update your information. The accuracy of your information is 
important to us, if you change email address, or any of the other information we hold is 
inaccurate or out of date, please email us at info@plot22.org  Alternatively, you can 
telephone 07717 467 862. You have the right to ask for a copy of the information we hold 
about you. Security precautions in place to protect the loss, misuse or alteration of your 
information. When you give us personal information, we take steps to ensure that it’s 
treated securely. Non-sensitive details (your email address etc.) are transmitted normally 
over the Internet, and this can never be guaranteed to be 100% secure. As a result, while 
we strive to protect your personal information, we cannot guarantee the security of any 
information you transmit to us, and you do so at your own risk. Once we receive your 
information, we make our best effort to ensure its security on our systems.  

Links to other websites: Our website may contain links to other websites run by other 
organisations. This privacy policy applies only to our website‚ so we encourage you to read 
the privacy statements on the other websites you visit. We cannot be responsible for the 
privacy policies and practices of other sites even if you access those using links from our 
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website. In addition, if you linked to our website from a third party site, we cannot be 
responsible for the privacy policies and practices of the owners and operators of that third 
party site and recommend that you check the policy of that third party site.  

16 or under: We are concerned to protect the privacy of children aged 16 or under. If you 
are aged 16 or under‚ please get your parent/guardian’s permission beforehand whenever 
you provide us with personal information.  

Transferring your information outside of Europe: As part of the services offered to you 
through this website, the information which you provide to us may be transferred to 
countries outside the European Union (“EU”). By way of example, this may happen if any 
of our servers are from time to time located in a country outside of the EU. These countries 
may not have similar data protection laws to the UK. By submitting your personal data, 
you’re agreeing to this transfer, storing or processing. If we transfer your information 
outside of the EU in this way, we will take steps to ensure that appropriate security 
measures are taken with the aim of ensuring that your privacy rights continue to be 
protected as outlined in this policy. If you use our services while you are outside the EU, 
your information may be transferred outside the EU in order to provide you with those 
services.  

Review of this policy: We keep this privacy policy under regular review. The privacy 
policy was last updated in April 2018. 
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6. Risk Strategy  

PLOT 22 and surrounding allotments are by their very nature a challenging and risky 
environment. We require schools and all other organisations to carry out their own 
risk assessments and take overall responsibility for those in their care. 
Responsibilities for the management of risk in respect of safeguarding all those involved 
in, attending or visiting the project are therefore divided along the following lines.  

PLOT 22 is responsible for:  

• Drafting and supplying a regularly reviewed and updated risk assessment of the 
allotment site to those responsible for bringing children, vulnerable adults and any 
other visitors to the site  

• Ensuring that all workers and volunteers are fully appraised of the risk assessment 
and how to minimise those risks as far as is practicable  

• Ensuring that all workers and volunteers are properly aware of and, where 
appropriate, trained in respect of relevant health and safety issues  

• Ensuring that a named person trained in first aid is at the site whenever it is open 
for work days  

• Ensuring that Trustee members and volunteers who lead events for children or 
vulnerable adults at PLOT 22 have had an enhanced DBS check. 

  
Those persons (responsible adults) who bring children, vulnerable adults or other 
visitors to the site are responsible for:  

• Appraising themselves of the detail of the site risk assessment provided by PLOT 
22  

• Providing an induction to all new persons visiting the site, familiarising them with 
any site rules and relevant issues relating to risk  

• Carrying out a proper risk assessment in respect of those risks faced by the group 
of persons they are proposing to bring to the site  

• Carrying out a proper risk assessment of the extent to which any individual that they 
are proposing to bring to the site might pose a risk to any other people who maybe 
at the site including children, vulnerable adults, workers and volunteers  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7. Health & Safety Policy & Procedures  

Introduction 

The PLOT 22 Trustees accept ultimate responsibility for health and safety and are 
committed to ensuring that these responsibilities are fully discharged throughout the 
organisation.  

PLOT 22 Trustees consider health and safety to be a core management function and 
therefore will ensure that the necessary resources are available to implement the policy 
successfully. This includes ensuring that the policy is communicated effectively and that 
staff and volunteers are competent to fulfill their health and safety roles.  

PLOT 22 Trustees accept that successful health and safety management can only be 
achieved through planning, and that the policy must be regularly reviewed and developed. 
The primary responsibility for implementing the policy lies with the Project Manager.  

Scope  
This policy applies throughout PLOT 22 being a requirement of the Health & Safety at 
Work Act 1999. It is the primary Health & Safety document within PLOT 22 and is 
supported by our Risk Strategy and Risk Assessment forms and Health and Safety 
procedures.  

Safety statement  
PLOT 22’s policy is to provide and maintain safe and healthy working conditions, 
equipment and systems of work for all staff and volunteers, and to provide such 
information, training and supervision as is needed for this purpose. PLOT 22 also accepts 
responsibility for the health and safety of other people who may be affected by its activities 
as set out in our Risk Strategy.  

Organisational arrangements  
Overall and final responsibility for health and safety in PLOT 22 is that of the Trustees. The 
Trustees are responsible for the overall operation of the health and safety policy, including 
policy implementation and review and investigating serious accidents.  

The Project Manager is responsible for ensuring that risk assessments are in place 
throughout the organisation and reviewed annually.  

The Project Manager is responsible for the day-to-day operation of the health and safety 
policy and for recording all accidents and reporting serious accidents or near misses to the 
Trustees and where appropriate RIDDOR. These records are kept in an appropriate 
Accident Book for six years from the date of the incident.  

We will safeguard children and vulnerable adults participating in activities at PLOT 22 in 
accordance with our Procedures for Safeguarding Children and Vulnerable Adults.  
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All employees and volunteers have a responsibility to co-operate with outside 
organisations to achieve a healthy and safe working and learning environment and to take 
reasonable care of themselves and others.  

Whenever a staff member or volunteer notices a potential or actual health and safety 
problem that they are not able to put right they must inform the Project Manager.  

Staff, volunteers and visitors should be made aware of the problems caused by extremes 
of weather i.e. heat and sun, cold, heavy winds, heavy rain etc. and advised on what is 
suitable clothing and footwear for working outside. They should also be made aware that 
very young children and those with disabilities may need assistance to safely use the 
compost toilet and this should be done respectfully.  

Everyone participating in PLOT 22 sessions will be given advice and guidance on the 
correct use of tools and it is their responsibility to follow these. An inventory checklist of 
equipment and tools kept on site will be reviewed annually, to ensure they are safe and fit 
for use.  

Before anyone conducting a group activity uses knives or fire on site they must conduct a 
Safe Knife Use Risk Assessment and Safe Fire Risk Assessment and ensure 
participants have been inducted into safe behaviours and the identified actions have been 
taken to minimize risk. This includes making participants aware of potential toxic plants 
and fungus present on site.  

All staff and volunteers must complete a Health & Safety Induction and give signed 
agreement that they have read and will abide by this Health and Safety Policy and follow 
the attached procedures relating to Fire, First Aid, Food Safety and Hygiene.  
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8. General Fire Procedure  

SCENARIO A: During a regular volunteer session  
1. In the event of an accidental fire, raise the alarm to the Project Manager  

2. Project Manager to call 999 - The address of the allotment is, Weald Allotments, Weald 
Avenue, Hove BN3 7JN  

3. Volunteer with responsibilities to take gate key and evacuate all participants by 
whichever route is the safest to the Assembly Point: the car park by the main site entrance 
Weald Avenue  

4. Volunteer with responsibilities to open the gates and wait for Fire Brigade to arrive  

3. Project Manager to attack the fire only if safe to do so, using the fire extinguisher kept in 
the cabin  

4. Volunteer with responsibilities to account for all participants and report to Project 
Manager at assembly point  

5. If possible, Project Manager to raise the alarm to neighbouring plot holders or the Site 
Representative (who can be located in the shop, at main entrance). 

SCENARIO B: During workshops run by external practitioners  
1. Raise the alarm to the Volunteer with responsibilities  

2. Volunteer with responsibilities to call 999 - The address of the allotment is, Weald 
Allotments, Weald Avenue, Hove BN3 7JN  

3. Session Leader to take gate key and evacuate all participants by whichever route is the 
safest to the Assembly Point: the car park by the main site entrance Weald Avenue  

4. Session Leader to open the gates and wait for Fire Brigade to arrive  

3. Volunteer with responsibilities to attack the fire only if safe to do so, using the fire 
extinguisher kept in the cabin  

4. Session Leader to account for all participants  

5. If possible, volunteer with responsibilities to raise the alarm to neighbouring plot holders 
or the Site Representative (who can be located in the shop, at main entrance)  

6. Once the situation has been resolved, contact the Project Manager and fill out an 
incident form. 

SCENARIO C: If alone on the PLOT  
1. In the event of a fire call 999 - The address of the allotment is, Weald Allotments, Weald 
Avenue, Hove BN3 7JN  

2. Attack the fire only if safe to do so, using the fire extinguisher kept in the cabin  

3. Leave the plot, go the main entrance on Weald Avenue, open the gates and wait for the 
Fire Brigade  

PLOT 22 Safeguarding Policies & Procedures  
Updated April 2019  

Page �  of �15 33



4. If possible, raise the alarm to neighbouring plot holders or the Site Representative (who 
can be located in the shop, at Weald Avenue entrance).  

5. Once the situation has been resolved, contact the Project Manager and fill out an 
incident form.  

DO NOT TAKE RISKS  

DO NOT RETURN TO THE PLOT UNTIL THE FIRE BRIGADE HAVE INFORMED YOU 
THAT IT IS SAFE TO DO SO  

Fire Circle Risk Policy  
Using the fire circle: PLOT 22 expects participants to take responsibility for their personal 
safety and that of others in the session when any fire is involved. A responsible adult must 
supervise fire circle activities at all times. If children or young people are present consider 
the ratio of adults to children. Demonstrate the safety rules to the group each time.  

Risk factors and safety rules: 
1. A burn from flames or embers Children must sit or stand outside the 1 metre safety 
zone of the fire that is marked by the wooden stumps. They must only approach the fire 
when invited to do so by a supervising adult. If anyone needs to move around the circle 
they must walk around the outside of the fire safety zone. Do not throw wood or other 
objects into the fire. If stick ends are held in the fire for cooking they must be properly 
extinguished or completely placed in the fire when finished with. No-one must walk around 
the PLOT with burning stick ends.  

2. Smoke inhalation Move out of the line of smoke if necessary by moving around the 
outside of the circle. Keep the smoky side of the fire clear.  

3. A burn whilst cooking Ensure crowding does not occur. Keep participant numbers low. 
Use protective heat gloves when handling hot cooking equipment. Have all the equipment 
you need ready to hand before you begin. Keep hot equipment away from walkways and 
other activities. Make sure participants are aware of the hot equipment in use. Ensure 
toasting or damper sticks are of adequate length. Keep a bucket of clean water positioned 
nearby to immediately cool any burns.  

4. Surrounding material or clothing catching fire  
Keep a bucket of water nearby and visible. Responsible adults should be first aid trained 
and have rehearsed performing emergency first aid for burns. Have a bucket of water near 
the fire to douse the ground and pour over the fire at the end of the session. Ensure all 
embers are properly extinguished at the end of the session.  
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9. First Aid Procedure  

If a participant becomes injured or ill during a session:  

Alert the Project Manager / Session Leader / First Aider 
Project Manager / First Aider to assess the severity of the situation 

  

999 Emergency  
1. Project Manager/First Aider to contact the emergency services on 999  

2. Keep the patient comfortable and monitor any changes in their condition until the 
paramedics arrive – volunteer to open gate and direct Paramedics to plot  

3. If appropriate call the participants named emergency contact - registration forms are in 
the locked box  

4. If appropriate, end the session and send participants home  

5. Once the situation has been resolved, fill out an incident form and file it in the locked 
box  

6. If not already present, inform the Project Manager  

Non- 999 emergencies  
1. Alert the Project Manager/Session Leader/First Aider 
2. Administer basic first aid as required using first aid kit in cabin  

3. If appropriate call the participants named emergency contact and/or arrange transport 
home - registration forms are in the locked box 
Keep the patient comfortable and monitor any changes in their condition until the transport 
home arrives  

4. Once the situation has been resolved, fill out an incident form and file it in the locked 
box  

5. If not already present, inform the Project Manager  
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Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR)  

Project Manager to consult definitions online and call RIDDOR if appropriate.  

For reporting fatal and major injuries only: 0845 300 9923 (Monday-Friday 8.30am-5pm) 
All other incidents to be reported online: www.hse.gov.uk/riddor 



10. Food Safety and Hygiene Procedures  

Hand Washing 

Before you prepare, cook or eat any food on site, wash your hands thoroughly at the hand 
washing station with soap and water and then use the hand-sanitiser provided. Please 
inform the Session Leader if any hand washing supplies have run out.  

Food Preparation  
Wash all fresh fruit and vegetables thoroughly in clean tap water before cooking or serving.  
Make sure any food preparation surfaces or equipment you use are clean before chopping 
or preparing any food on site. If in doubt wash them.  
If food is heated, make sure that it is piping hot throughout. 
If not being eaten immediately, keep food covered and out of the sun.  
Make sure any table surfaces used for eating are thoroughly wiped clean with anti- 
bacterial spray  

Washing-up  
There are two washing up bowls, one for cleaning and one for rinsing Please pour any 
waste washing-up water onto the compost heap  

Food safety checks  
The Project Manager carries out regular checks on all areas of food safety on the PLOT. 
Please inform the Project Manager of any food safety/hygiene concerns you have.  

Disclaimer: Please note any food consumed at the PLOT that has not been prepared 
on site, or food taken home and re-heated/cooked is eaten at participants’ own risk.  
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11. Compost Toilet procedures  

1. Session leaders to explain how to use compost toilet to all new participants  
2. All participants to follow the instructions written in the toilets  
3. Session leaders to unlock and check toilets before each session and re-stock toilet 

supplies as required, (loo roll, hand sanitiser, sanitary bags)  
4. Session leaders to lock-up toilets and empty bin after each session 
5. Project Manager to keep toilets dry with regular sawdust and straw 
6. Project Manager to monitor safe levels and storage of toilet waste/compost  
7. Once toilet is full, Project Manager to ensure the waste is rested for a year before it is 

incorporated into the garden safely (away from root vegetables and fast growing leaf 
crops). 

12. Control of Substances Hazardous to Health Procedure (COSHH) 

1. All new participants to be given a safety tour, including possible hazards  
2. All volunteers with responsibilities to be given relevant information on site hazard 

awareness, prevention and possible treatment/care in the event of an accident  
3. Project Manager to keep all participants updated with any seasonal organic hazards 

(mushrooms, foxgloves) and using signage where applicable  
4. Tool shed door to be kept closed when not in use  
5. No unaccompanied children in the tool shed  
6. All tins of paint, varnish etc. to have secure lids and be clearly labeled  
7. All participants to check with the Project Manager before removing or using any paints 

or substances from the shed  
8. Project Manager to advise participants on appropriate safety procedures or safety 

equipment when using tools or paints from shed  
9. Volunteers to advise Project Manager of any concerns they may have.  
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13. What to do if you have concerns about a child’s welfare: 

The 5 R’s: Recognise Respond Report Record Refer  

Recognise  
You may have a concern arising from an observation of a child’s behaviour or state of 
health that persists over a period of time  

You may have a concern arising from a disclosure from a child  

Respond  
Do  
Take it seriously 
Listen and reassure the child that they have done the right thing in telling you Write down 
what they have said afterwards 
Get support for the child and yourself 
Stay calm for the child’s sake 
Let the child know you will have to tell someone else in order to keep them safe  

Don’t 
Do nothing and assume someone else will do something 
Promise not to tell anyone else 
Ask the child leading (closed) questions, such as ‘did your mum / dad do that to you?’ 
Express disbelief in what the child is saying 
Seem to tell the child off, (‘why didn’t you tell me before?’) 
Don’t panic!  

Report  
As soon as is possible discuss your concerns with the Safeguarding Lead (or Deputy 
Safeguarding Lead, if absent).  

Record  
Record concerns on a Record of Concern form (kept in wall file in cabin).  

Refer  
Safeguarding Lead (or Deputy, if absent) to contact local authority: (MASH 
mash@brighton-hove.gcsx.gov.uk 01273 290400) 
Low concern - ask MASH for advice informally over the ‘phone High concern - use Record 
of Concern form as a formal referral  

Safeguarding Lead (or Deputy) only to speak to parent or carer once they have received 
advice from MASH and to record all information on Record of Concern form.  

Safeguarding Lead (or Deputy) to record advice from MASH any actions/ or no further 
action on Record of Concern form and report back to the Trustees.  

Safeguarding Lead (or Deputy) to feedback any action taken to the person who raised the 
original concern.  
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What to do if you have concerns about an adult’s welfare:  

The 5 R’s: Recognise Respond Report Record Refer  

Recognise  
You may have a concern arising from an observation of an adult’s behaviour or state of 
health that persists over a period of time  

You may have a concern arising from a disclosure from an adult  

Respond 
Do  
Take it seriously 
Listen and reassure them that they have done the right thing in telling you Write down 
what they have said afterwards 
Get support for them and yourself 
Stay calm for the their sake  
Let them know you will have to tell someone else in order to keep them safe  

Don’t  
Do nothing and assume someone else will do something 
Promise not to tell anyone else 
Ask them leading (closed) questions, such as ‘did your support worker do that to you?’ 
Express disbelief in what they are saying 
Seem to tell them off, (‘why didn’t you tell me before?’) 
Don’t panic!  

Report  
As soon as is possible discuss your concerns with the Safeguarding Lead (or Deputy 
Safeguarding Lead, if absent).  

Record  
Record concerns on a Record of Concern form (kept in wall file in cabin).  

Refer  
Safeguarding Lead (or Deputy if absent) to contact local authority: Brighton & Hove City 
Council Adult Social Care accesspoint@brighton-hove.gov.uk 
01273 295555  

Low concern – ask for advice informally over the ‘phone 
High concern - use Record of Concern form as a formal referral  

Safeguarding Lead (or Deputy) only to speak to support worker or carer once received 
advice from Brighton & Hove City Council Adult Social Care and to record all information 
on Record of Concern form.  

Safeguarding Lead (or Deputy) to record advice from Brighton & Hove City Council Adult 
Social Care any actions/ or no further action on Record of Concern form and report back to 
the Trustees.  
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General Site Use Risk Assessment  

DESCRIPTION OF 
HAZARD

CONSEQUENCES 
OF HAZARD 

PERSON 
AT RISK 

CURRENT CONTROL MEASURES

Trips, sprains and falls 

on uneven surface & 

slopes

scratch/graze to 

major injury 

All Warn people of the hazards and point out potential dangers upon arrival. 

Choking on food or 

drink & food poisoning 

minor injury/mild 

illness to serious 

illness or death 

All Warn people of the hazards. Ensure there is a qualified appointed person (First aider) 

amongst the workers. Leaders to have emergency contact numbers for all young people & 

school.

Sharp tools, gardening 

and carpentry 

equipment 

scratch/minor cut to 

major Injury  

All users 

of tools  

Instruction regarding appropriate tools to use, and safety equipment if necessary. High 

level of close supervision. Ensure there is a qualified appointed person (First aider) 

amongst the workers and a first aid kit on hand.

Visitors to PLOT 22 

displaying anti- social 

or violent behaviour

scatch/graze to 

major injury 

All Clear ground rules & consequences discussed and agreed by session facilitators/

volunteers and visitors. Individuals risk assessed as required. 

Bonfire mild burn to major 

injury  

All Young & vulnerable people supervised by experienced staff. Clear ground rules & 

consequences discussed and agreed by workers and young people. High level of close 

supervision. Ensure there is a qualified appointed person (First aider) amongst the 

workers. Bucket of water by fire and a first aid kit on hand. 

Brambles, nettles, 

insect stings, sharp 

branches 

scratch/sting to 

major injury 

All Raise awareness of potential dangers. Ensure a high level of close supervision. Ensure 

there is a qualified appointed person (First aider) amongst the workers and a first aid kit on 

hand. 

Weather- Sun/Heat, 

Rain Cold, Wind

minor injury to 

major injury 

All Cancel sessions if the weather is too extreme. Provide shelter, water, hot drinks & sun 

cream as appropriate. Ask people to bring appropriate clothing and footwear. 

Repetitive movements 

and lifting 

minor backache 

and sprains to 

major injury 

All Demonstrate safe methods of work. Have a high level of close supervision. Ensure there 

is a qualified appointed person (First aider) amongst the workers and a first aid kit on 

hand. 

Young/vulnerable 

people working 

alongside members of 

the public who are not 

DBS checked. 

Access to young 

and vulnerable 

potentially leading 

from significant to 

major injury 

Young / 

vulnerabl

e  

PLOT Trustees to be DBS checked along with volunteers with responsibilities to ensure 

young/vulnerable people are not left without the supervision of a DBS checked person 

Pond getting wet to 

drowning / death 

Young / 

vulnerabl

e 

Young & vulnerable people supervised by experienced staff. Make all aware of potential 

dangers. Must use the viewing platforms when pond-dipping.

Toxic plants and fungi mild discomfort to 

death  

All All participants to be made aware that under no circumstances are fungi to be handled or 

eaten. No plants to be eaten until authorised as safe by supervising adult. All supervising 

adults to be familiar with the toxic plants present at PLOT 22 as part of their Induction. 

Have a high level of supervision for children and vulnerable adults. In the event that 

someone does eat toxic plants/fungi medical attention must be immediately sought. 

Activity Assessed: All activities open to volunteers at PLOT 22  

Assessor: Emma Houldsworth, Project Manager 

Date: 03/2019 Review Date: 03/2020
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Safe Fire Use Risk Assessment  

! 

Responsible adult to supervise at all times  
No activity may be carried out where there is a risk factor of 10 or above. 

Type of Hazard Surrounding 

material 

catching fire  

Burn while cooking  Smoke inhalation  Burn from flames/embers

Likelihood of 

occurrence

2 3 3 3

Hazard Severity 4 4 3 4

Risk Factor 8 12 9 12

Action to be taken to 

reduce risk 

Always have water 

near fire to douse 

the ground and 

pour over the fire 

at the end of the 

session. 

Keep water bucket 

in an obvious and 

clear spot.   

Make everyone 

aware that all black 

parts of the 

woodstove get hot.

Ensure ‘crowding’ does not 

occur by keeping participants 

around the fire to a safe number. 

Make sure toast/damper sticks 

are of adequate length Cook 

over hot embers rather than 

flame. 

Make everyone aware that all 

black parts of the woodstove get 

hot.  

Make participants aware that they 

may move out of the line of smoke 

if necessary. 

Keep smoky side of the fire clear  

Make sure all participants stay 

outside the 1.0m safety zone 

of the fire, marked with logs. 

Tell participants they may only 

walk around the outside of the 

‘fire circle’ if they need to 

move.  

Ensure participants are told 

not to throw wood into fire or 

walk around with burning 

sticks.  

Make everyone aware that all 

black parts of the woodstove 

get hot. 

New likelihood of 

occurrence 

1 1 1 1

New hazard 

severity

4 4 3 4

New risk factor  4 4 3 4

Activity Assessed: General Use of the Fire Circle, Pizza Oven, Wood-burning Stove  

Assessor: Emma Houldsworth, Project Manager 

Date: 04/2019 Review Date: 04/2020
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Safe Knife Use Risk Assessment  

Responsible adult to supervise at all times. Suitable ratio of trained adults to persons with tools.  
No activity may be carried out where there is a risk factor of 10 or above. 

Type of hazard Storage Breakage/

damage of tool

Slipping when using/

bouncing off

Cut to user and/or 

other participants

Transportation 

around site

Likelihood of 

occurrence

2 2 2 3 2

Hazard 

Severity 

4 4 4 4 4

Risk Factor 8 8 8 12 8

Action to be 

taken to 

reduce risk 

Keep in storage 

until instructed 

Account for 

number off tools 

given out and 

returned back in  

Regular and 

effective 

maintenance of 

tools All issues 

reported and 

noted 

immediately

Tools kept sharp and 

usable 
No gloves to be worn 

when using  

Knives to be used 

with a safe working 

distance of an arms 

length of the 

Knives stored until 

participants know the 

procedure Knife to be 

in sheath when in 

transit  

New likelihood 

of occurrence 

1 1 2 2 1

New hazard 

severity

4 4 4 4 4

New risk factor 4 4 8 8 4

Activity Assessed: Safe knife use across all sessions  

Assessor: Emma Houldsworth, Project Manager 

Date: 04/2019 Review Date: 04/2020
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Safe Pond Use Risk Assessment - Pond Dipping Activities 

Responsible adult to supervise at all times. Suitable ratio of trained adults to participants.  
No activity may be carried out where there is a risk factor of 10 or above. 

Type of hazard Pathogens/disease (especially Weil’s disease) Water bodies (drowning)

Likelihood of occurrence 2 2

Hazard Severity 5 5

Risk Factor 10 10

Action to be taken to 

reduce risk 
• Check area for dog faeces – remove using bags 

• Check that antibacterial hand wash is available 

• Check for active rodent control around ponds  

• Advise of pros & cons of using disposable latex or 

rubber gloves 

• Advise that all cuts and abrasions are covered by  

waterproof plasters 

• Advise of possible allergies to gloves/plasters 

• Advise that hands are kept away from mouth at all 

times 

• Check that tables are wiped  before eating or doing  

paperwork 

• Check that hands are washed before eating and/

or leaving the site 

• Catering facilities kept and washed separately from 

field equipment 

• Provide post visit health & safety advice re. Weil’s 
disease

• Pond dipping activities especially with 

young & vulnerable people to be 

supervised by experienced host.  

• Make all aware of potential dangers. Must 

use the viewing platforms when pond-

dipping.  

• Ensure parents are aware of ponds and 

closely supervise young children at all 

times when on site.

Residual risk factor 6 4

Activity Assessed: Safe knife use across all sessions  

Assessor: Emma Houldsworth, Project Manager 

Date: 04/2019 Review Date: 04/2020
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Incident/Accident Form  

Name of event:

Person in charge:

Name of injured person:

Address of injured person:

Nature of incident/accident:

Date and time of incident/
accident:
Venue where incident /
accident took place:
Explanation of how and where 
the incident/accident 
happened:

Explain the action taken (e.g. 
First Aid, First Aider’s name 
etc.)

Were any of the following 
contacted?

What happened to the injured 
party after the incident/
accident happened? 
(e.g. went home, went to 
hospital, carried on etc.

Name:  

Signature:  

Date:

�

�

�  �

�
! Ambulance/Paramedic 
! Parent/Guardian/Emergency contact 
! Police  
! Referring organization/Support Worker 
�

�

�

�

Details of the person filling in 
this form:  
!

�  �
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Record of Concern Form - Child  

Date: Your name:

Name of child and parent carer if known: How has the concern come to your 
attention? (please tick)  

Direct contact/observation  
Disclosure 
Third party  

Details about child if known:  

Date of birth:  
Gender:  
Address:  
Siblings or other family members: 

Do you think the issue is:  
Child Protection 
Safeguarding 
Bullying  
Equalities

What is your concern about this child or young person?  
(be specific include when and where incident occurred, any evidence of what you saw or 
was reported, dates and times, if known) 

!Contact phone number for parent/carer and child if known:  

!

PLOT 22 Safeguarding Policies & Procedures  
Updated April 2019  

Page �  of �27 33



Child or young person – were there any obvious signs in the child e.g. bruising, bleeding, 
changed behaviour? Did the child say anything? 

Do the parents know?

Has a referral been made to Children’s 
Social Care?

Yes  
No

Has a referral or follow-up been made to 
another agency?

Yes  
No

Name and signature of person filling in this 
record of concern:

Name:  

Signature:
Date received by Trustees:

Who else, if anyone, was involved and how?  

! 

!Is there a follow-up or support plan? 

Yes  
No !

Date and signature of Safeguarding Lead or 
Deputy:  

!

!What action have you taken? 
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Record of Concern Form – Adult  

Date:

Name of adult if known:

Details about adult if known: 

Date of birth: Gender: Address: 

Other family members:

Do you think the issue is: 

! Adult Protection 
! Safeguarding 
! Bullying 
! Equalities 

How has the concern come to your 
attention? (please tick) 

! Direct contact/observation  
! Disclosure 
! Third party 
!

Contact phone number for family/carer/support worker and adult if known:  

�

Your name: 

�

What is your concern about this adult? 
(be specific include when and where incident occurred, any evidence of what you saw or 
was reported, dates and times, if known) 
�
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Who else, if anyone, was involved and how?  

Adult – were there any obvious signs in the adult e.g. bruising, bleeding, changed 
behaviour? Did the adult say anything? 

Do the family/carer/support worker know? Yes 
No

Has a referral been made to Adult Social 
Care?

Yes  
No 

Has a referral or follow-up been made to 
another agency?

Yes  
No

Name and signature of person filling in this 
record of concern: 

Name: 

  

Signature: 

Date and signature of Safeguarding Lead or 
Deputy:

Date received by Trustees: 

!Is there a follow-up or support plan? 

!What action have you taken? 
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Other signs of concern to share with Project Lead: 

Be alert to changes in someone that could be cause for concern: 

• Changes in a person’s ability to pay attention or concentrate. 
• Mood swings ie: Silent or more aggressive, withdrawn or won’t stop talking. 
• Making mistakes, forgetting things 
• Dropping things 
• Attendance changes 
• Dress is unkempt, wearing same clothes 
• Less eye contact/over eye contact. 

Also to share with Safeguarding Lead, or deputy the following: 

(this list is taken from Staying Alive suicide prevention app:)  

• Actions of concern: giving possessions away, writing up a will, behaving in risky 
ways, becoming withdrawn, increasing use of drugs or alcohol, stockpiling of pills. 

• Talking about: Feelings that people would be better off without them, that their life has 
no purpose, saying that they would be better off dead, wanting a way out of pain or a 
difficult situation. 

• Having a sense of feeling: hopeless, helpless, depressed guilty or ashamed. 
• Life situations involving loss or stress: e.g: abuse of some kind, bereavement, 

relationship breakdown, failing exams, rejection, financial difficulties. 
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PLOT 22 Organisational Structure: 

This diagram of our organisational structure shows the relationships of support at PLOT 22 
and the importance of ensuring people are connected with the other support in their lives 
outside of PLOT 22:  

 

Contact List  

Role

Project Director & 
Safeguarding Lead

Trustee  
& Safeguarding 
Deputy

Bunty Dann 07881 943 652 danndares@gmail.com 

!Email  
!

Emma Houldsworth 

�

!Contact number  
!

info@plot22.org 

�

!Name  
!

07717 467 862 

�
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TRUSTEES

DIRECTOR

PROJECT LEADERS

VOLUNTEERS

PARTICIPANT

NEXT OF KIN

FRIENDS FAMILY

OUTSIDE SERVICES

mailto:danndares@gmail.com

