
Draft Whitland Town Council child and vulnerable adult protection guidance

In general there are 3 situations that staff, elected members and volunteers may need to respond to a concern 
or case of alleged or suspected abuse:
1. Responding to a child or young person disclosing abuse, i.e. they make an allegation of abuse
2. Responding to allegations or concerns about a member of staff, elected member or volunteer from your 
own
observation or due to a complaint.
3. Responding to allegations or concerns about any other person, i.e. parent, carer, other service user.
In the case of an emergency where a child is in danger phone 999 immediately.

Record in writing all the details that you are aware of and what was said using the child or young person's 
own words, immediately. In your record you should include the following:
a) The date and time
b) The child or young persons name, address and date of birth
c) The nature of the allegation
d) Your observations – a description of the child or young persons behaviour, physical and emotional state 
and
any visible injuries.
e) Exactly what the child or young person said and what you said. Record the child or young persons account
of
what has happened as closely as possible.
f) Sign and date what you have recorded.

Do not ask questions, other than the child or young persons name, address and date of birth. Reassure the 
child or young person that they have done the right thing in telling you.

Contact local Social Services or the Police without delay and follow their guidance.

Every effort should be made to ensure that confidentiality is maintained for all concerned. Information 
should be handled and disseminated on a need to know basis only this is usually Social Services or the 
Police. It is extremely important that allegations or concerns are not discussed, as any breach of 
confidentiality could be damaging to the child or young person, their family, those who are the subject of 
allegations and any child protection investigations that may follow.

Informing the parents of a child or young person of concerns you may have should be dealt with by Social 
Services. Parents will not be informed if they are the subject of the allegation. Any individual against whom 
an allegation has been made has the right to be notified about the cause for concern. This should be done by 



Social Services and the Police. It is important that the timing of this does not prejudice the investigation; 
therefore, confidentiality is of the utmost importance.

Recorded information should be handed over to Social Services or the Police and any copies stored in a 
secure place with limited access in line with data protection laws (e.g. that information is accurate, regularly 
updated, relevant and secure). If enquiries arise from the public or any branch of the media, it is vital that all 
staff, elected members and volunteers are briefed to not make any comments regarding the situation.
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