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Safeguarding Policy 

_________________________________________________________________________ 

Company Statement 

Trustees and staff of TPM have a moral and legal duty to do their utmost to ensure that 
children, young people and adults at risk are protected from harm whilst visiting TPM.  

Through implementation of this policy and through effective monitoring of processes and 
procedures, TPM will ensure the highest standards are maintained. 

TPM will achieve this by: 

1. Having a clear structure of roles and responsibilities in relation to safeguarding. 
2. Having in place a framework for recruitment and selection and deployment of staff 

interacting with children, young adults and adults at risk. 
3. Training and supervising staff, (including temporary staff) and volunteers to ensure 

safeguarding issues are understood, awareness of the policy exists, and reporting 
mechanisms are in place. 

4. Taking preventative steps to ensure the health, safety and welfare of any child, young 
person or adult at risk. 

5. Putting in place reasonable steps to prevent any staff member, volunteer or member 
of the public from physically, emotionally or sexually abusing or neglecting any child 
or adult at risk. 

6. Ensuring accidents or incidents involving children, young people and adults at risk 
are recorded and investigated appropriately. 

7. Setting out guidance on photographing children and communications via new 
technology. 

_________________________________________________________________________ 

 

Policy Framework 

Who does this policy safeguard? 

The policy aims to safeguard all children under 18 and adults at risk who may be visiting 
TPM.  The principles also apply to TPM outreach programmes although it is recognised that 
outside organisations will have their own safeguarding procedures. 

An adult at risk is defined as any person aged 18 or over, who may need community care 
services, by reason of mental health issues, learning or physical disability, sensory 
impairment, age or illness and who cannot / may not be able to take care of him/herself, or 
protect him /herself against serious harm or exploitation. 

Note TPM’s adult ticket prices apply to those aged 16 plus. 

The guidance is also designed to protect staff, volunteers and contractors from false 
allegations of improper conduct.  
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Who needs to follow this policy and guidance? 

This policy applies to all TPM staff, volunteers and other people working with TPM.  This 
includes contractors and those taking part in or organising events. The guidance below 
refers to staff but should be taken to include these wider groups. 

The relevant Event Manager or Head of Department planning or booking events or giving 
permission for an event or activity to be held at TPM must ensure that all agents / event 
suppliers running or participating in events are aware of TPM’s expectations and appropriate 
procedures. When drawing up contracts with third parties the TPM Safeguarding policy 
should form part of the contract.  Third parties will be expected to ensure any individuals 
working at TPM have the necessary checks in place after a maximum of six weeks. Prior to 
clearance third parties should be supervised by someone that has had the required checks.  

Contractors and third parties working in TPM must be provided with a copy of this policy in 
advance by the staff member engaging the person or company (e.g. recruitment agencies 
providing temporary staff) and should be advised that anyone working in TPM will be 
expected to abide by it.  

Monitoring and Review 

The implementation of this policy will be regularly reviewed by the Health and Safety working 
group and annually by the Executive Team.   

_________________________________________________________________________ 

 

Code of Conduct 

You Should: 

Ensure the welfare and safety of children and vulnerable people is your top priority, whilst 
respecting the rights of every individual to dignity and privacy. 

Provide access to vulnerable people to discuss concerns.  

Appreciate that however well intentioned, some actions may be easily mis-interpreted 

Speak to your line manager if you have concerns about an individual’s safety or any 
behaviour not in keeping with this policy. 

Record and report any allegations made by a child or vulnerable adult to the Duty Manager, 
or if unavailable to the Senior Visitor Experience Manager or Head of Operations.  (See 
incident reporting form). 

Inform your line manager straight away should you receive a criminal conviction. 

You Must Not: 

Give out information regarding children or vulnerable adults in the museum. (Should you 
need to disclose information to the Police or Social Services, you must obtain prior approval 
from your Head of Department or the HR Manager. Enquiries from the Police or Social 
Services should be referred to the HR Manager).   

Permit or take part in abusive behaviour. 
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Be on your own with a child or vulnerable adult for any substantial period. If you are on your 
own inform someone else of where you are going and for how long. 

Promise to keep secrets. 

Have physical or close contact with children or vulnerable adults. 

Engage with children or vulnerable adults outside TPM e.g. giving a lift, taking someone to 
your home or similar. This is not a comprehensive list. 

Make or allow suggestive remarks, gestures or touching which could be misconstrued. 

Do anything to risk TPM’s reputation for providing a safe and secure environment. 

_________________________________________________________________________ 

 

Safeguarding Roles and Responsibilities 

Roles and responsibilities vary throughout TPM.  The main areas are covered below, but all 
staff and volunteers have a shared responsibility for familiarising themselves with this 
policy.  Line managers have an added responsibility for ensuring that their team members 
are aware of and understand the policy. 

Recruitment and Selection 

HR have responsibility for ensuring adequate recruitment and selection processes for TPM. 

Clear role descriptions form an important part of this process and are important for 
safeguarding purposes, as staff and volunteers need to be aware of what is expected of 
them. 

Selection interviews can provide a good opportunity to discuss gaps in employment or 
inconsistencies. 

References (ideally a minimum of two) will be required prior to commencing employment or 
undertaking volunteering. 

A basic DBS check will be required for all staff and volunteers joining TPM. A basic check 
must ideally be completed prior to starting work or volunteering.  Where this is not possible, 
up to six weeks delay will be permitted to allow for any delays.  Prior to clearance, the staff 
member or volunteer should be supervised by someone that has had the required checks.   

Any existing staff and volunteers who have not had a DBS check will be notified by HR and 
will be expected to obtain basic checks. A small number of TPM posts may require a 
Standard or Enhanced check.  Checks will need to be repeated every three years.  Please 
refer to separate guidance on DBS. 

Induction 

Staff and volunteers commencing at TPM will be given a copy of this policy by HR and will 
be asked to sign a copy of it to indicate their acceptance and understanding.  Agency 
Temporary Staff and Contractors will also be required to sign the policy on commencing 
work and the recruiting manager will be responsible for ensuring they do so. 
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Training 

Appropriate training to support understanding of this policy and good practice will be 
organised as required.  The HR Manager and Training and Development Manager have key 
responsibilities to ensure this support is provided in conjunction with line other managers 
and in the light of experience. 

First Aid / Medical Needs 

Staff and volunteers must not give medication to children or vulnerable adults or assist with 
administering medication. 

If first aid is required, this should only be provided by a qualified first-aider. Only qualified 
TPM first aiders may use first aid equipment.  First aiders should be contacted by asking a 
Host to radio for assistance. 

Unexpected Physical Contact 

Physical contact should be avoided and is strongly discouraged.  It is appreciated 
spontaneous contact by enthusiastic young children may be unavoidable, but TPM staff and 
volunteers should not initiate any contact.   

If an unaccompanied visitor with physical or mental disabilities requests physical 
assistance, staff and volunteers should introduce themselves and explain and agree the 
nature of the contact with the visitor before proceeding.  Should the visitor need to be taken 
to a different location a second staff member should be present. 

Teachers, group leaders, parents and carers are responsible for managing the behaviour of 
children or vulnerable adults with them. 

If staff or volunteers are physically attacked or threatened, they may take reasonable steps 
to protect themselves or remove the threat.  

Members of staff may ask responsible adults to remove children or vulnerable adults if 
necessary. 

Lost and Missing Individuals  

• Lost Individuals 

Children or vulnerable adults who are separated from their responsible adult should be taken 
to the Welcome Space by a member of staff and stay there until they are collected.  The Duty 
Manager should be informed immediately.  If no responsible adult comes forward or there is 
doubt regarding his/her identity, the authorities must be notified by the Duty Manager (or 
Senior Visitor Experience Manager or Head of Operations (i.e. Police and Social Services). 
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• Missing Individuals 

If a child or vulnerable adult goes missing, the Duty Manager must take a description of the 
person and radio across the network, so all staff can be on the lookout. Public 
announcements will not be made.  The Police should be contacted as necessary. 

Film and Photography 

Please consult the Communications team prior to undertaking or permitting any film and 
photography involving children or vulnerable adults. Images where individuals are 
recognisable, or where groups or schools are identifiable, must not be taken without prior 
consent from the parent, carer, vulnerable adult or his/her responsible adult.    

Where photos of larger scale events are being taken, and permission cannot be obtained, 
notices should be displayed in advance of the event to warn visitors that photos will be 
taken. 

The Marketing and Communications team will provide further advice. 

Digital Engagement 

Digital engagement work encompasses all the work The Postal Museum team do as both 
facilitated and live-streamed activities. These activities can be either private sessions (e.g. 
‘Virtual Classrooms’) or public sessions (e.g. curator talks). Platforms for these activities 
include: Zoom, Microsoft Teams, Facebook Live and Youtube Live, amongst others. 

The following guidelines must be followed by TPM staff when delivering sessions from the 
museum, from home, or from any other location. When delivering digital engagement work 
you should: 

• Ensure all bookings for sessions involving children are made by teachers or parents / 
carers. 

• Never allow lone adults or participants who won’t show their camera view into 
sessions for schools or families. 

• Advise parent / carer or teachers that they must always be present in room with 
children during a session. 

• Use departmental accounts for access to different platforms (e.g. Zoom, Teams etc.) 
– never use personal accounts. 

• Connect to the internet via an ethernet cable rather than WIFI where possible. 
• Ensure access to platforms and sessions is password protected and this information 

is shared only with booked participants and TPM staff. 
• Remove key word flags by using acronyms to name school or family sessions 

booked on the platforms – e.g. ‘TPM VC’ instead of ‘The Postal Museum Virtual 
Classroom’ or ‘TPM FS’ instead of ‘The Postal Museum Family Storytelling’. 

• Use the ‘waiting room’ function to disable the ability for anyone to join a session 
before TPM staff and lock sessions once they have commenced. 

• Restrict chat functions on platforms so that private conversations are not possible. 
• Ensure that only TPM staff have permission to use the ‘share screen’ function on the 

relevant platform. 
• Ensure that limited personal information is shared during the session – e.g. ask 

participants to use first names only. 
• Advise participants that their surroundings will be visible to others and that they may 

want to select their background with care. 
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• Wherever possible, ensure two members of TPM staff are delivering the session – 
one as host and one as facilitator / safeguarding invigilator. 

• Dress professionally and keep camera at eye height. 
• Ensure you are presenting from a suitable room. Where possible, use virtual 

backgrounds or background prepared to remove views of personal items.  
• Not record or share / publish any videos or photos of a session unless TPM has 

secured written permission from adults prior to the session. 
 

Disclosure 

If a child or vulnerable adult discloses any information to a staff member of volunteer 
suggesting that they have been physically or sexually abused, the Duty Manager and / or a 
member of Executive Team must be informed.  S/he must alert the responsible adult or 
institution, and alert the appropriate authorities (Police and Social Services)  

Such disclosures should be taken seriously.  Anyone advised of such an event should react 
calmly, and listen, but not promise to keep the disclosure confidential.  It may be appropriate 
to stop the discussion if enough information has been gathered to report the event to the 
Duty Manager. 

Allegations regarding Staff and Volunteers 

If, whilst on site, a child or vulnerable adult accuses a TPM member of staff or volunteer of 
any inappropriate behaviour, the responsible adult (accompanying the individual concerned) 
must be contacted. The Duty Manager or Senior Visitor Experience Manager or Head of 
Operations must also be contacted, and a written record should be made by the Manager 
using the Incident Reporting Form.  Allegations will be investigated by the HR Manager and 
Department Head.  

Allegations of inappropriate behaviour may result in disciplinary action and the Police may 
be involved as appropriate. 

General 

Whilst this policy does not form part of the contract of employment, staff and volunteers are 
expected to abide by it.  This policy will be reviewed regularly and updated in the light of 
experience and legislative changes. 
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