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1. Policy statement
Every Well Being Ltd (trading as Every Wellbeing; company number 16349786, registered in England and Wales; registered office 71-75 Shelton Street, Covent Garden, London WC2H 9JQ) provides workplace training, coaching, on-site wellbeing activities and health checks, mainly to adults employed by client organisations. Everyone who works for or on behalf of Every Wellbeing has a responsibility to act on concerns that a person may be at risk of harm, to respond appropriately to disclosures, and to share information safely when that is needed to protect someone.
This policy sets out how Every Wellbeing meets that responsibility. It is proportionate to a business working with adults in workplace settings: it does not treat every participant as an adult at risk, and it recognises that client organisations retain their own duties of care to their employees.
2. Scope
This policy applies to Natasha Rhone (Director), anyone providing admin or client liaison support, and every freelance practitioner delivering any Every Wellbeing service, in person or online. It covers all services: training and workshops, one-to-one coaching, on-site wellbeing activities (including chair massage, yoga, mindfulness, sound baths and creative sessions), health checks, wellbeing assessments and online courses.
3. Definitions
	Term
	Meaning in this policy

	Safeguarding
	Protecting a person's right to live in safety, free from abuse and neglect, and responding when there is a concern about harm.

	Adult at risk
	As set out in section 42 of the Care Act 2014: an adult who has needs for care and support, is experiencing or at risk of abuse or neglect, and as a result of those needs is unable to protect themselves. Most employees attending workplace services are not adults at risk.

	Child
	Anyone under 18. Every Wellbeing services are not designed for children; if an assignment involves anyone under 18 (for example apprentices or a family event), it is assessed before booking (section 9).

	Concern
	Anything a practitioner sees, hears or is told that suggests someone may be at risk of harm, including harm from themselves.

	Disclosure
	When a person tells a practitioner about harm they have experienced, are experiencing or may cause.

	Wellbeing concern
	A concern about someone's mental or physical wellbeing that does not involve abuse or neglect (for example, distress during a session). Handled under this policy with a proportionate response.


4. Principles
1. Proportionality. The response matches the level of risk. Most concerns in workplace settings are wellbeing concerns handled with care, signposting and, where agreed, the client's support routes.
1. Empowerment and consent. Adults are presumed to have capacity to make their own decisions. Wherever possible, act with the person's knowledge and consent.
1. Protection. Where there is a risk of serious harm to the person or others, or a crime, act to protect even without consent (section 7).
1. Prevention. Safe practitioner recruitment, clear conduct standards, safe service design and training reduce the risk of harm.
1. Accountability. Every Wellbeing remains accountable for concerns arising in its services, including those delivered by freelance practitioners.
1. Confidentiality, not secrecy. Information is shared only as needed to keep someone safe, and recorded securely.
5. Roles and responsibilities
	Role
	Responsibilities

	Designated Safeguarding Lead (DSL): Natasha Rhone
	Receives and decides on all concerns; makes referrals to external agencies; keeps safeguarding records; advises practitioners; reviews this policy; reports annually on safeguarding activity.

	Natasha Rhone, Director
	Ensures this policy is in place, resourced and followed; ensures practitioners are vetted and briefed; holds ultimate accountability. Also acts as DSL.

	Freelance practitioners
	Follow this policy and EW-SG-05; respond to concerns and disclosures; report the same day; never investigate; keep information confidential.

	Admin support
	Passes any concern received (for example by email or phone) to the DSL immediately; does not act on it themselves.

	Client organisations
	Retain their duty of care to their employees; provide named contacts for urgent concerns during on-site delivery; act on concerns referred to them with the person's consent.


If the DSL cannot be reached, any concern is reported to the client's named contact (with consent where possible) or, in an emergency, to the emergency services.
Safeguarding contact: Natasha Rhone, Designated Safeguarding Lead, 020 3297 7197, info@everywell-being.com, Monday to Friday, 9am to 5pm. Full contact details for practitioners are in EW-SG-06.
6. Responding to concerns and disclosures
Practitioners follow the procedure in EW-SG-02. In summary:
1. If anyone is in immediate danger, call 999.
1. Listen calmly; do not ask leading questions or investigate.
1. Reassure the person that they were right to speak, without promising to keep secrets.
1. Explain what will happen next and who will be told.
1. Record what was said and seen, in the person's words, as soon as possible on EW-SG-03.
1. Report to the DSL the same day.
7. Information sharing
· Concerns are discussed with the person first, and information is shared with their consent wherever possible.
· Information may be shared without consent where it is necessary to protect the person or someone else from serious harm, to prevent or detect a crime, or where the person lacks capacity to decide. UK GDPR and the Data Protection Act 2018 permit sharing in these circumstances; the decision is made by the DSL, recorded with reasons, and limited to what is necessary.
· Information about a participant is never shared with their employer except as set out above or with the participant's consent.
8. Mental health and wellbeing concerns in sessions
Workshops and coaching may raise difficult personal experiences. Practitioners keep sessions within the service boundaries, never offer therapy, follow EW-SG-05 if a participant becomes distressed, and signpost support: the client's employee assistance programme, the person's GP, NHS 111, or Samaritans (116 123). If someone says they intend to harm themselves or others, or appears at immediate risk, the practitioner stays with them where safe, calls 999 if there is immediate danger, and reports to the DSL straight away.
9. Children and adults with care and support needs
Before accepting any assignment involving people under 18 or adults known to have care and support needs, Natasha Rhone assesses: whether the service is suitable; whether the practitioner's role would be regulated activity and what level of DBS check is required and permitted; supervision ratios; and the client's own safeguarding arrangements. The assessment is recorded with the booking. Concerns about children are referred to the local authority children's services or the police; the NSPCC helpline (0808 800 5000) can advise.
10. Safe practice and recruitment
· Practitioners are approved under EW-PRA-07 before delivering any service, including checks of identity, qualifications, references and insurance. DBS checks are requested only where the role is eligible.
· All practitioners agree to the Code of Conduct (EW-PRA-08) and read this policy and EW-SG-05 before their first assignment, and again when either changes.
· One-to-one services (coaching, health checks, chair massage) are delivered in a space that is private but not isolated, in line with the relevant service specification.
11. Concerns about a practitioner or about Every Wellbeing
Any concern that a practitioner or anyone working for Every Wellbeing has harmed someone, or behaved in a way that suggests they may pose a risk, is reported to the DSL (Natasha Rhone). If the concern is about the DSL, it is reported directly to the police or the local authority. The practitioner may be suspended from assignments while the concern is considered (EW-PRA-10). Where a crime may have been committed, the police are informed. Where a practitioner has been removed for harming or risking harm to someone, Natasha Rhone considers whether a referral to the Disclosure and Barring Service is required or appropriate, taking advice where needed.
12. Training
The DSL completes safeguarding adults training appropriate to their role and refresh it at least every three years. Practitioners complete Every Wellbeing's safeguarding briefing before their first assignment and refresh it every two years.
13. Records
Safeguarding records are kept on EW-SG-03, stored in the password-protected Confidential folder in iCloud Drive (11 Complaints and Incidents), accessible only to the DSL, and retained as set out in the Data Retention Schedule (EW-DP-03).
14. Review
This policy is reviewed annually, after any serious safeguarding incident, and when law or guidance changes. Changes are communicated to all practitioners.
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