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a. Equal Opportunities Policy ;

and procedures

’mﬁm——_
procedures including a

designated child protection

officer

c. Disability Policy (please state
how you will meet any special

requirements noted by the
student)

d. Health and Safety Policy and
procedures

e. Risk assessments including
significant risks identified? An
example to be provided to the

University.
f. Appropriate measures,
informed by up to date legal

e
¢
v
v’

>

requirements and public
health guidance to
minimise health risks
associated with COVID-19
During induction the student will be made fully aware of the organisation's rules of

conduct (including boundary management), practices and policies, including
Safeguarding and Health and Safety (e.g. accident reporting), First Aid contact
details and materials and fire procedures?.

During Induction the student will be made aware of the welfare facilities available

during placement.

The student will be covered by your employer's liability insurance whilst on your
premises and undertaking any assigned tasks.
During the placement, the student will be responsible to:

Name of Learning
)
Mentor AV D ot Hede
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Position
Telephone No.

Email

UNIVERSITY INFORMATION

Name of visiting tutor

Student, Learning Mentor, and visiting tutor tosign below:

I hereby agree to the terms and conditions outlined above

Signed (student)...@b&ﬂ%@ﬁ(}t.......A

Signed (Learning Mentor)b‘\‘F&M

Sighed (VISTHNGEULOr) .. fetoiursssvasssssicsassisonssssssssvssssassagpsissss

WORKPLACE RISK ASSESSMENT
BA Youth and Community Work Programme: Fieldwork Placement Risk Assessment

In preparing for placement you must read your University Regulations Undergraduate Student
Guide, specifically the sections on yourresponsibilities with regard to health and safety. Ifyou
have any concerns about health and safety prior to or during placementthen please contact
your Learning Mentor, visiting tutor or the fieldwork coordinator. During the first week of
your placement you will be required to complete the relevant sections of your Fieldwork
Health and Safety handbook. You will not be able to accrue any further fieldwork hours

15




image5.jpeg
FIELDWORK PRACTICE SUPERVISION CONTRACT

Practicalities

For example - timing,
frequency, place, whatare
reasonable interruptions.

Boundaries

What can be discussed,
what cannot,
confidentiality, how will
gossip be dealt with.

Supervision meetings to take place once a fortnight via
Microsoft Teams.

Confidentially discussed —boundaries explained and
agreed.

Safeguardingissues cannot be kept confidential -
safeguarding procedures discussed and explained.

Working together

Sharing expectations, what
the focus of the
relationship will be, hopes
and fears, the ethos of the
supervision.

The role and ethos of supervision discussed.

Agreed onfocus plan for sessions.

Session Format

What will each session be
like? Will all the time be
spentonone incident; are
supervisees expected to
bring written recordings or
verbatim accounts?

-

Sessions will be an hourlong and will be used to reflecton
practice and any otherissues that arise.

Discuss theory related to practice.

Supervisee to bring agenda to meetings.

Organisational &
Professional context

Expectations, fitness to
practise, responsibilities on
supervisorand supervisee,
professionaland ethical
boundary discussions.

S

Expectations thatthe supervisorand supervisee are able to
conduct themselvesina professionalmannerat all times —
ensuring ethical boundaries are adhered to.

24
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Signed (supervisee) {]) | Date:
Signed (supervisor) Lisa Hagley Date:

FIELDWORK PRACTICE SUPERVISION

Supervision is a crucial aspect of the placement and helps the student gain deeper
understandings. The purpose of fieldwork supervisionis to enable the studentto ultimately
deliver the best possible service possible to young people. The supervisor has a key part to
play in both ensuring that the student is making progress but also enabling this progress to
take place.

These functions of supervision can be achieved by supervisors being clear of their educational
role in the development of the student. However as individuals learn differently it may be
necessary for the supervisor to adapt her/ his approach to suit the needs of the student in
orderto achieve the desired learning outcomes.

This ability may at times involve adopting a person centred approach being mindful of the
restorative function of supervision and at other times being more task focused and focusing
on the normative function and being concerned with standards.

However the overwhelming focus of the supervision must be on the learning and development
of the student. This learning may be achieved in a number of ways through supervision but
must remain the overall priority of fieldwork supervision.

When preparing for a Supervision meeting

When preparing for supervision students can ask themselvesa number of questions including:
Have | prepared examples from my reflective journal for discussion?

Have | set aside adequate time to prepare for supervision and to identify agendaitems?

Am | open to feedback from my supervisor?

Am | able to acknowledge my own strengths and areas fordevelopment?

How well do | respond to new ideas, challenges or constructive criticism?

Would [ like my supervisorto do anything differently?

What could | do differently nexttime?

What learning have | gained?

How will | improve my practice as a result of this supervision session?
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On the next page is a supervision recording pro forma. Please ensure youare addressing
agreed learning outcomesin your discussions. These are an important source of evidence
for the student’s portfolio of evidence.

Supervision Recording Format

SUPERVISION RECORDING
DATE: 7t" January 2021
TIME: 5pm

PEOPLE PRESENT: Lisa Hagley and Dean Boswarthack
DURATION OF THE MEETING: 1 hour
AGENDA/ DISCUSSION POINTS

1. Supervision Contract

2. Reflective Journals

3. Course workload and expectations
4. Covid Restrictions

NOTES/ ACTION OF EACH ITEM _|
1. Supervision contract discussed and agreed.

2. Discussed conflict issue that had happened at the Wallich and how this was
dealt with. Reflected on own values and prejudices that could have affected how
it was dealt with.

3. Module content and placement expectations discussed.

4. Difficulty in getting hours completed due to Covid and lack of childcare.

PROBLEMS ENCOUNTERED

Worries about lack of childcare and demands of working from home whilst
homeschooling. When schools re-open this will give more time for getting
placement hours completed and assignments done.

REFLECTION ANALYSIS AND LEARNING Links between theory and practice can be
made here and referenced in the usual way. Also reflection on effectiveness of

supervision.
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PROFESSIONAL DEVELOPMENT PLAN

For completion by the student after consultation with the Learning Mentor and Fieldwork
Supervisor at the outset of the Placement

Student %
Tean escarthacu kK
Learning
Mentor
Coououe) Hanie g
Placement .
Date

Students will be expected to consider their placement experience to demonstrate
competence in the key aspects of youth work outlined in the table below based on the
National Occupational Standards for Youth Work (CLD Standards Council Scotland, 2019) and
the Youth Work in Wales: Principles and Purposes Document (YWWRG, 2018).

Learning Mentor’s/mentor’s opening comments about the placement — exactly what type of
work will the placement involve?

To be = sre~baer e S € (ST

Ae dhcaded to the sScgrert and

ééu,elqﬁme/\é of St 15%0?‘—@5@{."%*'
o ey Bl Osts L
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Student initial comments about the Placement.

'T:VQD thcuqh | Q\CLVQ u@r[(ed ’chjre P‘O(‘ R)uar
Rad Lo bekg paward to waackng
M@g&f@%ﬂ&%ezg@a \:pj,tlnbudk
fudonk
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PROFESSIONAL DEVELOPMENT PLAN
Please note that at Level 4 we expect students to be assisting a professional youth worker, assisting development, delivery, supporting youth work activities.
Please complete the form electronically to enable the boxes to expand, ensuring you provide adequate detail.

1. Work in accordance with the 5 | 2. Facilitate the personal, social | 3. Promote inclusion, equality | 4. Work with young people and
pillars of Principles and Purposes | and educational development and young people’s interests and | others
of Youth Work in Wales (Ref) | of young people wellbeing
(Educative, Expressive, Participative,
Inclusive, Empowering).
What do | | need to learn more about | | need to learn new waysto | | need to learn techniques | | need to learn the 5 pillars
you need | the 5 pillars of youth work in | facilitate the personal, | and ways in which | can | of youth work as well as the
to learn? | wales as well as learning | social and educational | help to promote the | national occupational
how that | am or can work in | development of young | inclusion, equality —and | standards of youth work. |
accordance to them on my | people by facilitating | wellbeing interests of the | need to engage in work with
placement. activities on a one to one | young people in my |young people and other
and group basis such as | placement. agencies as part of my level
workshops, cooking four placement.
lessons etc.
Activities |1 will learn about the 5|1 can learn ways to|l will try to promote |I use my past
you will | pillars of youth work by | facilitate the personal, | inclusion by trying to | experience of working
learn reading literature on them. | social and educational | ensure that all clients are | with young people, their
from | will also speak to my | development of young |involved in any activities | families and other
(how will | fieldwork supervisor | people by engaging in | that | facilitate. | will do | professionals and | will
you about them in supervision | and facilitating activities | this by talking to them | try to change the way I
learn, and learn how that they | such as workshops, | and encourage them to | approach this work by
what will | link into my practice with | budgeting, cooking | participate whilst also | trying to look through a
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you learn | young people in my |sessions, | will also |respecting their opinions | youth worker lens. I will
from) placement. | will also try to | create a reward scheme | and decisions. | can also | try to do this using the 5
identify where | am using | fora complex client to try | speak to the clients and | pillars of youth work as
the 5 pillars in my practice. | to  facilitate  positive | find out what they enjoy | well as the NOS of youth
change in the young |doing as well as do not | work.
person’s life through | enjoy doing. By doing
reward and recognition. | this | can tailor activities
which promote inclusion
regardless of race, sexual
identity, religion etc.
Student
Supervisor
Date
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Reflection Journal
2003506

What happened?

I ' was on my level 4 youth work placement at the Wallich in Llanelli when | heard
shouting coming from the hallway. | went to investigate what was happening and was
confronted with two clients one male one female and it was evident that they were
arguing. The female client punched the male client and the male client fought back. At
this point myself and my colleague got in the middle of the two of them and tried to
separate them. This was quite difficult as they were both trying their best to get at each
other to hurt each other. We eventually managed to stop the fight with the female client
going into her flat and the male client standing at the front entrance of the building. We
then went into the office and spoke to the manager who spoke to each client
individually and made it clear that behavior like that will not be tolerated in the Wallich

and that if there was any more violence, they could end up being evicted.
What was | thinking and feeling?

At the time of the fight, | didn't really think and just acted on instinct by jumping in
between them as | saw the potential for the outcome to be quite serious. | felt quite
overwhelmed by it and struggled with the fact that a male was hitting a female as | was
bought up to believe that this was unacceptable leading me to sway more to being
sympathetic of the female client. | also felt unsure whether | had done the right thing
by jumping in between them as we are taught nonviolent crisis intervention and also
because | was stopping the female client from getting to the male, | could have

accidentally touched her.
What was good and bad about the experience?

| feel that the way the incident was handled by the staff on duty including myself was

good and was managed effectively during and after the incident as it could have been
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Reflection Journal
2003506

a lot worse if we had not intervened. | feel that it was also good that | was quite
reflective afterwards and | reflected on the incident in some depth. | cannot really think
of anything bad about it other than that it happened in the first place. Myself and the

team reflected on the incident as well which was very helpful.
What sense can | make of the situation?

From what | can gather something had been brewing with these two clients for a couple
of days before with threats coming from one’s family to the other. Staff were aware of
these issues and it was being monitored. Then just before the incident one client said
something that the other didn’t like and that's how the argument ensued leading to the

fight.
What else could | have done?

I feel that | could have been more vigilant as | was aware that there was some bad
blood so to speak and before the fight happened, | was talking to the female client at
the office door and as | was going back into the office the male client came out of his
flat. | think that knowing the issue between the two | could have been more vigilant of

them at this point.
If it happened again, what would | do?

I don’t think | would do a lot different other than being more aware and more vigilant
before the fight happening because as | said | saw them both in the hallway knowing

that there were issues with them but did not connect with the two at the time.
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Reflective journal
2003506

What happened?

I was on my placement and a client was behaving erratically due to being under the
influence of alcohol and other substances. | stayed with him for a while chatting before
he went back to his flat. Not long after he came to the office and showed me an empty
strip of tablets, | asked him if he had taken them all and he said he had. | spoke to my
colleagues and we agreed that we should phone 101 to report it. | phoned 101 and
explained the situation and | was told that an ambulance would be there as soon as
possible. | persuaded the client to sit in the office with myself and my colleagues so
that we could keep an eye on him. After about half an hour of waiting the client was
beginning to look unwell so we got him to lay down on the floor in the recovery position
atwhich stage he was drifting in and out of consciousness and every couple of minutes
I noticed he would stop breathing for about thirty seconds so | would nudge him and
he would start breathing again. | did this until the ambulance arrived three hours later.
At one stage when he was conscious, he apologized to me for putting me through that
and | told him to not worry about that. The ambulance arrived three hours after | had

called it and he was taken to hospital.
What was | thinking and feeling?

This was a very intense experience with mixed thoughts and feelings. | felt concerned
for him and every time he lost consciousness and stopped breathing, | felt panic and
would nudge him to try and start him breathing again. | was thinking that | may need
to perform CPR and was preparing myself to every time he stopped breathing. |
couldn’t understand why the ambulance was taking so long and wasn’t sure how much

longer | could continue doing what | was doing. At one stage | remember feeling like |
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Reflective journal
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was going to cry but | stayed focused. When the ambulance arrived, | felt relieved but

still concerned for the client.
What was good and bad about the situation?

I thought at the time that it was bad that the ambulance took so long but on reflection
they were probably very busy and were prioritizing calls. The way myself and my
colleagues handled the situation was good as we kept him comfortable and sat with
him comforting him for quite some time. The client was fine and was released from
hospital the next day which is good but it was bad that he felt that he had to take the

tablets.
What sense can | make of the experience?

I feel that this was a cry for attention for the client and | don’t think that he intended to
kill himself. I think it was a way of getting his mums attention which worked as his mum
came to the project and sat with us while we waited for the ambulance. The client had
serious alcohol and substance misuse issues as well as autism and mental health
issues and self-harmed quite regularly. He wouldn’t engage with any outside agencies
unfortunately so all of his issues continued to manifest in self harm and taking

overdoses.
What else could | have done?

I honestly don’t think | could have done much more than | did. | phoned the ambulance,
put him in the recovery position and stayed with him until the ambulance arrived. | also
kepttalking to him and when he lost consciousness and stopped breathing, | continued
to nudge him to wake him up so he would start breathing again. | did this for a couple
hours every couple of minutes. | also stayed a couple of hours after my shift so | feel

myself and my colleagues went above and beyond for this young person.
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If it happened again, what would | do?

Having reflected on this incident | feel that | would do everything that | did this time as

I feel that it was handled well by myself and my colleagues.
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Reflective journal
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What happened?

I was satin the office at my placement and was having a laugh and joke with a complex
client who had autism, alcoholism and substance misuse issues. Everything was fine
on minute but all of a sudden, the client turned on me and became very verbally
abusive, aggressive and threatening towards me. | had built a pretty good relationship
with him over my time there and he knew that | was a recovering alcoholic and addict
which | had shared with him whilst trying to support him with his alcohol and substance
misuse issues. He became really nasty saying things like go and inject some heroin
and calling me a junkie. My colleague removed him from the office but he was still

abusing me and kept coming back to continue the abuse.
What was | thinking and feeling?

| was feeling threatened, anxious, angry and confused at why he was saying these
things to me. | was angry that he had attacked me on such a personal level, | was hurt
as | thought we had a good professional relationship and had an understanding. | felt
that | needed to defend myself but knew that it wasn’t the right time to be doing this as
it would just make him more confrontational and would just escalate the situation so |

allowed my colleague to deal with it and stayed in the office.
What was good and bad about the situation?

At the time | couldn’t see much good about the situation but on reflection | can see
that | handled it quite well by not escalating the situation by confronting the client. |
can see that the support that | received from my colleague was good and | also
received a text from my manager the following day asking if | was alright and offering
support if | needed it. The bad thing was that it triggered some anxiety, and negative

thinking in myself but | went home and reflected on the situation which is good.
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What sense can | make of the experience?

After the incident when | was at home, | was able to reflect on the situation and the
conclusion that | came to was that it wasn’t personal. The client was under the
influence of alcohol and substances and that coupled with the autism that the client
has to deal with had a big part to play in the situation and | must have said something
to him that triggered something in him causing him to react in this way. Looking atitin
this way helped me to accept the situation for what it was and not take it to heart.
Having the support of management and colleagues was reassuring and helpful also
as the manager spoke to the client the following day and explained to him that his
behavior towards me was unacceptable and when | saw him next, he apologized to

me.
What else could | have done?

I don’t feel that | could have done much else really as the situation was unexpected

and | dealt with it the best way that | could at the time.
If it happened again, what would | do?

On reflection | feel that | could have been less open about my past as it left me open
for attack. Which is difficult as | feel that my past can be used to help others with similar
issues. | realize now that | could be a lot more selective with the information that |
share with clients as there is the danger of clients using the information to try and hurt
me. Also on reflection the client wasn’t supposed to be in the office area as it is for

staff only so in future | will be less relaxed about things like this.
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What happened?

| was attending a multi-agency meeting for one of the clients at my placement. This
was the first time that | had attended a multi-agency meeting as a professional. There
were a lot of other professionals there from different agencies such as social services,
the youth service and probation. | found this very strange as | used to be a client myself
and it felt very strange being on the other side of the table so to speak. Everyone
discussed the clients’ issues risks and progress and | explained what support had

already been completed by the Wallich as well as what support was ongoing.
What was | thinking and feeling?

I'was thinking that I'm out of my depth and | don’t belong here. | was feeling out of
place, nervous and scared that | wouldn’t represent the Wallich very well. | was also
feeling important and proud of myself. When the meeting was finished, | felt relieved
that | had done it and had represented the client and the Wallich well but | still had

feelings of inadequacy and thoughts of doubt about myself.
What was good and bad about the experience?

It was good that | was able to do a multi-agency meeting and represent the client and
the Wallich well. The bad thing was that it triggered some negative thoughts and
feelings in myself but to flip it around it could be a good thing as well as it helped me
to reflect on these feelings and thoughts and acknowledge how far | had come in ten
years from being the client to being the professional. On reflection | should have taken

a pen and paper with me to take notes.

What sense can | make of the experience?
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This experience was a good learning experience on a personal level as well as a
professional level. It helped me to see that | am capable of working alongside other
professionals to support a client. My own insecurities and fears were triggered which
also triggered my inner critique but in spite of this | handled myself well in the meeting

and | knew all of the information needed to contribute.
What else could | have done?

I could have prepared for them meeting better by writing a list of things that | wanted
to bring up in the meeting. | could have bought a pen and paper with me to take notes
to handed over to rest of the team in the Wallich as well as to type up on the client's
file. I could have practiced mindfulness during the meeting to deal with the negative

thoughts and feelings which were triggered.
If it happened again, what would | do?

The next multi-agency meeting | attend | will be more confident of my abilities. | will
practice mindfulness as a way of staying in the moment instead of allowing my
thoughts and feelings to ruin the experience. | will also prepare for the meeting by

making a list of things | need to bring up and | will take a pen and paper to take notes.
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LEARNING MENTORS FINAL REPORT

The University would like to remind the Learning Mentor of the importance of their role in the
assessment of the student. This role is fundamental in ensuring standards of practice of those
working with young people in communities, and cannot be taken lightly.

To ensure the desired results are achieved, all those involved in the placement are required
to understand and remain committed to the process of supervised practice. Issues of
competence which might jeopardise a student’s ability to complete workplace/work based
practice successfully should be identified and communicated to the visiting tutor or fieldwork
coordinator as soon as possible.

After the student’s induction to the placement, the student will have drawn up a professional
development plan balancing the needs of the student and the requirements of the
programme. As Learning Mentor you will have carried out managerial supervision and an
interim review of the placement. This document is the final report, and will include your final
assessment of the standards achieved by the student on placement and an assessment of an
observed piece of youth work practice.

Key areas of competence

When considering the level of competence of a student please refer to the marking criteria
outlined below:

Grade | Description Equivalent % marks
towards HE
qualification

A An exceptional trainee Youth worker who is a reflective practitioner; | 70%+

shows initiative and an ability to work independently for a sustained
period; demonstrates thoroughness and commitment to all aspects
of professional practice.

B An effective trainee youth worker who displays a degree of | 60-69%
independence and commitment to further professional
development.

€ A satisfactory trainee youth worker who has met the requirements | 50-59%
appropriate for a professionally qualified Youth Worker and with
further experience should develop into an effective youth worker.

D A rather weak trainee youth worker with a basic level of knowledge | 40-49%
or skill.  May be very poorly organised with very limited
understanding of important concepts.

EFail | A weak trainee youth worker who has been unable or unwilling to | Below 40%
meet the required standard, may demonstrate inappropriate values
or lack understanding or attention to detail.
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LEARNING MENTOR'’S FINAL REPORT (continued)
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LEARNING MENTOR'’S FINAL REPORT (continued)
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1. Wallich Safeguarding Procedure

You identify a concern about possible or alleged
abuse, poor practice, wider welfare issues or a
disclosure is made to you

|

Does the person need immediate medical attention or
has a serious crime occurred?

No 1

Yes

;

REACT
Seek medical attention on
project and/ or contact
emergency services on 999
Notify a Manager immediately
REACT

Notify a Manager

What does the adult want to happen? Include their views throughout the process
wherever possible

REPORT
Contact your Local Authority safeguarding team discuss the concerns with them
and act on their direction
Involve other key agencies needed

RECORD
Make notes and complete a Safeguarding report on In-Form, this will notify the
internal Safeguarding Officers
Make detailed, factual notes, capturing names, contact details and job titles of
those involved

REVIEW

Within 7 days ensure you review the actions taken, follow up the concern, discuss

with your manager and decide whether the case needs further action/escalation or
has been resolved. Repeat the review process until resolved.
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2. Policy Statement

2.1.
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Safeguarding is everyone’s responsibility

As Wallich staff and volunteers, we all have shared responsibility to ensure the
safety and well-being of all adults we support.

We will act appropriately and report all concerns whether these arise within The
Wallich or the wider community. Allegations, incidents, and concerns must be taken
seriously and responded to quickly.

The Wallich is committed to creating and maintaining safe and positive
environments by accepting our responsibility to safeguard the welfare of all adults
we support and work with, in accordance with internal policies and external
legislation.

All adults, regardless of age, ability or disability, gender, race, religion, ethnic origin,
sexual orientation, marital or gender status have the right to be protected from
abuse and poor practice and the right to safely engage with Wallich support and
services and we continuously seek to ensure that our organisation is inclusive and
makes necessary and reasonable adjustments.

At The Wallich, we believe it is every adults’ right to live free from abuse in
accordance with the principles of respect, dignity, autonomy, privacy and equity

We also recognise that ability and disability can change over time, such that some
adults may be additionally vulnerable to abuse, in particular those adults with care
and support needs.

We ensure that the involvement and participation of the adult at risk is at the
forefront of the safeguarding process during any action being taken to protect them.

We recognise the role and responsibilities of statutory agencies in safeguarding
adults and are committed to complying with local safeguarding procedures.

. At the Wallich, we understand that some adults may choose to live lifestyles that
are detrimental or unhealthy and we must work with an understanding of this. We
must be patient and non-judgemental of the lifestyles of those we support, but be
confident to recognise when to intervene and what action to take.

There is a moral and legal duty for all Wallich staff to take positive and decisive
action when witnessing incidents, experiencing concerns or receiving information
alleging abuse or inappropriate care of an adult at risk.

We are committed to ensuring that safeguarding is a process all staff understand
and feel able to participate in.
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3. Senior Operational Management Team:

Our Senior Operational Management Team are here to guide, advise and support you
with safeguarding in your roles.

Interim Director of Operations: Sian Aldridge
sian.aldridge@thewallich.net
07824 807595

Area Manager, North & Mid Wales: Sophie Haworth-Booth
sophie.haworth-booth@thewallich.net
07912 273100

Area Manager, South East Wales: Gareth Jones
gareth.jones1@thewallich.net
07708 808079

Area Manager, South West Wales: Phil Stapley
phil.stapley@thewallich.net
07824 991379

Head of Participation & Progression: Ellie Pearson

ellie.pearson@thewallich.net
07841 204165

4. Internal Safeguarding Subgroup:

We have established an internal Safeguarding Subgroup to assist the organisation with
identifying, reporting, managing, resolving and reviewing safeguarding concerns, issues
and complexities. The team are made up of existing members of management and
frontline staff, who are fully trained and knowledgeable around safeguarding, to assist
and support you in your roles.

Organisational Lead Safeguarding Officer: Ellie Pearson
ellie.pearson@thewallich.net
07841 204165

Deputy Lead Safeguarding Officer: Vacant, to be recruited
Regional Safeguarding Officers: Vacant, to be recruited

5. Quality and Safety Committee:
A committee of trustee volunteers has been established to advise and support The
Wiallich Board on matters involving safeguarding. This is to ensure supportive scrutiny of
our processes and to ensure lessons are learned from the wider third sector to improve
our practice.

Chair Quality and Safety Committee: Dr Rossana Oretti
Rossanna.oretti@thewallich.net

C:\Users\tom.hall\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\MYVGDGF
V\Adult_safeguarding2020.docx
Page 4 of 16




image31.jpeg
The Wallich Adult Safeguarding Policy & Procedure

6. Policy Statement
6.1. This safeguarding policy and procedure applies to and must be followed by all
employees, volunteers and Trustees of The Wallich

6.2. This policy and guidance seeks to ensure best practice and has been developed to
reflect the guidance created from the Social Services and Well-Being Act (Wales)
2014 (SSWA).

6.3. The Act provides the legal framework for improving the well-being of people who
need care and support. The Act is made up of 11 Parts with Part 7 relating to
Safeguarding specifically. It is this legislation that provides the framework for the
Wales Safeguarding Procedures.

6.4. This Act’s principles are
6.4.1. Pay attention to what people want.
6.4.2. Remember people’s dignity.
6.4.3. Think about each person. Think about their culture, beliefs and language.
6.4.4. Support people to be part of decisions about their life to the best of their

ability, with all possible support to overcome barriers to participation

6.4.5. Expect adults to know what is best for themselves.
6.4.6. Support adults to be as independent as possible.

6.5. Accompanying the Act, the Welsh Government has published Working Together to
Safeguard People. This has been issued under s.131 of the Social Services and
Well-being (Wales) Act 2014; Working Together to Safequard People: Volume 6
Handling Individual Cases to protect adults at risk.

6.6. This policy should be followed in full consultation with the guidance created from the
SSWA and guidance issued by Wales Safeguarding Procedures and Regional
Safeguarding Boards

6.7. This policy and procedure will assist staff to act decisively and with confidence. The
safety and welfare of those we support, including adults at risk is always considered
paramount and there is an expectation that staff will take all reasonable actions
necessary to ensure this.

6.8. The Wallich recognises and is committed to co-operating with the multi~agency work
required in the identification, investigation, treatment, and prevention of abuse of
adults at risk.

6.9. The Wallich will use the Disclosure and Barring Service (DBS) to screen candidates
at appropriate levels, for regulated activity as part of our recruitment process.
Should concerns arise about individual staff members we will report these to DBS as
well as relevant Local Authority Safeguarding Teams where applicable.

6.10. The Wallich wholeheartedly supports the requirement to share information on a
“need to know” basis with Safeguarding Adults at risk, so that effective decisions
can be made, and appropriate preventative interventions, care, support and
protection plans arranged.

6.11. This policy will draw on other organisational policies and procedures to ensure a
consistent response is given to the adult(s) at risk where concerns are raised.
These include specifically, but not exclusively —
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Whistle Blowing policy

Equality & Diversity policy

Professional Boundaries policy

Risk Assessment & Management procedures
Staff Code of Conduct

Induction and Supervision procedures
Complaints procedures

Disciplinary and Capability procedures

Equal Opportunities policy

Core staff training

6.12. Wallich staff will adhere to the Staff Code of Conduct and this policy in relation to
the safeguarding of adults at risk that are supported by The Wallich. Failure of
staff to adhere to good-practice guidelines and The Wallich’s policy and procedure
could result in disciplinary action

6.13. The Wallich will ensure through induction processes that all staff are aware of the
multi-agency policy and procedures in their region. Staff will have access to
appropriate training and supervision to ensure the effective implementation of
procedures relating to the safeguarding of adults at risk. This policy should
therefore be read in conjunction with the SSWA guidance. In addition, The Wallich
will also promote access to and use of the Wales Safeguarding Procedures app.

7. Safeguarding Principles
7.1. Effective safeguarding requires: each staff member to play their part and contribute
to safeguarding and promoting the well-being of the adult at risk. The Wales
Safeguarding Procedures recognise the following as principles for best practice.

7.1.1. Appropriate information-sharing

7.1.2. intra and multi-disciplinary working to better understand the individual and
their circumstances and their needs for care, support, and safety.

7.1.3. co-productive working relationships with the adult at risk, and their support
network, to establish what matters to them and to ensure they feel respected
and informed.

7.2. See a full list of the Wales Safeguarding Procedure’s Safeguarding Principles here

8. The Safeguarding Process
8.1. Safeguarding enquiries into concerns about abuse and neglect of an adult at risk are
made under s.126 of the Social Services and Well-being (Wales) Act 2014. They
may be referred to as s126 enquiries.

8.2. To determine the most effective way in which to safeguard an adult at risk, staff
should be aware of the different stages of the safeguarding process:
8.2.1. identification of the concern
8.2.2. gathering information
8.2.3. assessment and analysis of early help and support needs
8.2.4. decision-making and planning the most appropriate intervention
8.2.5. actions and interventions
8.2.6. evaluating effectiveness of the actions and interventions
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9. A Person-Centred Approach
9.1. Itis important that all Wallich staff, in line with Part 2 6.(2) Of the Social Services

and Well-Being (Wales) Act 2014 recognise the following, when dealing with

safeguarding matters:

9.1.1. the rights of the individual should be paramount to the approach

9.1.2. their best interests should always be paramount

9.1.3. as far as is reasonably practicable, ascertain and have regard to the
individual's views, wishes and feelings

9.1.4. have regard to the importance of promoting and respecting the dignity of the
individual

9.1.5. have regard to the characteristics, culture, and beliefs of the individual
(including, for example, language) whilst recognising the paramountcy of
safeguarding the individual

9.1.6. have regard to the importance of providing appropriate support to enable the
individual to participate in decisions that affect him or her to the extent that is
appropriate in the circumstances, particularly where the individual’s ability to
communicate is limited for any reason.

10. Definitions & examples
Safeguarding legislation has moved away from the term ‘vulnerable adult’, instead
using the term ‘adult at risk’. This term illustrates that it is the circumstances

affecting people with care and support needs that causes them to be at risk of
abuse or neglect.

10.1. ‘Adult at risk’ definition

The Wallich recognises that the vast majority of those who access our services
may suffer vulnerabilities and therefore may meet the definition of “adult at risk”

10.2. An “adult at risk”, for the purposes of this is an adult who:
10.2.1. (a) Is experiencing or is at risk of abuse or neglect,
10.2.2. (b) Has needs for care and support (whether the authority is meeting any
of those needs) and
10.2.3. (c) As a result of those needs is unable to protect himself or herself
against the abuse or neglect or the risk of it.

11. Types of abuse and neglect
11.1. Abuse is a violation of an individual’s human and civil rights by another person or
persons. For a larger list of definitions please see the Policy Appendix. There are
different types and patterns of abuse and neglect and different circumstances in
which they may take place.

11.2. Wales Social Services and Well Being Act 2014 (SSWA) defines categories of
adult abuse and harm as follows:
11.2.1. Physical
11.2.2. Sexual
11.2.3. Psychological
11.2.4. Neglect (from self or others)
11.2.5. Financial

11.3. There are additional categories of harm which, while not included in legislation,
are also relevant. These are:
11.3.1. Violence against women, domestic abuse, and sexual violence
(VAWDASYV) including Female Genital Mutilation (FGM)
11.3.2. Domestic abuse and violence against men
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11.3.3. Cyber bullying
11.3.4. Forced marriage
11.3.5. Hate crime

11.3.6. Radicalisation
11.3.7. Modern slavery
11.3.8. Criminal exploitation

12. Mental Capacity
12.1. England and Wales share the Mental Capacity Act of 2005. The Act applies to
people over the age of 16. The issue of capacity or decision making is key in
safeguarding adults across all legislature.

12.2. As Wallich staff or volunteers, we must not discriminate or make assumptions
about someone’s ability to make decisions, not pre-empt a best interest's decision
merely based on of a person’s age, appearance, condition or behaviour.

12.3. Good practice states that every individual has the right to make their own
decisions and legislation provides the framework for this to happen.

12.4. Our ability to make decisions can change over the course of a day. Here are some
examples that demonstrate how the timing of a question can affect the response:
12.4.1. A person with epilepsy may not be able to decide following a seizure.
12.4.2. Someone who is anxious may not be able to decide at that point.

12.4.3. A person may not be able to respond as quickly if they have just taken
some medication that causes fatigue.

12.5. In each of these examples, it may appear as though the person cannot make a
decision. However, later in the day, presented with the same decision, they may
be able to at least be involved or to make an informed and measured decision.
Legislation recognises that capacity is decision-specific, so no one will be labelled
as entirely lacking capacity.

12.6. To help you to understand better, consider the following five points:

12.6.1. Assume that the service user can make decisions, unless it is shown that
they are not. If you have concerns about the person’s level of
understanding, you should check this with them, and if applicable, with
any other agencies or family involved in supporting them.

12.6.2. Give service users as much support as they need to make decisions. As
staff you may be involved in this process— you might need to think about
the way you communicate or provide information and you may be asked
your opinion.

12.6.3. People have the right to make unwise decisions. The important thing
is that they understand the implications. If they understand the
implications, consider how risks might be minimised.

12.6.4. If someone is not able to decide, as support staff we must only make
decisions in their “best interests”. This means that the decision must be
what is best for the person, not for anyone else.

12.6.5. Such decisions should be made in collaboration with other agencies,
such as local authority safeguarding teams.

12.7. Please note: The Mental Capacity Act in England and Wales is currently under
review and the legislation and process is likely to change
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13. Consent and Duty to Report

13.1. The interests of the adult at risk must be the overriding consideration in making
any decisions whether to seek consent prior to making a report (to social services
or the police). Staff, however, should aim to seek consent from the adult where
possible. The reasons for this are that it is more likely to:
13.1.1. lead to engagement in the safeguarding process and to effective

outcomes

13.1.2. promote an effective working partnership with the adult

13.2. The adult at risk is sometimes the only source of information about what has
happened to them. If a decision is made not to seek consent relevant
circumstances for this decision must be recorded and could include:

13.2.1. the possibility that the adult would be put at further risk

13.2.2. the possibility that an adult would be threatened or otherwise coerced into
silence

13.2.3. if a carer, family member or partner is identified as the alleged abuser

14. Seeking Consent
14.1. Staff should discuss whether it is appropriate to seek consent from the adult with

their manager and where needed, the internal Safeguarding Team.

If, having taken account of the adult's wishes, it is still considered that there is a

need for a report, then their wishes may be over-ridden. In this situation:

14.1.1. the reason for proceeding without consent must be recorded

14.1.2. social services should be informed that the adult has not given their
permission

14.1.3. the adult should be informed by the referrer that a report has been made
despite their wishes.

14.2. Sometimes an adult at risk may not want you to act on your concerns or their
disclosure. This may be because they are fearful of repercussions from you acting
or because they are unaware abuse is taking place. It could also be that they have
not got the mental capacity to make an informed decision and understand that
remaining in their current situation is unsafe.

14.3. Sharing information with the right people is central to good practice in
safeguarding adults.

14.4. You should not keep safeguarding concerns about adults at risk to yourself.
Explain to the adult that you must pass the concern on to, as you have a duty of
care to them and reassure the adult that they will be fully included in what
happens next.

15. Acting without the adult’s consent and breaking confidentiality
15.1. Individuals may not give their consent to the sharing of safeguarding information
with the safeguarding adults team for several reasons. Reassurance, appropriate
support and revisiting the issues at another time may help to change their view on
whether it is best to share information.

15.2. If they still do not consent, then their wishes should usually be respected.
However, there are circumstances where information can be shared without
consent, which effectively means breaking confidentiality.

15.3. Breaking confidentiality is reasonable and justified in certain circumstances, for
example, when the adult does not have the capacity to consent, it is in the public
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interest because it may affect other people, or a serious crime has been
committed. This should always be discussed with your Manager and the local
authority safeguarding adults’ team.

15.4. If someone does not want you to share information outside of the organisation, or
you do not have consent to share the information, ask yourself the following
questions:

15.4.1. Is the adult placing themselves at further risk of harm?

15.4.2. s the adult under pressure or being coerced?

15.4.3. Is someone else (adult or child) at risk?

15.4.4. Is it necessary to prevent a crime or abuse occeurring?

15.4.5. Has a criminal offence occurred? This includes theft or burglary of items,
physical abuse, sexual abuse, forced to give extra money for lessons
(financial abuse) or harassment.

15.4.6. s there suspicion that a crime has occurred?

15.4.7. Does the alleged abuse have care or support needs, or are they at risk
too?

15.5. If the answer to any of the questions above is ‘yes’ - then you can and need can
break confidentiality and make a report.

15.6. Ifit does not increase the risk to the individual, staff should explain to the adult
that it is their duty to escalate and share this information.

16. Gathering, Recording & Sharing Information
16.1. Effective s126 enquiries are dependent on gathering, sharing, and analysing
information about the adult at risk’s care and support protection needs. The
information that should be gathered as part of the enquiries is shown below.

16.2. Itis vital that staff do not delay documenting any safeguarding matters, or
concerns once they arise. Delays in recording can result in:
16.2.1. significant information being missed
16.2.2. distorted perceptions as to why particular decisions and actions were
taken at the time
16.2.3. events and actions being confused and/or distorted
16.2.4. detail being forgotten.

16.3. Itis important that Wallich staff treat any internal records concerning safeguarding
as the organisation’s official account, which may be used later by police, social
services or during court proceedings. Records need to be detailed, factual and
clear.

17. Gathering & Recording Information
17.1. When gathering and recording information relating to a safeguarding concern,
disclosure or incident, staff should aim to gather enough information to:

17.1.1. be clear about the abuse or neglect concerns and any important
background or history behind this (this could include previous concerns or
reports being raised)

17.1.2. understand whether the person concerned is an “adult at risk” as defined
by the Social Services and Wellbeing (Wales) Act 2014;

17.1.3. establish whether immediate action may be necessary to ensure that the
adult at risk, other adults and/or children at risk are safe from harm

17.1.4. identify whether there is a possible criminal offence which requires the
involvement of the police
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17.1.5. identify how and why concerns have arisen and the nature of any other
concerns

17.1.6. establish whether the adult at risk has care and support needs

17.1.7. clarify whether consent has been obtained by the adult, to make onward
referrals and if not why

17.1.8. consider the mental capacity of the adult at risk.

18. Recording second-hand information
18.1. Staff may receive second-hand information around safeguarding, such as reports
or concerns from other residents or service users, or even members of the public.
Take all concerns seriously.

18.2. In these instances, aim to gather and record as much detail as possible regarding:

18.2.1. the cause for concern and the nature of the evidence to support these
concerns

18.2.2. names and details of people involved

18.2.3. do not make any comment on these concerns to the service user, or
member of the public

18.2.4. discuss the information with your Manager, pass the information on to the
necessary agencies, as directed by Management

18.3. Further guidance on writing general case notes and recording facts can be found
in the Policy Appendix.

19. Sharing Information
19.1. Wallich staff should always work in line with our organisational Data Protection &
Privacy policy
19.2. When sharing information there are seven Golden Rules that should always be
followed:

19.2.1. Seek advice if in any doubt.

19.2.2. Be transparent - The Data Protection Act (DPA) is not a barrier to sharing
information but to ensure that personal information is shared
appropriately; except in circumstances whereby doing so places the
person at significant risk of harm.

19.2.3. Consider the public interest - Base all decisions to share information on
the safety and well-being of that person or others who may be affected by
their actions.

19.2.4. Share with consent where appropriate - Where possible, respond to the
wishes of those who do not consent to share confidential information. You
may still share information without consent if this is in the public interest.

19.2.5. Keep a record - Record your decision and reasons to share or not share
information.

19.3. Accurate
Necessary
Proportionate
Relevant
Secure

19.4. Ensure all information shared is accurate, up-to-date, necessary and share with
only those who need to have it
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20. External referrals

201,

To make an adult safeguarding referral you need to call the local safeguarding
adults’ team. This may be part of a MASH (Multi-Agency Safeguarding Hub). A
conversation can be had with the safeguarding adult’s team without disclosing the
identity of the person in the first instance. If it is thought that a referral needs to be
made to the safeguarding adults’ team, consent should be sought where possible
from the adult at risk.

21. Handling disclosures

21.4.

21.2.

21.3.

21.4.

215,

An adult at risk may decide to disclose to staff that they are, or have been subject
to abuse or neglect, or they are aware of another individual who is or has been
abused.

The way in which staff respond to these disclosures can determine whether the
individual continues to describe what has happened to them or shuts down and
withdraws anything they may already have said.

As these accounts can prove crucial in legal proceedings the way in which staff

handle and manage them is important. It is essential to:

21.3.1. Keep the adult at risk safe.

21.3.2. Ask questions to determine if there is a safeguarding risk.

21.3.3. Listen and observe.

21.3.4. ltis vitally important that as soon as you have the opportunity you must
record what has been said to you as this may be the first and only
account available to the police

Please remember:

21.4.1. Not to promise to keep what you have been told secret or confidential as
practitioners have a duty to disclose information to social services and in
some cases the police

21.4.2. Remember reporting concerns is not a betrayal of trust

It is important to note that secrecy is not to be confused with confidentiality. In
certain circumstances non-disclosure of information may be significant to the
safety of an individual or to public interest. In these circumstances, withholding
information cannot be defended on the grounds of confidentiality. If in doubt, seek
advice from your Manager or the Safeguarding Team.

22. Steps to take after a disclosure

22.1.

22.2.

22.3.

It is essential that for Wallich staff take any disclosure made to them seriously and
do not make a judgement as to the reliability and validity of what has been said. It
is up to social services and the police to make this judgement.

1: Duty to report concerns Report the concerns immediately to you a Manager,
if your Manager is unavailable, contact your Area Manager/Head of or a member
of the Safeguarding Team. Ensure that the concerns are reported immediately to
the Local Authority Safeguarding Team, and if necessary, the police.

22.2.1. do not delay

22.2.2. do not confront the alleged abuser

22.2.3. do not worry that you may be mistaken

Staff will always be taken seriously by social services. It is always better to
discuss the disclosure with somebody with the experience and responsibility to

C:\Users\tom.hall\AppData\Local\Microsoft\Windows\INetCache\Content. Outlook\MYVGDGF
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22.4.

make a decision rather than taking no action at all.

2: Record as soon as possible and no later than 24 hours after the disclosure

what was said:

22.4.1. use the exact words the adult at risk used if possible

22.4.2. describe the circumstances in which the disclosure happened; the setting
and anyone else who was present

22.4.3. be aware that the record may be required for legal action or disciplinary
procedure so be sure to separate fact from opinion

22.4.4. make a note of the date, time, place, and people who were present when
the disclosure took place.

23. Prevention and early help

23.1.

2312,

Abuse and neglect can have a significant impact on adults at risk, it is important

that staff are vigilant and have a strong awareness of how neglect or abuse can

present itself among service users. However, early help, also referred to as early

intervention, can:

23.1.1. protect adults from becoming adults at risk who experience abuse, and/or
neglect

23.1.2. avoid problems escalating

23.1.3. reduce the need for safeguarding enquiries and interventions

23.1.4. have long-term benefits for the adult’s health and well-being

It is important therefore, that early help is offered to adults whenever possible to
prevent them becoming an adult at risk.

24. Whistle Blowing (Reporting wrongdoing or raising concerns about staff)

24.1.

24.2.

24.3.

The Wallich seeks to be an open environment within which concerns can be freely
raised and addressed without fear of reprisal. We accept mistakes can be made,
and in the first instances we want to ensure that we are all collectively learning
and continuously improving, and so we encourage staff to seek to raise concerns
informally in the first instance.

We appreciate however that at times it can be daunting for staff to raise concerns,
especially in circumstances where they feel that they are the only one speaking
out, or that there may be instances where taking an informal approach would not
be justified due to the severity of the issue.

Our Whistle Blowing policy sets out how staff can confidentially and confidently
raise any such concerns they have, and what to do if they feel their concerns are
not taken seriously.

25. Internal Wallich Safeguarding Procedure

25.1.

25.2.

253.

What to do if you have a concern or someone raises concerns with you

It is not your responsibility to decide whether an adult has been abused. It is,
however, everyone's responsibility at The Wallich to respond to and report
concerns.

If you are concerned someone is in immediate danger, either because of actions
by someone else or themselves, contact the police on 999 straight away.
Where you suspect that a crime is being or has been committed, you must involve
the police and report this to your manager immediately.
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25.4. If you have concerns and or you are told about possible or alleged abuse, poor
practice, or wider welfare issues you must report this to a manager immediately
and follow the steps in this policy and procedure.

25.5. When raising your concern with your line manager, remember to involve the adult
and discuss what matters to them. It is good practice to seek the adult’s views on
what they would like to happen next and to inform the adult of what actions you
intend to take.

25.6. Itis important when considering your concern that you keep the person informed
about any decisions and action taken about them, and always consider their
needs and wishes.
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You identify a concern about possible or alleged
abuse, poor practice, wider welfare issues or a
disclosure is made to you

i

Does the person need immediate medical attention or
has a serious crime occurred?

No —1

Yes

REACT
Seek medical attention on
project and/ or contact

emergency services on 999
Notify a Manager immediately
] — |

REACT
Notify a Manager

What does the adult want to happen? Include their views throughout the process
wherever possible

REPORT
Contact your Local Authority safeguarding team discuss the concerns with them
and act on their direction
Involve other key agencies needed

RECORD
Make notes and complete a Safeguarding report on In-Form, this will notify the
internal Safeguarding Officers
Make detailed, factual notes, capturing names, contact details and job titles of
those involved

REVIEW

Within 7 days ensure you review the actions taken, follow up the concern, discuss
with your manager and decide whether the case needs further action/escalation or
has been resolved. Repeat the review process until resolved.
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Equal Opportunities and Diversity Policy and Procedure

Original Author/s:

HR Department

Date Adopted: August 2006 Frequency of 3 years
Review:

Date of Last January 2018 Date of Next January 2021

Review: Review:

Last Reviewed by:

Becci Sherlock

SLT/Department:

Chief Executive

POLICY

Policy is the framework that states The Wallich’s position on a subject and

encompasses the principles and values that underpin our work.

PROCEDURES

Procedures outline the steps that must be followed.

GUIDANCE

Guidance is written to help set the context in which you can decide what to do. It

may offer a range of options or outline things to consider when choosing your course

of action. Please use common sense, in line with our values, when choosing what

course of action you decide to take.

Related Policies/Documents:

° All Wallich Policies
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1. Policy Statement

The Wallich aims to make sure that homeless and vulnerable people can look
forward with optimism and can contribute to quality of life in their communities.

The Wallich acknowledges that its service users with whom it works, homeless and
vulnerable people, face discrimination and disadvantage, and that these can prevent
them from achieving their full potential. The Wallich aims to tackle this unfair
discrimination and disadvantage.

The Wallich believes that recognising and celebrating diversity makes it richer as an
organisation and as a charity and therefore strives for equality of opportunity so that
that everyone can contribute and participate.

The Wallich is therefore committed to actively challenging inequality of opportunity,
both in service delivery and as an employer and will seek to address and eliminate all
forms of prejudice, discrimination, harassment, victimisation or bullying on the
grounds of an individual’'s protected characteristic.

1.1 Protected Characteristics
Protected characteristics describe different groups of people that make up the
community. The Equality Act 2010 covers nine protected characteristics, which
cannot be used as a reason to treat people unfairly. Every person has one or more of
the protected characteristics, so the act protects everyone against unfair
treatment. The protected characteristics are:
1.1.1 Age
Refers to a person belonging to a particular age, or a range of ages.
1412 Disability
A person has a disability if s/he has a physical or mental impairment which
has a substantial and long-term adverse effect on that person’s ability to carry
out normal day-to-day activities.
143 Gender Reassignment
The process of transitioning from one gender to another.
1.1.4 Marriage and Civil Partnership
Marriage is defined as union between a man and a woman and same sex
couples (as per the Marriage [Same Sex Couples Act 2013]). Same-sex
couples can also have their relationship legally recognised as Civil
Partnerships.
1.1.5 Pregnancy and Maternity

Pregnancy is the condition of being pregnant or expecting a baby. Maternity
refers to the period after the birth, and is linked to maternity leave in the
Page 2 of 7
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1.1.6

1.1.8

1.2

122

1.2.4

1.2.6

employment context. In the non-work context, protection against maternity
discrimination is for 26 weeks after giving birth, and this includes treating a
woman unfavourably because she is breastfeeding.

Race

Refers to a groups of people defined by their race, colour, nationality
(including citizenship), ethnic or national origins.

Religion or Belief

Religion has the meaning usually given to it. Belief includes religious and
philosophical beliefs including lack of belief (e.g. Atheism). Generally a belief
should affect an individual’s life choices or the way they live for it to be
included in the definition.

Sex (Gender)
A man or a woman.
Sexual Orientation

A person’s sexual attraction is towards their own sex, the opposite sex, to
both sexes or asexual.

Definitions

Direct Discrimination - occurs when an individual is treated less favourably
than another in comparable circumstances due to their protected
characteristic.

Indirect Discrimination - occurs when a condition, rule, policy or practice is
applied to everyone but particularly disadvantages people who share a
protected characteristic.

Associative Discrimination - occurs when an individual is treated less
favourable because they are associated with an individual with a protected
characteristic.

Perceptive Discrimination - occurs when an individual is treated less
favourably based on a perception that they have a protected characteristic,
when they do not.

Harassment - unwanted conduct that has the purpose or effect of violating
someone's dignity, or creating an intimidating, hostile, degrading, humiliating
or offensive environment; for them.

Victimisation — less favourable treatment of someone who has complained or

given information about discrimination or harassment, or supported someone
else's complaint.
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1.2.7 Bullying - offensive, intimidating, malicious or insulting behaviour, and/or an
abuse or misuse of power through means intended to undermine, humiliate,
denigrate or injure the recipient.

1.2.8 Vicarious Liability — occurs when an individual/organisation is liable for the
negligent actions of another person, even though the individual/organisation
was not directly responsible for the injury.

2. Scope of this policy

This policy underpins all other Wallich policies and strategies and will inform all
Wallich activities.

This policy applies to all Wallich employees, workers, volunteers, service users and
contractors.

3. Policy aim

The aim of this policy is to promote and demonstrate fairness and equality of
opportunity in:

e The provision of services; and
e The employment of staff.

3.1 Provision of services

This means:
e Fair access to services
o Fair treatment while accessing and receiving services
e Equal quality of service offered
e Fair outcomes for all Wallich service users

As a service provider The Wallich will:

¢ Place service users at the heart of policies and strategies

e Design and deliver services that are appropriate, accessible and effective in
meeting the diverse needs of service users

e Engage with and listen to service users in identifying needs and decisions in
the way services are designed, planned and delivered

* Provide opportunities for service users to make a complaint if they are
dissatisfied with a service they have received or the way they were treated
when accessing a service

3.2 Employment of staff and volunteers

This means:
e Fair access to jobs
e Fair treatment in employment and volunteer placements
e Fair access to training and development opportunities
e The right for every employee, worker and volunteer:
o Not to be discriminated against, harassed, victimised or bullied

Page 4 of 7
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o To make a complaint when they feel they have been unfairly treated,
harassed, victimised or bullied and to have their complaints acted
upon

o To challenge and bring discriminatory acts and behaviours to the
attention of an appropriate person for action

o To be respected and valued for who they are and for what they
contribute

o Not to discriminate, harass, victimise or bully another employee and to
respect other employees and workers and value them for who they
are and for what they contribute to the work of The Wallich

The Wallich’s aim in employment is to ensure equality of opportunity in all aspects of
the employment cycle including recruitment, appraisal, training, promotion,
redeployment and redundancy processes.

The Wallich’s aim in volunteering placements is to ensure equality of opportunity in
all aspects of the volunteering placement, including recruitment, supervision and
training processes.

The Wallich will seek to promote equality of opportunity in employment and volunteer
placements by ensuring that:

Everyone receives equality of treatment in recruitment and employment or
volunteer placements.

Positive action measures are taken to reduce the effects of discrimination and
disadvantage.

All Managers and employees are aware of The Wallich’s Equal Opportunities
Policy and that they are aware of their rights and responsibilities in relation its
implementation and the consequences of unacceptable behaviour.

Allegations of discrimination, victimisation or harassment by employees of
The Wallich are investigated thoroughly and promptly in accordance with its
approved procedures. Acts of discrimination, victimisation or harassment by
employees will be treated as serious disciplinary offences.

The Wallich continues to undertake and develop regular age, disabilities,
ethnic and gender monitoring of The Wallich's workforce profile. Where
employees are happy to provide further equalities information consideration
will be given on how to monitor it.

The Wallich has accessible workplaces for all employees, making reasonable
adjustments to facilitate disabled people to be able to work, and remain in
employment, wherever possible, and for existing employees who become
disabled to also remain in work, wherever possible.

The Wallich retains flexible working practices to ensure that staff are
supported in balancing work and other life commitments.

Accountabilities: roles and responsibilities
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All Board Members, employees, workers and volunteers have a responsibility to
assist The Wallich to meet its equalities obligations. Each should ensure that, in their
respective roles, they have due regards to equal opportunities as set out in this
Policy.

a) Board Members

It will be the Board Members responsibility to provide overall strategic direction and
control of this Policy. They will receive regular reports from the Chief Executive in
this regard.

b) Chief Executive

The Chief Executive has the overall responsibility for implementing this Policy and for
the plans and performance management practices adopted by The Wallich.

c) Managers

Managers will be directly responsible for implementing this Policy as part of
mainstream management. They will be responsible for addressing equalities issues
in their area of activity and will be responsible for ensuring that their staff and
volunteers act in accordance with this Policy, providing the necessary support and
direction for their staff and volunteers.

d) Employees, workers and volunteers

Each employee, worker and volunteer will be responsible for their own behaviour and
will be expected as part of their day to day work to actively meet the equalities
standards expected of them in their work.

5. Equality Training

The Wallich believes that appropriate development and training for its Managers,
employees and others directly involved in the provision and management of its
services represents a vital part of the implementation of this Policy.

The Wallich will provide induction training that embraces equality issues and will hold
regular briefing sessions on equality for all staff and volunteers.

6. Equalities Monitoring

Equality monitoring assists The Wallich to assess how its policies and activities are
affecting service delivery and will assist in the identification of any existing
inequalities and, where new inequalities may be developing, to take action to tackle
them.

The Wallich has a standard equalities monitoring form which will be used to
undertake equalities monitoring for employees, volunteers and service users.

7 Complaints
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75| Employees (and workers) who believe that they have been disadvantaged,
discriminated against, bullied, harassed or victimised are entitled to raise the
matter through The Wallich’s Grievance Procedure or The Wallich’s Dignity at
Work Procedure.

2 Volunteers who believe that they have been disadvantaged, discriminated
against, bullied, harassed or victimised are entitled to raise the matter through
the Wallich’s Volunteer Complaints and Grievance Procedures.

7.3 Service users who believe that they have been disadvantaged, discriminated
against, bullied, harassed or victimised are entitled to raise the matter through
The Wallich’s Clients Complaints Policy.

Allegations regarding breaches of this policy will be investigated thoroughly.
Individuals who make allegations in good faith will not be victimised or treated less
favourable as a result of raising an allegation.

False allegations, or allegations made in bad faith will be treated under the relevant
policy or document:

e Employees — Disciplinary Policy
e Volunteers — Volunteer Disciplinary Policy
e Service Users — Occupancy Agreement (Obligations)

8.0 Gender Pay Gap Reporting

The Wallich is committed to both the spirit and legal requirements of Gender Pay
Gap reporting and will annually publish the Gender Pay Gap report on its website.
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Health and Safety Policy
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Policy Statement

This policy recognises and interprets our responsibility for the health, safety and well-being
of our employees, volunteers, service users, visitors, contractors and members of the public.

Itis the policy of The Wallich to: -

Maintain a health and safety framework that guides and supports everyone in fulfilling
their responsibilities for health and safety

Outline the responsibilities and arrangements we have for complying with our health
and safety obligations

Endeavour to comply with all our relevant health and safety legal duties

Identify and prioritise areas of risk and plan for their effective management

Seek competent professional advice, guidance and support

Undertake regular reviews of health and safety performance of all operational areas
Learn from accidents and incidents

Consult with employees on matters affecting their health and safety including welfare
and working environment

Monitored and test safety equipment is on a regular basis
Employ staff and third parties who are suitable and competent

Provide information, instruction and training which enable employees, volunteers
service users, visitors and contractors to undertake their tasks safely

Provide adequate levels of supervision determined by risk assessment that allow for
the effective management of health and safety

Provide sufficient resources to enable the standards outlined in this policy to be met

External audit and review and if necessary amend this policy annually or when
significant changes occur

Continually improve its health and safety performance

By protecting the health and safety of our employees, volunteers, service users, visitors,
contractors and members of the public, we increase the effectiveness and productivity of the
organisation.

Signed:

4B

Chief Executive: Lindsay Cordel:y-Bruce Date: 24 July, 2019
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Health and Safety Responsibilities Chart
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Health & Safety Responsibilities

Trustee Board
The Trustee Board members need to take action so that:
o The safety of employees, volunteers, service users, visitors, contractors and
members of the public, may be protected
e Risk management includes health and safety risks and becomes a key business risk
in board decisions
e Health and safety duties imposed by legislation are followed

Chief Executive

As head of the organisation, the Chief Executive has ultimate accountability for the health
and safety management system and takes the lead in all decisions based on health and
safety issues. They have the overall strategic and financial responsibility for setting the
framework, monitoring implementation and supporting the relevant personnel with specific
health and safety responsibilities to achieve realistic health and safety solutions.

Key responsibilities are:

e To authorise sufficient funds and resources to enable health and safety requirements
to be met

e Encourage a positive attitude towards health and safety throughout the organisation
and promote good practice and procedures at all times

e Be familiar with the broad requirements of health and safety law and take the
necessary action to achieve compliance, and implement any organisational changes,
which are necessary to meet the objectives of the health and safety policy

 Actively promote at all levels, the organisation’s commitment to effective health and
safety management

The Senior Leadership Team

The Senior Leadership Team are the drivers of health and safety and are responsible for the
health and safety performance of their directorate, including the maintenance of all
documentation as evidence of the safety management system. The Senior Leadership
Team have strategic and financial responsibility for setting relevant parts of the framework,
monitoring implementation and supporting the relevant personnel with specific health and
safety responsibilities to achieve realistic health and safety solutions.

Key responsibilities are:

e To authorise funds and resources to enable health and safety requirements to be met

¢ Encourage a positive attitude towards health and safety throughout the organisation
and promote good practice and procedures at all times

¢ Be familiar with the broad requirements of health and safety law and take the
necessary action to achieve compliance, and implement any organisational changes,
which are necessary to meet the objectives of the health and safety policy

e Actively promote at all levels, the organisation’s commitment to effective health and
safety management

Area Managers / Head of Departments

The Area Managers / Head of Departments are the drivers of health and safety and are
responsible for the health and safety performance of their region or department, including
the maintenance of all documentation as evidence of the safety management system.

Key responsibilities are:
e Promotion of health and safety culture
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e Advising employees on health and safety matters

e Day-to-day monitoring and implementation of health and safety compliance

e Actively take part in procedures for reporting, investigating, recording and analysing
accidents and incidents

e Ensure all reports offered by the Health and Safety Practitioner are acted upon

e Investigate any accident, incident or dangerous occurrence if asked by the Health
and Safety Practitioner and ensure the appropriate records are kept

e Actin a professional manner pertinent to the position and set a personal example by
following safe practices and procedures

e Ensure all organisation documentation is maintained in accordance with current
statute and report to the Senior Leadership Team and Chief Executive any concerns
regarding organisation health and safety issues

e Implement a training plan that includes specific job instructions for employees and
follow up on the training by managers.

Managers

Managers have the responsibility for co-coordinating health and safety activities and
ensuring the promotion of safe working practices and procedures. They are expected to set
a positive example and endeavour to ensure that their staff and other workers are competent
and supported to maintain good standards of fire safety and health and safety and to ensure
that sufficient supervision and resources are made available to enable staff to fulfil this
requirement.

Key responsibilities are:

e Responsible and accountable for their team’s health and safety performance

e Enforce all safe systems of work procedures that have been issued by the Senior
Leadership Team

¢ Instruct employees in relevant health and safety rules, make records of this
instruction and enforce all health and safety rules and procedures

e Enforce personal protective equipment requirements, make spot checks to determine
that protective equipment is being used and periodically appraise condition of
equipment

* Where requested, investigate any accident, incident or dangerous occurrence and
ensure the appropriate records are given to the Health and Safety Practitioner

e Implement any controls identified in risk assessments and monitor these for
effectiveness

Health and Safety Practitioner

The Health and Safety Practitioner is the ‘Competent Person’ as required by law. They liaise
with the Chief Executive and Senior Leadership Team to provide support and guidance with
regard to appropriate health and safety requirements. They also advise managers and
employees on health and safety, providing expertise to all parts of the organisation.

Key responsibilities are:

e Creating and developing health and safety policies

e Promotion of health and safety culture, including assisting managers to implement
effective health and safety policy

» Health and safety planning, including goal setting, deciding priorities and establishing
adequate systems and performance standards

e Day-to-day implementation and monitoring of policy and plans including accident and
incident investigation, reporting and analysis and take action if necessary including
reporting the HSE under RIDDOR regulations
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¢ Reviewing and auditing the performance of the whole health and safety management
system
e Arranging regular Health and Safety Committee meetings

Health and Safety Co-ordinator

The Health and Safety Coordinator is responsible for the development, implementation,
assessment and review of the occupational, health and safety management plan. They
assist the Health and Safety Practitioner in the standardisation and implementation of Health
and Safety documentation and resources. In addition, to the implementation of consistent
and effective Health and Safety auditing and monitoring systems.

Key responsibilities are:
e Preparing risk assessments, method statements, template filing systems, a
document and resource library and guidance
e Co-ordinating research, development and implementation of policies and work
instructions
e Carry out Health & Safety checks and audits, ensuring workplace inspections confirm
legislative compliance
e Liaise closely with the Facilities Department team to manage issues relating to the
facilities service provision, and specifically environmental, buildings, gas safety, fire
safety equipment, waste management, electrical testing and safety audit legislative
non-compliances
e Assist in the identification of need and preparation of risk assessments, compliance
and training of staff, with particular reference to activity risk assessments, manual
handling, working at height, display screen equipment and safe systems of work
* Review and record checks on all fire exits, fire equipment, and fire signs
e To assist with the management of fire safety throughout buildings
e Coordinating implementation of the Occupational Health and Safety Management
plan, and monitoring compliance with the plan
e Foster and develop a positive Occupational Health and Safety Culture across the
organisation
e To carry out accident and incident investigations, collate, analyse accidents,
incidents and injuries reports, providing an analysis of these to Health and Safety
Committee
e Assisting managers to implement new initiatives where required outcomes are not
being achieved
e To coordinate responsible persons for assessing and reporting notifiable occurrences
to government authorities
To review and measure Health and Safety performance, surveys and needs analysis
Review audit/non-audit action requests and determine trends
Review and contribute to Safety policy and procedure
To compile accurate reports following occupational Health and Safety audits,
including follow up actions with relevant recommendations, Coordination of audit
schedule and reporting of outcomes to H&S Committee
e To assist, maintain and co-ordinate the online training software
e To coordinate, provide support to the Health and Safety Steering Committee and
Safety Representatives Forum
e To review and record First Aid and spill kit provision across sites
e To review relevant safety signage within areas
e To identify building defects that could impact on the Health and Safety of staff,
residents and visitors
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e To assist in maintaining the development of Quality Management System and
commitment to processes of continuous improvement activities

e To assist and work towards achieving OHSAS 18001 (Occupational Health and
Safety Assessment Series) and ISO 14001 (Environmental Management Systems)
accreditation

Health and Safety Champions

Health and Safety Champions (including a representative of the Employees’ Consultative
Group) sit on the Health and Safety Committee and are based in each area of the
organisation to support the work of the Health and Safety Practitioner.

Key responsibilities are:

Promotion of health and safety culture

Advising employees on health and safety matters

Day-to-day monitoring and implementation of health and safety compliance
Actively take part in procedures for reporting, investigating, recording and analysing
accidents and incidents

e Attending Health and Safety Committee meetings

The Health and Safety Committee with representatives from across the organisation meets
quarterly to consider a range of aspects related to operations. Terms of reference for the
Committee are attached as Appendix 1.

Fire Marshalls
Key responsibilities are:
e To attend regular training
e Inthe event of a fire, ensure all personnel are evacuated efficiently and safely from
buildings and sent to an area of safety
e Be familiar with the escape routes from the building
e Carry out routine inspections of the fire-fighting equipment to ensure that it is
serviceable, i.e. not damaged or discharged
o Be the point of contact for the emergency services

First Aiders
Key responsibilities are:
e To have completed The Wallich’s certified training course in administering first aid at
work and hold a current first aid at work certificate
e To check and replenish first aid materials, equipment and facilities provided by the
organisation and make available to employees and service users. This will include
ensuring that first aid equipment is suitably marked, easily accessible and is available
in all places where working conditions require it
e To ensure all accidents are recorded in the project / office accident book
e To ensure all accidents and incidents are recorded in In-Form

Members of Staff, Contractors, Volunteers, Service Users and Visitors
Everyone within the working environment has a safety responsibility and each is asked to:

° Co-operate on fire and health and safety matters

o Undertake their duties with due regard for the health and safety of the other
people in their working environment

o Take care of their own health and safety

° Report fire and health and safety concerns as soon as possible

o Comply with policies and procedures applicable to their work
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° Familiarise themselves with the organisation’s health and safety policy,
procedures and any other health and safety information

° Attend any training courses arranged by the organisation and in particular those
relating to health and safety.

. Commit to a positive approach towards health and safety at all times ensuring the

best practice and procedures when working on any of the organisation’s sites or
other workplaces

In addition, everyone is reminded that they must not misuse equipment provided, nor
interfere with arrangements made in the interests of health and safety.

Training
The organisation will provide employees and volunteers with adequate training on aspects of
Health and Safety as necessary. This will be in the form of:

° Allnew employees are given health and safety instruction and information on the
organisations five-day induction training.

e All staff are required to complete a suite of elearning health and safety courses with
iHasco and these courses should be refreshed every three years.

e Project, department specific training is also delivered as necessary including, IOSH
(Role specific) Fire Marshals, First Aiders, Food Hygiene and Manager’s training,
these courses are also refreshed every three years.

e Front line workers are required to attend Non-Violent Crisis Intervention training
refreshed annually as well as the lone working eLearning module.

e Manual handling training is provided as a half-day course as per the needs of each
project/department.

e Sharps Awareness training is provided as a half-day course as per the needs of each
project/department.

e Basic to First Aid is provided as a half-day course as per the needs of each
project/department.

e Fire Awareness s provided as a half-day course as per the needs of each
project/department.

e Additional training (as well as refreshers) are provided during employment depending
on changes in working practice or process, or due to an employee’s changing role.
This additional training is highlighted through regular supervision with each
employee.

e Specific training to enable staff to carry out the necessary testing of equipment and
systems is also offered depending on need.

¢ Additional health and safety information is available on DocuVault, the organisations
shared database of information relevant to our work.

Records of this training are maintained on CIPHR, the organisations human resource
information system. Records of development needs and training completed are also kept as
part of the organisations supervision process. These records are kept for the duration of a
staff member's employment.

Information and Communication
Consultation on health and safety is achieved through a range of regular meetings, at all
levels and in all parts of the organisation, and all stakeholders are encouraged to raise any
health and safety concerns with the relevant manager. The organisation provides health and
safety information by various means including:

e The publication and issue of policy, procedure and guidance

e Championing of Health and Safety via the Health and Safety Committee

e Communicating via e-mails, weekly bulletin, leaflets and publications
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Arrangements for Implementing Health and Safety

The following sections outline our health and safety management arrangements for meeting
our specific legal requirements. We will work on those not yet fully implemented and will
amend them accordingly to reflect changes in the law and best practice. All Managers are
required to implement the health and safety arrangements relevant to their areas of
responsibility.

Health and Safety Risk Assessments
Managers are responsible for ensuring risk assessments are undertaken to identify
significant risks associated with our activities, including that:
e Generic risk assessments are used wherever possible to ensure a consistency of
approach
e The risk assessment’s findings are recorded, communicated and acted upon
e Those undertaking any activity are involved in the risk assessment process,
decisions on control measures, and during review
e Risk assessments are reviewed at least annually and sooner if:
+ working practices, employees, equipment or environment have changed
» an accident / incident has occurred
* any new hazard has been identified and control measures implemented

For groups at increased risk, such as new and expectant mothers or young people, specific
risk assessments will be undertaken prior to work commencing, or as soon as significant
changes in circumstance have been identified.

Accident Reporting

e Serious accidents are reported within the legislative timeframe specified under
RIDDOR

e Accidents are reported, investigated and documented considering the severity and
loss potential of the incident, as well as the regulatory and insurance requirements

e Accident and near miss statistics are compiled to identify trends and control measures
put in place to stop potential future injuries occurring

¢ Accident records are kept in compliance with the General Data Protection
Regulations

Contractors and Suppliers

¢ Ensure that before major works are commenced a check to ensure The Construction
(Design and Management) Regulations 2015 (CDM) does not apply will be made. If
CDM does apply, then suitable plans will be put into place before works commence
in accordance with approved code of practise

e Only suitably qualified and competent contractors are employed by the organisation

e All contractors are required to produce evidence of their organisation, training and
insurance provisions before being approved to work for the company

e Contractors are required to work in accordance with the organisations safety rules

e Contractors found to be breaching any safety rules will be asked to leave
immediately

Control of Substances Hazardous to Health (COSHH)

e Hazardous substances must be correctly handled, processed, stored, transported
and disposed of in accordance with manufacturers’ instructions

e Assessments are carried out on the risks to health from exposure to hazardous
substances

e Those working with hazardous substances are given information, instruction and
training to control the risks involved
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Control measures to prevent /minimise will include:

* Informing and training staff in COSHH

 Issuing and displaying control measures

+  Ensuring correct working methods are followed

* Issuing personal protective equipment as required

+  Ensuring that emergency action necessary is displayed

+  Ensure all signage displayed complies with CLP/CHIP/REACH regulations
Control measures are maintained and reviewed regularly

Adequate records of COSHH information are maintained

Electrical Safety

All PAT testing is completed on a two-year cyclical programme.

Electrical installations and portable electrical appliances are inspected and
maintained for safety as and where possible

Any unsafe electrical equipment is removed from use as soon as it is identified
Electrical safety notices are displayed warning of the hazards from electrical
equipment

Electrical installations and repairs are carried out by suitably accredited contractors
Electrical equipment is safe and resistant to damage from hazards

Fire Safety

All employees and contractors are given instructions on the action to be taken in the
event of a fire or other emergency as part of their induction into the relevant premises
A fire risk assessment is carried out at each premise under the control of the
organisation and is reviewed annually

An external fire safety risk assessor/consultant will be employed to undertake a
review of the fire risk assessment every 3 to 5 years for premises with more complex
environments.

Suitable precautions are taken to minimise the risk of fire

Adequate fire-fighting equipment and smoke alarms are installed at appropriate
locations

All equipment, alarms and call points are serviced by competent contractors and
regularly tested

Fire Precautions’ Log Books are issued for all locations

Fire drills are performed at least twice a year to allow all staff, volunteers, etc. to be
included

Responsible persons are designated at staffed locations to oversee fire drills
Records are kept on CIPHR for staff training and fire drills and tests are documented
locally

Certified checks on all systems undertaken to meet current legislation

First Aid

Every employee has a duty to use the first aid equipment and facilities correctly

First aid equipment and assistance are provided for all employees

Sufficient ‘First Aiders at Work’ are trained for each workplace following a first aid risk
assessment

Sufficient, accessible and complete first aid boxes are provided for each workplace
First aid information, instruction and training provided to all staff

Food Hygiene

Employees who cater for and handle food for others must have a basic food hygiene
certificate Level 2
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 Suitable facilities for safe storage, handling and preparing food is provided
e Records of food hygiene information are kept including use by dates, freezer
temperature readings, etc.

Gas Safety
e The gas safety register is maintained
e Tests completed annually in line with CP12 Landlord gas safety certificate and
records kept
e Gas installations and repairs are carried out by suitably accredited contractors i.e.
Gas Safe registered
e All gas installations, equipment and flues are maintained and tested annually

Work at Height

e Where practicable the organisation removes the need to work at height

e All reasonable steps are taken to ensure that employees working at height are
protected against falls

e Our employees are instructed to report any defective or dangerous work areas to
their Manager and to cease work immediately if they believe a work area is unsafe

e Allwork areas are organised to reduce tripping and slipping hazards and to prevent
the potential for objects falling from height

Legionella Policy Statement

e The Wallich recognises the need to protect its staff, service users, visitors and the
general public from risks associated with the built environment, this includes the
harmful effects of legionella

e Itappreciates that the control of legionella is a continuing responsibility and takes
reasonable steps to prevent its proliferation and transmission via water systems

e Legionella is managed on a site by site basis following the risk assessment protocols
laid down in the Approved Code of Practice and Guidance for the Control of
Legionella Bacteria in Water Systems

Lone Working
e Where lone working is taking place a risk assessment is carried out and suitable safe
working procedures are implemented in line with the Lone and Community Based
Working Policy and Procedure including use of Sky Guard personal safety system

Manual Handling

¢ Risk assessments are done on tasks that require the manual handling of loads where
there is a significant risk of injury

e Manual handling of heavy or awkward loads is only done using appropriate lifting
equipment

* Employees and contractors are trained in the correct methods of the manual handling
aspects of their work

e The organisation removes or reduces factors likely to cause injury due to manual
handling

Musculoskeletal Disorders
e See policy statement Appendix 4.

Premises Safety and Security
* The Organisation aims to ensure that offices and other workplaces are safe and
secure
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» Employees and contractors are made aware of all potential risks that exist on site

e Copies of relevant safety / emergency procedures are communicated to employees

e Employees and contractors are required to work in accordance with the site rules
specified on any particular site

e Any concerns noted by employees and sub-contractors are reported immediately to
the responsible person and steps are taken to resolve any issues that arise

e Where an imminent risk of injury or accident is identified work will be stopped until
adequate safety procedures have been implemented

e All employees and contractors are instructed to work safely at all times and take care
not to put themselves or others at risk

Personal Protective Equipment (PPE)
» Employees are provided with the relevant personal protective equipment
e Information, instruction and training on the use and care of personal protective
equipment are provided
» Sufficient supplies of personal protective equipment of an approved standard to
provide adequate protection are kept available on site
o Contractors are required to provide their own personal protective equipment

Occupational Health

e All new employees are required to complete a medical questionnaire on
commencement of employment with the company to determine if they are fit to carry
out their duties. All information provided is kept strictly confidential in line with the
requirements of the General Data Protection Regulations

e Where necessary advice is sought from a medical practitioner or a competent
occupational health provider

* Employees diagnosed with a medical condition caused by their work, are referred to
a General Practitioner or other specialist clinician as necessary

e The Organisation provides training and instruction for staff on good working practices

e Health Surveillance is used to monitor and minimise risks

Safety Signs
* Appropriate BS| safety signs are displayed where necessary
e Employees are informed of safety precautions to take in connection with the signs
¢ Additional measures are taken for staff with hearing or sight problems

Movement of Vehicles and Vehicle Safety
e The Organisation maintains, services, MOTs, taxes and insures company vehicles
and ensures that:
+ Firstaid kits are present in vehicles and are regularly checked and stocked
with up to date supplies
* That fire extinguishers are in place and secured
e Prior to appointment, all staff who drive on company business, are advised:
» Notified of their legal obligations
* Required to complete a driver’'s declaration form
* Required to produce a copy of their driving licence
+ Required to produce insurance details if they use their own vehicle
+ Required to have business class insurance and the organisation will pay the
cost of the premium
e Safe egress and ingress to sites is provided for vehicles and pedestrians
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Display Screen Equipment (DSE)

We identify 'Users' as defined under current legislation. In general, we interpret
'Users' as staff who use this equipment for at least an hour or more at a time on a
daily basis

A specific risk assessment is done of each workstation, taking into account the
computer equipment, the furniture, the working environment and the User

The Organisation provides equipment or accessories as necessary

Training and information is provided for all employees in correct DSE usage
Users are advised of the opportunity for free eyesight tests and the purchase of any
corrective lenses, for which we provide a contribution, when they are required
specifically for using our display screen equipment

The software we use is suitable for relevant tasks

DSE forms to be uploaded to CIPHR and any areas of concern flagged by the line
manager to HR

Welfare Facilities
All employees are provided with access to adequate welfare facilities and the Organisation
will ensure that:

Ventilation is adequate, and the air quality monitored

Temperature is reasonable during working hours

Lighting is adequate in offices and circulation areas, and if possible, natural lighting is
used and glare eliminated or reduced

Offices and surrounding work environments are cleaned regularly

Waste is collected and disposed of on a regular basis

Means of access and escape are adequately lit and are clear of obstructions
Drinking water is available from an adequate supply

Rest and eating facilities are available where reasonably practicable
Arrangements will be put in place to ensure pregnant and nursing mothers have
adequate rest breaks

Sanitary conveniences and washbasins are provided in an adequate number

Work Equipment

Ensure all equipment meets the required standard under the Provision and Use of
Work Equipment Regulations 1998 (PUWER) in accordance with approved code of
practise

Suitable work equipment is provided to employees to enable them to carry out work
tasks

All work equipment and plant provided is serviced and maintained in good working
order in line with the manufacturer’s guidelines

All work equipment and plant provided is inspected at periodic intervals
Appropriate supervision, training and instruction in the use of equipment is provided
Employees are prohibited from using any equipment for which they have not received
adequate training

Asbestos

Where asbestos has been identified on any site operated by the organisation:
* Adequate information is provided to enable safe working procedures to be
implemented to prevent any exposure to asbestos
* An annual asbestos survey is carried out as per the legislation
*  Only properly licenced contractors are employed to carry out works
+  Specialist training is provided for maintenance staff
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e Aregister of the sites is kept and any other suitable records including health
monitoring following any exposure to asbestos

Stress
e Our approach to stress management is guided by the Health and Safety Executive
published Stress Management Standards
e Managers are trained to identify causes of stress and their effects upon staff
e Allclaims of ill health due to workplace stress are documented and investigated
» All employees are encouraged to report any stress related concerns to their line
manager or to seek advice from a trusted colleague

Young & Inexperienced Persons

¢ A specific risk assessment is undertaken for any young person (under 18 years) who
commences employment or volunteering activity with the organisation. This includes
volunteers, persons on work experience, training schemes

» Every young person works under the supervision of an experienced employee, at all
times

e Specific risk assessments are undertaken for persons employed who have limited
experience

¢ Inexperienced persons work under the supervision of a nominated experienced
person(s) until they are assessed as being competent to work on their own

e Records of assessments are maintained

e Young people (under 18) are not permitted to work or volunteer directly with clients

Corporate Volunteers

e A specific risk assessment is undertaken for any corporate volunteering activity
including team activity days (DIY, Gardening etc.) or service delivery roles (RSITs
etc.)

e An experienced member of staff will be present and available during all corporate
volunteering activities

o Specific risk assessments are undertaken for persons who have limited experience
or additional needs

e All corporate volunteers will be briefed ahead of their activity on roles, responsibilities
and expectations

Service User Volunteers

e A specific risk assessment is undertaken for any young person (under 18 years) who
commences employment with the company. This includes persons on work
experience or training schemes

e Every young person works under the supervision of an experienced employee at all
times

e Specific risk assessments are undertaken for persons employed who have limited
experience

e Inexperienced persons work under the supervision of a nominated experienced
person(s) until they are assessed as being competent to work on their own

e Records of assessments are maintained
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Pro-Active Monitoring of Health and Safety

Measuring
The Wallich employs a number of methods to measure its effectiveness regarding health
and safety, these include:
¢ Monitoring Spreadsheets as part of the Performance Management Framework in line
with the requirements of ISO9001
* Inspections of workplaces by Managers and the Health and Safety Practitioner
e Health surveillance following accidents or incidents
e Service User consultation and involvement work such as the Outlook survey and
participation activities

Audit
This is the structured process of collecting independent information on the efficiency,
effectiveness and reliability of the total health and safety management system and drawing
up plans for corrective action. Annual Site Audits are carried out which include all aspects of
Health and Safety. In addition, our Annual Internal Audit will show that:

¢ Appropriate management arrangements are in place

e Adequate risk control systems exist, are implemented and are consistent with the

hazard profile of the organisation
e Appropriate workplace precautions are in place

Review
Regular reviews of performance regarding health and safety is performed by the:
e Trustee Board
Chief Executive
The Senior Leadership Team
Area Managers / Head of Departments
Managers
e Health and Safety Champions
They receive reports from the Health and Safety Practitioner and Health and Safety Co-
ordinator the and make changes in accordance with their responsibilities outlined in the
‘Health & Safety Responsibilities’ of this policy.
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The Wallich Health and Safety Committee Terms of Reference Appendix 1

1. Title of Committee: Health and Safety Committee

2. Responsibilities: Authority wholly delegated to the Committee to act on behalf of the
organisation

2.1. The committee will take all reasonable steps to maintain a safe and healthy working
environment which complies with statutory requirements. This will be undertaken
through an ongoing programme of health and safety initiatives designed to inform
staff of their health and safety duties and responsibilities

2.2. More detailed responsibilities and content of the Health and Safety Committee can
be found in the Health and Safety Policy

3. Membership:
Chair: Head of Facilities Deputy Chair(s): Health and Safety Coordinator / Senior
Operational Manager Members to include: Director of Operations, Senior Operational
Manager, Project Manager, Support Staff (the latter two being from different areas,
residential and community based), Corporate Services, and a member representing the
Employee Consultative Group (possibly represented by any of the members above) and
a Service User.

3.1. When members are unable to attend, substitutes are expected to attend in their
place

3.2. The Health and Safety Committee may invite other members as guests or as
permanent members

4. Authority: Authority comes from the Chief Executive, to whom the Health and Safety
Committee reports. The Head of Facilities is responsible for this reporting structure

4.1. The committee shall submit an Annual Report to the Board and report additionally to
the Board as required. Reporting will also take place through the organisation’s
Employee Consultative Group.

5. Quorum: The committee will be quorate with the Chair and a minimum of 3 committee
members. The Health and Safety Coordinator or senior manager will attend as Deputy
Chair in the Chair's absence with a minimum of 3 committee members

6. Secretariat: Minute taker to be rotated alphabetically by first name.

7. Frequency: The committee will meet quarterly. Additional meetings will be called by the
Chair if necessary

o

Evaluation: The committee’s effectiveness and the terms of reference will be reviewed
annually by the Board of Directors. Changes to the terms of reference must also be
agreed by the Health and Safety Committee members
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Health and Safety Guidance Appendix 2

Introduction

We require all employees and sub-contractors to work safely. Failure to comply with this
guidance may jeopardise the safety of fellow employees and other people and may lead to
disciplinary action. If you do not understand what is expected of you, or if you are unsure
about any aspect of these rules, speak to your manager.

General Rules
e Follow our health and safety arrangements, policies, rules and procedures
¢ Do not misuse equipment provided, nor interfere with arrangements made in the
interests of health and safety
e Report any visible or foreseeable dangerous situation and, where possible, take
immediate action to prevent injury

Accidents and Work-Related lliness
o Allinjuries, accidents and cases of work related illness, must be reported and
investigated
e Inform your supervisor or manager of any medical condition, medication or other
factors, such as fatigue, which could affect your ability to undertake your work safely
e You must not take any substance that could compromise your ability to work safely

Driving on Company Business
¢ Never drive or operate a vehicle if you are not authorised to do so or do not hold the
appropriate licence
e Always check the vehicle for safety prior to use and complete the relevant forms
located in the vehicle file.
 Give yourself sufficient time for the journey to include rest breaks, making route plans
and site visits as and when required.
Observe the Highway Code and drive defensively
Never carry any unauthorised passengers
Never use a mobile phone whilst driving unless it is safe and legal to do so
Inform your supervisor or manager of any changes to your health, medication or
driving licence that affect your ability to drive.
¢ Ensure you read the Drivers Fleet Policy.

Electrical safety
e Visually check electrical equipment for defects or signs of damage prior to use
¢ Do not use electrical equipment in wet, damp or potentially explosive atmospheres,
unless the equipment is specifically designed for use in these areas
e Do not overload electrical sockets
e Switch off electrical appliances when not in use
e Do not carry out repairs or tests on electrical equipment unless you are authorised

Fire Safety

Always follow fire procedures when the fire alarm is raised
Make sure you understand the evacuation procedure

Do not damage or misuse firefighting equipment

Do not obstruct walkways and exit routes

Do not create any fire risks
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Harmful Substances
e Make sure that you know how to handle safely any hazardous substance
* Never keep or transfer a harmful substance into an incorrectly labelled container
e Always return harmful substances to their designated storage area
e Always read the COSHH risk assessment

Lone Working

e Never work alone on tasks identified by risk assessment as requiring more than one
person to be present

e Ensure that someone knows where you are and when you are working alone

e Concerns about lone working situations must be raised with your supervisor or
manager

e Always use the Sky Guard My SOS personal safety system, if you have been
provided with one

Equipment Safety
e Never use equipment unless you know how to use it safely, and have been trained
by a competent person
¢ Specific operating guidelines/instructions for the use of equipment must be followed
e Do not undertake repairs or maintenance on equipment
e Do not use equipment that is damaged, nor allow others to do so

Manual Handling
e Do not underestimate the risk of injury from manual handling operations
o Never lift, move or carry anything unless you are confident you can do so safely
e Make sure you know how to lift, move and carry correctly and that you are physically
able to take the weight
e Always seek assistance when you can
e Use any lifting aids provided
¢ Reduce the weight of the load to be carried whenever possible

Protective Clothing and Equipment
e Keep any protective clothing and equipment in good condition
¢ Replace immediately any unsuitable, defective or lost items

Safety Information, Instruction and Training
e Always follow the safety instructions that you have received
o Observe the safety signs and notices that are displayed throughout the premises
e Inform your supervisor or manager if you do not understand any safety information,
instruction or training given to you
¢ Do not deface or remove any safety sign or information displayed

Slips, Trips and Slips
» Keep the working environment clear from obstructions and “slipping and tripping”
hazards
¢ Never allow cables trailing across floors to be a tripping hazard
e Do not take short cuts across unmade or slippery surfaces and keep to the corridors
and walkways provided
e Only undertake work at height if it has been risk assessed and it is safe to do so

Work at Height
e Working at height should be avoided if possible
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All work at height must be carried out in the safest manner possible
Ensure any work at height activity is risk assessed prior to undertaking

If you have concerns or feel unsafe working at height, report your concerns to
management
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To be completed by managers at individual project/s Appendix 3

Local Project / Property Health and Safety Information Form
Accidents, First Aid, Il Health and Near Misses:

The First Aid Box location/s: (Enter Location/s)

(Enter Name/s) is the Appointed Person / First Aider.

(Enter Name/s) is responsible for ensuring that the First Aid Box/s are kept fully stocked and
equipped.

All accidents at work involving employees or members of the public must be reported and
recorded in the Accident Book.

All'injuries, incidents, and accidents at work involving employees or members of the public
must be reported and recorded in In-Form.

The Accident Book is kept: (Enter Location/s)

Major accidents or incidents must be reported to:
e The Senior Leadership Team
e Area Managers / Head of Departments
e Managers
» Health and Safety Practitioner (Head of Facilities)

The Head of Facilities is responsible for reporting accidents, diseases and dangerous
occurrences to the enforcing authority under (RIDDOR).

The Head of Facilities or Health and Safety Co-ordinator is responsible for investigating any
incidents, injuries or dangerous occurrences and is also responsible for advising of any
measures that need to be put in place to minimise the risk of any incidents reoccurring.

Project Manager (Enter Name) is responsible for acting on investigation findings to prevent
a recurrence.

Emergency Procedures — Fire and Evacuation:

The Head of Facilities or Health and Safety Co-ordinator is responsible for ensuring that the
Fire Risk Assessment is undertaken and implemented. (This task can only be completed by
someone who is a competent person who has attended a course).

Escape routes are checked by the Project Manager (Enter Name), every (week / month).

Fire extinguishers are maintained every year and checked weekly by the Project Manager
(Enter Name)

Alarms are tested by the Project Manager (Enter Name), every (week / month).
Emergency evacuations will be held every (six months).

Personal Protective Equipment (PPE):
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The Project Manager (Enter Name) will be responsible for ensuring that, where the need for
PPE is identified, that it is suitable for the activity it is required for and that it is suitable for
the individual using it.

The Project Manager (Enter Name) will be responsible for ensuring that PPE is maintained,
clean and that it is replaced when necessary.

The Project Manager (Enter Name) will be responsible for ensuring that PPE is suitably
stored when it is not being used.

The Project Manager (Enter Name) will be responsible for giving training, information and
instruction to employees on the use of PPE and how to look after it. He / she will also be
responsible for keeping & maintaining records of the training, information and instruction
given to employees.

Display Screen Equipment:

The Project Manager (Enter Name) will be responsible for ensuring that display screen
equipment workstations are assessed and will ensure that records of the assessments are
kept and maintained.

Action required to remove or control the risks identified will be approved by the Project
Manager (Enter Name).

The Project Manager (Enter Name) will be responsible for ensuring that any required action
is implemented.

The Project Manager (Enter Name) will check that the implemented actions have removed
or reduced the risks.

Assessments will be reviewed every year, when the work activity changes, whenever you
change location, or whichever is soonest.

The Project Manager (Enter Name) will be responsible for providing training and information
for display screen equipment users and will keep records of any training and information that
is provided.

Electrical Equipment:
It is the Organisation’s policy to ensure that any electrical system at work is safe to use and
properly maintained.

The Project Manager (Enter Name) will be responsible for ensuring that all electrical
installations and electrical equipment are regularly examined by visual checks * an
electrician / (Enter Name) (*delete as appropriate).

The electrical installations will be examined every five years and records of any

examinations or works carried out on the electrical installations will be kept and maintained

by (Facilities Department).

The electrical appliances will be checked PAT tested every two years.

Faulty equipment should be reported immediately to (Enter Name) and labelled faulty and

not used until it has been repaired. (Enter Name) will be responsible for ensuring that staff

are given information or advice on what to do if they suspect that the electrical equipment or
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electrical system is unsafe. He/she will also ensure that records of any advice or information
given to staff are kept and maintained.

(Enter Name) will be responsible for ensuring that faulty equipment or faults with any
electrical system are repaired.

(Enter Name) will be responsible for keeping and maintaining records to show that any
faults have been rectified.

Driving at Work:

Itis the policy of this Organisation to ensure that staff who are required to drive as part of
their work activities are competent to drive. All staff are required to read the drivers fleet
policy.

The Mobile Operations Development Manager (Jason Nancurvis) will be responsible for
ensuring that staff who are required to drive fleet vehicles are competent to drive and will
keep and maintain records on checks carried out on their driving licenses. You must not
drive any company vehicle until you have fully read the drivers fleet policy, completed the
driver's declaration form and submitted copies of your driver's licence. Training is provided to
ensure vehicle logs are completed daily.

All staff are responsible for ensuring that any vehicle accident is reported to the Mobile
Operations Development Manager (Jason Nancurvis). It is the Organisation’s policy to
ensure that an employee using their own vehicle for the purpose of work must also have
insurance that covers them for Business Use.

The Project Manager (Enter Name) will be responsible for ensuring that staff required to
have insurance that covers them for Business Use and is also responsible for keeping and
maintaining records of any such checks.

Lone Workers:

Itis the policy of this Organisation that staff who work by themselves without close or direct
supervision or those who have to visit other premises, should make sure their colleagues or
manager know where they are going and when they will be back and should record their visit
in their diary or on the office signboard.

It is the Organisation’s Policy to advise staff who work by themselves without close or direct
supervision or those who have to visit other premises, to take a mobile phone with them
where practical.

Information, Instruction and Supervision:
The Health and Safety Law Poster is displayed at (Enter Location/s) / leaflets are issued by
the Project Manager (Enter Name)

A Copy of the Organisation’s Certificate of Employers Liability Insurance will be displayed
at/on: (Enter Location/s)

A Copy of the Organisation’s Certificate of Public Liability Insurance will be displayed at/on:
(Enter Location/s)

Health and Safety advice is available from (Health and Safety Co-ordinator)
Supervision of young workers / trainees will be arranged / undertaken / monitored by (Enter
Name).
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Induction training will be provided for all employees by Tom Hall and Laura Roberts and a
record of any training will be kept and maintained by Laura Roberts and Jamie Ley

Job specific instruction will be given by the Project Manager (Enter Name).

Training records are kept on CIPHR and at times, at Centre Services within Learning and
Development by Laura Roberts and Jamie Ley.

Training will be identified, arranged and monitored by the Project Manager (Enter Name).
The Project Manager (Enter Name) is responsible for ensuring that employees working at
other locations under the control of other employers, are given relevant health and safety

information.

The Project Manager (Enter Name) is responsible for ensuring that employees of other
Organisations, Contractors or Visitors are given relevant health and safety information.
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Appendix 4
Musculoskeletal Disorders Policy

Original Author/s: | Martin Woodgates
Date Adopted: September 2018 | Frequency of Annually

Review:
Date of Last September 2018 | Date of Next September 2019
Review: Review:
Last Reviewed by: | As Above
SLT/Department: Chief Executive

POLICY
Policy is a framework that states our position on a subject and encompasses principles and
values that underpin our work. All work must therefore be consistent with policy.

PROCEDURE
Procedures outline steps that for legal or other reasons must be followed.

GUIDANCE
Guidance is written to help set the context in which you can decide what to do. It may offer a
range of options or outline things to consider when choosing your course of action. A

common-sense approach, in line with our values, should be considered when choosing your
course of action.

Related policies/documents:

e Health and Safety policy
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Policy Statement

Statistics show that manual handling is a key cause of musculoskeletal disorders (MSDs) —
injuries that often have long term effects. This policy is intended to reduce the risk of
musculoskeletal disorders and to provide guidance on the measures that should be taken to
ensure the risk is minimised.

Arrangements for Securing the Health and Safety of Workers

Manual Handling Activities

The organisation will ensure that operations that involve risk of MSD are
eliminated/minimised so far as is reasonably practicable. Measures to achieve this include
ergonomic design of the workplace and activity, and the provision of automated or
mechanical aids, such as trolleys, chutes and conveyors.

Assessment of Risk

Competent persons will carry out an assessment of the risks of those activities that might
lead to MSDs. Identified risks will be reduced to the lowest level reasonably practicable.

Managers' and Supervisors' Duties
Managers or supervisors must ensure that:

 risk assessments are carried out where relevant and records are kept
* employees are properly supervised

e adequate information and training is provided to persons carrying out manual
handling activities

e any MSD injuries or incidents are investigated, with remedial action taken
* employees adhere to safe systems of work
e safety arrangements for manual handling operations are monitored and reviewed

e employees undertaking activities that involve a higher risk of MSD are suitably
screened for reasons of health and safety before they do the work

 special arrangements are made for individuals with health conditions that could be
adversely affected by manual handling operations.

Employees' Duties
Employees must ensure that:

* they report to management (in confidence) any personal conditions which may
contribute to a MSD

e they comply with instruction and training provided

e their own health and safety is not put at risk when they carry out manual handling
activities

e they use equipment that has been provided
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° any problems relating to the activity are reported to a responsible person.

Information and Training

Suitable information and training will be provided to persons required to carry out manual
handling activities. Training needs will be identified and reviewed by a responsible person.
Refresher training will also be given.

Employees will be informed of approximate weights of loads to be handled and objects with
an uneven weight distribution.
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National Occupational Standards for Youth Work (LSIS, 2012) Checklist
Name: Depn %L\)O\‘f QQ\CCk

Date: 95/3/521

Placement: CLOS SANn € Poud

Description of the group:

Line manager: [Nouy (4 hOJ\Y‘A%
Supervisor: |44, p{(}(a Le'*j
Visiting tutor: \4(,\\/\) W \,UA_D/M

This document is a checklist to be used by students when compiling evidence
for assessment. The line manager is required to sign the final page to confirm
that each standard has been met. It is the responsibility of the student to
ensure that each standard has been met and that the evidence for that is
included within the portfolio.  This evidence will be checked during
observations and at the final assessment.

This checklist must be printed out, completed and included at the front
of the portfolio of evidence.
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FIELDWORK PLACEMENT CONTRACT

Where possible please complete this information electronically, the text boxes will expand
to contain the necessary information.

STUDENT INFORMATION
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LLANEL ¢t

Student Address
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Student DBS Statusand
date
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Name of fieldwork

s Rogied

Fieldwork supervisor Tel.
Fieldwork supervisor e mail || g Lei

acthenshue - gov -uk

HOST ORGANISATION INFORMATION
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Aims/ Purpose of the

Organisation
Level 4 Placement: 200 hours (100 or more face

Duration of placement
to face Youth Work).

Please outline the activities o) &c* as g Mentor 0o
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N
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