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1.1 Take-a-Break Warwickshire Limited Statement of Purpose 
 

Take-a-Break Mission Statement 
 

To provide community based short breaks for children and young people who are either disabled or 
have a life limiting illness, and adults with a learning disability. 
 

The Aims and Objectives of Take-a-Break: 
 

Through the recruitment of highly skilled support staff and volunteers, to enable children and young 
people who have a disability or life limiting illness and adults with a learning disability to access 
community based short breaks in their own community. 
 

The aim of the children’s service is to provide opportunities to increase independence. 
The objective of the service is for the young people to have fun with a friend of their own and to 
enable all members of the family to have a short break from their caring role. 
 

The aim of the adult service is to enable people to stay in their own home, manage their finances, 
help maintain diets and healthy eating, access hospital appointments, colleges and courses, be 
encouraged to take regular exercise, widen life experiences and fulfil their potential.  
These services also provide short breaks to carers.  

 

Eligibility Criteria 
 

The following criteria will be used to determine what type of service is appropriate to offer a child, 
young person or an adult: 
 

 To access a community based short break the child needs to be 3 years of age 
 

 Children less than 3 years will be considered for a home based service only. 
 
Children and young people will have a disability or life threatening illness that prevents them from 
accessing mainstream activities without additional support, whilst adults must have a learning 
disability to be eligible for a service.  

Process of Delivery 
 

Referrals are made via a purchasing agency (Integrated Disability Service, Adult Health and 
Community Services, Education, Health) or through self-referral. A member of the Take-a-Break 
management team will arrange a home visit with the person or a member of their family, this may be 
with the referring agent i.e. social worker or community nurse, if deemed necessary. 
 

Needs and Risk assessments will be undertaken during the initial home visit and/or subsequent visits, 
in accordance with Take-a-Break's Health and Safety procedure. 
 

A person centred care and support plan will be determined from consultation with the person, parents 
and carers, Take-A-Break and all main providers i.e. Integrated Disability Service, Adult Health and 
Community Services, Education and Health. 
 

 Support workers and/or volunteers are matched with the person following the outcomes of the Needs 
and Risk assessments and the person’s care plan. The process is an individual match looking at the 
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needs, wants and wishes of the person and their family and the skills and experience of workers and 
volunteers. 
 

Placements are reviewed by Take-a-Break and where applicable the referring agent. Take-a-Break 
has reviews with the person, parents and carers and referring agents on a regular basis. Reviews will 
take place as stated by individual funding bodies. This is stated in the individual care plan. 

 

Recruitment 
 

All potential support workers and volunteers are invited to attend an interview upon satisfactory 
completion of an application form. Candidates are required to complete the following forms: enhanced 
DBS, Rehabilitation of Offenders, and Medical Check 
 

Candidates are required to supply names and addresses of two referees. References will be attained 
in writing, a follow up phone call will be made and a verbal reference form will be completed. Take-a-
Break will also need proof of relevant qualifications. 
 

Job offers are made to successful candidates, subject to all checks returning satisfactorily and 
completion of an induction programme. 

Training 

All support workers and volunteers are required to complete a Take-a-Break training and induction 
programme prior to working with a child, young person or adult.  
Support staff who are new to care must complete the Care Certificate before they can work 
unsupervised. 
 
      The Care Certificate Standards comprise: 
 

Standard 1 Understand your role 
Standard 2 Personal Development 
Standard 3 Duty of Care 
Standard 4 Equality and Diversity 
Standard 5 Work in a person centred way 
Standard 6 Communication 
Standard 7 Privacy and Dignity 
Standard 8 Fluids and nutrition 
Standard 9 Awareness of mental health, dementia and learning disabilities 
Standard 10 Safeguarding Adults 
Standard 11 Safeguarding Children 
Standard 12 Basic Life Support 
Standard 13Health and Safety 
Standard 14 Handling of Information 
Standard 15 Infection Prevention and Control 
 
Take-a-Break training sessions include: 

 Care Certificate workshop 

 Safer People Handling 

 Equality and Diversity 

 Communication 

 Autism Awareness   

 Positive Behaviours 
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 Safeguarding Disabled Children  

 Safeguarding of Vulnerable Adults 

 First Aid inc. Epilepsy Awareness 

 Basic Food Hygiene 

 Health and Safety 

 Person Centred Planning 

 Mental Capacity Act  

 Mental Health 
 
Advanced level –role specific training is available for: 

 Administration of Medication 
 
 

Take-a-Break will provide developmental training in areas arising from needs and risk assessments and 
customer’s plans. 
 

Support workers and volunteers transporting customer’s in their own vehicles are required to supply copies of 
the following:  

 Full driving licence 

  Business use Insurance 

  M.O.T 
 

 

All staff and volunteers receive an Induction pack which includes Code of Practice, Code of Conduct 
and Social Care Commitment, Contract of Employment, Policy and procedures, terms and conditions 
etc. 
 

The appropriate training will be provided to members of staff to suit the needs of the child, young 
person or adult, and to enable them to implement their Person Centred Support Plan.   
 

Citation Consulting and Support  
 

Take-a-Break employs the services of Citation Consulting and Support. 'Our experts will ensure that 
you attain compliance to generate and implement Employment Law Systems and Contracts, and 
Health and Safety policy and procedures'. (Citation Consulting and Support) 
 

Quality Assurance 
 

Take-a-Break is registered with the Care Quality Commission and Ofsted. 
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1.2 Security of Information 
 

Protective Marking, Handling and Disposal Policy 
 

Introduction 
Take-a-Break needs to protect information securely in line with the sensitivity of content and risk of 
disclosure. All information must be labelled, stored, handled and disposed of in accordance with 
relevant legislation. 
 

Purpose 
This policy defines how information used within the organisation is to be security marked, handled 
and disposed of, for both paper and electronic media. 
 

The Protective Markings do not impose any classification to restrict or to supply information under the 
Freedom of Information Act, Data Protection Act or Environmental Information Regulations. 
 

Scope 
This policy applies to all employees and volunteers. 
 

Protective Marking 
All information will be protectively marked using the agreed markings in this policy and must be used 
by all employees and volunteers. 
 

Employees must assess all information for a protective marking using the impact assessment in 
Appendix A, based on risk and impact of disclosure. 
 

The protective markings to be used are: 
 

NOT PROTECTIVELY MARKED 
Anyone can access the information internally or externally. It may be published on the web or in 
paper form (but may still be copyright and chargeable). 
Where it has a purpose or adds value, the markings will be “NOT PROTECTIVELY MARKED”, 
otherwise there will be no markings on the information or document. 
 

PROTECT 
Information where disclosure or unauthorised access would be inappropriate, inconvenient or cause 
harm or financial impact, there will be clear markings on the information as “PROTECT”. 
 

RESTRICTED 
Information to be restricted at a higher level of assurance than Protect due to significant 
inconvenience, damage, harm or financial impact on the organisation or individuals must be marked 
as “RESTRICTED”. This marking applies to the holding, storage and transmission of bulk customer or 
employee records. 
 

All PROTECT and RESTRICTED information must be marked at the centre top or bottom of each 
page, with the relevant marking. 
 

Disposal 
The destruction of information must be appropriate to its protective markings. 
 
 

Appendix A – Risk and Impact Assessment 
The table below defines how the information content is assessed for risk and impact to determine the 
appropriate Protective Marking. 
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Impact if the data is disclosed, 
lost, stolen and misused 

Protective Marking Examples Impact 
Level 

 Little or no impact on the 
finances of the organisation 

 No inconvenience or stress to 
the customer 

 Little or no financial impact to 
the customer 

 Little or no impact on the 
organisation’s standing or 
reputation 

NOT 
PROTECTIVELY 
MARKED 

 Policies and procedures 

 Docs available on the 
public area of website 

 Property address where it 
does not identify the 
individual owner or 
residents 

 Names and contact details 
of specific employees or 
individuals that are in the 
public domain or an 
individual has authorised 

0-1 

 Short term inconvenience, 
harm or distress to an 
individual 

 Cause financial loss or loss of 
earning potential, or to 
facilitate improper gain 

 Damage to TAB’s standing or 
reputation 

 Financial impact to the 
organisation 

 Breach of confidentiality of 
information provided by a 
third party 

 Breach statutory restrictions 
on the disclosure of 
information 

PROTECT  Personal information 
relating to any customer 
or employee such as 
name, address and 
contact details, NI 
number 

 An employee record 

 A customer case file 

 Draft documents before 
approval for release into 
the public domain 

2 

 Substantial inconvenience, 
harm or distress to individuals 

 Cause financial loss or loss of 
earning potential, or to 
facilitate improper gain or 
advantage 

 Substantial damage to the 
organisation’s standing or 
reputation 

 Significant financial impact to 
the organisation 

RESTRICTED  Complete set of an 
individual’s file 

 A smaller multiple of 
complete customer / 
employee records where 
information is sensitive, 
or has financial or identity 
data (remembering that 
the marking reflects the 
highest impact) 

 Volumes of “PROTECT” 
data about a reasonably 
large number of 
customers or employees 

3 
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Appendix B – Protective Marking Descriptors 
The table below defines how a descriptor may be used with the marking to help those who are 
handling the material decide who should have access to the information. 
 

Descriptor  

INTERNAL Only available to TAB staff  

MEDICAL Medical reports, records and material 
relating to an individual 

PERSONAL Information that is personal to an 
individual or the sender and/or 
recipient 

STAFF Contains references to named or 
identifiable staff or personal 
confidences entrusted by staff to 
management 

  
Appendix C – Handling, Storage and Disposal Procedures 
The table below defines how information can be handled, transmitted, stored and disposed for the 
different security protective markings. 
 

Internal applies for sending information within TAB, External applies for sending information outside 
the organisation. Do not use markers on correspondence sent to the public. 
 

Handling 
 

 NOT PROTECTIVELY 
MARKED 

PROTECT RESTRICTED 

Document  
Marking 

“NOT PROTECTIVELY 
MARKED”  
at the centre top or 
bottom of every page , 
when applicable. 

“PROTECT plus 
Descriptor” at the centre 
top or bottom of every 
page. 

“RESTRICTED plus 
Descriptor” at the 
centre top or bottom 
of every page. 

Email Internal email Internal 

 Only to be opened by 
the addressee  

 Seek permission of 
the sender before 
forwarding or sending 
to other addresses 

 
External 

 Encrypt information in 
an attachment 

 Only use if the sender 
needs a reply, you 
are sure who is 
receiving it, and they 

Internal 

 Email marked 
Restricted 

 Only to be opened 
by the addressee 

 Never forward or 
send to other 
addresses. 
 

External using 
Internet 

 Never send via 
internet email 
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consent to a reply via 
internet email. 

 
 

Public Website Can be used with 
uncontrolled or open 
access 

Only to be used with 
authenticated access 

Only to be used with 
authenticated access 

Post Internal or external mail Internal 

 Sealed envelope 
marked PROTECT 
Addressee only 

 Only to be opened by 
addressee or 
delegated employee 

 
 
External 

 Sealed envelope 
using Royal Mail 
marked “Private and 
Confidential”. If 
important or highly 
sensitive consider 
“Recorded Signed 
For” service 

Internal 

 Sealed envelope 
marked 
“RESTRICTED 
Addressee Only” 

 Only to be opened 
by addressee or 
delegated 
employee 

External 

 Sealed envelope 
marked 
“RESTRICTED” 
contained within a 
package with no 
protective 
markings 

 Use of secure 
courier to named 
person or delivery 
by hand 

Telephone Internal, public network, 
mobile 

 Normal use if 
recipient can be 
identified and spoken 
to 

 Inform the recipient 
that the information is 
protected 

 Do not leave 
messages on 
answering machines 

 Normal use if 
recipient can be 
identified and 
spoken to 

 Inform the 
recipient that the 
information is 
restricted 

 Do not leave 
messages on 
answering 
systems 

Fax Normal fax  Recipient must be at 
hand 

 Send cover sheet first 
and wait for 
confirmation before 
sending 

 

 Do not use 
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Mobile 
(car),home, or 
working away 
from the office 

Normal  Do not leave 
unattended 

 Secure assets out of 
sight and locked away 
when not in use 

 Information must not 
be discussed in a 
public place where it 
may be overheard 

 Not to be stored 
electronically on 
personal home 
computer or personal 
mobile device 
 

 Never leave 
unattended 

 Secure assets out 
of sight and locked 
away when not in 
use 

 Information must 
not be discussed 
in a public place 
where it may be 
overheard 

 Not to be stored 
on personal home 
computer or 
personal mobile 
device 

Storage of 
papers 

Normal  Protected by one 
physical lock. Examples: 
locked drawer or cabinet 

Protected by two 
physical locks. 
Example: locked safe 
and office 

Electronic 
storage 

Normal  Controlled access by 
defined user groups 

 Do not leave screen 
unattended 

 Controlled access 
by defined user 
groups 

 Do not leave 
screen unattended 

Electronic 
backup 

Backup stored in 
locked cabinet 

Backup stored in locked 
cabinet 

Backup stored in 
locked cabinet 

Disposal of 
papers 

Recycle Secure waste disposal - 
shredding 

Secure waste 
disposal – destruction 
or shredding 

Electronic media 
disposal 

Normal deletion and 
reuse 

Destruction or erased to 
make unrecoverable if for 
reuse 

Destruction or erased 
to make 
unrecoverable if for 
reuse. 
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1.3 Data Protection and Subject Access 

 
Personal data is information about identifiable, living individuals held on computer or on a manual 
filing system. 
 

Anyone wishing to access data must make an application in writing  
(See subject access) 
 

Only authorised member of staff will have access to information. They are:   
 

 Managers 

 Senior Support Staff    

 Group Leaders  
 

N.B.  Support workers/volunteers will have a copy of a customer’s person centred support  plan and 
personal details form for emergency contact numbers/ allergies etc. 
 
The Data Protection Act 1998 regulates the use of personal data to balance the individual’s right to 
confidentiality and the organisation’s need to use the information. 
 
There are eight main principles in the Act that anyone handling personal data has to adhere to. 
 
Personal Information: 

 Must be processed in a fair and lawful way 

 Can be processed only for limited purposes, and in previously specified ways that the person 
has consented to. 

 Has to be relevant, adequate to their intended use and kept to a minimum 

 Has to be accurate and up to date 

 Should not be kept longer than necessary 

 Should be processed in accordance with the person’s rights 

 Should be stored securely 

 Should not be transferred to other countries where there is no adequate protection in place 

 
Subject access request (1998 Data Protection Act) 

 

You are entitled to see most of the information we hold about you. If you want to access it, please fill 
in this form and hand it in to the office.  
 

 Name:  
 

 Address:  
 

A phone number we can contact you on (if you wish):  
 

Please tick if you have ever been: 
 

 volunteer in our office  
 
 member of  staff  
 
 customer  
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If you have not ticked any of the above, please tell us of any reason why you think we might have 
information about you:   
 

If we may have known you under a different name, please state it here: 
 

If we find any information about you, do you want to: 
 

 look at it at our office? 
 
have a copy sent to you?  
 

If you are only interested in part of the information we hold, please explain what in particular you want 
to see: 
 

I want to access my records. 
 

Signature: 
 

Please note: 
If the address you give above does not match the one in our records, we may have to ask you for 
additional identification. 
 

If you are making this application on behalf of someone else, we will need to see evidence that you 
have been authorised to do so. 
 

We will reply as quickly as we can. We aim to reply within three weeks, but we may take up to 40 
days. 
 

We have information about members of our organisation, staff, volunteers, clients, and people we 
think might be interested in our work. We don't keep this information once we no longer need it, so if 
you were in touch with us some time ago we may no longer have any information about you. 
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1.4 Confidentiality of Information  
 

Take-a-Break operates a very strict policy with regard to confidential information.  
 
You will appreciate that the very nature of the charity is such that its success will depend on 
information remaining confidential.  
 
This information includes, but is not limited to: 
 Customer’s information: 

- Individual Support Plan  
- Personal Details 
- Risk Assessments 
- Review Notes 

Staff information: 
- Enhanced DBS 
- Support and Supervision 
- References 
- Training Record  

 
The affairs of our customers are also private and any information that you obtain about the people 
that use our service during the period you are employed must be regarded as confidential.  
 
Take-a-Break will regard any breach of confidentiality as a disciplinary offence and any breaches may 
lead to dismissal.  
 
Accordingly, you will be required to sign a Commitment to Confidentiality form which states you agree 
that during and after your employment you will not disclose any confidential information that has 
come to your attention during the course of your employment.  
 
You will at all times protect and maintain the confidentiality of Take-a-Break’s information and that of 
its customers and may only disclose such information as required by law or as is necessary during 
the course of your duties with Take-a-Break.  
 
You understand that this obligation will continue at all times both during and after the termination of 
employment unless and until the information has come into the public domain. 
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1.5 Equality and Diversity 

Public Statement 
 

Take-a-Break is an organisation committed to promote a culture of fairness regardless of age, gender, 
geographical location, health or employment status, race, culture, language, religion and ability and any other 
group that could suffer discrimination. 
 

This policy aims to challenge discrimination in all areas of our organisation. We aim to ensure Take-a-Break 
reflects and meets the needs of the local community and incorporates equal opportunities into all areas of our 
work. 
 

Everyone has the right to local and accessible services and there should be no discrimination on the grounds 
of age, gender, geographical location, health or employment status, race, culture, language, religion and ability 
and any other group that could suffer discrimination. 
 

Code of Practice 
 

Take-a-Break issues all Support Staff with a copy of the General Social Care Council’s Code of Practice, Code 
of Conduct and Social Care Commitment at their initial induction. 
 

Parent/Carers/ Legal Guardians 
 

Parent/Carers are usually the most significant people in a person's life and should be encouraged to be 
involved. Consideration should be given therefore to those parents/carers who could be disadvantaged by 
language, race, culture or disability. Beliefs and cultural preferences must be respected at all times. 
 

Training and Development 
 

All staff and volunteers will be provided with training and development opportunities they require in order for 
them to work with the people requiring our services. 
Training will include the common core principles of dignity: 
 

Principle 1 – Value the uniqueness of every individual 
Principle 2 – Uphold the responsibility to shape care and support services around each individual 
Principle 3 – Value communicating with individuals in ways that are meaningful to them 
Principle 4 – Recognise and respect how an individual’s dignity may be affected when supported with 
personal care 
Principle 5 – Recognise that an individual’s surroundings and environments are important to their sense of 
dignity 
Principle 6 – Value workplace cultures that actively promote the dignity of everybody 
Principle 7 – Recognise the need to challenge care that may reduce the dignity of the individual 
 

 
Selection will be made on the Support Worker’s ability to fulfil the tasks required of them. Disqualification will 
not be made on the grounds of age, gender, race, culture, disability, language or religion, geographical 
location, health or employment status. 

 
1.5 Equality and Diversity continued 
 

We are strongly committed to positive action to remove and/or counter discrimination in all aspects of our work; 
in the way we work with other organisations, children, young people, adults, families, support staff, volunteers 
and others. 
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1.6 Provision of a non- discriminatory Practice/ Promoting 
Independence 
 
Take-a-Break aims to provide support to enhance people’s life experiences.  
 
Individuals are valued for themselves irrespective of their age, disability, gender, ethnicity, or sexual 
orientation. 
 
 
Support staff will enable people to achieve their ambitions to the limit of their potential within a positive 
atmosphere that encourages high expectations 
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1.7 Complaints and Compliments Procedure 
 

Take-a-Break welcomes comments from our customers as this helps us to understand what aspects of our 
service people like and what we should be doing differently. 
 
We receive many more letters of appreciation than of complaint, however we do recognise that sometimes 
things go wrong. 
 
If this happens, we have a complaints procedure with different stages so that we can have the opportunity to 
put things right and improve the service in the future. 
 
The complaints procedure is as follows: 
 

1. You should make your complaint in writing, in person, or by telephone to the Director who may be able 
to resolve the matter immediately. If not, the Director will notify the Chair of the Board of Directors / 
Trustees. A log will be kept of all complaints. 
 

2. The complaint will be brought to the attention of the Personnel Sub-Committee.  The result of the 
investigation will be sent to you within 21 days. 
 

3. If you are still unhappy, a meeting will be arranged where you will be invited to discuss your complaint 
with the Board members that form the Personnel Group.  You will be entitled to bring a representative 
with you. 
 

4. The decision will be given to you at the meeting, and confirmed in writing within seven days. 
 

5. If you are still not satisfied you should let us know as soon as possible. 
  

6. Please note that when all of our processes have been exhausted and we have not been able to resolve 
your complaint you may wish to contact your Local Authority, CQC or OFSTED. If your Local Authority 
cannot resolve the issue, you should contact the Local Government Ombudsman. You may also want 
to contact your local Healthwatch team who will support you to make your complaint. 

 

7. All Complaints received are logged in the Complaints Log Book. 
 
 

Below are the addresses of the key agencies for inspecting the quality of service provided by Take-a-Break: 
 
Office for Standards in Education (OFSTED), 
National Business Unit 
2nd Floor 
Royal Exchange Buildings 
St. Ann’s Square 
Manchester M2 7LA 
www.ofsted.gov.uk  
 
Care Quality Commission – West Midlands Region, 
Citygate 
Gallowgate 
Newcastle upon Tyne 
NE 1 4PA 

http://www.ofsted.gov.uk/
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www.cqc.org.uk 
  
 
 
Adult Social Care 
Tel: 01926 410410 
 
If you are a Warwickshire resident you can also contact the Warwickshire County Council Customer Relations 
Team at the address  below: 
 
Customer Relations Team 
PO Box 9 
Shire Hall 
Warwick CV34 4RR 
Tel: 01926 410410 
 
Children Learning and Young People’s Directorate 
Civic Centre 1 
Earl Street 
Coventry CV15RS  
 
 
 
 
 
 
 
 
 
 

 

http://www.cqc.org.uk/
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 1.8 Quality Assurance 
 
All individual support packages are monitored every 3 months or as stated on the individual’s care plan. This is 
done in partnership with the referring agent, i.e. Social Worker etc. 
 
In the instance when a family have referred themselves for a service, the review will take place between Take-
a-Break and the person using the service, a family member or their representative/ advocate. 
 
Site based activities are monitored at the end of every school holiday (approximately every six weeks). 
 
All group activities are monitored monthly. 
 
 Support workers receive Support and Supervision approximately every twelve weeks.   
 
All time sheets, Diary sheets and expense claim forms are monitored on a monthly basis. 
 
Managers operate an on call rota ensuring a senior member of staff is available 24 hours a day, seven days a 
week. 
 
There is a 24 hour answer machine service.  
 
All customers, parents and carers, staff and volunteers have access to the emergency mobile phone number. 
 

A review of all services takes place annually. 
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1.9 Conflict of Interest policy for employees 
 

As an employee of Take-a-Break you must declare any direct or indirect relationship that you or any close 
relative have with any family using the service. 
 
If you or a close relative has any direct or indirect interest in any organisation, which may enter into a contract 
with Take-a-Break, this must be disclosed as soon as you become aware of it. 
 
Representation 
 
As an employee of Take-a-Break you must ensure you always represent the organisation in a professional 
manner. 
 
Outside Remuneration 
 
If you receive any outside remuneration for work undertaken on behalf of Take-a-Break you are required to pay 

these to the organisation. 
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1.10 STATEMENT OF ENVIRONMENTAL PRINCIPLE 
 

Take-a-Break strives to be an environmentally friendly organisation. Where it is practicable to do so, we aim to 
minimise wastage, be more aware of our use of non- bio-degradable materials. We believe in promoting 
sustainable development through our actions, and we will continue to develop Take-a-Break’s environmental 
policy and practice and to raise awareness within the organisation and the local voluntary sector. 
 
Take-a-Break practises the principles of the 3Rs by:  
1. Reducing waste where possible by thinking about what we buy and how we use it. Non-essential 
documents and emails will not be printed. We will annually review which internal documents and external 
publications are essential, if they are not they will be cancelled thus reducing waste and saving money. We will 
endeavour to avoid disposable cups and food packaging bought by the office and for events. We will ensure all 
our printing and photocopying is done on double-sided paper.  
 
2. Re-use wherever possible by trying to find a second life for items especially paper and office stationery. 
Scrap paper will be used in printers, fax machines, for taking messages and for writing notes or draft copies of 
documents. We are committed to the re-use of envelopes and packaging where possible.  
 
3. All paper, card, glass, tin, plastic will be recycled. Food waste will be composted. Toner cartridges and 
inkjets will also be recycled. If office furniture or IT equipment is being replaced then Take-a-Break will seek to 
have those items reused or recycled.   
 
4. Take-a-Break will buy recycled. We will endeavour to switch all publications and general office papers to 
100% post-consumer waste recycled papers, any additional purchasing costs will be balanced against reduced 
consumption. When purchasing other items of office equipment recycled options will be considered.  
 
5. Take-a-Break will seek to purchase fair-traded and environmentally sound goods. In particular sourcing 
of refreshments for meetings, training and events should wherever possible be purchased from local suppliers 
to reduce food miles (preferably within the social economy). If possible food should be organic, fruit and 
vegetables should be in season and tea, coffee and other products (e.g. chocolate biscuits!) should be fair-
traded.  
We will ensure staff have access to a pension scheme that offers ethical investment, and hold our bank 
account with an ethical bank.  
 
6. Take-a-Break will promote the use of cycling and walking as the main means of travel, and use public 
transport. For journeys that require the use of a car, car sharing will be encouraged.  
 

8. Take-a-Break will seek to minimize the use of energy in its activities. For example lights and equipment 
will be switched on only when needed and not out of routine. 
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1.11 Acceptance of gifts 
 

It is the general policy of Take-a-Break that gifts should be politely refused. 
 
However, it must be acknowledged that the exchange of small token gifts is a natural part of the development 
of relationships. 
 
It is for the protection of support workers, volunteers and customers that all situations where gifts are offered or 
accepted should be reported to their Line Manager / Co-ordinator. 
 
All gifts will be recorded. 
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1.12 On Call Policy 
 

Take-a-Break Core Office Hours are 8:00a.m. – 5:00p.m. Monday to Friday 
 
On Call System 
 

 Co-ordinators  divert their mobile phones to Exhall Office Main number: 02476 644909 when they have 
completed their work for the day (this includes Fridays). 

 

 A designated Co-ordinator / Senior Support Worker will take all emergency / urgent calls from 5pm until 
9am Monday to Friday, and all weekend. The Directors are always available for additional assistance 
when required. 

 

 It is the responsibility of the Co-ordinators to ensure that all relevant information regarding their service 
provision is supplied to the Director / Co-ordinator / Senior Support worker on call. 

 
Payment: 
 

 Co-ordinators and Senior Support Workers are paid an on call payment which is reviewed annually – 
details from the Finance Dept.  

 
 

 
Bank Holidays: 
 

 An additional payment to be claimed for each Bank Holiday day – details from the Finance Dept. 
 

 TAB additional days to be worked / taken flexibly to ensure the organisation can continue to operate 
effectively 
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1.13 Professional Boundaries Policy and Good Practice 
 

These guidelines relate to the professional boundaries and good practice that should be maintained when 
working with customers of Take-a-Break. 
Whilst it is recognised that we need to establish rapport and trust with our customers it is also essential 
that we adhere to appropriate professional boundaries for best practice and for the protection of both staff 
and customers. 
Working with Customers 
This section sets out a professional context for working with customers by describing basic values and 
principles that govern professional practice. These principles are as follows: 

 Boundaries define the limits of behaviour, which allow a Support Worker and a customer to engage 

safely in a supportive caring relationship. These boundaries are based upon trust, respect and the 

appropriate use of power 

 The relationship between workers and customers is a caring relationship that must focus solely 

upon meeting the needs of the customer 

Befriending 
Workers must never overstep professional boundaries and confuse professional “befriending” with 
friendship. All staff must be aware of the difference between: 

 Befriending a customer – which is a professional relationship, made to meet customer’s needs, 

and 

 Becoming a customer’s friend – which is a relationship that focuses on the needs of both people. A 

professional relationship focuses solely on the needs of the customer. 

Relationships and contact with customers outside working hours 

 Staff must never allow customers to visit their homes 

 Staff must not encourage customers to develop relationships with their relatives or friends 

 Staff must not give customers their personal contact details, for example postal address, personal 

telephone or mobile number, email address, Facebook contact etc. 

 Staff must not give anyone the personal contact details of a colleague 

 When you encounter a customer outside of working hours you should be pleasant and civil but do 

not prolong social contact particularly if the customer’s behaviour indicates that they do not want to 

be identified as a user of Take-a-Break. 

 Staff should not arrange out of hours contact with customers without agreeing this with their line 

manager. 

Safe Touch  
We believe that touch is a very important part of our work and should not be underestimated. However, where 
touching does occur it must take place within the professional boundaries of the service. Therefore, it is 
essential that staff follow the guidance given through Take-a-Break’s policy on Safe Touch and Intimate 
Personal Care which is included in the complete set of policies and procedures.  
Training on Safe Touch and Personal Care is included as part of the Safer People Handling Mandatory training 
session. 
 
Financial relationships 
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 Staff should not enter into any financial transactions with customers including buying, selling, 

exchanging or bartering goods or services 

 Staff must not borrow money or possessions from customers 

 Staff should not accept gifts from customers (see organisational policy) 

 Staff should not agree to become trustees, beneficiaries or executors in relation to the wills of 

customers 

Influence 
Staff must be careful not to influence customers with their own beliefs and personal values and should be 
aware of their potential to influence vulnerable and /or impressionable customers. 
Customers may wish to discuss their views with staff members but staff should not promote or impose their 
own views. 
Approachability 
Staff should be seen as approachable, open to fair challenge and criticism, and available to engage in 
meaningful dialogue. They should not be perceived as intimidating or inaccessible to people. 
Privacy 
Staff must respect customer’s rights to privacy, and be sensitive and responsive to any different personal and 
cultural needs for privacy that may arise. Staff must also work to the organisation’s Confidentiality policy and 
must not divulge any personal information unless authorised by their line manager. 
Discussing others 

 “Gossip” or hearsay should be actively discouraged and could be deemed as a breach of the 

organisational Code of Conduct. 

 Staff must never share personal details about other staff with customers 

 Staff must never share personal details about customers with other customers 

 Where staff know customers prior to using the service, the staff member must inform their line manager 

who will explore any issues around confidentiality, risk assessment and conflict of interest 

Managing Boundary Issues 
Staff may unwittingly be put in a position where their relationship with a customer is compromised, or be drawn 
into conversations or situations where their boundaries are being stretched or crossed. In some situations the 
fine line between good and bad practice may not always be clear. The staff member should always seek the 
advice of their manager who will undertake risk assessments and make sure measures are put in place to 
safeguard against any potential boundary issues. 

Guidance on this policy taken from CRASAC (July 2014) 

 
 

 



Take a Break Warwickshire Ltd 
Policies and Procedures  

September 2017 

24 

 

2.1 Health & Safety Policy 
 

Take-a-Break believes that excellence in the management of health and safety is an essential 
element within its overall business plan. 
 
We are totally committed to ensuring health, safety and welfare at all times. 
 
The responsibility of Take-a-Break is: 
 

 To ensure the workplace is safe and without risks to health by the provision of risk 
assessment. 

 

 To ensure all employees are competent to do their tasks, and to give them adequate training. 
 

 To ensure that articles and substances are moved, stored and used safely. 
 

 To ensure that any work undertaken by staff/ volunteers does not endanger their health and 
safety or anyone else. 

 
Take-a-Break will also: 
 

 Ensure that Health and Safety policy is implemented if there are more than five members of 
staff. 
 

 Ensure that certain injuries, diseases and dangerous occurrences are brought to the attention 
of the enforcing authority. 
 

 Provide adequate first aid facilities. 
 

 Ensure members of staff are aware of the location of the first aid facilities. 
 

 Ensure members of staff do not have to lift, carry or move people or items that are so heavy 
that they may sustain an injury. 
 

 Employees will ensure they undertake to: 
 
Take reasonable care for their own health and safety and that of others who are affected by 
what they do or do not do when carrying out their duties. 
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2.2 Personal Safety whilst at work 
 
You must read and take notice of any Health and Safety Notices that are posted on the notice boards. 
You are expected to take reasonable care for your well-being and that of your colleagues. 
 
When traveling to a customer’s home or site based activity, plan your route in advance. 
 
Notify someone of where you are going and leave details of your journey. If your plans change, notify 
someone. 
 
When returning to your car, have your keys ready. 
 
Do not enter a building if you are uneasy. 
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2.3 Risk Assessments 
 
The purpose of this statement is to set principles upon which customers are enabled to achieve their 
highest level of independence. The process of achieving independence implies a degree of risk to be 
incurred as in all learning processes. However, customers have the right to such independence and, 
consequently, to the taking of risk to achieve it. 
 
 
A general degree of risk is impossible to determine, therefore there will not be a 'global' risk policy, 
but an individual assessment based upon observations of each person going about his/her daily life. 
These observations will be discussed at a meeting involving the person and their circle of support i.e. 
family members, carers etc.,  where any potential risks will be highlighted. 
 
 
Programmes will then be agreed on how to minimise each risk, whilst still enabling the person to 
develop his/her potential for greater independence, and they will be monitored and reviewed as 
appropriate. 
The manager will be responsible for ensuring that this process is implemented and maintained. 
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2.4 Accidents, incidents and emergencies 
 
If a customer, member of staff or volunteer has an accident at work, however minor, you must enter 
the incident in the accident book and an accident form must be completed. You must provide details 
of the nature of the accident or injury, any first aid that was administered, the names of any 
witnesses, and the date, time and location the incident occurred. 
 
Next of kin and the Duty Manager must be notified immediately, or as soon as it is safe to do so. 
 
If the accident is of a more serious nature you must seek medical attention immediately. 
 
When it is safe to do so, you must notify parents/ carers and your line manager. 
 
In the case of an incident occurring whilst you are supporting someone, you must notify your line 
manager immediately. 
 After you have notified your line manager verbally, you must complete an incident form and submit it 
as soon as possible so that appropriate action can be taken if necessary. 
 
Employers are legally required to report certain accidents or incidents to the Health and Safety 
Executive and Local Authority. These include: 

 Work related accidents which cause death 

 Work related accidents which cause certain serious injuries 

 Diagnosed cases of certain industrial diseases 

 Certain dangerous occurrences with the potential to cause harm 
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2.5 Principles of Safer People Handling  
 

TAB Warwickshire is committed to applying a safe system of work when supporting customers in any 
manual handling situations. This is defined in the Manual Handling Operations Regulations 1992, “any 
transporting or supporting of a load, (including lifting, putting down, pushing, pulling, carrying, or there 
moving them of) by hand or by bodily force” A load may be a person, animal or inanimate object.  
TAB are committed to reducing all considerable risk, as far as reasonable practicable, especially in 
manual handling operations which incur an increased risk of injury, or to lower the risk to all parties as 
low as possible. To ensure this can happen TAB will ensure that:  

 Risk assessments are completed 

 Safer people handling training is available  

 Manual handling equipment is available 

TAB recognise the risks associated with moving and handling.  An appropriate and sensitive risk 
assessment management approach, will ensure risks assessments do not limit opportunities for 
customers that access services. The risk assessments will be completed in partnership with the 
customer and family to ensure they are active contributors to their risk assessment. This individualised 
approach will then facilitate the person’s access to positive short breaks and community activities in 
their local environment. These opportunities will promote the individual’s confidence, self-esteem and 
emotional wellbeing.  
TAB do not allow staff to take the full weight of the customer without the additional support of specialist 
equipment. The individual risk assessment will highlight if there are exceptional circumstances when 
working with babies and young children.  
 
The policy will consider the following areas under separate headings, Employer responsibilities, Staff 
responsibilities, Using Specialist Equipment and Risk assessments. 
 
Employer Responsibilities  

 Ensure the safety of all employees affected by work related tasks.   

 Ensure training is provided and staff have attended the training in line with the company’s 

policies and procedures.  

 Ensure risk assessments are in place for each individual person who accesses the service.  

 Avoid transfers that could result in serious injury where reasonable practicable. 

 Assess risks that cannot be avoided when working with individual customers, put in place a 

suitable risk assessment which reduces risk as far as reasonable practicable.  

 Ensure all equipment is thoroughly maintained and remains serviced for operational use.  

 
Staff Responsibilities 
 

 During the induction process staff must attend the safer people handling training.  

 Complete all safer people handling tasks in line with the company’s policies and procedures.  

 If staff are supporting customers who require safer people handling techniques on their rotas, 

additional practical training may be required.  

 Staff must take care of their own and others health and safety when completing tasks when at 

work.  
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 All staff must follow the customers individual risk assessments when completing any safer 

people handling transfers. 

 All use of equipment must be used in a professional manner, in line with the manufactures 

guidance and TAB risk assessments and follow safe systems of work.  

 Report any accidents/incidents immediately to their line manager, this will also include any near 

misses whilst at work.  

 Report any equipment failure/ breakages to the safer people handling coordinator/ line manager/ 

TAB office and place the equipment out of order until it is repaired.  

 Report any personal circumstance which may place them at additional risk e.g. pregnancy, 

musco-skeletal injuries or any other illness which may affect their ability to complete the support 

safely.  

 

Using Specialist Equipment  

 All hoisting equipment to be serviced every 6 months, this includes TAB mobile hoists and 

equipment used within families’ homes.  

 The manual handling coordinator is responsible for ensuring company hoists remain serviced 

and operational.  

 All mobile hoists should be checked before every use to ensure they are safe to use to transfer 

customers.  

 Any equipment which staff feel is not safe to use must be reported to the safer people handling 

coordinator/ line manager/ TAB office.  

 Only individualised pieces of equipment are to be used with each customer, this information will 

be provided in their safer people handling risk assessment. 

Individual Customer Risk Assessment 
 

 An individual risk assessment should be completed for each customer who requires a movement 

protocol, this should be suitable and sufficient and follow the T.I.L.E.E approach to risk 

assessment. The initial risk assessment will determine if the task/transfer can be avoided of if 

further risk assessment is required.  

 If the transfer cannot be avoided, then a suitable and safe way will be need to be identified to 

complete the task this will also identify if any additional equipment will be required.  

 When the risk assessment is being completed the safer people handling coordinator will look at 

the following areas in line with the Practical Principles for Safe Transfers, (Handbook of 

Transfers, 2011)  

 Principle 1: Avoid the need for lifting  

 Principle 2: Don’t lift, try to find another solution  

 Principle 3: Prepare yourself and take care of yourself  

 Principle 4: Prepare for the whole transfer  

 Principle 5: Invite the person to co- operate and stimulate them to do so by your approach, your 

explanation, and your guidance, but respect the person’s choices’ or passivity.   

 Principle 6: Perform the transfer as best you can  

 Principle 7: Complete the transfer in a planned way.  
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2.6 Fire Emergency Policy and Procedure 
 
Required actions to be implemented by staff in the event of a fire when Take-a-Break is using a hired 
venue. 
 
The designated Co-ordinator / Senior Support Worker will provide Group Leaders with the protocols 
for fire evacuation in all venues being used by Take-a-Break in their area. 
 

Procedure 
 

 All group leaders will have a plan of the building being used.  The plan will have identified 
evacuation routes, and will be placed in a conspicuous location. 
 

 Group leaders will ensure all support staff and volunteers are aware of the nearest fire exits 
and have familiarised themselves with the evacuation routes and procedures. 
 

 In the event of a fire alarm being raised, staff must evacuate the building using the most readily 
available route, ensuring all customers have cleared the area. 
 

 Proceed immediately in an orderly manner to the designated registration point, and complete a 
head count of your group.  When you have completed your group register, report to your line 
manager. 
 

 Wait until you receive notification from your line manager that it is safe to re- enter the building 
before returning to your work area. 
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2.7 Medication Administration Policy 
 
 According to the law (the Medicines Act 1968) medicines can be given by a suitably trained care 
worker to the person they were intended for when this is strictly in accordance with the directions that 
the prescriber has given. 
 
Support workers may administer medication, but only if the following provisos are satisfied. 
 

 Staff will receive training in the administration of medication and be observed annually by a 
manager. 

 Take-a-Break will require a current Medical Administration Record Form (MAR) from the 
individual’s pharmacist. The MAR chart must detail which medications are prescribed for the 
person, when they must be given, what the dose is, and any special information such as giving 
the medication with food. 

 Written consent from the user or parents/carers. 

 The correct dosage must be stored in the original container which should be clearly labelled by 
a pharmacy. 

 Two people must be present when the medication is administered. Both people must sign the 
medication protocol log to state that the drug was administered according to the protocol. 

 Staff will receive training from a specialist nurse if they are required to administer medication 
through a Gastrostomy tube. 

 You must not administer date expired medicine 
 
In the event of a person refusing their medication, the line manager must be informed immediately 
and recorded on the medication protocol. 
It may be necessary to contact the person’s GP for further advice. 
 
Support workers are not permitted to administer medication unless specified in the 
individual’s support plan and appropriate training has been given. 
 
Each individual case is assessed and a protocol is drawn up in accordance with CQC 
recommendations.  
 
Errors can occur in the administration of medication and must be reported to their Line Manager 
immediately. 
 
Take-a-Break will not administer “over the counter” remedies. 
 
Take-a-Break staff must never disguise /hide medication with food or drink as this could be classed 
as assault. 
 
 
STORAGE OF MEDICATION ON SITE - SITE NAME:........................................................... 
                

 DATE:........................................................... 
 



Take a Break Warwickshire Ltd 
Policies and Procedures  

September 2017 

32 

 

Records should be kept of the named staff who are authorised to have access to medication. 
Authorised Persons Are: 
 
NAME:...................................................SIGNATURE..................................DATE.................... 
 
NAME:...................................................SIGNATURE..................................DATE.................... 
 
NAME:...................................................SIGNATURE..................................DATE.................... 
 
NAME:...................................................SIGNATURE..................................DATE.................... 
 
NAME:...................................................SIGNATURE..................................DATE.................... 
 
Medication, when not in use, should generally be stored in a safe and secure place. 
This will normally be a locked cupboard or a locked non-portable container in a cool place.   
 
NAMED STORAGE AREA IS.................................................................................................... 
 
The medication must be accessible to the appropriate members of staff at all times.  
However there are some important exceptions: 

 All emergency medication must be stored safely but must also be readily accessible at all 
times, i.e. not locked in a cupboard. 

 Asthma “reliever” inhalers must be readily available at all times, including prior to and during 
exercise. Whenever possible customers should be responsible for their own inhalers, but when 
this is not possible the inhaler should be kept in an easily accessible place. The need for a 
customer to have ready access to their inhaler should override any concerns about misuse by 
others. 

 Some medications may need to be refrigerated. An appropriate refrigerator, with restricted 
access, should be identified and the medication should be placed in a closed plastic container 
with the lid clearly marked “Medication”. This container should then be kept on a separate shelf 
in the fridge. 

 
All medication should be returned home at the end of every session AND NO MEDICATION 
SHOULD BE STORED ON SITE OVERNIGHT. 
 
It is essential to inform all members of staff who may have responsibility for the customer 
during the day about the need for medication and what to do should a medical emergency 
arise. The accessibility of medication, particularly for use in an emergency, may need to be reviewed 
if the staff running the activity is different from the normal staff responsible for the supervision or 
administration of medication. 
 
Co-ordinator Name:.......................................................................................................................... 
 
Date:............................................................................Signature:..................................................... 
 
SELF MANAGEMENT 
The age at which customers are ready to take care of and be responsible for their own medication varies. Customers 
should be encouraged to participate in decisions about their medication and supported to take responsibility for their own 
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medication whenever possible. Each customer will be risk assessed and fully documented within the care plan and 
protocol which will clearly state if they may either keep medication securely on themselves, or in lockable storage. 
 
CONTROLLED DRUGS 
Controlled Drugs must be kept in lockable, non-portable, storage. Where agreed in a care plan, a customer may be 
allowed supervised access to their own supply in order to self-medicate. 
 
With the exception of emergency medication e.g. Buccal Midazolam. The risk assessment should take into account the 
safety of other customers.  All co-ordinators to complete a risk assessment for each individual site. 
 
MEDICAL EMERGENCIES 
All staff should know who is responsible for carrying out emergency procedures; all staff should hold a current first aid 
certificate. 
 
There should be specific guidance/training on: 

Ι calling for an ambulance 

Ι where emergency medication is stored 

Ι who should administer the medication 

Ι who should stay with the customer 

Ι supervision of other customers nearby 

 
Emergency medication must always be readily accessible and never locked away. A 
copy of the customer’s individual care plan and protocol must be kept with the medication and should include clear 
precise details of the action to be taken in an emergency. Staff who agree to administer emergency medication must 
have training from an appropriate health care professional before completing the task. 
 
Whenever an ambulance has been called a TAB incident form should be completed after the event and parents & carers, 
TAB office or emergency on call should be notified. 
 
RESPONSIBILITIES: 
 
Staff should treat all medical information as confidential.   
 
Parents/carers should be encouraged to ask the customer’s doctor to prescribe medication which can be administered 
outside Take-a-Break hours wherever possible, for example, asthma preventer inhalers, anticonvulsant medication and 
antibiotics. 
 
Medication brought to Take-a-Break should be handed to the Site leader. 
NAME:.................................................................................OR named member of staff unless it has been previously 
agreed that the customer can carry their own medication e.g. reliever inhaler.  
 
It is the parents/carers responsibility to provide the Take-a-Break with the medication 
required.  Medication will only be administered when the relevant protocols and risk assessments have been completed 
they MUST BE STORED ON SITE and recorded on MAR Form. 
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2.8 Epilepsy Policy 
 

Take-a-Break staff will support people according to the guidelines set out in their individual care plan. 
 
A protocol will be drawn up on an individual basis in accordance with the recommendations by CQC.  
 
All Take-a-Break workers will have been trained as part of their initial induction to the organisation. 
Existing staff will attend this training regularly as part of a rolling programme to refresh their 
knowledge. 
 
 
Essential Information 
 
All staff who administer rescue medication need to have attended the following training: 
 

 Full day NHS Epilepsy Awareness – recertification after 2 years 

 Medication Awareness – recertification after 2 years 

 First Aid – recertification after 3 years 

 Rescue Medication Administration- recertification after 2 years 

  
If you are supporting an individual who has epilepsy there is information about their condition that you 
will need to familiarise yourself with.  
 
This is the following: 
 

 Individuals epilepsy 

 Seizure  type (see following sections) 

 What do the seizures look like 

 Frequency of the seizures 

 Duration of the seizures 

 Speed of recovery 

 Is there a pattern to the seizures 

 Identified triggers 

 Is there usually a warning 

 Is first aid usually required 

 Medication details 
 
Take-a-Break do not administrate Rectal Diazepam  
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2.9 Car Safety 

Child car seats: the law 

1. Using a child car seat or booster seat  
2. When a child can travel without a car seat 

1. Using a child car seat or booster seat  

Children must normally use a child car seat until they’re 12 years old or 135 centimetres tall, 
whichever comes first. 

Children over 12 or more than 135cm tall must wear a seat belt. 

You can choose a child car seat based on your child’s height or weight. 

Height-based seats 

Height-based seats are known as ‘i-Size’ seats. They must be rear-facing until your child is over 15 
months old. Your child can use a forward-facing child car seat when they’re over 15 months old. 

You must check the seat to make sure it’s suitable for the height of your child. 

Only EU-approved height-based child car seats can be used in the UK. These have a label showing a 
capital ‘E’ in a circle and ‘R129’. 

Weight-based seats 

The seat your child can use (and the way they must be restrained in it) depends on their weight. 

Only EU-approved weight-based child car seats can be used in the UK. These have a label showing 
a capital ‘E’ in a circle and ‘ECE R44’. 

You may be able to choose from more than one type of seat in the group for your child’s weight. 

Child’s 
weight 

Group Seats 

0kg to 10kg 0 
Lie-flat or ‘lateral’ baby carrier, rear-facing baby carrier, or rear-facing baby seat 
using a harness 

0kg to 13kg 0+ Rear-facing baby carrier or rear-facing baby seat using a harness 

9kg to 18kg 1 Rear- or forward-facing baby seat using a harness or safety shield 

15kg to 
25kg 

2 
Rear- or forward-facing child car seat (high-backed booster seat or booster 
cushion) using a seat belt, harness or safety shield 

22kg to 
36kg 

3 
Rear- or forward-facing child car seat (high-backed booster seat or booster 
cushion) using a seat belt, harness or safety shield 

https://www.gov.uk/child-car-seats-the-rules/when-a-child-can-travel-without-a-car-seat
https://www.gov.uk/child-car-seats-the-rules/when-a-child-can-travel-without-a-car-seat
https://www.gov.uk/seat-belts-law
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Manufacturers can now only make booster cushions approved as group 3. This won’t affect any 
existing booster cushions in group 2 and you’ll still be able to use them. 

Fitting a child car seat 

You must only use a child car seat if your car’s seat belt has a diagonal strap, unless the seat is 
either: 

 specifically designed for use with a lap seat belt 
 fitted using ISOFIX anchor points 

You must also: 

 deactivate any front airbags before fitting a rear-facing baby seat in a front seat 
 not fit a child car seat in side-facing seats 

The Child Car Seats website has information on how to choose a seat and travel safely with children 
in cars. 

Children with disabilities or medical conditions 

The same rules apply for children with disabilities or medical conditions, but they can use a disabled 
person’s seat belt or a child restraint designed for their needs. 

A doctor can issue an exemption certificate if a child is unable to use a restraint or seat belt because 
of their condition. 

The Highway Code, road safety and vehicle rules 

Child car seats: the law 

1. Using a child car seat or booster seat 
2. When a child can travel without a car seat  

2. When a child can travel without a car seat  

A child can travel without a child car seat in some circumstances. 

Taxis and minicabs (private hire vehicles) 

If the driver doesn’t provide the correct child car seat, children can travel without one - but only if they 
travel on a rear seat: 

 and wear an adult seat belt if they’re 3 or older 
 without a seat belt if they’re under 3 

 

http://www.childcarseats.org.uk/choosing-using/
https://www.gov.uk/child-car-seats-the-rules
https://www.gov.uk/child-car-seats-the-rules/using-a-child-car-seat-or-booster-seat
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Minibuses, coaches and vans 

Minibus or coach drivers and companies don’t have to provide child car seats. You must provide your 
own if you want to make sure a child has one. 

Coaches 

Children can travel without a child car seat or seat belt, if they are not available. 

Minibuses 

All children must travel in rear seats (any seats behind the driver) if a child car seat or an adult seat 
belt isn’t fitted. 

Children aged 3 or older must: 

 use a child car seat if there’s one available in a minibus 
 use an adult seat belt if child car seats are not fitted or are unsuitable 

Vans 

The rules for vans are the same as for cars. 

Unexpected journeys 

If the correct child car seat is not available, a child aged 3 or older can use an adult seat belt if the 
journey is all of the following: 

 unexpected 
 necessary 
 over a short distance 

You cannot take children under 3 on an unexpected journey in a vehicle without the correct child car 
seat, unless both of the following apply: 

 it’s a licensed taxi or minicab 
 the child travels on a rear seat without a seat belt 

No room for a third child car seat 

Children under 3 must be in a child car seat. If there is no room for a third child car seat in the back of 
the vehicle, the child must travel in the front seat with the correct child car seat. 
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Children aged 3 or older can sit in the back using an adult belt. 

Vehicles without seat belts 

Children under 3 must be in a child car seat. If there is no seat belt, they can’t travel. 

A child aged 3 or older can travel in a back seat without a child car seat and without a seat belt if the 
vehicle doesn’t have one. 

Own Vehicle Policy 
As part of our overall health and safety policy, we are committed to reducing the risks which our staff 
face and create when on the road as part of their work. We ask all our staff to play their part by 
always driving within road traffic laws, safely and responsibly. Failure to comply with the policy may 
be regarded as a disciplinary matter. 
Senior managers must: 

Ι lead by example, by ensuring that they drive within road traffic laws, safely and responsibly, 

and by following the organisation’s driver assessment and traning policy. 
Line managers must ensure: 

Ι they also lead by personal example 

Ι staff understand the dangers and consequences of poor driving 

Ι staff receive appropriate help and advice to ensure their vehicles are safe 

Ι periodic checks of vehicle documents are conducted to monitor compliance of staff who use 

their own vehicle for work 

Ι periodic visual inspections are conducted of staff’s own vehicles that are used for work. Staff 

understand what to do if they consider they are at risk due to the driving they are required to do 

Ι staff are confident that they can report and discuss any road safety problems they might have 

with an appropriate person without fear of being treated unfairly 

Ι work related road safety is included in team meetings and staff appraisals and periodic checks 

are conducted to ensure our policy is being followed 

Ι they follow our monitoring, reporting and investigation procedures to help learn lessons which 

could help improve our future road safety performance 

Ι help improve our future road safety performance 

Ι they challenge unsafe attitudes and behaviours, encourage staff to drive safely, and lead by 

personal example in the way they themselves drive. 
Staff who drive their own car for work must ensure: 

Ι it meets our minimum safety specifications (age, additional safety features) 

Ι they have a valid driving licence 

Ι they have business use motor insurance for the amount of business mileage they undertake 

Ι their car is taxed, MOT’d and serviced according to the manufacturer’s recommendations 

Ι they co-operate with our procedures for driving licence and vehicle checks 

Ι their vehicle is used safely (e.g. seat belt use, secured loads) 

Ι they report crashes, incidents, fixed penalties, summons and convictions for any offence, including 

vehicle defects, to their line manager 

Ι co-operate with our monitoring, reporting and investigation procedures. 
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2.10 Smoking Policy 
 

NO SMOKING POLICY 
 

 
Aim: 

 Take-a-Break regards itself as a health-promoting organisation and it recognises that their staff 
act as role models for customers. In light of the evidence that second hand smoke causes 
damage to health this policy has been implemented to; 

o  protect the staff, children and young people, adults and visitors from the effects of 
tobacco smoke 

o acknowledge the educational role of the organisation in discouraging children and 
young people from starting to smoke;  

 
Rationale: 

 Smoking is the single most preventable cause of premature death and ill health in our society. 

 Passive smoking – breathing other people’s tobacco smoke – is also potentially fatal.  It has 
been shown to cause lung cancer, as well as many other illnesses, in non-smokers. Children 
are particularly vulnerable to the effects of second hand smoke. 

 Breathing in second hand smoke is a health and safety issue for all staff and customers. 

 Everyone has the right to breathe clean air. 
 
No Smoking Policy: 
Smoking is prohibited whilst on any individual sessions or anywhere on the premises, buildings and 
grounds of any site based activities. 
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2.11 Guidelines to prevent the spread of Pandemic Flu 
 
What are the signs and symptoms of Pandemic Flu? 
 

The symptoms of flu are: 

 Fever 

 Cough or sudden shortness of breath 

 Sudden onset of symptoms 

 Aching muscles 

 Sore throat 

 Runny nose, sneezing 

 Loss of appetite 

 Headache 

 Listlessness / lethargy 

 Chills 
 

The symptoms of pandemic flu would probably be similar to those of seasonal flu, but they could be 
more severe and cause more serious complications. 
 

If in doubt assume that an infection is pandemic flu and act accordingly. 
 

What can you do to prevent the spread of infection? 
 

 You should ensure you are fully aware of pandemic flu symptoms 

 Encourage customers to cover their nose and mouth when sneezing or coughing and use 
single use tissues for wiping / blowing nose. Dispose of tissue immediately after use. 

 Wash your hands and encourage customers to wash their hands frequently using liquid soap 
and warm water. 

 Wash hands after coughing, sneezing, using tissues or contact with respiratory secretions and 
contaminated objects. 

 Avoid touching eyes nose or mouth without washing your hands first. 

 Consider carrying an anti – bacterial hand cleanser with you in case hand washing facilities are 
not immediately available. 

 Clean hard toys and equipment regularly as the virus can survive on hard surfaces. 

 If a customer develops symptoms whilst in your care you should contact your line manager 
immediately, and notify them of any other people the customer has been in contact with. 

 

What to do if you think you or a member of your family has pandemic flu. 
 

Stay at home and contact your GP and your Line Manager 
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2.12 Minimum Exclusion Periods for Illness and Disease 
   

    
Guidance on infection control is taken from Public Health England 
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2.13 Adverse Weather Policy and Procedure 
 

1. Purpose 
The following procedure should be followed in the event of adverse weather conditions. 
Take-a-Break expects that all employees will make every reasonable effort to attend work when 
their normal transport arrangements have been disrupted due to extreme weather conditions. 
 

2. Procedure 

 Where staff are prevented from attending work due to weather conditions, they must notify 
their line manager immediately. Staff who do not contact their line manager will be 
unauthorised absence without payment 

 Where attendance at their normal place of work is not possible, line managers should consider 
whether the employee can be of assistance to another customer whom they are able to get to. 

 Employees should not arrive at an alternative customer’s home unless instructed to do so by 
their line manager. 

 Where a member of staff is unable to attend work and they have made contact with their line 
manager the manager will confirm that the employee has authorised unpaid absence. 

 Any payments will be based on normal pay (this will be based on what you would be normally 
paid if you were able to come to work).However, if you are on a permanent contract and have 
worked additional hours that week, those hours will be off-set against the hours you were 
unable to work due to the adverse weather conditions. 

 Staff who are already working in the community should notify their line manager of their 
intention to return home as soon as they feel that the weather conditions represent a serious 
risk to their safety.  

 If staff can work effectively from home this should be agreed in advance with their line 
manager. 

 

3. Manager’s responsibility 

 Where weather conditions show signs of worsening, Co-ordinators must obtain local reports on 
road conditions etc, and then reach a decision as to allowing staff to leave early. 

 It will be the Co-ordinators responsibility to make such a decision having regard to the 
employee’s journey to and from work and any other relevant circumstances. 

 Co-ordinators should contact customers and their families to check what assistance they need 
that day. If there are any vulnerable customers that staff cannot get to that require a service 
the on –call Manager should contact The Emergency Duty Team immediately. 
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2.14 Lone Worker Policy 
 

1. DEFINITION 

It is the nature of many jobs that staff will work alone. Lone workers are those who work by 
themselves without close or direct supervision and may include: people working outside normal office 
hours, the first or last person on the premises, receptionists, drivers, people working from home, 
people working totally alone in a building, people working separately in large premises, people 
involved in securing a building, and those making home or site visits. There may be times when staff 
are involved in more than one category of risk. 
There is no general prohibition on working alone, the broad duties of the Health and Safety at Work 
etc. Act 1974 and Management of Health and Safety at Work Regulations 1999 still apply. Managers 
should identify whether the activity can be safely undertaken while working alone. New staff will 
require additional support and some people may have a medical condition, which may make it 
unsuitable for them to work alone.   
2. RESPONSIBILITIES OF MANAGERS 

It is Take-a-Break’s responsibility through Coordinators, to undertake risk assessments, which 
involve identifying hazards, assessing the risks and implementing adequate control measures to 
eliminate or reduce the risks to the lowest practicable level.   
Although working alone may not introduce any new hazards, the level of risk could increase 
significantly when a task is carried out unaccompanied. This may require additional risk-control 
measures to be implemented to ensure that staff are not exposed to greater risks than those who 
work together. Coordinators must ensure that staff who are considered lone workers and all 
relevant support staff are aware of the arrangements in place to manage the risk. These 
arrangements must be in writing.  
3. RESPONSIBILITIES OF EMPLOYEES 

 Take reasonable care of yourself and others 

 Co-operate with managers in identifying foreseeable risks and following procedures and practices 
whether written or verbal, designed to protect your safety 

 Familiarise yourself with policies and risk assessments 

 If you encounter any new hazards during the course of your work that have not been considered 
previously or circumstances have changed, speak with your manager or supervisor 

 Never knowingly compromise your safety and if you feel uneasy, report any concerns to your 
manager 

 Participate in any training designed to improve your safety at work 

 Share information with colleagues and record if necessary 

 Report any accidents and incidents of verbal and physical abuse including near misses, whether 
injury is sustained or not, to your manager or supervisor as soon as possible after an incident has 
occurred 

 
4. RISK ASSESSMENT 
 
The process of conducting a risk assessment for lone working is no different to that followed when 
assessing any other activity. The risk assessment must be signed and dated, kept up-to-date and 
reviewed at least annually or in line with local procedures. If developments suggest that the current 
risk assessment is no longer valid, or that it can be improved, the assessment must be amended. 
Reviews should take place after an incident as soon as is reasonably practicable or within 10 working 
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days, to see whether there is a need to change working procedures, implement new working 
practices, make changes to the working environment or provide additional training.  
 
The important point is to carry out the assessment systematically, considering the following: 

 Identify the hazards associated with the work that is carried out unaccompanied and the 
environment 

 Assess the risks associated with the work, prior to staff working alone, 
ensuring they are involved in the process and decide on the safe working measures and 
arrangements to control the risk, including the physical controls, training, supervision and 
monitoring and contact arrangements  

      The limits on what staff can and cannot do whilst working alone 

 The risk assessment must be signed and dated, kept up-to-date and reviewed at least 
annually.  If developments suggest that the lone working arrangements are no longer viable, 
the assessment must be amended.  Reviews should take place after an incident to see 
whether there is a need to change working procedures, implement new working practices 

 Implement safe working procedures and arrangements  

 Ensure that the information is shared with all relevant parties 

 Staff should be encouraged to report any accidents/incidents or near misses which could affect 
their safety, to allow a proper review of the adequacy of the working arrangements 

 
Risk assessments must consider the following factors: 

 The length of time the person may be working alone 

 The time of day or night when a person may work alone 

 Methods of communication to ensure that staff can be traced 

 The location and type of workplace and if travel is involved 

 The nature of the work, also considering the equipment to be used and whether it can be 
carried safely by one person 

 The risk of violence to employees, verbal and physical 

 Whether particular groups of staff e.g. new and inexperienced staff may be at more risk  

 The knowledge of a medical condition of the lone worker, which may increase the risks of 
working alone, further OH advice may be needed 

 Ensure staff know who to contact and what action to take in an emergency  

 Precautions should take account of normal work and foreseeable emergencies such as a fire, 
equipment failure, illness or accident/incident 

 Controlling the risks associated with lone working will also include the relevant training, 
information, instruction, supervision and possible protective equipment etc. 

 

 
Please note that Take-a-Break’s emergency ONCALL system works 24/7 on can be reached on 
07774914061    
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2.15 Visitors Policy  
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2.15 Visitor Policy 

Take-a-Break assures all visitors a warm, friendly and professional welcome , whatever the 
purpose of their visit.  
 
Take-a-Break has a legal duty of care for the health, safety, security and wellbeing of all customers 
and staff. This duty of care incorporates the duty to “safeguard‟ all customers from subjection to any 
form of harm, abuse or nuisance. It is the responsibility of the Management team, site leaders and 
staff to ensure that this duty is uncompromised at all times.  
In performing this duty, Take-a-Break recognises that there can be no complacency where 
safeguarding procedures are concerned. Take-a-Break therefore requires that ALL VISITORS 
(without exception) comply with the following policy and procedures 
 
Visitors must: 

 All visitors to show Identification badge 

 All visitors to sign in the visitors book 

 All visitors to wait until collected by the relevant person 

 All visitors to sign out of the visitors book when leaving 
 
Take-a-Break staff must: 

 Ask to see Identification Badge 

 Ask visitor to sign in visitors book 

 Inform relevant person that their visitor has arrived 

 Ask visitor to wait until collected by relevant person 

 Do not let visitors in if they do not have any identification or you are unsure of the 
person. 

 Inform management immediately to seek advice. 
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3.1 Disciplinary Rules and Procedures 

 
The disciplinary Procedure establishes a process by which breaches of disciplinary standards can 
be dealt with fairly and consistently. The Company’s Policy is to ensure employees adhere to the 
required standards of conduct, performance and attendance. The Company reserves the right to 
vary the disciplinary procedure to take account of your length of service. If the company has not 
employed you for very long you may be dismissed without having received any previous warnings. 
However you will retain the right to put forward your case and the right of appeal. 
 

Categories of Misconduct 
 

Gross Misconduct 
Below is the list of possible acts, which the Company constitutes as Gross Misconduct. The list is 
not intended to be exhaustive as it is impossible to list all offences that may result in disciplinary 
action. 
 

- Theft, fraud, and deliberate falsification of records (including time sheets) 
- Physical violence 
- Serious threats of physical violence 
- Serious bullying or harassment 
- Deliberate damage to property 
- Serious insubordination or wilful refusal to obey a reasonable instruction 
- Misuse of Company property/software/copyright or name 
- Bringing the employer into disrepute 
- Being unfit to work through drink or drugs, or being found in possession of alcohol, illegal 

drugs, or obscene material at work 
- Serious negligence, which causes or might cause unacceptable loss, damage or injury 
- Serious infringement of Health and Safety rules. 

 

Serious Misconduct 
This includes acts that fall short of Gross Misconduct but which are so serious that they would 
justify the issue of a first and final written warning. For example:- 
 

- Leaving your place of work without authority 
- Insubordination which is not wilful, i.e. you openly refuse to do something but agree reluctantly 

when faced with suspension 
- Persistent or serious breaches of Company procedures. 
 

This list is not exhaustive. 
 

Misconduct 
This covers minor or less serious breaches of Company rules and procedures such as:- 
 
- Persistent lateness, absence or sickness 
- Minor breaches of procedure 
- Neglect of duty etc. 
 
Again this list is only a guide and is not exhaustive. 
 
Suspension 
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If allegations of Gross Misconduct or Serious Misconduct are made, the Company may suspend 
you while further investigations are carried out. 
 
Suspension will be on full pay; this does not imply any determination of guilt or innocence as it is 
merely a holding measure pending further investigation. 
 
Disciplinary Procedure 
 
The Disciplinary Procedure is designed to help and encourage all employees to achieve and 
maintain the standards of conduct, attendance and performance of the Company. It should be 
seen as a corrective procedure ensuring all employees are treated fairly. 
 
It is important that you read and understand the following principles and procedures, as they 
constitute an important part of your Terms and Conditions of Employment. 
 
The Company believe that the following Disciplinary Procedures should be followed in order to 
resolve any problems relating to conduct or performance fairly. ALL Disciplinary matters will follow 
this process: 
 
- You will be notified in writing of the allegations and no hearing will take place until a minimum 

of 24 hours has elapsed. 
- You will have the right to be accompanied at the hearing by a work colleague or a Trade Union 

Representative. 
- You or your representative may ask questions or make statements. 
- Any decision made will be based on a reasonable belief. 
- You have the right to appeal any decision by applying in writing within seven days of the 

decision stating your reasons for appealing. 
 
Stage One – Verbal Warning 

 
In the case of conduct, performance or attendance not reaching the required standard, the 
problem will be discussed with you and you will be given the opportunity to provide a satisfactory 
explanation at a Disciplinary Hearing. If you are unable to provide a reasonable explanation and 
the hearing concludes reasonably that you are at fault, a verbal warning will be issued which will 
be retained for up to 6 months. (Remember – you can appeal this decision). 
 
Stage Two – Written Warning 
 
In the case where insufficient improvement has been made following a verbal warning, or the 
conduct is sufficient to warrant by passing the verbal warning stage, a disciplinary hearing will be 
held. As a result of this, if your explanation for your conduct is unsatisfactory and the hearing 
concludes that your performance or conduct was at fault, you will be issued with a written warning. 
This will be confirmed to you in writing detailing the complaint and the improvement or change in 
behaviour required. Again you will have the right to appeal the disciplinary decision reached. A 
copy of the written warning will be kept on your personnel file for a period of 12 months. 
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Stage Three – Final Written Warning 
If there is still sufficient improvement or change in behaviour during the term of a prior warning, or you 
commit an act of misconduct, or where the conduct is sufficiently serious to warrant bypassing stages 
one and two of the Disciplinary Procedure, a Disciplinary Hearing will be held. If no satisfactory 
explanation is offered for the conduct, and misconduct or poor performance is proved at the Hearing, 
a final written warning will be issued. The final written warning will give details of the complaint and 
warn you that failure to improve or modify your behaviour may lead to dismissal, or to some other 
action short of dismissal. Again you will have the right to appeal the decision. The final written 
warning will remain on your personnel file for a period of 12 months. 

 
The Company reserves the right to impose the Penalty of Suspension without pay for up to a 
maximum of 5 working days as an alternative option against dismissal. 
 
Stage Four – Dismissal 

 
If you still fail to meet the necessary standard of conduct or performance required by the Company, or 
you commit another act of misconduct or your conduct is so serious as to warrant bypassing the first 
three stages of the disciplinary procedure, a Final Disciplinary Hearing will be held. You will be given 
every opportunity to offer an explanation for your failure to meet the required standards at the Final 
Disciplinary Hearing. The Company will ensure that fair and reasonable notice of the time and date of 
the Hearing is given and wherever possible the Disciplinary Hearing will be held during your normal 
hours of work. You will be given as much information as possible regarding the allegations of 
misconduct as well as any documentation detailing the shortfall in performance or capability that will 
form the basis of the Disciplinary Hearing. If the conduct or performance issue is proved then you 
may be dismissed with notice. The Company reserves the right to vary the Disciplinary Procedure. 
The Disciplinary Procedure may also vary depending on the seriousness of the allegations of 
misconduct/capability to be addressed. As soon as reasonably practical you will be provided with the 
reasons for dismissal, the date on which your employment will terminate, and the name of the person 
to whom you may submit your appeal in writing (see Appeals Procedure). 

 
Other Possible Sanctions 
The Company reserves the right to consider demotion as a direct alternative to dismissal. 

 
Appeals Procedure 
The purpose of appeal is to review any penalty imposed at the Disciplinary Hearing. It cannot 
increase the penalty. 

 
At each stage of the Disciplinary Procedure you will have the right to appeal. If you wish to do so it 
should be in writing to the specified person, within 7 days of written confirmation of the Disciplinary 
decision taken against you. You will need to state why you feel the decision is unfair or inappropriate 
in relation to the misconduct addressed at the Disciplinary Hearing. You should also detail any new 
information or evidence that will support your appeal, including the names of any witnesses you may 
wish to call to attend your appeal. This is to ensure sufficient time to investigate any new information 
before the Appeal meeting. You of course will have the right to be accompanied by a fellow worker or 
a Trade Union Representative at the appeal stage. 
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3.2 Termination of Employment 
 
Redundancy 
A redundancy situation arises where the work for a particular role has ceased or diminished; 
normally as a result of Economic, Technical or Organisational change. The Company will 
endeavour to consider all reasonable steps to avoid compulsory redundancies. If a redundancy 
situation arises the following steps will be considered to prevent compulsory redundancy: 
 
- Reduction, or a freeze on overtime; 
- Lay-off or short time working (without pay) other than Statutory Guaranteed Pay; 
- The Company will seek to find volunteers as the first step, but reserves the right to refuse 

particular volunteers if the needs of the Company require it. 
 
In the case of compulsory redundancy the Company will ensure that employees are fully 
consulted both individually and if necessary collectively. A selection criterion will be adopted and 
alternative work will be considered if any is available. The Company will make sure you are given 
every opportunity to put forward any views of your own during consultation. 
 
Retirement 
The de-fault retirement age (formerly 65) has been phased out. Retirement age is when an 
employee chooses to retire. 
 
Resignation 
You must inform the Company in writing of your wish to terminate the Contract of Employment. 
The period of notice will begin from the date of this notification. The last day of service should be 
mutually agreed between you and the Directors and confirmed in writing. 
 

Lay-off/ Short Time Working 
 

If a situation arises where there is a reduction of work, or there is an occurrence that may affect 
the normal running of the Company, the Company reserves the right, in line with your Terms and 
Conditions of Employment, to 
 
- Lay-off without pay, other than Statutory Guarantee Pay; 
- In any 3 month period the Company will pay up to 5 days Guarantee Pay at the current 

Government regulated rate. If the Lay-off lasts longer than 5 days you will be given a letter to 
take to the Benefits Agency. Even though you are still an employee of the Company you 
should still be able to “sign on” as Temporarily Unemployed. 

 

Implementing Shorter Working Hours 
 

Wherever possible, alternative suitable work will be offered to employees best suited to carry out 
whatever work is available. Short Working Hours or periods of Lay-off do not affect your continuity 
of employment. If you are laid off you must still be available for work as and when necessary. 
 

Notice Periods 
The details of your notice are in your Terms and Conditions of Employment. If you leave the 
Company without working, or giving the required notice, and the Company incurs any additional 
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expense(s) from covering your duties during your notice period because you have failed to work it, 
then these costs will be deducted from any final payment. This is an express term of your 
Contract of Employment. 
 
If you are dismissed for Gross Misconduct you will not be entitled to notice or notice pay. If your 
employment is terminated due to redundancy, the same rules regarding notice will apply. 
 

Non-Solicitation Clause 
It is a condition that you will not solicit, contact or approach any client of the Company in order to 
obtain, or attempt to obtain, their Business for yourself or others, or divulge the details of any 
client or customer of this Company to a competitor for the period of one year from the effective 
date of termination of employment. 
 

Statement to the Media 
The Director will give any statement to reporters from the newspapers, radio. Television etc. 
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3.3 Recruitment of Volunteers and Support Workers 
Take-a-Break Recruitment Procedure 
Take-a-Break has a rigorous recruitment procedure that meets the requirements of legislation, equality 
and diversity and anti- discriminatory practice. 
 
New staff are required to demonstrate that they have an understanding of: 

 How disability impacts upon children, young people, adults and their families 

 Safeguarding 

 Challenging Behaviour 
They must also have the skills and abilities to: 

 Plan and implement an effective programme of play and leisure activities 

 Provide personal care in a sensitive and appropriate way. 

 Communicate clearly, both verbally and written 

 Display an understanding of cultural diversity  

 Provide a service that is non-judgemental 

 Encourage and motivate children, young people and adults 

 Consult with young people and their parents / carers 

 Work with children, young people and adults who have behavioural difficulties 

 Communicate with child, young people and adults in a variety of ways 
  
Candidates are interviewed by a member of the management team, and judged against the 
competencies / skills set out in the job description. If candidates do not have the competencies, but can 
demonstrate that they have the potential through Take-a-Break’s training and staff development 
programme to acquire those skills, then they may be appointed. 
  
Criminal Record Checks  
New staff are confirmed in post upon completion of satisfactory checks. All staff and volunteers must 
declare any “spent” convictions in line with the Rehabilitation of Offenders Act 1974.   
Prior to a person being employed by Take-a-Break they must complete an application form giving the 
names of two referees and undergo an Enhanced Disclosure and Barring Service check. Any gaps in 
employment are explored. 
 
Take-a-Break Training  
Employees who are new to care must complete Take-a-Break’s core induction training and the Care 
Certificate. 
 
Probationary Period  
New staff are required to complete a six month probationary period where they are under constant 
review and assessment before they are confirmed in post. 

  staff receive Support and Supervision on a three monthly basis, which provides an opportunity 
to monitor their development of skills and competencies  

 Team meetings take place every six weeks. 
 
Volunteer Training and Development  
Volunteers often progress to paid work within the organisation. This means that Take-a-Break can 
develop a highly focussed, well trained workforce. 
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3.4 Statement on the recruitment of ex-offenders 
 
This is Take-a-Break’s written policy on the recruitment of ex-offenders, a copy of which is given to 
DBS applicants at the outset of the recruitment process.  
 

 It is a requirement of the DBS Code of Practice that Take-a-Break must treat applicants who have a 
criminal record fairly and do not discriminate because of a conviction or other information revealed.  
 

 As an organisation using the Disclosure and Barring service to assess applicants’ suitability for 
positions of trust, Take-a-Break complies fully with the DBS Code of Practice and undertakes to treat 
all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a 
DBS check on the basis of a conviction or other information revealed.  

 
 

 Where a DBS check is to form part of the recruitment process, we encourage all applicants called for 
interview to provide details of their criminal record at an early stage in the application process. We 
request that this information is sent under separate, confidential cover, to a designated person within 
Take-a-Break and we guarantee that this information will only be seen by those who need to see it as 
part of the recruitment process.  

 

 Unless the nature of the position allows Take-a-Break to ask questions about your entire criminal 
record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 
1974.  

 

 We ensure that all those in Take-a-Break who are involved in the recruitment process have been 
suitably trained to identify and assess the relevance and circumstances of offences. We also ensure 
that they have received appropriate guidance and training in the relevant legislation relating to the 
employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.  

 

 At interview, or in a separate discussion, we ensure that an open and measured discussion takes 
place on the subject of any offences or other matter that might be relevant to the position. Failure to 
reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of 
employment.  

 

 We make every subject of a DBS check aware of the existence of the DBS Code of Practice and 
make a copy available on request.  

 

 We undertake to discuss any matter revealed in a DBS check with the person seeking the position 
before withdrawing a conditional offer of employment.  
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3.5 Staff Development Policy 

 
The aim of the Staff Development Policy is to provide support to members of staff and also to provide 
them with opportunities for work and career development. This will be done via: 
 
Induction 
 

Each member of staff will undertake Take-a-Break’s induction training prior to accessing any further 
training. 
 
Training Policy 
 

An annual budget will be set aside for training needs. Individual training needs for staff and volunteers 
will be identified through supervision and appraisals. 
 
Appraisal 
 
Annual appraisals will take place between members of staff and their line managers. Records will be 
kept and the appraisal will cover the following areas: 
 

- Changes since the last appraisal 
- The job 
- The rest of the organisation 
- Policies and procedures 
- Relations with other people 
- Relations with the organisation 
- Long term plans 
- Possible progression and new opportunities  

 
Support and Supervision 
 

Supervision sessions between the member of staff and line manager will take place every 12 weeks 
and last no longer than an hour. The purpose of the supervision sessions should be to: 
 

- Monitor work and performance 
- Evaluate work and performance 
- Help improve practice 
- Clarify priorities 
- Share information 
- Discuss feelings about work or situations 
- Recognise and deal with problems 
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3.6 Mileage and Expenses 

Mileage 

 
Mileage is payable when transporting a child/ young person or adult at a rate of 40 pence per mile.  
 
Take-a-Break does not pay worker's mileage to and from a person’s house or site base.  
 
Mileage is payable when transporting a customer to and from a site base.  
 
A journey outline must be provided on your timesheet for any mileage claimed. 
 
Restrictions on mileage are necessary because of limited funding. Travel will be kept to a minimum 
and must be agreed with your Co-ordinator when planning the person’s activities. 
 
Travel time in between sessions 
 
 
From 01/04/2017 staff will be paid for any time spent travelling from one session directly to another 
session (including training, supervisions and team meetings) and any associated mileage.  
 
Travel time and mileage is not payable for your commuting time, so for example from your home to a 
session or from a session to your home. Please note that if you have an out of area travel agreement 
for a particular session then this will still remain. 
 
Travel time and mileage must be claimed on a separate timesheet with ‘Travel time’ written for the 
service users name and any associated mileage must be claimed on the reverse. The sessions the 
travel time is from and to must be written for each claim in the comments box on the front of the 
timesheet, and again on the reverse of the timesheet for the journey detail of any mileage claimed. 
 
Working time and mileage for individual and group sessions should continue to be claimed on 
separate timesheets. Any mileage claimed for an individual or group session must start and end with 
the service users initials if they are collected or returned from their home; or the site base if they are 
collected or returned to group. 
 
Please contact the Finance Team if you have any further queries on 02476 644909 
 
Expenses 

Activity budgets vary and must be confirmed with your line manager. 
 

Without a receipt activity costs will not be reimbursed. There are certain activities where it is not 
possible to obtain a receipt, if this applies please sign against the claim. 
 

Take-a-Break does not pay for customer’s or employee’s food, including snacks and drinks. 
 
 
Customers have individual expense and mileage agreements. You will be made aware of their 
agreement by your line manager 
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3.7 Timesheet Guidance 
 
Please ensure the following paperwork is correct before submitting for processing: 
 

 Timesheets must be received on the designated Monday.  
 

 Timesheets must be handed in every month to allow us to invoice accurately on a monthly 
basis. 

 

 A separate timesheet should be used for each customer or group. 
 

 Your name, the customer’s full name or the group name should be clearly stated on each time 
sheet. 

 

 Parent/carers must sign your timesheet at the end of every session.  Do not ask parent/carers 
to pre-sign or sign timesheets at the end of the month.   
 

 The employee declaration must be signed on all timesheets. 
 

  Detail journeys in full for all mileage claims.  
 

  Do not claim for food and drink. This will not be paid unless stated in the individuals care plan. 
 

 Ensure diary sheets are completed and attached. 
 

 Receipts need to be attached with a staple. If receipts are missing expenses will not be 
reimbursed.   

 

 Please ensure that you use the correct postage when posting timesheets.  
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3.8 Safe keeping of keys and secure entry codes 
 
 

The purpose of this policy is to ensure that all members of staff are aware of their duties and 
responsibilities for the security of customer's homes and property where they are in possession of 
keys to their homes. 
 
Where key(s) are issued by a customer to staff, the manager/supervisor will record the following 
details: 
 
1. Name and address of the customer. 
 
2. Each key to be coded and entered in the record book detailing the individual member of staff to 
whom each key has been issued and the date on which the key was issued. 
 
The record book will be held at the Office. 
 
The keys and secure entry codes MUST NOT be marked in such a manner that identifies the client or 
their address. 
 
The keys MUST NOT be given to any other person for any reason whatsoever. 
 
In the event of the key(s) being lost or stolen it is the responsibility of each staff member to notify (a) 
the customer and (b) their manager at the earliest possible moment. The manager will take 
appropriate action depending upon the individual circumstances. 
 
Support staff are not responsible for key holding and will only enter or exit a house if a 
responsible person is there. Any other arrangements will be stated on care plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 
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3.9 Whistle blowing Policy 
 
Employees are often the first to realise that there may be something seriously wrong within the 
organisation. However, they may not express their concerns because they feel that speaking up 
would be disloyal to their colleagues or to Take-a-Break. They may also fear harassment or 
victimisation. In these circumstances it may be easier to ignore the concern rather than report what 
may just be a suspicion of malpractice, but this can have serious consequences if wrongdoing goes 
undetected. 
 

Take-a-Break is committed to the highest possible standards of openness, probity, accountability and 
honesty. In line with that commitment we expect employees and others that we deal with who have 
serious concerns about any aspect of any service Take-a-Break provide to come forward and voice 
those concerns. 
 

If you feel you need to take advice before doing so, you may contact the independent charity, Public 
Concern at Work on 020 7404 6609. They provide free, confidential legal advice on whistle blowing 
matters. But remember that there is no “gateway” to allow you to disclose any confidential information 
to them. 
 
HOW TO RAISE A CONCERN 
 

As a first step, you should normally raise concerns with your line Manager or Director. This depends 
however, on the seriousness and sensitivity of the issues involved and who is suspected of the 
malpractice. For example, if you believe that management is involved, you should approach the Chair 
of Take-a-Break Trustees.  
 

Concerns may be raised verbally or in writing. Staff who wish to make a written report are invited to 
use the following format: 
• The background and history of the concern (giving relevant dates); 
• The reason why you are particularly concerned about the situation. 
 

The earlier you express the concern the easier it is to take action. 
Although you are not expected to prove beyond doubt the truth of an allegation, you will need to 
demonstrate to the person contacted that there are reasonable grounds for your concern. 
 

If you have disclosed your concern internally and you are concerned either by the response or lack of 
response, or if you feel unable to talk to anyone internally for whatever reason, you can contact the 
Chair of Take-a-Break Trustees. 
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3.10 Grievance Procedure 
 
The company recognises that from time to time employees may wish to raise issues relating to 
their employment, or matters, which are causing personal concern. It is the Company’s Policy to 
encourage free communication between employees and their Managers to ensure that any 
question or problem arising during the course of employment can be resolved quickly. 
 
In order to achieve a speedy resolution of any problems or issues that you may have, the first step 
is for you to have an informal discussion with the Assistant Director. Having an informal discussion 
can quite often solve the problem; however if you are not satisfied with the outcome of the 
informal discussion, inform the Assistant Director that you wish to take the matter further and 
submit a formal written grievance within 14 days to the Director. 
 
The formal written grievance should explain fully the nature of your complaint. Every effort will be 
made to hear your grievance within 7 working days. At the hearing, you have the right to be 
accompanied by either a work colleague or, where appropriate, a Trade Union Official. All 
grievance proceedings and records will be kept confidential. 
 
If, following this procedure, you are still not entirely satisfied and you consider you have not been 
fairly treated, you may appeal against any decision made to the Director. Every effort will be made 
to resolve your grievance amicably; however, the decision of the Director is final. 

 
      
Care Quality Commission – West Midlands Region, 
Citygate 
Gallowgate 
Newcastle upon Tyne 
NE 1 4PA 
www.cqc.org.uk 

 
Office for Standards in Education (OFSTED), 
National Business Unit 
2nd Floor 
Royal Exchange Buildings 
St. Ann’s Square 
Manchester M2 7LA 
www.ofsted.gov.uk  
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3.11 Mobile Phones 
 

Aims 
The aim of this policy is to give clear guidelines regarding the use of mobile phones. 
 
Objectives 
Take-a-Break Warwickshire Ltd is committed to making the organisation a safer place for customers. 
Every effort should be made to discourage the inappropriate use of images. 
 

 For this reason we ask everyone not to use mobile phones in the group settings. 
 

 If anyone is seen to be using a mobile phone, He or she will be approached by a member of staff 
who will remind them of this policy. If the call or text is urgent they may be offered the use of the 
office area. 

 

 Signs are displayed around the setting informing everyone that mobile phones should not be used. 
 
Use of mobile telephones whilst driving 
 
Drivers are reminded it is a criminal offence to drive whilst using a mobile telephone, which is not on 
hands free. Driving includes being in control of the vehicle, which includes being stationary with the 
engine running. Hand held mobile telephones should only be used when parked up with the engine 
off. 
 
Take-a-Break takes this matter very seriously and using a mobile telephone whilst driving will be 
regarded as gross misconduct. 
 
 The use of a hands free telephone distracts the driver's attention and should only be used for 
receiving calls of an urgent nature. In these cases, inform the caller that you will ring them back and 
safely park the vehicle before doing so. 
 
Never make calls whilst driving. 
 
You are advised not to inform customers of your personal telephone number.  
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3.12 Social Networking Policy 
 
Take-a-Break recognises that our use of social networking sites has implications for our duty to 
safeguard children, young people and vulnerable adults. 
You must not under any circumstances allow customers or their families to become “friends” on your 
social network sites. 
 
You must not discuss or make indirect reference to the Organisation, your work, your colleagues, 
children, young people or adults using Take-a-Break on social networking sites.  This is essential so 
as to preserve the confidentiality and security of all concerned.   
 
Entering into discussions about your activities at work when you are outside of work may be 
misinterpreted and, therefore you are required not to make any comments if they could be related to 
the Organisation or your work in any way.  Even making general comments about your time at work 
could be misconstrued.   
 
In accordance with Safeguarding Children best practice guidelines and Data Protection, you are not 
permitted to publish photographs of children, young people or adults who  you may come into contact 
in the course of your work activities on your social network application.  Failure to adhere to these 
guidelines will be classed as gross misconduct and may result in your dismissal. 
 
Publishing photographs of children (your own and those of other people who use our services) may 
not be safe from access by paedophiles or undesirables.  Under no circumstances must you publish 
photographs of other people’s children who you have come into contact within the course of your 
work. 
 
If you are unsure about your obligations under this policy, or wish to discuss this in more detail, 
please speak to your Manager. 
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3.13 Working Time Directive 

 
Rest Periods 
 

Daily Rest 
Adult Workers are entitles to 11 consecutive hours of rest in each 24-hour period. 
 
Workers under the age of 18 are entitled to 12 consecutive hours of rest in each 24-hour period. 
 
Weekly Rest 
Adult workers are entitled to an uninterrupted rest period of not less than 24 hours in each 7 day 
period. This must be in addition to their Daily rest period entitlement and statutory paid annual leave. 
 
Workers under the age of 18 are entitled to a rest period of not less than 48 hours in each 7 day 
period 
 
The weekly rest entitlement can be averaged over 14 days 
 
Rest Breaks 
Adult workers whose working day exceeds 6 hours are entitled to a minimum of 20 minutes rest 
break. 
 
Workers under the age of 18 are entitled to a 30 minute rest beak if their working day exceeds 4.5 
hours. 
 
Breaks should not be at the beginning or the end of the day, nor overlap with Daily or Weekly rest 
breaks 
 
Night Work 
Night workers are those who, on the majority of days, work at least 2 hours of their working time 
during the night time hours 
 
Employers and workers are free to reach agreement on what ‘night time’ means, provided it is a 7 
hour period, which includes midnight to 5am. If no agreement is made then the period of 11pm-6am 
counts as night time. 
 
Workers under 18 shall not work during periods of 10pm and 6am or, if their contract provides for 
them to work after 10pm, 11pm and 7am.  
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3.14 Flexible Working 
 
Introduction 

1 All Take A Break employees with a minimum of 26 weeks’ continuous service have the 
right to request flexible working and to have their request considered seriously by the 
Company. 

 
Aims of the Policy  

 To ensure that staff are made aware of the right to apply for flexible working, in order 
that eligible staff are able to maintain a better work – life balance; and 

 To ensure that Take A Break complies with all of its obligations imposed by law, and 
that all applications to work flexibly are dealt with fairly and consistently.  

Provision 
3.1 All employees are eligible to apply to work flexibly if they meet the following criteria.  

They must: 
 

3.1.1 be an employee who has worked for the Company continuously for at least 26 
weeks; and 

3.1.2 not have made a successful application to work flexibly in the preceding 12 
months. 

 

3.2 Eligible employees will be able to apply to either change the hours that they work or 
their working pattern.  

 

3.3 Employees who would like more information on any of the options above should speak 
to the Director 

 

4. Procedure  
 

4.1  An employee who wishes to apply to work flexibly must do so in writing to the Director 
including the following information: 

 

4.1.1 a statement that it is being made under the employee’s statutory right to apply for 
flexible working; 

4.1.2 the employee’s reason for making the application; 
4.1.3 the employee’s proposed flexible working plan, and an explanation of what effect 

the employee thinks it will have on the Company’s business and how it can be 
dealt with; 

4.1.4 a start date for the proposed change which allows reasonable time for the 
Company to consider and implement the proposal;  

4.1.5 the date on which the application is made and the dates and results of any 
previous applications to work flexibly.  
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3.14 Flexible Working continued  
 

4.2 All flexible working requests will be dealt with within a period of three months from first 
receipt to notification of decision on appeal. 

 

4.3 The Director will arrange a meeting with the employee to discuss the request within 28 
days. The employee may bring a colleague to the meeting if they wish. 

 

4.4  The employee will be notified of the decision within 14 days of the date of the meeting. 
This notification will either: 

 

4.4.1 Accept the request and confirm the start date as well as any other action; or 
4.4.2 Confirm a compromise agreed at the meeting; or  
4.4.3 Reject the request and give clear business reasons for doing so together with 

details of the appeals process.  
 

4.5 The Company will only refuse a valid request to work flexibly on one or more of the 
following grounds:  

 

4.5.1 The burden of additional costs; 
4.5.2 Detrimental effect on ability to meet customer demand; 
4.5.3 Inability to reorganise work among existing staff; 
4.5.4 Inability to recruit additional staff; 
4.5.5 Detrimental impact on quality; 
4.5.6 Detrimental impact on performance; 
4.5.7 Insufficiency of work during the periods the employee proposes to work; or 
4.5.8 Planned structural changes. 

 

4.6 Where a request to work flexibly is granted there is no automatic right for the employee 
to return to their previous pattern of work 

 
5. Appeals 
 

5.1 Employees have the right to appeal against a refusal of a request to work flexibly.  
5.2 An employee who wishes to appeal should do so in writing to the Director of Operations 

within 14 days of being notified of the refusal. 
5.3 The employee will be notified of the appeal date which must be within 14 days of the 

Company receiving the employee’s appeal.  The employee is entitled to be accompanied 
by a friend or colleague if they wish.  

5.4 The employee will be notified of the appeal decision within 14 days of the appeal meeting. 
The notification will either: 

 
5.4.1 uphold the appeal, specify the agreed variation and start date; or  
5.4.2 dismiss the appeal, state the grounds for the decision and contain a sufficient 

explanation of the refusal. 
 

5.5 The appeal decision is final. 
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3.15 Access to Personnel Records Policy 
 

1. Introduction 
 
1.1 All Take A Break employees and former employees may view certain contents of their 

personnel file giving three days advance notice to either the Director or  Director of 
Operations. 

 
2. Aims of the Policy 

 

 To ensure that staff are made aware of the right to access their personnel file and the 
form that access can take; and 

 To ensure that Take A Break complies with all of its obligations imposed by law, and 
that all requests for access to personal data are relevant and secure, protecting the 
confidential nature of the records.  
 

3. Provision 
 
3.1 Any member of staff, accompanied if s/he wishes by a colleague or trade union 

representative, shall be free to request an appointment for the purpose of identifying the 
nature, but not necessarily the contents of items on his/her file. 

3.2 Such a request shall be granted within three working days of the request being made, 
except when required on a disciplinary matter when it shall be made available 
immediately. 

3.3 Documents that relate to the employee's qualifications for hire such as the application, 
promotion, disciplinary action, and transfer may be viewed. Additionally, the employee 
may review policy sign off forms and training records. 

3.4 Documents that the employee may not review include: references or reference checks, 
records of any investigation undertaken by management, medical records, documents 
related to a judicial proceeding, any document that would violate the confidentiality of 
another employee, and documents used for employee planning. 

3.5 It must be understood that all documentation included in a personnel file remains the 
property of the Company and not of the individual employee. 

 
 
 
 
 
 
 
 

 

 

http://humanresources.about.com/od/policysamplesoq/g/files.htm
http://humanresources.about.com/od/policysamplesoq/g/files.htm
http://humanresources.about.com/od/glossaryp/g/promotion.htm
http://humanresources.about.com/od/interpersonalcommunicatio1/qt/tips_com_com4.htm
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3.15 Access to Personnel Records continued 
 

4. Procedure 
 

4.1 An employee who wants to review the allowable contents of their personnel file should 
contact the Director/ Director of Operations giving 3 days’ notice.  

4.2 Former employees, or people unknown to the Directors, must present identification and / 
or proof of permission to access the personnel file. 

4.3 Personnel files must be reviewed in the presence of an appointed person. No part of the 
personnel file may be altered or removed from the office, by the employee. 

4.4 Photocopies of the file, or portions of the file, may be requested by the employee. Within 
reason, copies will be provided at a charge of 10p per A4 sheet.  

4.5 If the employee is unhappy with a document in his or her personnel file they may write 
an explanation or clarification and attach it to the disputed document, this must be done 
at the same time as the viewing is taking place. 

4.6 The employee may also ask to have a document removed from the personnel file. If the 
Director/ Director of Operations agrees, the document may be removed.  

4.7 If the Director/ Director of Operations disagrees, the matter may be appealed following 
the same procedure as described in the Company’s disciplinary and grievance 
procedure.  
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3.16 Volunteer Policy 
 

1. Organisation 
Take-a-Break Warwickshire is a local service provider to disabled people. Services include Short 
breaks for young people who are disabled or have a life threatening illness, Short Break for adults 
with learning disabilities, befriending service, and groups. 
Volunteers provide support in many different capacities: 

 Administrative Assistant – assisting staff within the office with a range tasks including 
answering the telephone, dealing with enquiries, filing or creating documents 

 Befriender – developing a friendship with a young person or adult. A befriender can either sit 
with the young person at home to provide a short break for parents/carers or they can enable 
adults to access leisure facilities such as going swimming, to the cinema or local park 

 Volunteer Play Assistant – assisting support staff to provide group activities, for example 
playing sports, arts and crafts or drama. Volunteers may have the opportunity to lead sessions 
if they have a particular skill 

 Group Activities Volunteer – assisting support staff to provide a range of group activities to 
adults with learning disabilities 

Volunteers play an extremely important role within Take-a-Break. Without the support and 
commitment from volunteers we would not be able to provide the befriending service and the valued 
friendship that provides for some of our customers.  
 

2. Recruitment 
At Take-a-Break we advertise for volunteers via our website and local Volunteer Centres. 
People interested in volunteering with us must be 16 years of age. You will be given a welcome letter 
and an application form to complete. Volunteers will need to provide us with two references along 
with an enhanced DBS check. You will be invited for an informal chat discussing the type of 
volunteering you wish to undertake and what your skills and interests are.  
As a volunteer you will be dealing with vulnerable young people and we have procedures in place to 
protect you and the person you will be supporting. These policies and procedures will be given to you 
upon request. 
 

3. Diversity 
Take-a-Break is firmly committed to diversity in all areas of its work. As a charity we believe that we 
have much to learn and benefit from diverse cultures and perspectives, and that diversity will make 
our organisation more effective in meeting the needs of the people we support. We are committed to 
developing and maintaining an organisation in which differing ideas, abilities, backgrounds and needs 
are fostered and valued, and where those with diverse backgrounds and experiences are able to 
participate and contribute. We will regularly evaluate and monitor our progress towards diversity. 

4. Induction and Training 
Volunteers are welcomed into our organisation via an informal chat and a short induction. During this 
time we will discuss the type of activities the volunteer will undertake and any expectations they may 
have. You will also be introduced to the members of staff you will be working alongside and a general 
overview of the charity.  
Volunteers will be made aware of our policies and procedures; specific information such as health 
and safety and discrimination are available on request. However, members of staff are always on 
hand to help with any issues or problems the volunteer may experience.  
A trial period for both volunteer and Take-a-Break is on offer in order to discover whether the 
volunteer feels comfortable in their role and wishes to continue or try something new. 
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Volunteers may be able to access training depending on the voluntary role they undertake; hence all 
training will be relevant to the role. Training could include Safeguarding, Disability Equality, Protection 
of Vulnerable Adults, Epilepsy and Communication. 
 

5. Mileage Expenses 
Take-a-Break will reimburse any out-of-pocket mileage expenses incurred by the volunteer. We wish 
to ensure that volunteering with us is accessible to all, regardless of income. A mileage expenses 
form will be given to the volunteer in order to claim back these expenses. 
 

6. Timesheets 
Befrienders, Play Assistants and Group Activity volunteers will need to complete a timesheet which is 
to be handed to their named supervisor. Timesheets are used in order to keep a record of the number 
of volunteering hours volunteers contribute to Take-a-Break. 
 

7. Supervision and Support 
Volunteers will have a named supervisor in which they can contact in the event of any issues or 
problems they may encounter. 
Volunteers who provide administrative support will be helped by members of staff within the office 
who will be more than happy to help and offer encouragement.  
Those who befriend a young person or adult will have a Team Leader to contact and will initially be 
introduced to the client. Support and advice will always be available when attending leisure facilities.  
Volunteers who assist with the play scheme and group activities will always be with other members of 
staff. Volunteers may wish to lead some sessions, for example if they have arts and crafts expertise 
then they will be encouraged to develop their team leader skills with the support of their supervisor. 

8. Insurance 
Every person who comes into contact with Take-a-Break is covered under our insurance policy. 
 

9. Equal Opportunities and Diversity 
Take-a-Break is an organisation committed to the provision of equal opportunities, regardless of age, 
gender, geographical location, health or employment status, race, culture, language, religion and 
ability and any other group that could suffer discrimination. 
Take-a-Break is committed to offering equal opportunities to volunteers from different backgrounds 
within our volunteer policy. We are aware of the many benefits of having a diverse volunteer 
‘workforce’; involving people from differing backgrounds, ages, gender and cultures allows Take-a-
Break to develop new ideas and approaches. We aim to increase the diversity of our volunteers. 
  

10. Health and Safety 
Take-a-Break is committed to ensuring health, safety and welfare at all times. Volunteers will be 
made aware of the policy and any practical safety issues during their induction. The health and safety 
policy is available on request. 
 

11.  Grievance and Disciplinary Procedures 
Take-a-Break has a grievance and disciplinary procedure in place in the unlikely event of any 
problems arising. Clear procedures are in place to deal with any complaints by, or about, volunteers. 
The grievance and disciplinary procedure is available on request. 
 

12.  Confidentiality and Data Protection Policy 
Volunteers are bound by the same requirements for confidentiality as paid members of staff and 
therefore all volunteers will be professional in keeping sensitive information confidential. 
Personal data regarding, staff, volunteers and clients is held on computer or on a secure manual filing 

system and shall be processed fairly and lawfully; it will not be shared routinely with other agencies 



Take a Break Warwickshire Ltd 
Policies and Procedures  

September 2017 

69 

 

4 Safeguarding 
Our Safeguarding Policy – Children and Young People 
 
This policy applies to all staff, including senior managers and the board of trustees, paid staff, 
volunteers and sessional workers, students or anyone working on behalf of Take-a-Break 
Warwickshire. 
 
The purpose of this policy: 

 To protect children and young people who receive Take-a-Break’s services 

 To provide staff and volunteers with the overarching principles that guide our approach to 
safeguarding and child protection; 

 
Take-a-Break believes that a child or young person should never experience abuse of any kind. We 
have a responsibility to promote the welfare of all children and young people and keep them safe. We 
are committed to practise in a way that protects them. 
 
Legal Framework 
 
This policy has been drawn up on the basis of law and guidance that seeks to protect children, 
namely: 
 

 Children Act 1989 

 United Convention of the Rights of the Child 1991 

 Data Protection 1998 

 Human Rights 1998 

 Sexual Offences Act 2003 

 Children Act 2004 

 Safeguarding Vulnerable Groups Act 2006 

 Protection of Freedoms Act 2012 

 Children and Families Act 2014 

 Special educational needs and disability (SEND) code of practice: 0 to 25 years – Statutory 
guidance for organisations which work with and support children and young people who have 
special educational needs or disabilities; HM Government 2014 

 Information sharing: Advice for practitioners providing safeguarding services to children, young 
people, parents and carers; HM Government 2015 

 Working together to safeguard children: a guide to inter-agency working to safeguard and 
promote the welfare of children; HM Government 2015 

 
This policy should be read alongside our policies and procedures on: 
 

 Recruitment, induction and training 

 Role of the designated safeguarding officer 

 Dealing with disclosures and concerns about a child / young person 

 Managing allegations against staff and volunteers 

 Recording and information sharing 

 Code of conduct for staff and volunteers 
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 Safer recruitment 

 E-safety 

 Anti-bullying 

 Complaints 

 Whistleblowing 

 Health and Safety 

 Training, support and supervision 

 Lone working policy and procedure 

 Quality assurance 
 
We recognise that: 

 The welfare of the child is paramount, as enshrined in the Children Act 1989 

 All children, regardless of age, disability, gender, racial heritage, religious belief, sexual 
orientation or identity, have a right to equal protection from all types of harm or abuse 

 Some children are additionally vulnerable because of the impact of previous experiences, their 
level of dependency, communication needs or other issues 

 Working in partnership with children, young people, their parents, carers and other agencies is 
essential in promoting young people’s welfare. 

 
We will seek to keep children and young people safe by: 

 Valuing them, listening to and respecting them 

 Appointing a Designated Safeguarding Officer (DSO) for children and young people, a deputy 
and a lead board board member for safeguarding 

 Adopting child protection and safeguarding practices through procedures and a code of 
conduct for staff and volunteers 

 Developing and implementing an effective e-safety policy and related procedures 

 Providing effective management for staff and volunteers through supervision, support, training 
and quality assurance measures 

 Recruiting staff and volunteers safely, ensuring all necessary checks are made 

 Recording and storing information professionally and securely, and sharing information about 
safeguarding and good practice with children, their families, staff and volunteers via leaflets, 
posters, one-to-one discussions 

 Using our safeguarding procedures to share concerns and relevant information with agencies 
who need to know, and involving children, young people, parents, families and carers 
appropriately. 

 Using our procedures to manage any allegations against staff and volunteers appropriately 

 Creating and maintaining an anti-bullying environment and ensuring that we have a policy and 
procedure to help us deal effectively with any bullying that does arise 

 Ensuring we have effective complaints and whistleblowing measures in place 

 Ensuring that we provide a safe physical environment for our children, young people, staff and 
volunteers, by applying health and safety measures in accordance with the law and regulatory 
guidance. 
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Contact details: 
 

     Designated Safeguarding Officers (DSO) 
 
     Debbie Allsop 
     02476 644909 / deb@tabw.org.uk 
 
     Christie Anne Stevenson 
     02476 644909 / christie@tabw.org.uk 
 
     Deputy DSO(s) 
    
     Simon Russell 
     02476 644909 / simon@tabw.org.uk 
     
     Kerri Mulrooney Perry 
     02476 644909 / kerri@tabw.org.uk 
 
     Senior lead for safeguarding 
 
      Debbie Allsop 
      02476 644909 / deb@tabw.org.uk 
 
      Christie Anne Stevenson 
      02476 644909 / christie@tabw.org.uk 
 

      Multi Agency Safeguarding Hubs (MASH) 

 

      Coventry 

      02476 644909 / RAS@coventry.gcsx.gov.uk 

 

      Solihull 

      0121 788 4333 / www.solihullscb.co.uk 

 

      Warwickshire 

      01926 414144 / mash@warwickshire.gcsx.gov.uk 

 

      Local Authority Designated Officers (LADO) 

 

      Coventry 

      02476 833443 / LADO@coventry.gcsx.gov.uk 

 

      Solihull 

      0121 788 4310 / cpru@solihull.gcsx.gov.uk 

mailto:deb@tabw.org.uk
mailto:christie@tabw.org.uk
mailto:simon@tabw.org.uk
mailto:kerri@tabw.org.uk
mailto:deb@tabw.org.uk
mailto:christie@tabw.org.uk
mailto:RAS@coventry.gcsx.gov.uk
http://www.solihullscb.co.uk/
mailto:mash@warwickshire.gcsx.gov.uk
mailto:LADO@coventry.gcsx.gov.uk
mailto:cpru@solihull.gcsx.gov.uk
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      Warwickshire 

      01926 412523 / judithcoote@warwickshire.gov.uk 

 

     CEOP 
     www.ceop.police.uk 
 
     NSPCC Helpline 
     0808 800 5000 
 

 

 

4.1 Protection of Vulnerable Adults 
 
The term “Vulnerable Adults” refers to any person aged 18 years or over, who is or may be: 

 In need of community care services because of a physical, sensory or learning disability, their 
mental health, age or illness, and 

 Unable to take care of him/ herself  

 or unable to protect him/ herself against significant harm or serious exploitation. 
 

The no secrets policy document outlined by the Department of Health lists type of abuse as: 

 Physical abuse  

 Sexual abuse  

 Financial or material abuse 

 Emotional or psychological abuse  

 Neglect  

 Institutional abuse  
 
If a vulnerable adult spontaneously talks of experiences which give rise to concern, you should: 
 

A. Explain to the person that if they are about to disclose information which leads you to 
believe he/she is being abused, you will be unable to keep it confidential. 

B. Listen to the person.  Do not question him or her.  Be aware that your reactions 
(particularly those of disapproval) may stop the person from continuing with their 
disclosure. 

C. Do not stop them freely recalling events 
D. Make a note of what is said recording the setting, timing and people present. 
E. Inform the Registered Manager / Designated Safeguarding Officer (DSO) immediately 
F. The DSO will inform the Duty Social Worker in the area where the person lives, as soon 

as possible. 
 

Hate / Mate Crime 
Definition: 
Disability Hate Crime is “Any criminal offence that is motivated by hostility or prejudice based upon a personôs 
disabilityò 
Mate crime is a form of Hate Crime that is carried out by someone the person knows. 

mailto:judithcoote@warwickshire.gov.uk
http://www.ceop.police.uk/
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Mate crimes often happen in private and are not seen by others. 

Examples: 
The following examples might be classed as a Disability Hate / Mate Crime. 

 Someone borrowing the person’s mobile and using up all of their credit 

 A “friend” taking the person out in the car and charging them for petrol each time 

 People sending the person abusive text messages 

 Family members taking money without asking 

Reporting a Disability Hate / Mate Crime. 
If you suspect the person you are supporting may be the victim of a Hate / Mate Crime, you must report it 
immediately to your Line Manager. If the office is closed you must ring the Emergency Out of Hours telephone 
number : 07774914061 and report it to the Manager on call. 
The TAB Manager will report it to the Designated Safeguarding Officer and relevant Safeguarding Team, 
ensuring that the term “Disability Hate Crime” is used. 
The Manager that reported the incident must check with the Safeguarding Team that the report has been 
followed up. 

Contact  telephone numbers: 
Warwickshire Adult Social Care: 01926 412080 
 
. Remember: If you suspect someone’s life may be in danger, or a serious crime is taking place, you should always call 

the Police using the emergency (999) number 
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4.2 Safeguarding / Child Protection Policy and Procedures 
 
 

1. POLICY STATEMENT 
Take-a-Break Warwickshire Ltd (TAB) recognises the vulnerability of children and wholly supports the 
principle that the welfare of the child is paramount.  
"Children” are persons under the age of 18 years.  
TAB further recognises that children with a disability are at increased risk of abuse. All necessary 
steps will be taken to ensure that the rights of children are respected and that opportunities for abuse 
to occur are minimised.  
 
 

TAB will endeavour to protect children from abuse by: 

 Ensuring all staff and volunteers has an Enhanced DBS that is renewed every three years. 

 Ensuring that all staff and volunteers read and understand this Policy.  

 Providing regular Safeguarding training to staff and volunteers.  

 Adopting safe staff recruitment and vetting procedures.  

 Sharing information about child protection and good practice with staff, volunteers, parents, carers 
and relevant agencies.  

 Requiring all staff and volunteers to follow the reporting and recording procedures in every case of 
suspected or disclosed abuse.  

 Providing an effective management and support system for all staff and volunteers.  

 Working within the relevant LSCB (Local Safeguarding Children Board) guidelines, WCSB or the 
inter agency child protection guidelines 

 

The designated officers, will assume the responsibilities of the designated person for all services  
 

The Policy will be reviewed annually, to ensure its continued effectiveness and compliance with 
national guidance and legislation.  
 

This Policy has accompanying Guidelines, which must be followed. 

 

2. POLICY AIMS 

 To demonstrate TAB’s commitment to the protection of children from abuse.  

 To provide staff and volunteers with clear information about child abuse.  

 To enable staff to meet their responsibilities.  

 To provide an effective safeguarding framework for all children.  

 To set down the procedures for reporting and recording suspicions, disclosures, and allegations of 
abuse.  

 To provide references to relevant legislation and guidance. 
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STAFF TRAINING  

 
At the initial induction all new staff will be made aware of the Safeguarding policy. 
To ensure that all staff and volunteers are equipped to support our customers appropriately and 
safely, the following table charts out the basic training that is required which includes safeguarding for 
all staff in relation to both children and adults. 
 

Role Safeguarding Training Refreshed 

Senior Management Designated Safeguarding Lead 
(DSL) 

Warwickshire County Council – 
2 years 

Site Leaders DSL As above 

Support staff and Volunteers Safeguarding of Disabled 
Children inc. Child Sexual 
Exploitation and Female 
Genital Mutilation- Coventry 
City Council Level 3 
 
Safeguarding of Vulnerable 
Adults inc. Hate and Mate 
crime. NAPPI accredited 
 
Prevent – Home Office 2017 
 

Annually 
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 

 
6. CHILD PROTECTION PROCEDURES  
These procedures are mandatory and all staff and volunteers are required to follow them in all cases 
of suspicion, allegation or disclosure of abuse.  
All staff and volunteers must read the sections of this Policy on types of abuse and recognising 
abuse. TAB staff and volunteers should report child protection concerns about any child they come 
into contact with through the course of their duties. The child may not be in direct receipt of a service 
but may be a family member of someone who is.  
 

Some children using TAB Services may have complex and challenging needs, learning disabilities or 
idiosyncratic methods of communication and impaired or scattered social skills. Their disability places 
them at increased risk of abuse and all suspicions, allegations or disclosures must be acted upon.  
 

Definitions and ways to recognise abuse are in Appendix 1 and Appendix 2. 
 

The responsibility of individual staff is to report and record concerns, not to make decisions 
as to whether abuse has, or has not, occurred.   
 

An investigation into child abuse can only be undertaken by the Police, Children’s Social Care or 
Local Authority Designated Officer (LADO)  
 
 

A) SUSPICION OF ABUSE  
You might become suspicious or concerned that a child is at risk of harm, has been or likely to be 
abused because:  
 

 You see or observe an injury or behaviour.  

 The child tells you.  

 Someone else tells you 
 

If you suspect that a child is, has been, or is at risk of being abused, you must: 
 

1. Ensure the safety of the child, if there is an immediate threat. 
2. Report your concern to the Designated Officer. If there is a delay in being able to contact the 

Designated officer contact the Directors or contact the statutory agencies (Children's Social 
Care Office,  Police ) 

3. Record your concerns  
4. Maintain confidentiality 
5. Stay calm 
6. Clarify your ongoing involvement and responsibility with the Designated person. 
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 
 
B) RECEIVING A DISCLOSURE 
 

If a child discloses to you that they have been abused, or are at risk of being abused, you should: 
 

 Listen carefully 

 Give them your full attention and allow them time to communicate their concerns. 

 Ask questions for clarification only, and avoid asking “leading” questions which suggest a 
particular answer. 

 Ensure that your conversation does not become an investigation. 

 Let the child know that you will have to tell some other people to make sure action is taken for 
them to be kept safe. 

 Re-assure the child that they have done the right thing, that not everyone is going to know and 
that as part of your job you have to take action to protect them. 

 

C) SUSPICION/ALLEGATION AGAINST ANOTHER PROFESSIONAL OR WORKER FROM 
ANOTHER AGENCY 
 

If the situation arises it may put you in a difficult position and you may feel compromised about what 
you do. However, it is essential that any concerns about other people who work with children are 
treated very seriously. You must follow these procedures and report the concern to the Designated 
person, LADO and Senior Management Team. 
 

D) SUSPICION/ALLEGATION AGAINST A MEMBER OF STAFF OR VOLUNTEER  
If you suspect, or receive a disclosure, that a member of staff or volunteer may be abusing a child. 
You may find the suspicion or allegation impossible to believe, but you must remember that your 
responsibility is to report the concern, not to make decisions about whether the concern has any 
foundation. Contact the Senior Managers who must contact the LADO 
 
 

E) SUSPICION/ALLEGATION AGAINST THE DESIGNATED PERSON  
If an allegation is made against the Designated person you must contact the Duty Social Worker in 
the relevant Local Authority.   
 

F) INVOLVEMENT IN PROSTITUTION  
The Director must notify the Police and the relevant Local Authority of any evidence of a child 
becoming involved in prostitution.  
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 
 

G) SUSPICION/ALLEGATION AGAINST ANOTHER CHILD/YOUNG PERSON  

In these circumstances the child protection procedures must be followed for both the alleged 
perpetrator and the victim.  

 
CONTACT WITH OTHER AGENCIES 
If a child is in immediate danger or in need of medical attention and a Manager cannot be contacted 
quickly enough, the staff member should contact the police and the Emergency Duty Team 
 

Coventry – 02476 836087 
 

Warwickshire – 01926 410410 
 

The role of the Designated Person is; 

 To receive reports of concern from members of staff. 

 To refer as quickly as possible to Children’s Social Care and / or the Police. 

 To disseminate knowledge and understanding of procedures throughout the organisation. 

 In the case of concern about a member of TAB staff, to take the following steps: 
i) to refer the young person as appropriate to Children’s Social Care and / or the 

Police 
ii) to pursue any necessary disciplinary procedures in line with TAB’s Disciplinary 

Policy. 
 

 To liaise with staff when pastoral support and guidance is required. 

 To liaise with other agencies and ensure own knowledge and understanding is up to date and 
comprehensive. 

 To ensure the young person is receiving appropriate support. 

 To collect and collate statistical information re: reported concerns (excluding personal details) 

 To review and monitor procedures and any practice implications that might be identified in light 
of statistical information collated. 
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 
 

POLICY MONITORING AND REVIEW 
The responsibility for monitoring the effectiveness of the policy rests with the Designated person, 
Directors and Trustees. 
 
Staff and volunteers should be encouraged to comment on the effectiveness of the policy. 
 
Children’s views should be sought and acted upon. 
 
Advice and support should be sought from the relevant Local Safeguarding Children Board 
(LSCB). 
 
Reports presented to Trustees should be anonymous. 
 
The Designated person and Directors will be responsible for implementing any actions that are 
required in the light of such reports including amending the Child Protection Policy and / or 
procedures. 
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Child Sexual Exploitation (CSE) 
 
Child Sexual Exploitation (CSE) is a type of sexual abuse in which children are sexually exploited for 
money, power or status. 
 
Children or young people may be tricked into believing they are in a loving, consensual relationship. 
They may be invited to parties, given drugs and alcohol. They may also be groomed online. 
 
Some children and young people are trafficked into or within the UK for the purpose of sexual 
exploitation. Sexual exploitation can also happen to people in gangs. 
 
Safeguarding children is everyone’s responsibility. Take-a-Break staff must report any concerns 
immediately to the Designated Safeguarding Officers: 
 
Debbie Allsop 
02476 644909/ deb@tabw.org.uk 
 
Christie Anne Stevenson 
02476 644909 / christie@tabw.org.uk 
 
 
Prevent 
 
From July 2015, Section 26 of the Counter Terrorism and Security Act 2015 states that registered 
childcare services, schools, the police, local authorities and others are required to protect children 
and young people from being drawn into terrorism. Such organisations, including TAB, have to  
ensure they are part of their local authorities safeguarding arrangements and that staff are aware of 
and know how to contribute to Prevent related activity in their area where appropriate. Any staff 
requiring more information regarding this duty can take advice and guidance from the Designated 
Safeguarding Officer or follow the link; 
 
https://www.gov.uk/government/uploads/system/uploads/attachment data/file/445977/3799 revised 
Prevent Duty Guidance England Wales V2-Interactive.pdf 
 
Female Genital Mutilation 
 
Female Genital Mutilation (FGM) is illegal in England and Wales under the FGM Act 2003. It is a form 
of child abuse and violence against women. FGM comprises all procedures involving partial or total 
removal of the external female genitalia for non-medical reasons. 
 
The FGM mandatory reporting duty is a legal duty provided for in the FGM Act 2003 (as amended by 
the Serious Crime Act 2015). The legislation requires regulated health and social care professionals 
and teachers in England and Wales to make a report to the police where, in the course of their 
professional duties, they either: 
 

mailto:deb@tabw.org.uk
mailto:christie@tabw.org.uk
https://www.gov.uk/government/uploads/system/uploads/attachment%20data/file/445977/3799
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 Are informed by a girl under 18 that an act of FGM has been carried out on her; or  

 Observe physical signs which appear to show that an act of FGM has been carried out on a 
girl under 18 and they have no reason to believe that the act was necessary for the girl’s 
physical or mental health or for purposes connected with labour or birth. 

 
If you become concerned or aware of a case of FGM you must report to the Designated Safeguarding 
Officers immediately: 
 
Debbie Allsop 
02476 644909 / deb@tabw.org.uk 
 
Christie Anne Stevenson 
02476 644909 / christie@tabw.org.uk 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:deb@tabw.org.uk
mailto:christie@tabw.org.uk
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4.2 Child Protection Policy and Procedures/ continued 
Appendix 3. 
If an allegation is made the following procedure will be followed: 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

CONCERNED ABOUT 
CHILD ABUSE? 

 

EMOTIONAL 

ABUSE 

PHYSICAL 

ABUSE 
NEGLECT SEXUAL 

ABUSE 

OTHER 

CONCERNS 

WHAT DO      

I DO? 

ACT NOW 
DO NOT 
DELAY 

SHARE YOUR CONCERNS WITH THE DIRECTOR, 

OR IF NOT AVAILABLE ASSISTANT DIRECTOR 

ARE YOU STILL 

CONCERNED? 
CONCERN 
ALLAYED 

CONCERN 
PERSISTS 

CONSULT RELEVENT LOCAL 
CHILDREN’S SOCIAL CARE TEAM, 
POLICE TODAY.  
× SAY YOU HAVE A CHILD 
PROTECTION CONCERN 
× DISCUSS YOUR CONCERNS  
× FOLLOW ADVICE & GUIDANCE 
REGARDING ANY FURTHER ACTION 
× CONFIRM REFERRAL IN WRITING 
WITHIN ONE WORKING DAY USING  
RECORD OF CONCERN FORM 
× KEEP ACCURATE RECORDS 
 

 

 

 

× RECORD INFORMATION AND 
REASON FOR DECISION 
 
 
× AGREE ANY FOLLOW UP WITH OWN 

AGENCY  

REFER TO INTER – AGENCY CHILD PROTECTION 

PROCEDURES FORFURTHER INFORMATION  

- In an Emergency, or if cannot contact Director 
or Assistant Director, or If the concern is about 
the Director or Assistant Director 
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 
 
 
Appendix 4.  

CONTACT NUMBERS 
 

Coventry Children's Disability Team   
Tel: 024 7678 6087 
 
Willenhall Social Care Office (South Coventry)   
Tel: 024 7678 5572 
 
Coundon Social Care Office (North West Coventry)   
Tel: 024 7678 5570 
 
Wood End & Foleshill Social Care Office (North East Coventry)   
Tel: 024 7678 5568 
 
Coventry Social worker out of office hours:  
Tel: 024 7683 2222 
 
Coventry Police Operational Command Unit 
 
Tel: 0845 113 5000 
 
Warwickshire County Council  
 
Tel: 01926 410410 
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RECORD OF CONCERN FORM 

Your Name....................................................................................................................... 

Your position and contact telephone number.................................................... 

Child’s Name.......................................................................................................... 

Child’s address ................................................................................................................................. 

Child’s date of birth............................................................................................... 

Child’s Contact telephone number...................................................................... 

Parents/guardians/carers names and address  

.................................................................................................................................  

If reporting concerns on behalf of someone else: 

Name.......................................................................................................................  

Position...................................................................................................................  

Contact telephone number................................................................................... 

Date this person advised you of their concerns/incident............................................................ 

Date of incident/concern arose..................................................................................................... 

Time.........................................................................................................................  

Place........................................................................................................................  

Your observations .................................................................................................................................  

.................................................................................................................................  

Was the child/vulnerable adult asked about the incident?:   Yes □ No □ 

If so record exactly what the child said and what you said. Remember, do not lead the child - 

record actual 

details. Continue on separate sheet if necessary)............................................ 

.................................................................................................................................................................

.................................................................................................................................................................

.................................................................  

Action taken so far and when............................................................................... 

................................................................................................................................. 

................................................................................................................................. 

.................................................................................................................................................................

.................................................................................................  

 

Have any external agencies been contacted (date & time)......................................................... 
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4.2 Safeguarding / Child Protection Policy and Procedures/ continued 
 
REFERENCES AND RECOMMENDED READING  
 
Warwickshire.gov.uk – Making a child protection referral 
‘What to do if you’re worried a child is being abused’ Department of Health 2003 
www.doh.gov.uk/safeguardingchildren/index.htm  
Working Together to Safeguard Children. HM Government, 2009  
www.tsoshop.co.uk First check. A step by step guide for organisations to safeguard children, 
2002  
Email: consultancy@nspcc.org.uk  
The Children Act 1989, 2004 (England and Wales)  
www.hmso.gov.uk  
The Human Rights Act, 1998  
www.homeoffice.gov.uk.hract/hramenu.htm  
The United Nations Convention on the Rights of the Child  
www.un.org  
The Protection of Children Act. 1999.  
www.doh.gov.uk/scg/childprotect  
Safe from Harm. Home Office, 1993. The code of practice for safeguarding the welfare of 
children in voluntary organisations in England and Wales  
www.homeoffice.gov.uk  
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4.3 Person Centred Planning 
The Human Rights Act 1998 states that “you have the right to speak your mind and be kept safe from 
harm, as well as the right to respect, dignity and equality”. Take-a-Break will make sure an 
individual’s rights are respected, and everyone will be supported to make choices about their support. 
They will be given information in a way they can understand so they can make informed choices.  
 
Promoting an individual’s independence means we will empower people to do as much for 
themselves as possible. 
 
Take-a-Break will work in partnership with the individual and their family to ensure the care and 
support they receive meets their unique needs.  
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4.3.1 Participation and Recognition Policy 

 
Children’s participation is at the heart of everything that Take-a-Break does which creates an 
environment where the voices of children and young people are listened to. 
 
The organisation encourages children and young people to participate in the development of the 
service through regular consultation, and enables them to contribute on an equal basis regardless of 
their disability. 
 
Take-a-Break has created clubs and play-schemes where everyone’s needs are met so that all 
children and young people can take part, difference is celebrated and everyone is valued and given a 
voice. 
 
To show that we value participation, young people receive recognition for their efforts through 
achievement awards for their clubs and play-schemes.  
 
Young people who feel valued have the confidence to advocate for themselves and on behalf of their 
peers as they move towards adulthood.  
 
Adult customers are involved in the planning and implementation of their service, and a nominated 
representative attends Board meetings to ensure the views of all people using Take-a-Break’s 
services are fairly represented. 
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4.4 Customer’s Personal Finance Policy. 

 
The purpose of this policy is to outline the broad principles in supporting people who are unable to 
undertake their own financial transactions. 
The nature of the individualised service we offer precludes a global set of instructions covering all 
clients. 
 
Staff will record all financial transactions and all travel expenses on a log sheet and receipts must be 
attached to the log. Parents/Carers signatures must be obtained for any money received on behalf of 
the customer. 
This log sheet must be returned to the Finance Officer for re-imbursement of any out of pocket 
expenses. 
 
Receipts must be obtained for all finance transactions in order for reimbursement to take place. In 
cases where staff have difficulty obtaining a receipt they must notify the Finance Officer. 
 
If customers live independently a separate Financial Risk Assessment must be completed.  
 
If a discrepancy in cash management occurs or you believe cash is being mishandled you must 
report your concerns immediately to a member of the management team. 
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4.5 Positive Behaviour Policy 
 

Definition 
 
Before identifying strategies to promote positive behaviour support we firstly need to define 
behaviours which challenge.  
 
“Behaviour can be describe as challenging when it is of such intensity, frequency, or duration as to 
threaten the quality of life and/ physical safety of the individual or others and it is likely to lead to 
responses that are restrictive, aversive or result in exclusion” 
(Challenging behaviour- a unified approach RC Psch, BPS, RCSLT, 2007)   
 

Take-a-Break has a Duty of Care towards all staff and volunteers and must take action to reduce 
foreseeable risk. 
 
If a child, young person or adult with a learning disability presents challenging behaviour, Take-a-
Break will undertake a full behaviour assessment, and take reasonable steps to control the risk. 
 
The organisation will make reasonable adjustments to the environment and routines to ensure the 
person can continue to access the service irrespective of their disability. 
 
All staff receive training – NAPPI Level 1 Managing Challenging Behaviour – Positive Behaviour 
Support. 
 
The training  provides a framework to equip staff with the knowledge, attitude and skills to facilitate an 
environment that enables the person to continue to access the service. 
 
The Core Themes are:  
 
Prevention of Challenging Behaviour:  
 
Individual Need Assessment:  
TAB will undertake an individual needs assessment of each customer, TAB will use the following 
documentation to identify and manage the person’s challenging behaviour and promote the person’s 
positive behaviour.  
This process will be completed by working together with the person and where appropriate, their 
family.  
 
Lalemand Behaviour Scale 
 
Amber Awareness: 
 Identify individual stress factors and triggers for challenging behaviour. This should also include 
which behaviours may be normal for the individual.  
 
Red behaviour scale awareness:  
Identify the different levels of challenging behaviour for the person. 
Green behaviour Scale:  
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Enables us to recognise and enhance quality of life through positive activities and activities for the 
person.  
 
Individual Behaviour Management Plan:  
Identifies associated risks and the correct responses to be followed by TAB support staff. This can 
also include guidance on interventions to be used in emergency situations. 
 
Identifying the 5 SMART Principles to managing challenging behaviour: 
 
Promoting Positive Communication and Intervention:  
This section will identify how people communicate with their peers and individual staff providing 
support. It will consider the role and importance of both verbal and none verbal communication, as 
well as identifying positive listening strategies. The final aim of this communication is to ensure 
customer and support staff providing support have positive experiences through cooperation.  
 
Managing Challenging Behaviour:  
If a person does begin to show some behaviours that challenge, support staff will need to identify the 
trigger for the difficult behaviour. The trigger may be difficult to identify but support staff need to 
consider the environment, and additional environmental factors that can include noise, temperature, 
light etc.  Support will also need to consider their own personal interaction with the person as you 
may have been the trigger for the behaviour.  
Consider the person’s routine:  

 Are they receiving an overnight short break? They may have had a late night and be more tired 
than usual.  

 How have they been at school or at home? They may have had a particular difficult day/ night 
and the behaviour is a continuation of the previous incident. We also need to consider the 
person’s health when looking and identifying triggers:  

 How is their personal health? 

 Have they recently been unwell? 

 Had a short or long stay in hospital? 

 Could they have had an increase in medication?  

 Have they had an epileptic seizure in the last 48 hours?  
 
The above list is not complete and each person will have different triggers for making their behaviour 
challenging. Finally, we also need to acknowledge, there may not be a trigger for all behaviour.  
TAB staff will endeavour to identify and remove any triggers from the environment and attempt to re-
engage the person within a positive activity, if this cannot be achieved TAB support staff when 
appropriate may use the:   
NAPPI Level 1 Least Restrictive physical interventions: 
 
These strategies will be discussed on the training day. Once the incident has ended staff must be 
given the opportunity to reflect and debrief. 
 
Record and Report 
Following each incident TAB staff will need to fully record and report the incident to their line 
manager. Staff employed by TAB will also be responsible for monitoring and recording any significant 
changes in the person’s behaviour.  
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4.6 Missing Person 
 

 Make sure the person is actually missing by checking the likely areas 
 

 Search immediate area, buildings and grounds 
 

 Inform Management of the building 
 

 Inform the Police and provide a description of the young person.   
 

 Inform the Management of Take a Break 
 

 The Take-a-Break Managers will contact the parents/carers. 
 

 If any of the Managers cannot be contacted then staff must contact parents/carers directly. 
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4.7 Site Based Activity Collection Policy 
 
• Children/young person are expected to be collected from site at the allocated time. 
 
• Parents are required to notify a Take-a-Break co-ordinator at the earliest convenience where they 
are unable to collect their child/young person at the allocated collection time. 
 
• All parents and carers are supplied with the Take-a-Break office telephone number and an 
emergency mobile number. 
 
In the failure of a child/young person being collected from site the following procedure will apply: 
 
1. Take-a-Break staff are paid to remain on site fifteen minutes after the allocated collection time. If 
child/young person has not been collected fifteen minutes after the allocated collection time, a Take-
a-Break co-ordinator will attempt to contact parents/carers by the telephone. 
 
2. Where parents and carers cannot be contacted, a Take-a-Break co-ordinator will telephone the 
emergency contacts as supplied by parents / carers. 
 
3. If telephone contact with parents / carers and emergency contacts is unsuccessful and/ or no 
arrangements for collection have been made a Take-a-Break co-ordinator will contact Social Care. 
 
If a child/young person is transported home by a Take-a-Break worker and parents/carers are not at 
home to receive their chid/young person at the agreed time, the worker will remain with the 
child/young person and contact a Take-a-Break Co-ordinator. 
 
The Co-ordinator will follow the above procedure. 
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4.8 Play 
 

 Children have a right to a safe child centred environment.  They must be given the opportunity 
to increase their independence within safe boundaries.  

 

 Children with additional needs must be seen as a child first and foremost.  All children must be 
treated with dignity and respect, regardless of race, disability, culture, language, gender or 
religion. 

 

 All children have a right to be kept safe from harm. 
 

 Take-a-Break is striving to be an equal opportunities organisation 
 

 All toys and equipment should reflect the multi- cultural society we live in. 
 

 Children will be encouraged to take part in anti-sexist and anti-racist play. 
 

 Outings must be carefully planned so that they are accessible and enjoyable and meet the needs 
of the children. 

 

 All children have a right to have a say in anything that affects them. 
 

 All toys and equipment should be age appropriate.  
 

 The welfare of the child is always paramount. 
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4.9 Autonomy and Independence 
 
 
Each person will have targets identified within their personal care plan that enable them to maximise 
their abilities for a fulfilling adult life. 
 
Individuals must feel valued and be enabled to achieve their ambitions to the limit of their potential. 
 
Take-a-Break will enable customers to access independent advocates where necessary. 
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4.10 The Mental Capacity Act 2005 
 

Introduction 
(a) The Mental Capacity Act 2005 provides the legal framework for acting and making decisions 

on behalf of individuals who lack the mental capacity to make particular decisions for 

themselves. Everyone working with and/or caring for an adult (aged over 16), who may lack 

capacity to make specific decisions for themselves needs to be aware of and behave in 

accordance with the Act. 

(b) The Act covers a wide range of decisions made and actions taken on behalf of people who 

may lack capacity to make specific decisions for themselves. These can be decisions about 

day to day matters – like what to wear, or life changing events such as whether the person 

should move into a care home or undergo a major surgical operation. 

Code of Practice 
This guidance is based on the Mental Capacity Act 2005 Code of Practice but is not intended to 
replace it. References to the relevant paragraphs of the code are made in brackets. There is also a 
separate Code that focuses specifically on the Deprivation of Liberty Safeguards (DOLS) which has 
been added to the Act since its original publication in 2007. 
Both the main Code and supplementary DOLS have statutory force.  
Definitions 
Mental Capacity broadly refers to the ability of an individual to make a decision about specific 
elements of their life. It is also sometimes referred to as competence. It is not an absolute concept – 
different degrees of capacity are needed for different decisions, and the level of competence required 
rises with the complexity of the decision to be made. Neither does it matter whether the condition is 
temporary or permanent – but, in the case of a temporary condition, the judgement would have to be 
made as to whether the decision could be delayed until capacity returned. It is clear from both the Act 
and the Code of Practice that this refers specifically to a person’s capacity to make a particular 
decision at the time it needs to be made.  
Consent is the voluntary and continuing permission of the person to the intervention or decision in 
question. It is based on an adequate knowledge and understanding of the purpose, nature, likely 
effects and risks of that intervention or decision, including the likelihood of success of that intervention 
and any alternatives to it. Permission given under any unfair or undue pressure is not consent. 
The Act defines a lack of capacity as: 
ña person lacks capacity in relation to a matter if at the material time he/she is unable to make a 
decision for themselves in relation to the matter because of an impairment of, or a disturbance in 
the functioning of, the mind or brain.ò 
 
Decision Maker is anyone who is making a health and welfare decision on behalf of another person. 
This can be a carer or relative who makes a decision about everyday events such as food ordering or 
dressing. More serious decisions should be made by people in more senior roles. 
Best Interests is not defined in the Act but is about ensuring that everything done for (or on behalf of) 
a person who lacks capacity is in their best interests. The Act provides a checklist of factors that 
assessors must work through and decisions must be documented in care plans. 
Restraint is defined in the Act as the use of threat of force where an incapacitated person resists, 
and any restriction of liberty or movement, whether or not the person resists. Restraint is only 
permitted if the person using it reasonably believes it is necessary to prevent harm to the 
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incapacitated person and if the restraint used is proportionate to the likelihood and seriousness of the 
harm. 
PRINCIPLES 
The Act establishes five “statutory principles” which underpin the legislation and which must be 
applied in all circumstances. These are: 

1. A person must be assumed to have capacity unless it is established that they lack capacity 

2. A person is not to be treated as unable to make a decision unless all practicable steps to help 

him/her to do so have been taken without success. 

3. A person is not to be treated as unable to make a decision merely because he makes an 

unwise decision. 

4. An act done on a decision made, under this Act for or on behalf of a person who lacks capacity 

must be done, or made in his/her best interest. 

5. Before the act is done, or the decision made, regard must be had to whether the purpose for 

which it is needed can be as effectively achieved in a way that is less restrictive of the person’s 

rights and freedom of action. 

MAKING DECISIONS ABOUT CAPACITY 
The Act sets out a two stage test to determine whether a person lacks the capacity to make a 
particular decision 
Stage 1 –Establish whether a person has an impairment of, or disturbance in the functioning 
of, their mind or brain. 
This needs to be established as without this the person will not lack capacity under the terms of the 
Act. The Code of Practice gives the following examples: 

 Conditions associated with some mental illnesses 

 Dementia 

 Significant learning disabilities 

 Long term effects of brain damage 

 Physical or mental conditions leading to confusion, drowsiness or loss of consciousness 

 Delirium 

 Concussion 

 Symptoms of alcohol or drug use 

It should be stressed, though, that the issue is not a person’s diagnosis, but their capacity to make a 
decision about a specific issue. 
Stage 2 – Establish whether the impairment or disturbance means that the person cannot 
make a specific decision at that time. 
The following points need to be addressed. Every possible assistance and support  must be given to 
the person to help him/her make a decision. 

 Can the person understand information about the decision to be made? 

 Can the person retain the information in their mind? 

 Can the person use or weigh the information as part of the decision-making process? 

 Can the person communicate their decision? 

If the person cannot do any of these, then there may be an issue with their own capacity which could 
require the principles of the Act to be followed. Remember capacity can fluctuate. 
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REFERRAL TO THE INDEPENDENT MENTAL CAPACITY ACT SERVICE (IMCA) 
The IMCA service has been established by the Mental Capacity Act to provide support and 
representation for people who lack capacity to make specific decisions in certain defined 
circumstances. The IMCA is not the same as an ordinary advocacy service. There are certain 
circumstances when a referral to an IMCA must be made, see below: 

(a) Healthcare – If a doctor or healthcare professional is proposing serious medical treatment for 

somebody who lacks the capacity to consent and there is nobody other than paid staff whom it 

is appropriate to consult, the NHS body responsible for the individual’s treatment has a 

statutory duty to refer to an IMCA 

(b) Accomodation – If an NHS body or Local Authority is proposing to arrange a change in 

accommodation, and there is no family member or non-professional carer to support them 

through the assessment process, then an IMCA must be instructed. 

(c) Deprivation of Liberty Safeguards (DOLS) – If a managing authority makes an application 

under MCA DOLS to authorise deprivation and there is no family member or non-professional 

carer to support the individual involved through the assessment process, then the supervisory 

body must appoint an IMCA. 

(d) Discretionary Referrals – In addition to a,b and c above that require the mandatory 

involvement of an IMCA, the Act also outlines two circumstances in which NHS bodies and 

Local Authorities have additional discretion to instruct an IMCA. 

Review of accommodation  
Adult Safeguarding –  

 Where it is alleged or there is evidence that a person lacking capacity is or has been 

abused or neglected or that he/she is abusing or has abused another person and 

 Measures have been taken or are proposed by an NHS body or local authority in 

accordance with any adult safeguarding procedures set up in response to statutory 

guidance, outlined in “No Secrets” 

 The NHS body or local authority may instruct an IMCA if it is satisfied that it would be of 

particular benefit to the individual to be so represented, even if he or she has family or 

friends who can be consulted and 

 Before making any decision or further decision about protective measures, any 

information given or submissions made by the IMCA must be taken into account. 

A Guide to Assessing Capacity 
 

The Health or Social Care professional / or other responsible for the care /treatment has to make the 
assessment as to the person’s capacity to make a decision. 
The Act sets out a test which is central to the principles underpinning the legislation. 
The assessment of capacity must be: 
Time specific – has the person the capacity to make a decision at the specific time (recognising that 
capacity can fluctuate over time)? 
Decision specific – the assessment must relate to a specific decision at the specific time 
(recognising that people may be able to make some decisions but not others) 
The test focuses on the process of making a decision rather than the decision itself. 
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There are four parts to the test and a failure at any stage indicates a lack of capacity. 
To have the capacity to make a decision someone must be able to: 

1. Understand the information relevant to the decision (this must be presented in a way that is 

appropriate to the individual –signs, visual aids –given by someone they know) 

2. Retain the information long enough to make the decision 

3. Use the information to make a choice (weigh up the options, understand the consequences 

etc) 

4. Communicate the decision (by any method that is understood by the assessor, using a 

specialist worker to support this if necessary) 

To make a “best interests” decision, the decision maker must 
1. Consider all relevant circumstances 

2. Consider if the person is likely to recover capacity at some point in the future and if so can the 

decision be delayed? 

3. Involve the person in the decision as much as possible using whatever means may be most 

effective e.g signs/pictures etc. 

4. Consider the person’s past and present wishes and feelings even if not expressed verbally 

5. Consider any written statement made when the person had capacity 

6. Consider the beliefs and values likely to influence the person’s decision e.g. religious / cultural 

choices 

7. Take other factors, such as emotional bonds into consideration when deciding e.g. where 

someone should live. 

8. Consult and take into account the views of key people such as carers / family/ friends as to 

what would be in the person’s best interest 

9. Not be motivated by the desire to bring about the person’s death when the decision relates to 

Life Sustaining Treatment 

10. Ensure that the decision reflects the fact that the Act deems the least restrictive option as 

being in the person’s best interest. 

11. Ensure that the person who lacks capacity is not treated in a discriminatory manner or less 

favourably than others. 
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5.1 Domiciliary Care 
 

Any Domiciliary Care provided must be recorded after each session. 
 
A diary sheet must be completed and left for the next person providing support to ensure consistency 
of care. 
 
The diary must include details of: 
 

 Any financial transactions undertaken on behalf of the customer. 
 

 Details of the customer’s general wellbeing. 
 

 Any accident/ incident (support staff must inform a member of the management team 
immediately). Please refer to accident/ incident policy. 

 
The diary sheet must be signed and dated. 

 
All written records will be agreed with the customer or their parent, guardian, representative. 
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5.2 Access Customer Records 

 
Take-a-Break is aware of its obligation with regards to the storing and sharing of information under 
the Data Protection Act 1998 and has a Data Protection policy and Subject Access Form. 
 
Take-a-Break is committed to a policy of openness with parents/carers with regards to its policies and 
procedures and the information we hold on their child, young person or adult. Records and 
information will be made available to parents/carers on written request unless subject to an 
exemption. If for any reason a request is going to be refused, then this decision, and an explanation, 
will be communicated in writing. 
 
Information and records held on customers will be kept in a locked file, access to which will be 
restricted.  
 
Managers have overall responsibility for the maintenance and updating of customer records and 
ensuring they are accurate. 
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5.3 Safe and Intimate Touch Policy 
 
Background 
 
In recent years a wide variety of issues have influenced the approach to touch and intimate personal 
care, not least child protection concerns and the experience/fear of allegations.  As a result 
organisations have adopted a variety of approaches from openly hands on to completely hands off. 
Therefore it is essential that our staff are given, and follow, guidance on appropriate touch and 
intimate personal care. 
 
Why is touch an important part of our work? 
We believe that touch is a very important part of our work, the importance of touch should not be 
underestimated as it can: 

1. Offer an alternative to spoken communication  
2. Provide reassurance 
3. Emphasise the spoken word  
4. Show Acceptance 
5. Demonstrate affection 

 
However staff should feel confident and children / young people should feel secure with all forms of 
appropriate safe touch.  Staff must always be particularly sensitive to children / young people who are 
demonstrating that they are not comfortable with touch even if it appears to be appropriate to the 
member of staff.  This will be a major factor in avoiding any misunderstandings about experiences of 
touch. E.g. a child who moves away, when being comforted after a fall must be allowed his space. 
 
What we need to consider 
 
Given that touch is not the same for everyone and that we all have different experiences of positive 
and negative touch, we need to consider three main issues to ensure that any use of touch or 
experience of intimate personal care is appropriate and safe: 
 
●WHO – It is vital for a member of staff to think about what they represent to a particular child / young 
person.  Personal likes and dislikes will play a part in any relationship but we must ensure that all 
such contacts are based on what is appropriate. 
Staff should also consider the power influences involved in relationships such as gender, race, 
disability, age, sexual identity and role status. E.g. older children are less likely to need close 
supervision for personal care, or gender difference may make individuals feel uncomfortable. A child’s 
history may also influence who represents a ‘safe’ adult to them.  Additionally some children may be 
used to experiencing different levels or types of touch as part of their cultural upbringing. 
 
●WHERE – The intended message behind touch can be hindered by where it takes place. The same 
action in a lounge full of people could have a different message in a car or a child’s bedroom. Staff 
should always ensure that any form of touch is an open act and that other staff are aware of the 
circumstances, such as where you are and who you are with.  Staff must always consider very 
carefully what constitutes intimate parts of the body for children.  A child may still be developing a 
sense of what is intimate and less intimate.  Generally touching an arm, shoulder or hand is more 
appropriate and feels less intimate than a child’s legs or torso. 
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Staff should always encourage children to say when they feel uncomfortable in any area of life, this is 
especially important in the area of touch and personal care. 
 
● WHEN – The context or environment, in which touch takes place between members of staff and 
children, is the decisive factor determining the emotional and physical safety of both parties. 
Staff should always be aware of where they are and who they are with, where possible touch should 
be avoided in an isolated one to one situation with a child.  The best way to protect both yourself and 
the child is to ensure that all forms of touch are open to the scrutiny and observation of others. 
 
It is also important for staff to recognise the different messages which can be given in physical 
intervention situations.  Always ensure other staff are present to observe/assist. Staff need to be 
aware that in extreme circumstances, some children may even provoke a restraint situation as a way 
of gaining physical contact from adults. 
. 
Points to remember: 
Staff should always consider and abide by the following points when carrying out their duties: 
● Touch should not be in response to or be intended to arouse sexual expectations or feelings 
(Department of Health Circular LAC (1993) (13) 
 
● Where a child / young person requires intimate personal care, staff should ensure that the pupil is 
comfortable with the staff member attending to their needs, where possible a member of staff of the 
same gender should be used. Other staff should always be around to monitor events and the child’s 
privacy and dignity should always be preserved. 
 
● Privacy issues are always to be considered.  A safe environment which respects privacy and 
shows regard for personal boundaries should be encouraged.  Thought also needs to be given to how 
staff present themselves, (e.g. how they dress), and how they show professional respect when 
relating to each other and to children (e.g. knocking on doors before entering.) 
 
● Where a member of staff feels that it would be inappropriate to respond to a child seeking physical 
comfort outward rejection should always be avoided. The staff member should divert the person into 
a new activity and when they feel it is an appropriate time, explain why physical contact was 
inappropriate in that situation.  
 
● Unwelcome touch, where a child indicates that touch from an adult is not welcome, perhaps by 
moving away or flinching to avoid, the staff member should consider apologising to demonstrate a 
respect for personal boundaries. 
 
● Where a child presents a danger to his/ herself, or to others it will at times be necessary for staff to 
use means of physical intervention as described in TAB policy.  At such times staff should always 
take care to explain what they are doing and the actions taken are for safety reasons. ñ As the 
situation deescalates, touch can be appropriately used to move from a situation of safety to one of 
care.   
If staff members find themselves in a situation, where an intervention is required but not appropriate 
or listed in the personôs individual behaviour management plan, then an incident form must be 
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completed for this incident. If the intervention was deemed necessary to maintain the personôs safety, 
in an emergency this could determine the action was appropriate.  
E.g. Pulling a person from the road to save them from being hit by an oncoming car, this would be 
appropriate as the consequence of being hit by a car is more severe than being pulled from the road.  
If there was an opportunity for this to happen in the future, this technique could be included in the 
personôs behaviour management plan as an emergency intervention. This would allow staff to use the 
intervention safely in an emergency situation only.  
The emergency interventions should always be recorded and reviewed, and if possible at the earliest 
opportunity removed from the personôs behaviour plan.  
 As the intervention is ending, to manage the personôs challenging behaviour, support staff will need 
to maintain their interaction and re-engage the person in a positive activityò (NAPPI 2017) 
 
● Clarity should always be our aim.  A child should never be left in any doubt about the member of 
staff’s intention behind any physical contact.  Clumsy or un-considered use of touch may be 
experienced by a child as being confusing, uncomfortable or distressing.  A decisive, firm and 
planned form of open touch within an appropriate context and a safe relationship is less likely to lead 
to unease and confusion. 
 
All staff have a responsibility to ensure that all practice at TAB is safe and appropriate.  We should all 
expect to be observed by others and be prepared to discuss any concerns we have in a professional 
manner. 
Any member of staff who is concerned about another member of staff’s practice should discuss their 
concerns with their line manager, or senior TAB management. 
 
Additional guidance can be found in the organisation’s Whistle Blowing policy. 
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5.4 Invasive Procedures Policy 
 

GASTROSTOMY FEEDING 
 

A Gastrostomy is a direct opening through the abdominal wall into the stomach. A Gastrostomy tube 
allows a liquid feed to be delivered directly into the stomach. 
 

Many disabled children and adults have feeding problems as a result of central nervous system 
damage, and a Gastrostomy tube ensures that the child/young person/adult receives an adequate 
nutritional intake. 
 

Gastrostomy Feeds can be given as a bolus feed (i.e., a specified amount of liquid feed) over a set 
amount of time; or as a continuous feed via a pump, or as a combination of both. The method chosen 
will be the one that best meets the need of the child/young person/adult. 
 

Support workers are not permitted to assist with Gastrostomy Feeding unless they have been 
fully trained to do so by a Homeward Nurse or Doctor and it has been specified in the 
individual’s care plan.  
Each customer will have an appropriate protocol for such a procedure, usually written by the 
Dietician or Community Nurse involved in the support package.  
A protocol, step by step procedure and log will also be kept in the customer’s home. 
 

Support Workers must record all information specified in the customer’s care/support plan. 
 

As part of the customers care/support plan the following evidence must be gathered and kept on file 
(as stated by TAB Insurance Company): 
 

1. A letter from the customers General Practitioner or consultant stating: 

 The customer’s condition and the health support procedures required 

 What training of personnel is required 

 What medical experience is required 

 Any other relevant information 
2. A letter from the customer, their parent/guardian providing specific consent for TAB 

staff to administer/provide the health support procedures required. 
3. TAB must ensure that any person administering/providing the required health support 

procedures has the medical experience and training specified by the customer’s G.P or 
consultant and, if required, provide proof of such training. 

4. TAB must familiarise themselves and comply with all relevant requirements of their 
statutory registering authority concerning the administration/provision of the health 
support procedures. 
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5.5 DIABETES 

There are three main types of diabetes. Type 1 diabetes, usually diagnosed in children and 
adolescents, occurs when the pancreas is unable to produce insulin. Insulin is a hormone that 
ensures body energy needs are met. Approximately 10 per cent of people with diabetes have type 1 
diabetes. 

The remaining 90 per cent have type 2 diabetes, which occurs when the pancreas does not produce 
enough insulin or when the body does not effectively use the insulin that is produced. Type 2 diabetes 
usually develops in adulthood, although increasing numbers of children in high-risk populations are 
being diagnosed. 

A third type of diabetes, gestational diabetes, is a temporary condition that occurs during 
pregnancy. It affects approximately 3.5 per cent of all pregnancies and involves an increased risk of 
developing diabetes for both mother and child. 

Diabetes may be treated by diet, tablets and/or insulin injections. The aim is to normalise blood 
glucose levels and prevent complications caused by persistently raised blood glucose levels. 

Support workers are not permitted to assist with the needs of a person with diabetes unless 
they have been fully trained to do so by a community nurse or doctor and it has been 
specified in the individual’s care plan. 
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5.6 Entering and Leaving a Customer’s Home 

 
Prior to entering a customer’s home, support staff should clearly identify themselves with their Take-
a-Break identification badge. Staff should knock the door or ring the bell and then speak loudly and 
clearly and display their badge before proceeding into the house. 
 
When exiting the building with the customer, the support worker should ensure all doors and windows 
are secure. 
 
If the customer is remaining in the home unattended, the support worker should ensure the home is 
secure and the person has the ability to summon assistance if required.  
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5.7 Illness and Infectiousness Policy 
 

Take-a-Break will not take responsibility for sick customers. 
 
If your son /daughter is ill or infectious, sessions must be cancelled with Take-a-Break as soon as 
possible: 

 
Take-a-Break office: 02476 644909 
Emergency contact:  07774914061 

 
If a child becomes sick whilst in the care of Take-a-Break arrangements will be made for his/ her 
collection. 
 

1. A Take-a-Break co-ordinator will attempt to contact parents/carers by telephone. 
 

2. Where parents and carers cannot be contacted a Take-a-Break co-ordinator will telephone the 
emergency contacts as supplied by parents/carers. 
 

3. If telephone contact with parents / carers and emergency contacts is unsuccessful and/or no 
arrangements for collection have been made, a Take-a-Break Co-ordinator will contact Social 
Care. 

 
 

Guidelines on incubation times for various illnesses are taken from Public Health England. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


