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TREASURE

KEEPERS

(HILD& ADULTSAFEGUARDING ANPROTECTIORNOLICY

Safeguarding and protecting childreand Adults isof the highest priority for Treasure Keepers.

Any concerns around risk, crisisanagementor critical incidencedor Childrenor Adultsshould be
managed in line with the guidance within this policy.

Treasure KeeperService Users are safeguarded from all forms of abuse, exploitatidrdiscrimination,
whether deliberate or inadvertent, in accordance with written policies and procedures.

This policy is also applicableGhildrenor Adultswho are notTreasure KeepeiService Users, but with whom
Treasure Keepemsomes into contact.

Safeguarding al so means being proact i-bemg.Aanbng tot
avoiding situations where children could be at risldefelopingnot well or become at risk of harm.

Designated Safeqguarding Lead (aBdrvice Manager)

Jo Groom
Email:manager@treasurekeepers.co.uk
Telephone: 07984948091
Website:www.treasurekeepers.co.uk

Introduction

The foll owing safeguarding policy and child p
Child Protection Procedures’
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From May 2019 Sout hend, Essex and Thurrock LS
Procedures.

The legal framework and associated guidance that informs and underpinbréasure Keeperngolicy and
procedures on child protection and safeguarding is as follows:

==
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The Children Act 1989

The United Nations Convention on the Rights of the Childigdtby UK Gov.1991)
The Protection of Children Act 1999

The Sexual Offences Act 2003

The Children Act 2004

Safeguarding Vulnable Groups Act 2006
Protection of Freedoms Act 2012
AdoptionAgencis Regulation®2005 amende@013.
Anti-Social Behavigr, Crime and Policing Act 2014
The Children and Families Act 2014

Serious Crime Ac2015

CounterTerrorism and Security Act 2015
Children and Social Work Act 2017

Domestic Violence A@021

The most important government guidance documents are in the following:
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The Framework for Assessment of Children in Need 2000

Safeguarding Children from Abuse Linked to a Belief in Sps&eBsion (2007) The Commot
Assessment Framework (CAF)

Tackling Child Sexual Exploitation Action Plan, (DfE 2011)

National ation plan to tackle child abuse linked to faith or belief (2012)

Whattodoifpyu’ re worried a child is being abus
Information Sharing: Advice for practitioners providing safeguarding services to children, y«
people, parents and carers (2015)

Keeping Children Safe in Education (July 2015)

Revised Prevent Duty Guidance: for England and Wales Guidance for specified Authorit
England and Wales on the duty in the Courferrorism and Security Act 2015 tave due regard
to the need to prevent people from being drawn into terrorism (July 2015)

The Prevent Duty Departmental Advice for Schools and Child Care Providers June 2015

Working Together to Safeguard Children Guidance (MarcB)201
The SET Standard @pting Procedures for Information Sharing in respect of Child Sex
Exploitation (Jan 2018)

The SET Safeguarding and Child Protection Procedures (May 2019)
SET Preent Policy and Guidance (2019)

National Minimum Standards relating to Adoption.

Nationd Minimum Standardd-csteringServices.

Disclosure and Barring Service guidelip@$8
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Key Principles
1T Safeguarding is everyone’'s responsibility
1 For services to be effective each professional and organisation should play their full part

1 A childcentredapproach should be adopted: for services to be effective they should be base
on a clear understanding of the needs and views of children

Working Together (March 208)

The Working Together Document ()1 stresses that no single prof
needs and circumstances and, if children and families are to receive the right help at the right time, eve
who cames into contact with them has a role to play in identifying concerns, sharing information and ta
prompt action.

In addition, it emphasises that every professional should, in particular, be alert to the potential need for
help for a child who

1 is disabled and has specific additional needs;

has special educational needs;

is a young carer,

is showing signs of engaging in astcial or criminal behaviour;

is in a family circumstance presenting challenges for the child, such as substance abuse,
mental health problems and domestic violence;

has returned home to their family from care; and/or

is showing early signs of abuse and/or neglect
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Our Dutyto ensure safeguarding of children
Everyone affreasure Keepeltsas a duty to ensure they understand the following Child Protection Policy

Procedures.

Safeguarding and promoting the welfare of children depends upon the effective joint working with any |
Authority/Police who are making child protection enquiries in respect of the child(ren).

It is essential therefore thalreasure Keeperssociatesee this as a shared responsibility and liaise and ¢
operate with any Local Authority which is making such enquiries so that an assessment can be made
child s needs and circumstances.

Duty of the Designated Safeguarding Lead
TreasureKeepers Desigted Safeguarding leaid Jo Groon{Service Manager)

It is the responsibility ofreasure KeepeBesignated Safeguarding Lead to:

Create an environment that is conducive to the safeguarding of children

Implement theTreasure KeeperShild Protection Policy and Procedures

Ensure that procedures are relguy kept up to date, including:

having regular meetings with the Clinical & Service Director to review the policy and procec

as well as individual cases or any other concerns.

an annual formal review ofreasure KeepeifSafeguarding and Promotingélfare Procedures

Ensure the development and implementation of safe recruitment practices that comply with

Protection of Children Act 1999 and the Safeguarding Vulnerable Groups Act 2006. As part |

processTreasure Keepernwill ensure that all qualifications anchkanced DBS checks are up ti

date and references are checked as well as other checks as appropriate.

1 Ensure that all Associates receive regular training to enable them to apply the policy
procedures to safeguard children.

1 Associates will be trainednathe Treasure KeeperSafeguarding Children Policy and Procedure
and also attend refresher training as required with the Designated Safeguarding Lead.

1 Additional supplementary or specialist Child Protection training in addition to any training v
the Designated Safeguarding Lead.

1 The Designated Safeguard Lead will remain overall accountable and responsibledsure

Keeperswork in respect of safeguarding children and meeting the requirements of the law

this policy.

= =4 -4 -4
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Duty of Employees &Associates
1 Emploees & Assaeiates should follow theTreasure Keeper<hild Protection Policy and
Procedures.
1 Emploees &Assaiatess houl d be alert to the presenc
and should discuss any child protection concerns immediately with the Designated &dfe(
Lead.
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1 Emploees &Assaiates should also report the disclosure of any historical abuse.

1 Emploees &Assaiates should seek the advice of the Designated Safeguard Lead if ther
uncertainty as to how to proceed.

1 Emploees &Assaiates should inform the Designated Safeguard Lead where there are eitl
new, or significant developments regarding child protectiona@ns. The Designated Safeguar
Lead will decide if the concern falls within the remifloéasure KeeperGShild Protection Policy.

1 The Clinical & Service Director should be spoken to about any concerns in the absence
Designated Safeguard Lélthnager.

CHILD PROTECTION PROCEDURES
The following procedures prescribe the actions to be taken in the event of concerns about safegue

children:

[ 2YVEARSNI GAZ2Y 2F W{AIYATFAOIYG | FN¥Q

All Associates should be mindfhohar mf t heabkl gnbe
be an integral part of their role throughout the period of contact with a family.

Types of abuse and neglect

T *Child abuse and negl ect’ I's a generic t
serious physical and sexual assaults as well as cases where the standard of care do
adequately support the child’ s health or

1 Children may be abused or neglected through the infliction of harm, or through the failure to
to prevent ham.

1 Abuse can occur in a family or an institutional or community setting and the perpetrator ma
may not be known to the child.

1 Working Together to Safeguard Children sets out definitions and examples of the four b
categories of abuse which are usked the purposes of registration:
o0 Neglect
o Physical abuse
o Sexual abuse and
o Emotional abuse (including domestic violence)

These categories overlap and an abused child does frequently suffer more than one type of abuse.

Physical Abuse
1 Physical abuse may take many forms e.g. hitting, shaking, throwing, poisoning, burning or sce
drowning or suffocating and bullying.
1 It may also be caused when a parent or carer feigns the symptoms of, or deliberately caus
health to a child. This unusual and potentially dangerous form of abuse is now describe
fabricated or induced illness in a child.
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It should be noted that &ruise on a baby who cannot yet crawl or walk is very unusual and
be a serious cause for concern (it may be due to an underlying health condition, blood disee
an infection) but this should be immediately discussed with the Desighated Safeguardnaa
referral considered to the appropriate local authority safeguarding service.

Emotional Abuse

T

Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe
persistent effects on t lemayhnvdlvel’ s emot i on

Conveying to children that they are worthless or unloved, inadequate, or valued only insof:
they meet the needs of another person

Imposing developmentally inappropriate expectations
Causing children to feel frightened or in danger

Domestic violence the evidence of a child(ren) witnessing or being caught in the crossfire
domestic violence

Exploitation or corruption of children

Bullying or intimidation- It involves the abuse and/or intimidation by a person, people or ¢
organisation against another or others. Children may bully other children.

Some level of emotional abuse is involved in most types of ill treatment of children, though emotional a
may occur alone.

Sexual Abuse

M

Sexual abuse involves forcing or enticing a child or young person to take part in sexual acti
whether or notthe child is aware of what is happening and includes penetrative (i.e. vagine
anal rape or buggery) and ngrenetrative acts.

It may also include nenontact activities, such as involving children in looking at, or in t
production of pornographic marials, watching sexual activities or encouraging children
behave in sexual inappropriate ways.

Sexual abuse also includes sexual exploitatiohildren or young people being sexually exploite
in the community and female genital mutilation.

Female Genital Mutilation is both sexual and physical abuse to a female.

Negl ect invol ves t he persistent failure
psychol ogi cal needs, l'i kely to r e s ulhtandi
development

Neglect may involve failure to provide adequate food, shelter or clothing, failure to protect fr
physical harm or danger or failure to ensure access to appropriate medical care or treatmer
may al so i ncl udesicremgjidn@ceeds.of a chil d’” s ba
Neglect may include children not attending or missing from school.

DomesticAbuseNiolence

T
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DomesticAbuseNviolence isnow defined in Domestic Abuse Act 202hd the Home Officas:
“Any incident or pattern of incidents of



abuse between those aged 16 or over who are or have been intimate partners or family mernr
regardless of gender or sexuality.

This can encompass mlogical, physical, sexual, emotional and financial abuse.
Controlling behaviour is: a range of acts designed to make a person subordinate and/or depet
by isolating them from sources of support, exploiting their resources and capacities for pers
gain, depriving them of the means needed for independence, resistance and escape
regulating their everyday behaviour.

Coercive behaviour is: an act or a pattern of acts of assault, threats, humiliation and intimide
or other abuse that is used twarm, punish, or frighten their victim.

The Government definiton ncl udes so called *honour’ b
(FGM) and forced marriage, and victims are not confined to one gender or ethnic group.

It has been widely understoodif some time that coercive control is a core part of domest
violence. It is important to recognise coercive control as a complex pattern of overlapping
repeated abuse, perpetrated within a context of power and control. The main characteristi
domestic violence is that the behaviour is intentional and is calculated to exercise power
control within a relationship.

Children of all ages living with a parent, most often the mother, who is experiencing dome
violence, are vulnerable to signiiet harm through physical, sexual, emotional abuse and /
neglect. The | egal definition of signific
or hearingtheit r eat ment of another, particularly
Situations of domestic vience may also include women or girls who perpetrate violence agai
men and boys, within same sex relationships and from a child. Professionals should be aw
the possibility that teenage girls or boys could be experiencing violence within antefradner
relationship.

For supplementary guidance please refer to the SET Safeguarding and Child Protection Proc
(May 2019) for Domestic Abuse
http://www.escb.couk/media/2016/setproceduresmay-2019final.pdf
http://www.escb.co.uk/workingwith-children/domesticabuse/

Safequarding Disabled Children

T Any child with a disability is by defini-

1989. Disabled children are more vulnerable to significant harm through physical, se:
emotional abuse and / or neglect than children who do not havesalility. The presence of
multiple disabilities increases the risk of abuse and neglect.

Safeguards for disabled children are essentially the same as fedisahled children. Particular
attention should be paid to promoting a high level of awarenetshe risks of harm, high
standards of practice, and awareness of barriers to communication that may make it difficul
the child o young person to tell others what is happening.

Where there are concerns about the welfare of a disabled child, they should be acted upc
accordance with the guidance, in the same way as with any other child.

The national guidance, Safeguarding Disabled ChildRractice Guidance, provides a frawork
of collaborative multagency responses to safeguard disabled children:

https://www.education.gov.uk/publications/eOrderingDownload/0032809DOMEN. pdf
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Childen and Young people vulnerable to Child Sexual Exploitation

1 Sexual exploitation of children and young people under 18 involves exploitative situati
contexts and relationships where young pe
(e.g.food, accommodation, drugs, alcohol, cigarettes, affection, gifts, money) as a result of t
performing, and/or another or others performing on them, sexual activities.

T Child sexual exploitation can occursimmédiate L
recognition; for example, being persuaded to post sexual images on the internet/mobile phc
without immediate payment or gain.

1 In all cases, those exploiting the child/young person have power over them by virtue of their
gender, intekect, physical strength and/or economic or other resources. Violence, coercion
intimidation are common, involvement in exploitative relationships being characterised in
mai n by the child or young per son’m thdri
social/economic and/or emotional vulnerability.

Source: Tackling Child Sexual Exploitation Action Plan, DfE 2011
There are six key points to emphasise in this definition which will affect the understanding of CSE:

1 CSE as a form of abuse can apply to all children and young people, not just those under the
consent— children aged 16 or 17 can still be sexuabyloited, and children from any ethnic or
religious background can be victims;

1 CSE can occur in a wide range of relationships, contexts and exploitative situations, incl
bullying;

1 There is typically a power imbalance between perpetrator andmaijct

1 The victim commonly has limited choiegresulting from their various vulnerabilitiesthough
may not recognise the limitations of their ability to choose;

71 Increasingly, the use of technology (particularly mobile phones and social networkimg)lhised
in incidences of CSE.

1 A victim cannot consent to their abuse: children are not responsible for being sexually exploi

There are many characteristic warning signs that a child may be being sexually exploited. These inclu
are not limted to:

Going missing for periods of time or regularly coming home late
Regularly missing school or education or not taking part in education
Appearing with unexplained gifts or new possessions

Associating with other young people involved in exploon
Having ol der “boyfriends
Suffering from sexually transmitted infections

Mood swings or changes in emotional wellbeing
Drug and alcohol misuse; and

Displaying inappropriate sexualised behaviour

or girl friends

=4 =4 =4 -8 -4 4 4 45 4

If there is suspicion or disclosure of child sexual exploitation this matter should in the first instanc
discussed with the Clinical & Service Director or equivalent and then to make a referral topttoprégte
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Local Authority safeguarding service so that they determine what further enquires and action needs to «
both immediately and longer term.

Children missing from school

1 A minimum standard of safety should be afforded to children not atiegachool. This includes
children who are: registered with schools and go missing from school, children who have
attendance, children who are not registered with a school and children educated at home wil
there are concerns about their welfare.

1 When a child is absent or missing from school, they could be at risk of significant harm.

1 The child/ young person may be absent or missing because they are suffering physical, se»
emotional abuse and/or neglect. It might mean the child/young persdieing sexually exploited
—-see below wunder “Children and young pec
exploitation’

1 Children who are absent or missing from school may also be missing from care or home. Tre
Keeper s®’ A s s osder dahe degreesoh valndradility ofothe child and decide c
whether any further action is required.

1 For supplementary guidance please refer to the SET Safeguarding and Child Protection Proc
(May 2019) Missing children:

http://www.escb.co.uk/media/2016/sefproceduresmay-2019final.pdf

http://www.escb.co.uk/workingwith-children/missinechild/

Spirit possession or witchcraft
1 Spirit possession is when parents, families and the child believe that an evil fa@nteed a
child and is controlling them; the belief includes the child being able to use the evil force to h
ot her s. I n such cases, the child might ©be
1 A child may suffer emotional, physical and sexual abuse antkateifj they are labelled and
treated as being possessed with an evil spirit. Significant harm may occur when an attempt is

to ‘“exorcise’” or ‘deliver’™ the evil spiri
child involved.
9 Forspwppl ementary guidance, please refer to

71 Children from Abuse Linked to a Belief in Spirit Possession:

https://www.education.gov.uk/publications/eOrderingDownload/DF&B1652007.pdf

Female genital mutilation (FGM)

T The Worl d Health Organisation defines FGI
partial or total removal of the external female genitalia or injury to the female genital org
whether for cultural or othernon her apeuti ¢ reasons”’

1 FGM is @riminal offence in the UK. It is also illegal to take a child abroad to undergo FGM. A
for whom FGM is planned is at risk of significant harm through physical and emotional abust¢

1 Where a child is thought to be at risk of FGM, practitioners neealct quickly before the child is
abused through the FGM procedure in the UK or taken abroad to undergo the procedure.
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information or concern that a child is at immediate risk of, or has undergone, FGM should r
in a child protection referral follwing Treasure Keepesrocedures

For supplementary guidance please refer to the SET Safeguarding and Child Protection Proc
(May 2019) Safeguarding Children at Risk of Abuse through Female Genital Mutilation:

http://www.escb.co.uk/media/2016/sefproceduresmay-2019final.pdf

http://www.escb.co.k/working-with-children/femalegenitatmutilation/

Forced marriage

{1 Forced marriage, as distinct from a consensual arranged one, is a marriage conducted witho

full consent of both parties and where duress is a factor. Duress cannot be justifietigious or
cultural grounds. A child who is being forced into marriage is at risk of significant harm thrc
physical, sexual and emotional abuse.

Suspicions that a child may be forced into marriage include: A family history of older sib
leavingeducation early and marrying early; depressive behaviour including eaifning and
attempted suicide; being kept at home by their parents; being unable to complete their educat
a child always being accompani ements; aabild taldimgr
about an upcoming family holiday that they are worried about; a child directly disclosing that
are worried they will be forced to marry.

Where a suspicion or allegation of forced marriage or intended forced marriage is rénsesl,
may be only one opportunity to speak to a potential victim and an appropriate initial respons
vital. Professionals should not minimize the potential risk of harm or attempt to be a mediato
Professionals should see the child immediately, ogirtbwn, in a secure and private place an
contact the agency’s named child protecti
(CAIT). If the child is in immediate danger, dial 999.

1 For supplementary guidance please refer to the following:

SET Safeguarding and Child Protection Procedures (May Zaf®yuarding Children Abused Throug
Domestic Violence (2019):

http://www.escb.co.uk/media/2016/sefproceduresmay-2019final.pdf

http://www.escbh.co.uk/workingwith-children/domesticabuse/

Forced Mar r i-aggney guidance onslealmg with forced marriage

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_M
ULT_AGENCY_PRACTICE_GUIDELINES v1 180614 FINAL.pdf

Honour BasedAbuseNiolence
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1 The Metropolitan Police definition of stalled honoutb ased vi ol ence i s:

which has or may have been committed to protect or defend the honour of the family anc
community’. Honour based violetes&se cuts ac
The perceived immoral behaviour which could precipitate a murder include: Inappropriate mi
up or dress; the existence of a boyfriend; kissing or intimacy in a public place; rejecting a fc


http://www.escb.co.uk/media/2016/set-procedures-may-2019-final.pdf
http://www.escb.co.uk/working-with-children/female-genital-mutilation/
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf

marriage; pregnancy outside of marriage; being amiaif rape; inter faith relationships; leaving
a spouse or seeking divorce.

A child who is at risk of honotrased violence is at significant risk of physical harm (includi
being murdered) and/or neglect and may also suffer significant emotional harough the
threat of violence or witnessing violence directed towards a sibling or other family member.
Murders i n tchae Inreadmeh oonfou‘'rso are often the
period of time and are planned. These include: Hoaisest and excessive restrictions; denial ¢
access to the telephone, internet, passport and friends; threats to kill; pressure to go abr
There tends to be a degree of premeditation, family conspiracy and a belief that the vi
deserved to die.

When receiving a disclosure from a child, professionals should recognise the seriousn
immediacy of the risk of harm. Professionals should not minimize the potential risk of harr
attempt to be a mediator. Professionals should see the child immediabelytheir own, in a
secure and private place and contact the
If the child is at risk of honotlvased violence a child protection referral should be made to tt
agency’s named chil d pr@hidAbuse InvastigatienrTeam gCAIA)r
the child is in immediate danger, dial 999.

For supplementary guidance please refer to the SET Safeguarding and Child Protection Procedure
2019) Safeguarding Children Abused Through Domestic Violence.(2019)

http://www.escb.co.uk/media/2016/sefproceduresmay-2019final.pdf

http://www.escb.co.uk/workingwith-children/domesticabuse/

Children and young people missing from care

T
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In recent years there have been a number of Rigbfile incidents of chilcen and young people
missing from care who are at risk or victims of sexual exploitation. A whole systems approz
required by agencies and organisations to reduce the risk of Looked After Children running
and becoming vulnerable to sexual expltiba.

Assessing risk is a vital element in preventing and responding to sexual exploitation and ru
away. It is essential that Associates Tireasure Keeperbave a good understanding of the
individual case histories of children and young people known to it.

The characteristics and risk factors of children and young people who go missing and who .
risk of sexual exploitation include as follows: those Wiawe poor attachments, lack a stable
home environment and may have disrupted or chaotic family backgrounds; those who
previously suffered neglect, those who have been excluded from school, those in residential
children and young people who uskugs and alcohol, or seffarm as a reaction to previous
traumatic experiences; vulnerable young people transitioning into adulthood.

Repeat incidents of going missing even for short periods of time are strongly linked to se
exploitation.

Children ad young people who go missing for longer periods and become detached from &
support are at increased risk of violence and sexual assault and coercion to use drugs and a
It is important to be aware that going missing is not a-prguisite for £xual exploitation.


http://www.escb.co.uk/media/2016/set-procedures-may-2019-final.pdf
http://www.escb.co.uk/working-with-children/domestic-abuse/

Sexual exploitation can occur online or by telephone and does not require physical con
Individuals, groups or gangs can commit sexual exploitation.

Signs of sexual exploitation include inappropriate sexual behaviour, having lamexp gifts,
disengagement from education, substance misuse and behavioural and emotional disruptior
Associates must ensure that child protection concerns are referred to the appropriate agenc
not to conduct the investigation themselves.

Associges should provide appropriate background information to the relevant Local Authol
Department and/or the police so that that they can determine what further enquires andi
action needs to occur.

For supplementary guidance please refemtaw.rip.org.uk/promptmissingCYP

Treasure Keepers also v a wlicy formissing ébsences and away without notification

Radicalization

T

Radicalization is a process by which an individual or group comes to adopt increasingly ex
political, social, or religious ideals and aspirations that (1) reject or undermine the status gt
(2) reject and/or undermine contemporary ideas and expi@ss of freedom of choice. One of
the key issues for Associates is how to take account of the risks presented by extremisn
radicalization as part of safeguarding children and young people.

The process of radicalization involves a complex interplayvéen individual, family and
community factors, including identity and belonging, alienation and boredom, passive suppor
far-right extremism as well as intergenerational attitudes and beliefs. Emphasis is place:
prevention.

“1n or der nfl childcasecptowdders o fulil the Prevent duty, it is essential th.
Associates are able to identify children who may be vulnerable to radicalisation and know wh
do when they are identified.

Protecting children from the risk of radicalisatonshod be seen as part

providers’ wi der safeguarding duti es, an
harms (e.g. drugs, gangs, neglect, sexual exploitation), whether these come from within
familyoraretheppduct of outside influences’”.

The Prevent Duty Departmental Advice for Schools and Child Care Providers (June 2015)
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There is no single way of identifying an individual who is likely to be susceptible to a terr
ideology.

As with managing other safeguarding risk
behaviour which could indicate that they may benged of help or protection. Children or younc
people at risk of radicalisation may display different signs or seek to hide their views.
Associates should use their professional judgement in identifying children who might be at ri
radicalisation and & proportionately.

Even very young children may be vulnerable to radicalisation by others, whether in the fami
outside, and display concerning behaviour.

The Prevent duty does not require Associates to carry out unnecessary intrusion into fimil
but as with any other safeguarding risk they must take action when they observe behaviol
concern.


http://www.rip.org.uk/prompt-missingCYP
http://www.rip.org.uk/prompt-missingCYP
http://www.rip.org.uk/prompt-missingCYP
http://www.rip.org.uk/prompt-missingCYP
http://www.rip.org.uk/prompt-missingCYP

T

If aTreasure Keepeiteam member has a concern regarding radicalisation they should follow
agency’s safeguarding procedures, di scus:¢
deemed necessary, with children’s soci al

In Prevent priority areas, the local darity will have a Prevent lead that can also provide support.

Communication withthe ServiceManageVRisk & Crisis Management

T

Where there are ¢ onc e EmdoyeasbiAssaciateanvotvddiwithdthes
child(ren) and his/her family must disaighis immediately with the Designated Safeguar
LeadManager.
Associates must then completiee Cause of Concern/Safeguarding heading on the case note
share the completedcase notewith the Designated Safeguarding Leadith accompanying
heading h§afeguardi
The Designated Safeguarding Lead completes the Cause of Concern/Safeguarding form &
attached risk assessment to determine follow up actions
o Whether there is a need to make a referral to the Local Authority either because the ¢
is in need of services or because there is evidence of significant harm
o Whether there is a need to seek the views and/or inform other professionals who ¢
have aninvolvement or interest in the child(ren) and his/her family
o Designate who will take any necessary action and within what timescale
o Review the implications of the child protection concerns for the continuation of work w
Treasure Keepers
Treasure KgmersDirector/Responsible Persas also informed
Treasure KeeperB®irectorResponsible Persois also consu#td around any clinical matters
related to the safeguarding concern.
A CAF Form (Common Assessment Framewug) be required to complete a referral to Loca
Authority Social Care and the Associate may need to provide additional information to have
completed.
The CAF form can be downloaded framvw.education.gov.ukt is important to consider all the
children in the family who may be at risk.

The ations anddiscussios must be fully recorded in the following ways:
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Cause of Concern/Safeguarding Form is completed by the Designated Safeguarding Lead.
recorded on thaelevant case file and also in the Service Managers Safeguarding Folder.
Details about the Causd €oncernSafeguardingre recorded on the Excel Spreadsheet of th
same name, to provide guick overview of concerns within a given period.

Case files are risk rated Red, Amber, Giieditatingthe level of risksafeguarding concerndhis
rating takes into account the level pbtential harm and placement stability, raisipgactitioner
awareness to safeguarding and wellbeing measures.

The risk level on cases is regularly reviewed by the Designated Safieguazald.


http://www.education.gov.uk/
http://www.education.gov.uk/

1 In all sitwations, if the Designated Safeguard Lead is not available then the Clinical & Se
Director will take the appropriate action as outlined.

1 If the decision taken is that no further action should be taken, then the matter will rest there.

1 If, however, theDesignated Safeguard Lead, or whoever is acting on their behalf believes t
are concernsthat reach the threshold of Social Careralvement ie. Thurrock Local authority
threshold is

o Tier 1 Universal Services Children with no additional needs.ré&hilgdho made good
overall progress in all areas of universal development and receive appropriate unive
serviceqthis could result in sign posting to universal services or No further action

o Tier 2 Children with additional needs Children whose health and development may
adversely affected and who would benefit from extra help in order to make the best
their life chances(referred to commonly as Early Hel@AF would be required in this
instance$

o Tier 3 Children with multiple needs Children whose health and/or development is be
impaired or there is a high risk of significant impairmefreferred to commonly as
Children in Need)

o0 Tier 4 Children in need of protection Children who are experiensigigificant harm or
where there is a high likelihood of significant har(referred to commonly as Child
Protection).

If the threshold for tier 2,3 4smett hen a referral to the relev

Authority where the child resshould be made

1 All serious referrals (serious injury, death of a child, serioushseth, or suicide) must be notified
to OFSTEMithout delay andwithin 24 hours—seeSignificant Incidenislotifiable Everd policy.

Notifiable Evens/Significant Incidents
1 Ofstedshould be informedvithout delay andvithin 24 hoursof any notifiablésignificantincident
1 Please follow the guidance detailed in theedsure Keepers§ignificant Incidences/Notifiable
Events Policy
1 If a notification is requiredlpease refer to the Ofsted fo
adoption support agencies’ which can be f
1 Tell Ofsted about an incident: children's social care notificatGOV.UK (www.gov.uk)

| KAftR t NPGSOGAZ2Y wWSFSNNIfa (G2 / KAftRNByQa { SND.

1 Where there areconcerns that a child is at significant risk of hatren a referral to the Local
Aut hority Children’s services where the ¢

1 If there are concerns about thenmediate safety or health of a child, then emergency services
should be contacted on 999.

1 The Local Safeguarding Board Procedures will specify if there is an agreealjeney referral
form, this should be completed by the Designated Safeguardingwigadhformation agreed by
the Associate.

1 If there is an allocated Social Worker for the child, they and their manager should be contact
there is no allocated Social Worker thaf&uarding Procedures for the relevant Local Authori
should be fdbwed.
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https://www.gov.uk/guidance/tell-ofsted-about-an-incident-childrens-social-care-notification

Child protection concerns should not wait for paperwpottke timescale for repoting should
reflect the seriousness of the concern.

If the Local Authorityreferral is made via telephone this must be followed up in writing within <
hours.

If the concern arises and is considered significant enough Out of Hours service shou
contacted

In the light of the referral, the Local Authority will make a decisi®to whether to hold a Strategy
Meeting.Treasure Keepetmay hol d its own ‘safeguarding
within 48 hours to discuss the case with all the relevarasure Keeper&ssociate Practitioners
working with the identifiedamily and the Designated Safeguard Lead.

The outcomes from this meeting will be recorded and placed on the case file

The relevanfTreasure Keeper&ssociate Practitioners working with the identified family and th
Designated Safeguard Lead may be ird/iteparticipate at the Strategy Meeting/discussion. The
role at this meeting is to ensure that the referral information is fully understood.

Treasure Keepemsill provide a written report foany ChildProtection Conference if requested in
addition to the original referral form.

Involving Parents Regarding Referral to the Local Authority

T

Where possible, relevanireasure KeeperAssociate Practitioners working with the identifiec
family should seek to discudsetir concerns with the parents/carers and inform them regardir
the intention to make a referral to the Local Authority.

All families prior to their engagement areasure Keepemare informed that this can sometimes
happen.

However, the overriding corderation is for the safety of the child or any other child/ren in th
family and so there should be no undue delay in making an appropriate referral.

There may be some exceptions to informing parents or carers of the decision to make a cl
safeguardig referral, such as if it is considered likely that discussion would place the chil
further risk of significant harm, risk interference with the police investigation or place f
Associates member at personal risk.

In this case Associates members ddodiscuss their concerns with the Designated Safegue
Lead

All discussions and actions taken should be recoatethe Cause of Concern/Safeguarding For
and placedot he child’ s file as well as in the

Discusion with the Child
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If a child protection concern arises from contact with a child, the degree of discussion with
child will depend on t h,eouchould bt ask the ghdd peolming
questions about any disclosure, but you adarify what you have been told.

Listen carefully to what the child/young person tells you. Reassure them that they have done¢
right thing in making a disclosure and tell them they are not to blame.

If it is considered safe to do so and if the child dgesappropriateunderstandingthe child should
be informed of the intention to make a referral to the Local Authority



T

If the child wants to talk about what happened, the relevaieasure Keeperéssociate
Practitioners working with the identified family should listen and make a motieshould not
encourage further disclosure.

Care should be taken not to compromise any subsequent child protection enquiries or pt
investigation. Associates should avoid asking leading questions.

As soon as possible, take care to recor d
the date, time and setting and any names mentioned, to whom the information was given
other people present. Sign and date the record. Please record any historical abuse mentione
refer to the Designated Safeguarding Lead who will support witkemréig to theLocal Authority
using theSafeguarding and Child Protectiprocedures

Allegations of Historical Abuse

T

Responses to allegations by a parent or child/young person that they have been abused i
past must be given the same priority asmunt abuse.

There is a significant likelihood that the alleged perpetrator will have continued and may sti
abusing children. A criminal prosecution remains a possibility if sufficient evidence car
obtained.

If a child or adult discloses abuseat happened in the past, the member of Associates must recc
what is said and details of the allegation. It should be established who is the alleged perpetr
whether his/her recent or current whereabouts is known and whether the person has or iggha
contact with children.

If a child or adult is making the allegatiofiseasure Keeper&ssociates should follow the same
procedures as already described.

Consideration must be given to the therapeutic needs of the adult and reassurance given
even without their direct involvement all reasonable efforts will be made to look into what t
been reported.

The Local Authority whose is responsible for undertaking the Section 47 enquiry will establ
there is any knowledge regarding the allegeergetrators current contact with children and
inform the police and also advise the police whether the adult requests a police investigatior

Recording of Child Protection Concerns
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A careful and full record, (verbatim where possible) should be made of what the chilc
parent/carer or any other informant has said regarding the child protection concerns.

Any signs or symptoms of significant harm or injury observed should aléadlpeecorded as
described abovgethis should be factual, what is actually seen, not what Associates believe
have happened.

Any action taken or discussion withineasure Keepemnd/or with outside agencies in respect of
child protection concernsshul d be recorded on the child
Any significant development in the case should be recorded ois#ieguardingracking form.
RelevanfTreasure Keeperassociate Practitioners working with the identified family responsib
for the case, mustipdate the Degnated Safeguarding Leadth any significant development or
new information regarding the case.

Designated Safeguarding Leadll share all completed Cause of Concerns/Safeguaréargs
with every Associated assigndaketfamily and the Clinic&l Service Director.



All registered child protection cases that are logged inSageguardindile will be reviewedveeklyand the
tracking from updated accordingly.

Children subiject to a child protection plan

T

Treasure KeeperAssociates will maintain their safeguarding responsibilities in relation to thc
children referred toTreasure Keepemsho are subject to a child protection plan.

If there are significant new developments Designated Safeguard Leadhfeiiini the Local
Authority immediately and follow the referral procedures as outlined above.

The only two exceptions to this will be cases where a disclosure has been made of historical
and the Local Authority has resolved the matter or where the kvoas ended withTreasure
Keepersand the case has been handed ovidowever it should not be assumed that historice
disclosures had been addressed, and usually Safeguarding and Child Protection procedures
be followed.

Allegations of child abuse involvingireasure KeeperEmployeesAssociates or other professionals
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Please refer to the Treasure Keepers policysanificant Incideres/Notifiable Events

An allegationis lkely to be conglered a notifable eventto Ofsted.

All safeguarding processasdetailed within this policywould be followed in addition to notifying
the LADQand the LocaChildPratection Team/MASH.

The role of the Local Authority Designated Officer (LADO) is to investigate an adult who v
with children/young people where:

Behaviour has harmed or may have hadhra child

Possibly committed a criminal offence against or related to a child

Behaviour that may suggest they are unsuitable to work with children

If any member of Associates @teasure Keepersecomes aware of concerns or is suspiciot
about the abue of a child by a person(s) working for or on behalffdasure Keeperthese
concerns must immediately be discussed withe DesignatedSafeguarding Leddlanageror in
their absence The Clinical & Service Direct®kease also refer to thelreasure Keepers
Whistleblowing policyfor further details.

The requirements for a referral making a child protection allegation ipaetsof a person(s)
working for or on behalf ofreasure Keepeiare the same as for all other referrals. If the concer
requires an enquiry to be initiated under Section 47, Children Act 1989 a referral should be r
to the referring local authority anafr the appropriate local Police Child Protection Team
accordance with the Local Safeguarding Procedwesvell as being a notifiable event to Ofstec
Where there is concern that a member of Associates has acted inappropriately, a copy o
referral must also be sent to referring Local Authobgsignated Officer (LADO). When referrin
to the Local Authority there should be immediate discussion with the LADO.

The Local Authority or the Police will decide whether to convene a strategy meeting to con:
how the allegation will be dealt with.

If there are concerns about the conduct of a professional or any member of the public in res
of a child that members ofreasure Keeperdssociates have had contact with th@neasure
KeepersAssociates should follow the normal procedure of inforning Designated Safeguard
Lead.




1 The Designated Safeguand Lead would then contact the Referral and Assessment Team in
area in which the incident occurred or where the child lives, as appropriate.

ADULTAFEGUARDING

Lagislation Framework for Adult Sefjuarding

==

Human Rights Ad998

Sexual Offences A2D03

Disability Discrimination A&003

Domestic Violence Crime and Wies Act2004
Mental Capacity AQ005

Sakguarding Adults National Framework of Standar@905
Mental Health Act2007

Care Ack014

Anti-Social Behaviour, Crime and Policing 2044
Seious Crime Ac2015

CounterTerrorism and Security A2015
Domestic Abuse Act 2021

=4 =2 -4 4 8 4 -5 -4 -8 -9 4

PracticeGuidancefor Adult Sagéquarding

1 Information Sharing Guidance for Safeguarding Practitiop@is
1 The SEBafeguarding\dults(2019)
1 SET Preent Policy and Guidance (2019)

Linked Treasurd&eepersPolicies

=

ConductManagement

Compliments and Complas
Confidentiality

Covid19

DataProtection and Privay

Drug and Alcohol

Health and Safety

Internet and Computer Use

Missing, Absenbr Away without Notification
Out of Hours

QualityAssurance

Safer Recruitment

Significant Incident and NotifiabEvents
Supevision

Whistleblowing

=4 =4 -4 4 4 4 4 -4 -5 -4 -4 -4 4
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9 Visitors

Safeguarding adults means protecting a person
Safeguarding is everyone’'s responsibility.

To protect vulnerable adults from mistreatment and improve their quality of life, caregivers must follow
principles of the Care Act 2014.

The aims of safeguarding adults are:

e To prevent harm and reduce the risk of abus

e To safeguard individuals in a way ttiolarthovwsthep
choose to |live their Iives “Making Safeguardi
e To promote an outcomes approach in safeguar
possible

e To raise public awar enes dcosinunitietas t whole play theirpartor

preventing, identifying and responding to abuse and neglect
Definition of an adult at risk:

1 Aged 18 years or over;

1 Who may be in need of community care services by reason of mental or other disability, a
illness;

1 and who is or may be unable to take care of him or herself, or unable to protect him or hel
against significant harm or exploitation.

You have the responsibility to follow the 6 safeguarding principles enshrined within the Care AcTR81+
principles aim to emphasise that everyone in care is a human being with wants and needs. They defin
important it is to involve a service user in the process of assessing their safeguarding needs.

Six key principles underpin all adult safequarding work:

Principle 1 Empowerment- Personalisation and the presumption of persled decisions and informed
consent. *“1 am asked what | want as the outco
what happens.”

Principle 2 Preventior-It is better to take actionbefore ar m occurs. “1 recei Ve
about what abuse is, how to recognise the sig
Principle 3 Proportionality-Pr opor ti onate and | east intrusive

am sure that the professionals will work for my best interests, as | see them and they will only get invc
as much as | require.?”
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Principle 4 Protecton-Support and representation for thos
report abuse. | get helfp take part in the safeguarding process to the extent to which | want and to whic
am abl e.”

Principle 5 Partnership Local solutions through services working with their communities. Communities h
a part to play in preventing, detectingandreparty negl ect and abuse. “I
and sensitive information in confidence, only sharing what is helpful and necessary. | am confiden

professionals will work together to get the b
Principle 6 Accountabilf—Accountability and transparency i
role of everyone involved in my |ife.”

Alongside the Care Act 2014 principllee Mental Capacity Ac2005guiding principles should be considerec
also.

5 Principles Whickinderpin The Mental Capacity Act:

In order to protect those who lack capacity and to enable them to take part, as much as possible in dec
that affect them, the following statutory principles apply:

* You must al ways ass essdisprovgdeotheswosse has capacit:

e You must take al/l practicable steps to enahb
* You must not assume incapacity simply becau
e Al ways act, or deci de, rbestrinteestsper son without
e Carefully consider actions to ensure the |e

Categories of Abuse

Abuse and neglect can take many forms. Organisations and individuals should not be constrained i
view of what constitutes abuse or gkect, and should always consider the circumstances of the individ
case.

Abuse includes:

1 Physical abuse including assault hitting, slapping, pushing, misuse of medication, restrain
inappropriate physical sanctions.

1 Sexual abuse- including rapeand sexual assault or sexual acts to which the adult has 1
consented or was pressured into consenting.

1 Psychological abuseincluding emotional abuse, threats of harm or abandonment, deprivatic
of contact, humiliation, blaming, controlling, intimidan, coercion, harassment, verbal abuse
isolation or unreasonable and unjustified withdrawal of services or supportive networks.

1 Modern Slavery- See human trafficking section.

1 Financial or materialabusei ncl udi ng theft, fraud, expl o
financial affairs or arrangements, including in connection with wills, property, inheritance
financial transactions, or the misuse or misappropriatdmproperty, possessions or benefits.

1 Neglect and acts of omissienincluding ignoring medical or physical care needs, failure to provi
access to appropriate health, care and support or educational services, the withholding of
necessities of life, such as medication, adequate nutriéind heating.
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1 Self— Neglect—-t hi s covers a wide range of behawv
hygiene, health or surrounding and includes behaviour such as hoarding. It is importar
consider capacity when seateglect is suspected. Also cder how it may impact on other family
members and whether this gives rise to a safeguarding concern.

1 DomesticAbusé Violence- Domesti ¢c violence and abuse |
of threatening behaviors, violence or abuse betweendalts who are or have been in a
relationship together, or between family

1 Discriminatory abuse including discrimination on grounds of race, gender and gender identi
disability, sexual orientation, religioand other forms of harassment, slurs or similar treatment

1 Organisational abuse including neglect and poor care practice within an institution or speci
care setting like a hospital or care home, e.g. this may range from isolated incidents to cuntir
ill-treatment.

Where AssociatetStaff become concerned about an Adult they should complete the Cause of Conc
Safeguarding section of the casete file and share this the Designated Safeguarding Lead.

Paperwork should not take precedenwhere concerns arsignificant serious these should be acted o
immediately.

Where an adultphysical or mental health or safety is of critical concern emergency services shoul
contacted without delay.

Where concerns are shared with the Designatafeguarding Leadhey will use the principles in Child
Safeguarding and Protectigmocess and the guiding principles of the Care Act 2014 and the Mental Capi
Act 2005.

Treasure Keepergporting and recording of adult Causes of Concern/Safeguafdliiiogv the same policy as
Child Safeguarding and Protection.

Local Adult Safeguarding procedures will be followed to report any concerns to Local Authority Adult set
In Thurrock this is SET Safeguarding Adults, referral forms are available odlingr@Safeguarding Folder.

Where Associates, Staff Members or Professionals are believed to be responsible for causing
contributing to harm to a Child or Vulnerable Adult there are additional processes Treasure Keepers
follow.

The response tallegations of misconduct bireasure Keepewsssociates / Staff members and professiona
will potentially havesixrelated but separate procedures:

1 A Child Protection enquiry, if undertaking by the Local Authority

1 Internal Review of processes for learning

1 A possible Police Investigation into alleged criminal behaviour

7 Disciplinary procedures can be started regardless of the outcome of Child Protection Enqu
Police InvestigationThe Managers will also need ¢ve immediate consideration in conjunction
with advice from the Police and the Local Authority as to whether the Associates member st
be temporally suspended from work or transferred to other duties pending the outcome of
above investigations
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1 The need to inform OFSTED regarding the occurrence of a child protection mattéer to
National Minimum Standards
1 Referral to the Disclosure and Barring Service.

Duty to referring to Barring Service (DBS)

Treasure Keepers untdewtakhechrédukated activit:
https://assets.publishing.service.gov.uk/government/uploads/system/upklattachment data/file/5501

97/Requlated activity in relation to children.pdf

Regulated activity providers (employers or volunteer managers of people working in regulated activ
England, Wales and Northern Ireland) and personnel suppliers have adlggalo refer to DBS where
conditions are met. This applies even when a referral has also been made to a local authority safegu
team or professional regulator.

T
T

Legal duty to refer: thébelow two conditions that must be met
If you are aegulated activity provider or fall within the category of personnel supplier, you mi
make a referral when both of the following conditions have been met:

Condition 1

0 Yyou withdraw permission for a person to engage in regulated activity efitkdren and/or
vul nerabl e adults. Or you move the pe
activity.

o This includes situations when you would have taken the above action, but the person
re-deployed, resigned, retired, or left. For exampldeacher resigns when an allegatior
of harm to a student is first made.

Condition 2
0 You think the person has carried out 1 of the following:

A engaged in relevant conduct in relation to children and/or adults. An action
inaction has harmed a child or velrable adult or put them at risk or harm or;

A satisfied the harm test in relation to children and / or vulnerable adelig.there
has been no relevant conduct but a risk of harm to a child or vulnerable still ex
or

A been cautioned or convicted of a relent (automatic barring either with or without
the right to make representations ) offence

Relevant conduct in relation to children

1 A child is a person under 18 years of age.
1 Relevant conduct is:

T A person
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endangers a child or is likely to endanger a child

if repeaied against or in relation to a child would endanger the child or be likely
endanger the child

involves sexual material relating to children (including possession of such material)
involves sexually explicit images depicting violence against human bémagisding
possession of such images)

is of a sexual nature involving a child

s conduct endangers a child if t


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf

harm a child

cause a child to be harmed
put a child at risk of harm
attempt to harm a child

0 incite another to harm a child

O O O O

Relevant conduct in relation to adults:

1 A wvulnerable adultis a person aged 18 years or over who is being provided with, or gettinga s
or assistance which is classed as regulated activity for adults.
1 Relevant conduct is:
o0 endangers a vulnerable adut is likely to endanger a vulnerable adult
o if repeated against or in relation to a vulnerable adult would endanger the vulnerable al
or be likely to endanger the vulnerable adult
o involves sexual material relating to children (including possessiomcbf material)
o involves sexually explicit images depicting violence against human beings (incl
possession of such images)
o is of a sexual nature involving a vulnerable adult
T A person’s conduct endangers a vulnerable
harm a vulnerable adul
cause a vulnerable adult to be harmed
put a vulnerable adult at risk of harm
attempt to harm a vulnerable adult
o0 incite another to harm a vulnerable adult
1 A person satisfies the harm test if they may:
o harm a vulnerable adult
cause a vulnerable adult tee harmed
put a vulnerable adult at risk of harm
attempt to harm a vulnerable adul
incite another to harm a vulnerable adult

O O O O

O O O ©

Look at a list oéxamples of harm to vulnerable adu(BDF56.3KB1 page.

Arrangements for Associates and rs#ce users to contact the Local Authority or Registration Authority
regarding any concern about child welfare or safety

1T Details of how to complain are included i
users.
T This includes the telephone numbers of

t h
the out of hour’s duty t&emm where the chi
1 Treasure Keepersssociates will also have access to this information.

The role of other professionals contracted to work on behalfbfeasure Keepers
1 In some circumstancesfreasure Keepergollaborates on pieces of work with specialis
consultants such as a Psychologist or a Psychiatrist who are employees of another organise
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/500137/Examples_of_harm_in_relation_to_adults.pdf

T

When a person from another agency highlights a child protection concern, it is the responsi
of Treasure Ke p e r 'ogate/StafsMember tonevertheless to followfreasure Keepengolicy
and procedures as out lined in this document, regardless of whethestlaging professional is
following their agency process.

Risk Assessment & Management

Treasure Keegrs ® value the safety of our Young People and their Families/Placements highly.

T

Risk information/Trauma Response information is gained at the point of referral on the referi
form

A risk assessment is completed by the Designated Safeguarding Leadr&r€aspers ® Manage
as part of the assessment process

Every Service User is given a Red, Amber or Green (RAG) risk rating

All Red rated Service Users are reviewed weekly by the Treasure Keepers ® Manager and t
shared with the Clinical/Service Ditec

Intervention records are regularly reviewed by the Treasure Keepers ® Manager to determir
whether their RAG rating is still current and to adjust if required.

Any concerns about a Service User or Adult are reported to the Service MAD&gdor decision
making, support and management planning.

Pl ease r ef er Cononurscetiontwithothre Séniicé Maaater/Risk & Crisis

al v I 3 S withiyf ihiQPolicy

Identity & Visitors
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All Treasure Keepers Empées& Visitas are required talearlydisplaytheir company identity
card.

Anyone wihin the premises without an ID card should be challenged.

Peaserefer to the Treasure Keepek&sitors policyfor details about management of visitors
within the Treaure Keepers prerses.



Treasure Keepers 8afequarding Flow ChafProcedure)

TREASURE

KEEPERS

Practitioner identifies a
cause of concern or

safeguarding issue within

the session.

Practitioner explains the need to D5L:JO GROOM
share the concern with DSL and TEL: 07984948091
potentially social care.

manager@ treasurekeepers.co.uk

Discuss with DSL first and seek
advice on how to proceed.

- _=

Explain the duty to share

information to protect.
Does speaking to the parent/

carer/relative of the young Explain that you are asking
person or adult place them at for consent to share the
increased risk? information with Social
Care. And why.
YES NO

Remember you cannot
promise not to share

Practitioner records the discussion of
consent to share onthe case note on
Write UPP and shares with DSL.

< 5

DSL completes Cause of Concern/
Safeguarding Record and uses the
risk assessment to inform further

information.

Is consent given?

Practitioner records the discussion of no consent on
the case note on Write UPP and shares with DSL

—_— =

DSL completes Cause of Concern/Safeguarding Rec-

ord and decides if the level of risk warrants sharing
information against consent requirements.

=

Cause of Concern/Safeguarding record is completed by DSL and recorded on SHAREPOINT- completed form with any
follow up actions is shared/discussed with practitioner.

Parties are notified of the decision to share information with Social Care—regardless if consent has been given or
not—unless this places a child/vulnerable adult at increased risk of harm.

DSL completes CAF / contacts Social Care and shares the information.
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TREASURE

KEEPERS

CONDUCMMANAGEMETPOLICY

Leqislation Framework for Conduct Management Policy

9 TheCare Standards Act 2000

1 The Adoption Support Agencies (England) and Adoption Agencies (Miscell&mendments)
Regulations 2005

1 Legslation linkedto Child and AdulSafegarding and ProtectiorPolicy

Practice Guidancdinked to Conduct Managment Polcy

1 Adoption: NationalMinimum Standard2011 (pdated 2014)

1 HCPGStandards oProficiencyPractitioner Psychologists July 2015

1 Ethical Framework for the Counselling Professiemsnally adopted 1 July 2018
1 Socal Work Professional Standards 2020

LinkedTreasureKeepers Policies

=

CHld and Adut Safeguarding and Protection
Complments and Complaints
Confidentiality

Covid19

Data Protectiorand Privacy (Emplogs andAssociatek
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1 Visitors Policy.

Introduction

Treasure Keepersrive for excellerte and innovation and onbccept the highest standards of conduct froi
Employeesand Associates.

All Employes and Associates are expected to wharofessional andntegrity at all times.

All Employes and Associates are expectedaithere to every Treaure Keepers policy without exception.

Professional Standards

All Practitioners are required to assure their own quality of practice in line with guidametiie Health
Care Professionals Countiie British Psychological Societyd their own professional regulating bodies

Employees/Associateare also rquiredtobe’ f i t t’'o ipm alSdctpreld Wnessof Workers [The
Adoption Support Agecies (England) and Adoption Agendidsscellaneous Amendments) Regulations 201

This includes:

In the event that an Eployeg/Associatefails to meetprofessional standard€ode of Conduct they will be
subect to Treasure Keepers Disciplinary (Emy#es) orcontractual reviewprocessesAsseiates).

This may resulhia termination ofcontract.
Please also refer to th8igrificant Incidents/Notifiable€Eventspolicyas poor conduct oallegations against

EmplogesAssaiatesmay result in a notification to OfstedBS and Regutaly Bodies such as
HCPOJKCPBACP
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The Treasure Keeper®@e of @nduct

Treasure Keepergromote our TOGETHER Code of Con(hext below)

S B
«~T TREASURE
"} KEEPERS

Turn up for each other (prepared and on time).

Open and Honest in how we are.

Grow our understanding of self and others .

Everyone uses kind hands and feet.

Treasure your safety and well-being.
Hear each other.

Everyone works together.

Respect space, privacy, values, individuality and

.
O
G
E
o
H
E
R

opinions.
Remember we are in this TOGETHER !

Young People, Parents, Carers & Professionals

1 ThisCode of Gnductoutlines our expectationsegarding Eployeé s a n d ’'sfbehawoari
towards their colleaguessupervisorsservice Users, Overall organisatignand the General Public

1 Treasure Keeps promote freedom of expression and opeommnunication

Employees and Associatase expectedo follow the TOGETHERo0de of Conaict

1 Employeesand Associates are expectto foster a respdtul, relational and well aganied
environment.

==
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Duties

Associate and Employeeare requiredto devote such of their time, attentigrand skill to theébusiness of the
Companyas shall be necessary for the proper performancthefserviceagreed.

TheEmploge/Assaiate agrees to undertake theervicesn an expert and diligent manner and to provide th

services to the best of their commercaidtechnical skiljwhich may reasonably be expected of a professic
person acting in thie capacity

Dress @©de & Appearance

Employeesand Associates are requirgéd dress in a manner that is suitable and appropriate to the
Company’s business both within the workplace

Theyshouldpresent a professional image with regard to appearance and standards of dress.

AllEmployeegAssociatesare required to be neat, clean, wgfoomed and presentable whilst at work,
whether workingfor the Company.This includes on videgessions.

Personal Hygiene

In addtion to the minimum standards of dress and appearance set out abovenalbyeegAssociatesare
required to take all reasonable steps to maintain acceptable levels of personal hygiene. This includes
that you do not have body odour, dirty or stadenellingclothing, dirty hair or bad breath whilst at work,
whether workirgon Company business representing the Company

Poor personal hygiene can result in an unacceptable working environment for other employees, given
close proximity in which you have to work, and it can create a negative image of the Company when d
with service users or clients.

The Company aepts that, occasionally, a problem of body odour or bad breath may be as a result of a
health or medical issue and may not always be due to a lack of personal hygiene. In this case, you shc
medical advice from your doctor and follow that advice.

Druqg & Acohol Use

Alcohol and drug misuse or abuse can be a serious problem within the workBlapédoyeesAssociatesvho
drink excessively or take unlawful drugs are more likely to work inefficiently, be absent from work, hav
accidents and endanger their colleagues.

The Compay has a duty to protect the health, safety and welfare of akitgployeegAssociates

However, the Company recognises that, for a number of reagnployeegAssociatesould develop alcoho
or drug related problems.

In relation to drugs, these rules apply to those that anlawful under the criminal law and not to prescrib
medication. These rules aim to promote a responsible attitude to drink and drugs and to offer assi
to employeesvho may need it.
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If it is considered that an Employessociatehas an alcohol or drug problem which affect®nduwct or
performance at work and you refuse the opportunity to receive help, the matter will be referred for a
under t he Company’ s di s ci p(Employeesy Likgwisey @ afteu aceeptin
counselling and assistance, and following review araduation, your conduct or work performance reverts
the problem level, the matter may also be dealt with through the disciplinary procedure.

Lateness/Absenteeism

All employeefAssociatesare expected to report for work punctually and to observe the normal hours of \
laid down in theircontract of employment, including the provision for lunch breaks. Failure to report for:
on time is detrimental to the efficient running of ti&ervice

If EmployeefAssocides areunable to attend work or are going to be delayed by the weattwrditions or
due to major disruptions to public transport and/or road networks, you should contact management a
the settingas soon as possible to discuss your situation

EmployeeBAssocides are responsible for ensuringpey arrive/or are ready towork early enough to enabl
you to begin work at your appointed start time.

If EmployeeBAssocides are going to be late for workthey must make every effort to contacthe
Manager/Drector by telephoneas soon as possible to notifyf this fact and of the timéhey expect to arrive.

Failure toAdhere to the Conduct MnhagementPolicy

If Emplyess failto adhere to the coductmanagementwvithin this policy (and within therBployeeHardbook)
then disciginary processes Wilibe actoned.

If Associatesail to adhere to the coduct managementwithin this policythen termination of contract may b
actioned.

Termination of Contract for Associates

If Associates violatthe termsof their contract then their contract will beerminated.

This policy is an extision of the agreed cordct for provision of sefices (Associates)
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TREASURE

KEEPERS

COMPLIMENT& COMPLAINTHOLICY

Leqgislationrelevant to Complments and Complaits Policy

9 Children Act 289
 Cae Standads 2000
1 Adoption andChildrenAct 2002

Practice Guidance for Compiients and Complaints Policy

1 Working Together to Safeguard Children 2018
1 Adoption National Minmum Sandards2011 (updéed 2014)
9 PractitionerStandards of practice listad @nduct Management Policy.

LinkedTreasureKeepers Policies

Childand AdultSdeguading and Protection
Gonduct Management

Confdentiality

Data protection and Privacy

Drug and Alcohol

Internet/Computer Use

Signifcant Inciegent andNotifiable Eents
Whistlebloving
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Introduction
As a Service we value feedback.

Compliments and complaints are valued as a source of information and enable us to reflect on how
further improve and innovate in our service.
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We encourage feedback from our Servidsers (Adults and Childreand have a postbox outside the
consultation roomsn which they can pst their thoughts and ideas.

All service users, referrers and training course attendees will have access to this policy.

Chidrenandgung people also have a separate chil d
is available in printout or can be downloaded from our website.

Complaints will be handled with efficiency and each stage will be concluded within 28 days
Compainants will have the right of appeal
Confidentiality will be maintained at all stages.

Compliments

Treasure Keepers ® aims to use compliments to enable us to develop a service of excellence and t
encourage all our professionals to be the best they lvan

A compliment may be made about an individual, or the organisation as a whole and may be made t
those external and internal to the service.

Aims of the Compliments Policy

V To ensure that compliments received are properly recorded, acknowledged and communicat
the individuals who are being complimented.

V To identify areas for improvement and potential good practice can be identified and used to
promote a higher quality gberformance.

Making a Compliment

We ask that the individual provides some key information so that we may log the compliment formal
Information we ask for:

1) A name (although the compliment provider may remain anonymous)
2) The work or Treasure Keepers ® Associate it is regarding
3) Brief details of the compliment.

Any compliments will be passed on to the relevant Associate within 3 working days.

Once the compliment has been dealt with and relevant parties informed Treasure Keepers ® will rec
for future reference, with the irdrmation being used for example during staff members appraisals or |
the wider context any company performance monitoring reports.

Complaints
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Treasure Keepeltsave a complaints management process.

Such complaints would be invited for submission to the@or of Treasure Keepeis to the Service
Manager.

If the complaint should be about the Director, then all Service Users are advised at the point of initia
contracting how they can make a complaint to the British Psychological Society; and/or thie Cia
Professionals Council; or to Ofsted.

The complaints procedure as detailed below would be initiated by the Director and then if it cannot t
resolved through step 1 (informal) then this would follow the process of step 2 (formal) but would be
reviewed as in step 3 by the independent person. This would be to avoid bias.

If the complaint is about the Registered/Service Manager, then this should first be raised to the
Clinical/Service Director and then the complaints process (see below) will be fdllbveguired.

I f a complaint is about the service as a who
Treasure KeepeiServices Guide) to contact their referring Local Authority Commissioning Team.

Aims ofthe Complaints Polig

V The aim of this policy is to enable any individual who comes into contact with Treasure Keep
have information regarding the process in place for receiving formal feedback on the service:
which we provide.

V Treasure Keepetselieves it vital to operat in an open and accountable way in order to build
commissioner and Service User trust and therefore gladly welcomes all types of feedback, in
negative.

V Treasure Keepers&@ms to respond to comments positively in order to ensure that we keep ou
commitment to clients and provide as quality a service as possible.

V This policy sets out the process that a complaint will go through from its inception to its
satisfactory resolution agreed upon byeasure Keepers ® atiee complaint creator.

V Despite tle set route that such comments take when receivedbyasure Keepers ®very case is
considered individually so that the most relevant action is taken.

The purpose of the Complaints Procedure

Initially the purpose of formally processing complainti®¢é able to determine the cause of the
complaint.

This can then lead us to assess why this complaint came to be and if relevant improve processes tc
prevent reoccurrence.

There are two desired results of the complaints procedure:

1) Initially to ensurehat the complainant is fully satisfied with our proposed resolution.
2) To enabldreasure Keepet® look at the way we manage services using the complaints to
assist us in avoiding the issue occurring again in the future.
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By analysing the complaint, we believe we can provide a better quality service to our Users.

We encourage individuals who wish to make a complaint to conieedisure Keeperdirectly by email on
manage@treasurekeepers.co.uk

Treasure Keepemways aims to provide a timely response.

The more information provided, the quick&reasure Keepemsill be able to provide a satisfactory
response.

Treasure Keepers will ensutemplaintscan be made by a person acting on biéleha child Detailsof
how to do this are provided within the ChildrenGuide (pagel0)which isdistributed to every Child and

YoungPersorreceivingTreasure Keepers Services.

Our responsibility when dealing with complaints

Treasure Keepers ® has a responsibility to deal with all complaints impartially and in a confidential
manner, with names only being revealed in instances where information is required for any arising i
action.

Although we try to resolve any complaimimediately a formal response will be sent within 5 working
days to the individual who has lodged the complaint.

This will either summarise our findings and explain what Treasure Keepers ® thinks is a fair solutior
complaint, or in more serious casenforming the complainant of the current status of the process and
when they should next expect to hear from us.

It is at this point in the process that Treasure Keepers ® must take the decision if any concerns ove
Associate’ s f ivabeemsasedt o practice ha

If this is the case it is our duty to report our findings to the HCPC (or other regulating Bisigll (see
significant incidences/notifiable evenpolicy) and cooperate with any further investigations that they
may wish to conduct.

Treasire Keepers will ensure that no person making a campis subject to reprisal.

Complaints Process

A copy of the Complaints Policy is availdbleService Users. This can be downloaded from the websi
is available in the welcome pack given to each Service User.

Step tinformal:
I. A complaint about the service can be made verbally, in writing or electronically tc
Service/Registered Managerm#énager@treasurekeepers.co)ubr to the Clinical & Servic
Director Vikki Cohervikki@treasurekeepers.co.yuk
il. A writtenor electronic acknowledgement will be sent to the complainant within 5 working ¢
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The complaint will be investigated by the Manager, or Director within 10 working days ¢
complaint being acknowledged.

The initial action is to discuss the matterffarmally and they will endeavor to resolve tt
situation to the satisfaction of the complainant. Ideally a face to face meeting will be held.

Step 2: Formal

Vi.

Vii.

Viii.
iX.

I f the compl ai n tunresavedathenManagea wilt imviteehe complanant
complete complaints form, providing details of their complaint and the outcome they woulc
A formal investigation will then be carried out to explore the complaint, this process will ta

days

This investigation is likely to involve speaking with professionals at Treasure Keepers, ok
statement s, considering the child’”s or
information.

Sometimes as part of this investigation the qaainant will be invited to a meeting to discu
their complaint.

If the complainant is not satisfied following this meeting, they will be invitetespond to the
investigation process in writing.

This response will go to the Registered Manager angi&=Clinical Director to respond to.
the complainant has a communication problem, then the Registered Manager will commui
with the complainant in the most appropriate way.

The management team will formally respond in writing within a furtheda@s with Treasure
Keepers position® statement to the complainant, clearly setting out the:

- Original complaint

- The range and content of the investigation

- Content of any statements obtained

- The management team’'s conclusion

The commissioning Local Authority will also be sent a copy of this report.

If the complainant is unhappy with the formal response, they have a further 28 days to it
Treasure Keepeisf this and take the complaint tstage three.

Step 3: Independent Review

The Independent Person, Kirsty Sullivan, will then carry out an independent review of the complaint

Our Independent Person is Kirsty Sullivan. Tel: emieitysullivanhrservices@gmail.com

A report by our independent person will then be completed within a further 28 days and will have
conclusions and recommendations.

A copy of this report will be sent to the Complainant and to the Management Tedmeasure Keepers

The Managementeam ofTreasure Keepemsill be obliged to comply with these recommendations.

| f

the Compl ainant is stildl not satisfied,

complaints procedure, or contact Ofsted who insp&otasure Keepers

Ofsted- 0300 123 1231 Piccadilly Gate Store Street Manchester M1 2WD
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Other Options
Service Users or commissioning authorities may also lodge a complaint to the professional bodi

Treasure Keepeiare registered or accredited.

This may be the Health Care Professionals Council where you will need to complete a referral forr
the Practitioner’s fitness to practice.

Their website link to this isttps://www.hcpc-uk.org/concens/
Referrals can be sent by post or email.

Fitness to Practise Department

The Health and Care Professions Council

184 Kennington Park Road

London

SE11 4BU

If you wish to make a complaint about a Social Workers fitness to practice, the linkwebsite is here:
https://www.socialworkengland.org.uk/concerns/raiseconcern/

You can calbocial Work Englar@h 0808 196 2274 or emaihquiries@socialworkengland.org.tactell us
about what you need, or if you have any questions.

Further Actions byTreasure Keepers

Whilst Associates are not required to engage in a disciplipagess for Treasure Keepers®, we strive 1
standards of excellence.

If a complaint is investigated and found to have legitimate grounds that indicate poor practice, then -
following steps will be followed:

Step 1:The Associate will no longer be used witfireasure KeeperBhey may also be asked to close th
caseload in a clinically ethical way.

Step 2:The Associate will be reported to their governing body. Usually this will be the Health Care
Professionals Caeil. Theymaythen face disciplinary processes through this body.

Step 3 If this complaint involveBarm to a Service dgr this would activate safeguarding processasis
would be to iform the LADSewice Users Local gwority and Practitioners Lot&uthority), the Police
and Ofsed (via the online notification processTell Ofsted about an incident: children's social cal
notification - GOV.UK (www.gov.ukFuther details on this process aravailablein the significant
incidences/notifiable eventpolicy
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KEEPERS

CONFIDENTIALITROLICCOMPANY

Legislative Framwork for Conficentiality Pdicy

1 Human Rigts Act 1989
i Data Protection Act 208

Practice Guidace for Conidentiality Policy

1 General [Ata Protection Regulations
1 Information Sharing: Advice for practitioners providing safeguarding services to children, y
people, parents and carers (2015)

LinkedTreasureKeepers Policies

1 Conduct Management

Data Protection an®rivacy $ervce Users and Clients)
Data Protection and Priva¢gmployees and Associ)
Internet/GComputer Use

Signifiant Incicent and Notifable Events
Whistleblowing
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Introduction

Associates are likely to obtain knowledge confidential information with regard to the business and fir
affairs of the Company and trade secrets and
suppliers details of which are not ingh publ i c domai n ( “ C o @onhfidehtil
information includes (but is not limited to) all information relating to the Psychological Services.

Accordingly, Associates hereby undertake to and agrees with the Companguittirad their appintment
and after its termination, Associates will not use, divulge or communicate to any person, firm or organ
(except in the proper course of the duties during the appointment by the Company) any of the trade ¢
or other confidential, techmal or commercial information of the Company relating to the busin
organisation, accounts, analysis or other affairs of the Company which Associates may have rec
obtained or which has come to the knowledge while working for the Company.
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Visitors are als@xpected to dhere b the confdentiality poliy when on site and not to ditose any
confidential information they should become aware Bfease also refdp the Visitors Policy

Conidential Information

For this purpose, the term “documents” inclu
files, reports, books or other materials, either in physical form or electronic form, paper documents,
and electronic files and calendars, comgudisks, memory sticks, portable hard drives and all ot
materials capable of storing data and information. either in physical form or electronic form:

1. Made or to be made in connection with the Psychological Services.

2. The Treasure Keepers Parentingdel (TREASURE ©); Individual Psychological rssapeential
approach to individual psychological therapy (GEMS ©); and all training materials and dev
materials (such as psychoeducation handouts).

3. Any document or item marked as confidential or whigssociates are told is confidential and &
information which is given to the Company in confidence by Clients, service users, young p
agents, Consultants, other company’'s, cus

4. Any information relating to the trading posti, business, products, services, affairs and finance
the Company including (but not limited to) marketing information and plans, market opportun

product | ists, the Company’'s financi al I n
plan s , the remuneration and benefits paid
suppliers, agents, Consultants, employees

needs and requirements, the terms of business with them andele and commissions charged
or by them (if applicable), information relating to prospects and tenders contemplated, offer:
undertaken by the Company and any other matters connected with the products or se
manufactured, marketed, provided abtained by the Company.

5. Technical data and knetvow relating to the business of the Company or any of its suppliers, ag
Consul tant s, empl oyees, ot her company’s o
specifications, ideas, inventiondrawings and plans, research and development, formulae, ti
secrets, computer systems and software, costs, margins, prices, business methods, busine
and forecasts and any other technical matters connected with the services manufactured, naar
provided or obtained by the Company.

6. Any incident or i nvestigation relating t
reports or research commissioned by or provided to the Company.

UsdHandling of Confidential Information

In particular, Associates will not without the prior written consent of the Company, permit any confid
information:

1 to be disclosed, divulged or communicated, whether directly or indirectly, to any third |
(includirg to any other employee or officer of the Company), except to those authorised b
Company to know or as required by law to be copied or reproduced in any form or 1
commercially exploited in any way;
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1 to be used for the own purposes or for any pusgs other than those of the Company ortte used
or published by any other person;

1 to be transferred to the own personatmail account, regardless of the proposed reasons for d«
S0 to pass outside the control.

Associates will also not without theipr written consent of the Company disclose, divulge or communi
to any third party, including to any other Consultant or Employee of the Company, agreed pay rates
where such disclosure is expressly permitted by law.

Associates also agree thdwgy will inform the Company immediately upon becoming aware, or suspec
that a third party knows or has wused any of
continue to apply after the termination of services.

This restriction Wi cease to apply to any information which may come into the public domain thrc
disclosure by the Company or otherwise than as a result of direct or indirect disclosure by Assoc
breach of the terms of this clause.

Associates will keep a recormof the confidential information that they receive and will make tf
information available to the Company on request.

The Company may require production of evidence that shows the deletion from any storage device
confidential electronic or magnetinformation provided to Associates for the performance of his/her du
during Assignments.

Associates shall not at any time after the Termination of this agreement, use or procure the use of thi
of the Company in connection with their own or asther name in any way calculated to suggest that tt
continue to be connected with the business of the Company or in any way hold themselves out as
such connection.

They shall not use the Confidential Information other than duringcibrtinuance of this Agreement and
connection with the provision of the Service Provision Contract.

All confidential information is the property of the Company and Associates agree to hand all doct
containing confidential information and any copighich are in the possession or under the control ovel
the Company on the termination of the appointment or, at the request of the Company, at any time ¢
the appointment . For this purpose, t he persnates,
correspondence, files, reports, books or other materials, either in physical form or electronic form,
documents, paper and electronic files and calendars, computer disks, memory sticks, portable har
and all other materials capabbf storing data and information. If required by the Company under the te
of this provision, Associates will also give a written undertaking that all confidential information has
duly returned to the Company or permanently deleted or destroyed.

The wrongful disclosure or transfer of confidential information will result in termination of the servic
the Associate.

Nothing in this confidentiality policy shall prevent Associates from speaking about an act of discrimi
harassment or victinsation which contravenes the Equality Act 2010, reporting a criminal offence to
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enforcement agency, eoperating with a criminal investigation or prosecution, doing anything f
Associates may be required to do by law or by reason of a regulatdyy dr reporting misconduct or
serious breach of regulatory requirements to a regulator who is responsible for supervising or reg
the matters in question.

TREASURE

KEEPERS

CONTINGENCRLANNINAPOLICXFORSERVICIPROVISION

LinkedTreasureKeepers Policies

1 Internet & Compuer UsePdicy

Introduction

One of the founding principles of the Trea
work together to provide a good enough endifay all of our Service Users conjunction with the
supporting Locahuthorities.

Contingency Plan

Should Treasure Keepegdind itself in a position where it was unable to continue to provide serv
we would strive to take a fair, ethical and responsible approach toward our service users.

We would ensure that all clients, services and matters are dealt with ethically and in line
professional standards of practice.

Cases would be closealy where ethical to do so.

Cases requiring a continuing service would be signposted to alternative services able to me
needs and appropriate referral and handover information would be provided to those services
necessary
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TREASURE

KEEPERS

Covib19PoLicy

Legisation Franework for Covid19 Policy
1 Health andSafety at WorlAct 1974
M Coronavius Act 2020

Practice Guidance fo€ovid 19 Policy

1 Returning to the workplace: Safety consid#was for practising psychologists (May, 2020)
91 Coronavirus: how to stay safe and help prevent the sp2@izil

LinkedTreasureKeepers Policies

1 Gondud Management
Health and Safet
Quality Assurance
Whistieblowing
Visitors
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Introduction

Safeguarding and promoting the welfare of children and all Treasure Keepers ® Service Users &g
Professionals remains of paramount importance.

The British Psychological Society produced a useful guidance Paper (Returning to the workplace: Saf
consideraions for practising psychologists (May, 2020) which has been referred to throughout this policy
document.

The safety of both clients and psychologists is important when making decisions about the workplace.

Psychologists/Therapists/Associates/Employsesuld have conversations about safety with clients
and their families, including deciding collaboratively how assessments and interventions could take place.

Decisioamaking on working safely is complex and Psychologists/Therapists/Associates/Emphoyeefer
to policies and guidance from different sources such as government, professional bodies, employin
organisations or unions.
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Psychologists should be able to determine whether work they would typically undertake can be done safel
or whether adptations are required to ensure this is the case. Any psychologist who is directed by their
employer to work in a situation where they do not feel safe should discuss their concerns with their
management. Advice can be sought from their union, where agiplé; or ACAS.

Covid Safe Policy

In line with CovieSafe safety practices, we are doing all we can to ensure that service users and professione
are kept Coviebafe at all times. However, due to the nature of our work, we are going to do the following
to ensure that we are Cowifiafe:

Vv

Vv

<K<K < < <

< <

Check your symptoms in advandao not attend the session if you (or anyone attending the session)
have symptoms or if someone in your household has symptoms of Covid.

Your Therapist will check in with all attendees fompyoms on arrival- continuous cough,
temperature, loss or change in sense of taste or smell.

Temperature checks to take place on arrivdbrehead or inner wrist. Temperature should be no
higher than 37. If temperature check shows over.37then theae will be a requirement to check
temperature again. If temperature still does not come down, then Therapist will explain that the
service today cannot go ahead and the Therapist will be in touch to rearrange.

Hand gel to be used for all service users mival and departure.

If hand gel cannot be used, then service user must go and wash hands thoroughly for 20 seconds wi
hand soap and water.

Extended cleaning and hygiene practices between each session.

Cleaning between sessions of chairs, door handles etc and enough time to clean and ventilat
between sessions.

Keep good ventilation through the room whilst maintaining client confidentialityindows will be

kept open to ensure circulation of fresh dinus reducing the potential risk of Covid transmission.
Maintain social distancing in the therapy room.

Face Mask to be used where social distancing cannot be maintained in therapy room.

Face Mask to be used on entrance to therapy room and on exit fronaplyeroom.

The Therapist will not wear a Face Mask during the session, but will remain socially distanced wit
the room well ventilated, at all times. This is due to the nature of the sessions.

Attendees must make every effort to remain and respect satigibncing at all times.

We ask that all attendees respect and abide by the above rules, and if at any time you have an
concerns, please raise them with your Therapist immediately.

You have the option to request to return to virtual/online sessions gttane—please speak to your
Therapist.

If the Therapist has any concerns of Covid symptoms being present, the Therapist reserves the rig
to end the session to ensure all attendees are safe.

We thank you for your coperation with these rules, at dilmes.
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Use of PPE Equipment

Due to the different work settings, and varied groups psychologists work with, the need for PPE and the fort
this takes will depend on a number of factors such as type of setting, work being undertaken and needs ¢
client groyps. The decision to wear PPE is informed by employing organisations and health and safe
directives. All directions on frequency of changing PPE equipment, and safely removing PPE should
carefully followed.

Prior to any facdo-face appointments with leents, psychologists should inform the client whether or not
they will be wearing PPE. They should also inform the client if they expect them to wear PPE.

Challenges of wearing PPE

Despite being considered part of saf@rking, the use of PPE presents marhallenges. Face masks and
visors can be painful to wear, make it difficult for others to hear and appear threatening to some clients
Additionally, it may be difficult to fully express facial emotions when wearing masks, so alternatives such ¢
visors nay be considered. All forms of PPE hold the risk of presenting a psychological and emotional barri
between psychologists and their clients

Suggestions to help manage PPE challenges

DepersonalisatiorPrint photo of face on A4 paper to attachtmrso, with name badge.

Negative connection with PPBse psychological techniques to create new positive associations with PPE.
This will require gradual exposure, behavioural and cognitive techniques.

Barriers to interactionPractise a range of differéimteractional techniques, such as exaggerating
movement, slowing down talk, smiling with eyes. Acknowledgment of strangeness and normalisation of
PPE and new procedures. Transparent masks might alleviate some issues for deaf or hard of hearing
groups. Cosider virtual consultation.

Caseload Flexibility

1 Time and resources will need to be flexible.

1 Regular cleaning will be required regularly (bgtween all appointments) therefore employers will
need to allow a reduction of workload to accommodate the extra time needed for safe working.
Responsibilities for cleaning should be set out in local agreements.

1 Reduced caseloads, and dispersing appoerits across the day, will also be important to mitigate
busy communal areas such as waiting rooms.

1 More administrative time may be needed so that psychologists can send resources to clients via
email rather than handing over leaflets in sessions. Adutily, people with significant caring
responsibilities affected by the pandemic will need the flexibility to work remotely.

Creating Safe Settings

1 Physical safety is paramount for the current situation in the workplace and flexibility and
adaptability areessential.
This means that working remotely should continue where possible.
Significant progress has been made by psychologists usingestadéerencing for team meetings
and client work, including with children, since the onset of the pandemic, so ther@ immediate
imperative to return prematurely to fact-face work with clients.
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1 The current situation may need to include working practices that previously were regarded as
unusual or unconventional, and will need to be adapted accordingly to thatiitu

Outdoor Space Consultations

1 Outdoor consultations may be an alternative, with care being taken to maintain client
confidentiality.

1 This will require thoughtful discussion with clients in advance, so that all views on risk and
opportunity are considered.

1 Psychologists/Therapists/Associates/Employees will need to bring their ingenuity and adaptability
into their new practice.

1 This wil include being aware of physically safe boundaries, weighing up the need faoffaee
contact, with considerations of social distancing and time spent with people.

Other considerations include:

1 Avoiding the use of physical resources that are shai@dgxample, stationery, paper,

assessment tools and physical therapy tools.

Reviewing practices which involve toys and play when working with children.

Using etools and resources where possible.

Reviewing the use of waiting rooms.

Safely managing workathing, for example, laundering, transporting, storing and changing.

There will be complex considerations for psychologists when considering their return to the
workplace. There will be objective risks to be weighed up alongside subjective factors suth as
feeling safe. Psychologists/Therapists/Associates/Employees are encouraged to raise concerns abc
their own feelings of safety with their supervisor or manager, to help inform decisions surrounding
their work practices.

= =4 4 -4 -4

This guidance will be subjeitt review as pandemic circumstances change and new learning emerges.

References:

Returning to the workplace: Safety considerations for practising psychologists (May, 2020)
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TREASURE

KEEPERS

DATAPROTECTION ANPRIVACYPOLICY
(FERVICEISER®S:. (LIENTE

Legislation Frammwork

1 Human Rights Act 1989

1 Children At 2004

91 Data Protection Act 2018.

1 General Data Protection Regulatiof@&DPR)

Practice Guidance

1 Information Sharing: Advice for practitioners providing safeguarding services to chijdreng
people, parents and carers (2015)
1 Working Togetheto SafeguardChilden 2018

LinkedTreasure KeegrsPolicies

1 hild and Adult 8feguardingand Protection
1 Confidentiality
1 Internet/ComputerUse

Introduction

Treasure Keeperss committed to being transparent about how d@llects andhandles itsService
Userss@ist omer s’ and their .client personal informat

Treasure Keepers aim pyotect the privacy and security of personal informatimsth during and after the
clientServiceUsérs wor ki ng relationship with Treasure K

All Associates offering services witfiireasure Keepeiare required to adhere to the guidance provided by
the practitioners governing bodynaccuraterecord keeping, confidentiality and information governance.

Treasure Keepers @so obliged to adhere ttegislationand to meeting its data protection obligans
under.
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1 Data Protection Act 2018.
1 General Data Protection Regulatiof@&DPR

All Associates and Team Members are required to sign a confidentiality agreement before they begin
working with Treasure Keepers to acknowledge they have read and agree to comply with this Data
Protection/Confidentiality policy.

Treasure Keepersversees compdnce with ths Data Protection/Confidentiality Policlf the client would

like to get in touchin connection with any questions, comments, complaints, or suggestions in relation to
this policy or any other queries about the way in which we process irgtom about youpr about how we
handle client personal information, please contaceasure Keepernssing the following details:

Please contact ouServiceManager and Data Protection Contact:

Jo Groom

Treasure Keepers

Jubilee Pavilion

Love Lane

Ongar

Essex

CM5 9BL

email us atmanager@treasurekeepers.co.uk

Please note, you also have a right to make a complaint to the privacy supervisory authority, The
I nformati on Commi ssioners’ Office (I CO):

Information Commissioner's Office (ICO)

Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
Website:https://ico.org.uk

Tel: 0303 123 1113 (local rate)

Visitors to the Treasure KeepereRises are expected tadhere to the datgrotectionand privacy policy
whilst on the premisesNo photogaphs are permitted to be taken torgtect privacy. Please refer to the

Visitors Policy

The Data Protection Principles

Under the Data Protection Regulations, there are seven data protection principle3rsasure Keepers
must comply with. These provide that the persor
be:

V Processed lawfully, fairly and in a transg@ir manner;

V Collected only for legitimate purposes that have been clearly explained to the client and not
further processed; in a way that is incompatible with those purposes;
Adequate, relevant and limited to what is necessary in relation to those pugpose
Accurate and, where necessary, kept up to date;
Kept in a form which permits client identification for no longer than is necessary for those
purposes;
V Processed in a way that ensures appropriate security of the data;

< <<
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V Finally,Treasure Keepers responsible for, and must be able to demonstrate compliance
with, these principles. This is called accountability.

What types of personal information do we coltd?

Personal information is any information about an individual from which that person can be directly or
indirectly identified. It doesn’t i nclude anon
removed.

There ar e al ssnal“idopraton, and ‘personfl inferenation on criminal convictions and
offences, which requires a higher level of protection because it is of a more sensitive nature. The speci
categories of personal i nfor mat ism@aal ocethnmgoriginspeliticaln f
opinions, religious or philosophical beliefs, trade union membership, health, sex life or sexual orientatiol
and genetic and biometric data.

Treasure Keepersollect and hold the following information:

1 Standard personal informationyour name, date of birth, email address, phone numbers,
country of residence, marital status, gender.

1 Special (more sensitive) category informatiomformation about youmphysical or mental
health, genetic information, referrals from social workers, records of medical treatment
received, information about your ethnic origin, religion, disability (if any) and any criminal
convictions and offences.

How do we collect the infomation?

We collect and maintain different types of personal information in respect of those individuals who seek tc
be, are, or were service users, including the personal information contained in:

Booking appointments

Adding details to the waiting list

Medical/health/social care/education reports/letters

Photographs and video footage

Psychometric test responses

Survey Monkey

Service Records

All types of communicationncluding by phone, by email, through our websites, by post, by
filling in forms; faceao-faceor online (for example during confidential intervention sessions
or network meetings

= =4 4 -4 8 -4 -5 -9

Third Parties Information

In most circumstances where the personal information that we collect about you is held by a third party
(anyone legitimately acting for you) or from the services we use from those third parties, in the course o
the performance of their services for uk that case, we will take reasonable steps to ensure that such third
parties have represented to us that they have the right to disclose your personal information to us.

Alternatively, ve will obtain your permission before we seek out this informatiomfrsuch sources (such
permission may be given directly by you, or implied from your actions).
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These third parties are usually based in the local authority and referral to our service is usually dependel
upon your informed consent.

Examples of third pées include:

1 A parent or guardian, if under 18 years old;

1 A family member, or someone else acting for you;

1 Doctors, other clinicians, heaktare professionals and social workers.
1 Localauthorities and voluntary sector organisations.

When you give usmformation about other people, please make sure that they have seen a copy of this
privacy notice and are comfortable with you giving us their information.

Why and how do we use personal information?

The personal information collectatirectly from service users or third partiesused and disclosed for our
service provision purposes, including establishing a working relationship, managing or terminating yot
contract relationship withTreasure Keepsr

Such uses include:

For treatment/assessment/intervention purposes

Accurate record keeping

Determining the right service and therapist

Providing details about services, useful resources.

Administering invoice payment

Establishing training and/or delopment requirements

Gathering evidence for a complaint

Establishing a contact point in the event of an emergency (such as next of kin)
Enable us to establish, exercise or defend possible legal claims

Internal auditing processes to monitor quality assurance and progress both in individual case
and a company as a whole.

Updating service commissioners on the progress of your intervention

<K<K LK LKL LKL KL
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Sharing and disclosing your information

No data will be shared it any marketing companies

We may use your personal information without your knowledge or consent where we are permitted or
required by applicable law or regulatory requirements to do so.

This may be in cases where:

V People or organisations witwhom, by law, we must share your personal information (for
example, for fraueprevention or safeguarding purposes, including with the care quality
commission)

V The police and other lawnforcement agencies to help them perform their duties, or by law
or under a court order;
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For allServiceUsers, we may need to share your information with:
V Doctors, clinicians and other healttare professionals, hospitals, clinics, and other health
care providersespecially in emergency situations
V Suppliers who help tdeliver necessary confidential services
V Those commissioning your intervention/treatment

If we must share your personal informatiome will contact you for consent, unless it is unsafe and a matter
of protecting individuals from harm.

Treasure Keepenill make sure appropriate protection is in place to protect your personal information in
line with all dataprotection laws as well as GDPR regulations.

How doesTreasure Keeperprotect client andServiceUser@ personal information?

Treasure Keepersave put in place measures to protect the security of client and service users personal
information:

V Practitioners maintain awareness of gathering and recorded information so that is not heard
or overseen by others

V All recordsservice user personal information data are kept electronically

V These electronic records are stored securely

V These records are kept within thd@reasure Keeperslatabase only and should be
appropriately filed immediately following any contact with a seruiser.

V Any communications via email which could be considered sensitive are sent through a secur
system (such as Microsoft 365 *‘azure prot

V Any documents or reports containing personal and/or sensitive information should be
password protecd.

V The service/registered manager will act as the Data Protection cont@etails are above.

Treasure Keeperalso hae in place procedures to deal with a suspected data security breach and we will
notify the infor mat i o mther appicablesspergisony autharity orfrefjulatorgand o
the client of a suspected breach where we are legally required to do so.

How long is your personal information retained?

For medical records including mental health records:

V In England, Wales andNhern Ireland, the Records Management Code of Practice for Health
and Social Care 2016, outlines the retention periods for people working with or in the NHS. Ir
summary, they are as follows:

V Children and Young Peoplai nt i | t h e Dbgthdhy ae8Biydars after 2hBirtdeath.

V Mental Health Records 20 years or 8 years after their death.

All other personal information:

1 Except as otherwise permitted or required by applicable law or regulatory requirements,
Treasure Keeperwill retain your personal information only for as long as it believes is
necessary to fulfil the purposes for which the personal information was tetlgmcluding,
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for the purpose of meeting any legal, accounting or other reporting requirements or
obligations).

We may, instead of destroying or erasing your personal information, make it anonymous suct
that it cannot be associated with or tracked baokybu.

We may need to keep your information for a specific duration for keeping information set by
law or recommended by regulators, professional bodies, or associations. As well as an
relevant situations that may apply.

Access to your personahformation
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You can ask to see the personal information that we hold about you. If you want to review,
verify or correct your personal information, please contact fheeasure Keeper®ata
Protection Contact, details above.

When requesting access to youergonal information, please note that we may request
specific information from you to enable us to confirm your identity and right to access, as well
as to search for and provide you with the personal information that we hold about you.

Your right to accss the personal information that we hold about you is not absolute. There
are instances where applicable law or regulatory requirements allow or require us to refuse
to provide some or all of the personal information that we hold about you. In additian, th
personal information may have been destroyed, erased or made anonymous in accordance
with our record retention obligations and practices.

If we cannot provide you with access to your personal information, we will try to inform you
of the reasons why, sydct to any legal or regulatory restrictions.
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DATAPROTECTION ANBRIVACYPOLICY
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Legislation Frarmwork

1 Human Rights Act 1989

1 Children Act 2004

1 Data ProtectiomAct 2018.

1 General Data Protection Regulatiof@&DPR)

Practice Guidance

1 Information Sharing: Advice for practitioners providing safeguarding services to children, younc
people, parents and carers (2015)
1 Working Togetheto SafeguardChilden 2018

LinkedTreasureKeepers Policies

1 Child and Adult 8feguardingand Protection
Conduct Manageent

Confidentiality

Internet/ComputerUse

Signiicant Incicent and Notifiable Events
Supenision

Qualty Assurace

Whistlebbwing
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Introduction
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All Employees & Associatesffering services within Treasure Keepers are required to adhere to the
guidance provided by the practitioners governing body on accurate record keeping, confidentiality and
information governance.

Treasure Keepers is also obliged to edhto legislationand to meeting its data protection obligations
under:

91 Data Protection Act 2018.
1 General Data Protection Regulations (GDPR)

All practitioners, associates and Team Members are required to sign a conéilitgndigreement before
they begin working with Treasure Keepers to acknowledge they have read and agree to comply with this
Data Protection/Confidentiality policy.

Considering how information is gathered:

There are a number @fommunication methods that we use in Treasure Keepers:

1 Telephone for phone calls, text messages or messaging agpa/iats App).
1 Emails to book appointments, follow up after appointments and share information.
1 Online email and recorded keeping.

At all times every possible effort must be made to protect the information and identity of service users,
whether in the therapy rooms, at home or in the community.

1 Use a strong password method to secure electronic equipment, Laptops, Tablets, Mobile
Phones.

1 check that your internet access is secure (e.g. use a Virtual Private Network and/or if possibl
avoid public wifi) and that any security features are in use.

1 Consider if anyone else can overhear your conversation or view your computer/device
screen.

1 If completing an online session, you should use a video conferencing tool that has beer
approved by the Company, Microsoft Teams or Zoom.

1 Only access information that you need for the session you are in, close this immediately you
finish your session, befe you see the next service user.

1 You should also consider setting out some terms of use for service users when using onlin
sessions, e.g. do not take screenshots or record the session.

Please also refer to th€reasure Keepelisiternet/Computer UsePolcy

Consider how information is stored

All records are written anddpt electronically with no exceptions.

These electronic records are stored securely only on the authorised Treasure Keeper
platform Microsoft 365 Sharepoint and Write Upp.

1 Records should be completely prompilythin 48 hours of the sessiatelivery

1
T

Consider how information is shared
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an i mportant part of the ‘' TEAMWORK’ et ho:

other services who are supporting families within Treasure Keepers.

Information should be shared to suppiondividual care, where necessary.
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When using text messaging or text apgsnk about what you are sending and whether it is
adequately anonymised, could anyone else see the message and know what it is about?
When making telephone calls, can you be overheard?

Any communications via email which could be considered sensitive are sent through a secur
system (such as Microsoft 365 ‘azure prot
If you need to share documents outside of Treasure Keepers,taaena secure method i.e.
password protected documents or Egress.
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DRUG&E ALCOHOIPOLICY

Legislation Frarmwork

9 Children Act 1989
1 Adoption ard Children Ac2002
1 Misuse of Drugs At 1971

Practice Guidance

1 Fostering: National Minimum Staacds2011

1 Drug and alcohol proof of concept evaluation, and wider approaches to supporting clients with a
dependency April 2017

9 List of most commonly encountered drugs currently controlled under the misuse of drugs legislation
May 2016 (updated Q19)

LinkedTreasureKeepers Policies

1 hild and Adult 8feguardingand Protection
Conduct Manageent

Health and Safety

Medication

QualityAssurance

Signifcant Incicent andNotifiable Events
Whistlebloving

Vistors
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Introduction

Treasure Keeperare aspecialistTraumaSewice. As such it is understood thie consumption of drug
andalcoholmay be a trauma response.

Gonditions For Qiildren & Young PeopleServicelUsers
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If it is congdlered thata Child or Youn@erson Service User is using drafisdholas a trauma response
and attends a session under the influence they may be permitted to continue with their session.

This isonly permitted if theydo not pose a risk temployees, Associates and members of the General
Public.

Conditions For Adult Sewice Uses

Adult Service Users are usudilging offeed PsychologicaParenting Cosultationinterventions.

If they dtend a session under thafluenceof Drugd Alcohol they will not be permitteentry to the
premisesand will not be offered theimtervention session at this time.

They maybe offered advice around signpostingdther drug andalcohol support serices.

Treasure keepersChild & Adult Saquarding and Child Protection Polmay be actioed.

No Smoking/ No Vaping
All workplaces are smokieee and vapefree and allEmployees Associates and Servitésers have a right
to work in a smokdree and vapefree environment.

Smokingand vapingis therefore prohibited in all enclosed and substantially enclosetting in the
workplace.

Smokingand vapingfor these purposes includes the use of arigftes, cigars, pipes, vapes, electronic
cigarettes (or ecigarettes) and any other type of smoking.

This includes work vehiclesven if they are used at different times, and Company or private vehicles used
for travelling on Company business where agoer aged under 18 is present in the vehicle.

This policy applies to all employees, consultants, contractors, clesmngce uses or members of the public
and visitors.

In addition, when working on behalf of the Company, all staffprodibited from smokingr vapingwithin
any clientor settingor wi t hin any place where “No smoking”’

If you wish to smoker vape you must do this in your own time either outside your normal hours of work
or during designated breaksuch as your lunch break. You are not permitted to take additional smoking
vapingbreaks during the day.
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TREASURE

KEEPERS

EQUALITYDIVERSIT& INCLUSIOIROLICY

/* TREASURE
"\ KEEPERS

‘Treasure Keepers value and

< <

Treasure your Uniqueness’

Legislation Frarmmwork

1 Human Right#ct 1989
9 Care Standards Act 2000
1 Equality Act 2010

Practice Guidance

1 Equality Act Codes of Practi2@11
1 Adoption:National Minimum Standard2011 (updated 2014)

LinkedTreasureKeeper®@ PRolicies
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Gonduct Managenent

Complments and Complaints

Data Protection and Priest

Medication

Respectwithin Treasure Keeperati-Bullying and Harassment
Safer Recruitment

Signifcant Incicent andNotifiable Events

Supervsion

Whistlebloving

Vistors
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Introduction
Treasure Keepers ® are an equal opportunities Service/employer.
Plkase see th@reasure Keepers Diversity, Etityaand hclusionStatement as shown in the image above.

We are committed to equality of opportunity and to providing a service and following practices which are
free from unfair and unlawful discrimination.

The aim of this policy is to ensure that no individual, service user, applivemhber of staff Assoate,
worker or contractorreceives less favourable treatment on the grounds of age, disability, gender
reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexu
orientation, or is disadvantaged by conditis or requirements which cannot be shown to be relevant to
performance. It seeks also to ensure that no person is victimised or subjected to any form of bullying c
harassment.

As an organisation & value people as individuals with diverse opinions, cultures, lifestyles and
circumstances.

All Employeesand Associateare covered by this policy and it applies to all areas including recruitment,
selection, training, deployment, career developmentgdgromotion.

These areas are monitored and policies and practices are amended if necessary to ensure that no unfair
unlawful discrimination, intentional, unintentional, direct or indirect, overt or latent exists.

TheDirectorhas particular responsility for implementing and monitoring the Equality and diversity policy
and, as part of this process, all personnel policies and procedures are administered with the objective ¢
promoting equality of opportunity and eliminating unfair or unlawful discriation.

AllEmployees Associatesyworkers or selemployed contractors whether part time, full time or temporary,
will be treated fairly and with respect.

Selection for employment, promotion, training, or any other benefit will be on the basis of apténd
ability.

All Employees Associatesworkers or selemployed contractorsvill be helped and encouraged to develop
their full potential and the talents and resources of the workforce will be fully utilised to maximise the
efficiency of the Company.
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Equality of opportunity, valuing diversity and compliance with the law is to the benefit of all individuals in
our Company as it seeks to develop the skills and abilities of its people.

While specific responsibility for eliminating discrimination andvmng equality of opportunity lies with
managers and supervisors, individuals at all levels have a responsibility to treat others with dignity an
respect.

The personal commitment of eveBmployees,Associatesyorkers or selemployed contractordo this
policy and application of its principles are essential to eliminate discrimination and provide equality
throughout the Company.

Our commitment as an employer

Treasure Keeperns committed to:

V Qeating an environment in which individudifferences and the contributions of our staff are
recognised and valued

V EBvery employee, worker or sefmployed contractor is entitled to a working environment that
promotes dignity and respect to all. No form of intimidation, bullying or harassmertievidlerated

V Providing training, development and progression opportunities to all staff

V Understanding equality in the workplace is good management practice and makes sound busines
sense

V Reviewing all our employment practices and procedures to enfairaess.

Our commitment as a service provider

Treasure Keepelis committed to:

V Providing services to which all clients are entitled regardless of age, disability, gender reassignmen
marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexua
orientation, offending past, caring responsibilitiessorcial class

V Making sure our services are delivered equally and meet the diverse needs of our service users al
clients by assessing and meeting the diverse needs of our clients

V Rully supporting this policy by senior management and ensuring agreementesasrbached with
employee representatives

V Having clear procedures that enable our clients, candidates for jobs and employees to raise
grievance or make a complaint if they feel they have been unfairly treated

Underpinning Guidance and Legislation

This mlicy is informed by the Adoption Support Agencies National Minimum Standards (England) Car
Standards Act 2000 (Standard-4Eair and Competent Employer) and the Equality Act 2010.

Statement of Values.

V Treasure Keeperglue an inclusive approach t endividuals and strive to ensure opportunities are
given with no discrimination.
V We believe that this is how you help cultivate people to be the best they can be.
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V Treasure Keepensork is based on the belief that adults and children are individuatkaim own
right and that they are of equal worth, regardless of their age, disability, gender reassignment,
marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexua
orientation.

V Treasure Keeperseek to ensure that m person or individual is disadvantaged by conditions or
requirements which cannot be shown to be relevant to performance.

V Treasure Keeperalso seek to ensure that no person or individual is victimised or subjected to any
form of bullying or harassment.

V Treasure Keepel@e committed to demonstrating respect for human rights.

V Treasure Keeperare an aspirational service and seek to help cultivate talents, skills and attributes
to be used in the best interests of all of our Service Users, Associatggaadsional partners.

V We believe that differences in culture and in life experiences brings opportunity for enhanced
creativity, expertise and innovation.

V All Treasure Keepersssociates are expected to embrace, understand and implement this policy.

V The Clinical/Service Director and Service Manager will hold responsibility for implementing and
reviewing this policy as necessary.

Key Principles

Treasure Keepemsill ensure that:

< <K<K

Associates and service users are treated with dignity and respect.

Associates experience fairness and equity of treatment in the workplace.

Service users receive fair and equal access to all services.

Potential Associates will have equal opportunitiesyain a position within Treasure Keepers.
Everyone should be treated fairly and without discrimination in relation to their human rights
regardless of sex, race, colour, age, disability, sexuality, language, HIV status, religion, birth or oth
status.

Scope & Implications of the Equalities Policy for Treasure Keepers

Vv

Vv

Knowledge & Awarenesslreasure Keepers committed to providing extending knowledge and
awareness on equality and diversity and embedding this into Team workshop events

Recruitment procedures embody the principles of this policy. Further details are set out in the
Recruitment Policy itself.

Access/Provision of Servicedreasure Keeperare committed to providing a service that is
equitable, fair and easy to access. Services are providesh equitable way which ensures that
deci sion making on ‘who gets what’ is purely
force is in place.

Promotion Opportunities will normally be advertised internally, as well as put out to external
markets, and are open to all to apply.

Training and DevelopmentAs Associates, all are invited to bring issues around equality and diversity
into their monthly supervision sessions. Any areas identified for further development and external
training willbe supported to enable the Associate to gain completion.

Pay. Treasure Keepergperates policy of equal pay for work of equal value.
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Equality in Recruitment of Associates

Vv

Vv

Individuals will be assessed purely on merit, performance and potential and witlegard to
stereotypes and assumptions.

Reasonable adjustments will be made to equipment provided for Associates and service users wit
disabilities to ensure equality of access to therapeutic work and services.

In addition, should an Associate becomisatled in the course of their work, every effort will be
made through reasonable adjustment, retraining or redeployment to enable them to remain a
member ofTreasure Keepers

The use of language in advertisements, person specification job descriptiormantbership
requirements will be clear and concise. This will enable potential applicants to realistically asses
their suitability for a position.

Equality inTreasure KeeperService Provision/Access to Services

\%

Service users will be consulted with regards to service provision. Services will be monitored throug
regular evaluations (at least twice a year) to determine the effectiveness of its services for addressin
the needs of its ethnically diverse service sse@nd to inform future policies and services.

To enable fair access to our service for all, the services of translators/interpreters will be employec
where necessary.

If people have special or additional requirements, we will make every effort to mheat needs
ourselves or find alternative services to assist.

Treasure Keepers ® Responsibilities & Commitment

Vv

It is important toTreasure Keepetdat our whole service work together to ensure that the working
environment is fair, respectful and equitabl&reasure Keepermake a commitment that the
environment should also be free from discrimination, harassment and victimisation.

Associates are regred to read and state that they have understood all relevant policies before they
commence working for Treasure Keepers

Associates will be encouraged to bring issues around human rights and equalities issues into o
development days and to discuss kit supervision sessions

Any complaints of discrimination including harassment, victimisation and bullying will be taken
seriously and dealt with in line with our complaints policy.

Failure to Comply

Failure to complyvith this policy will be considecka serious matter.

Whilst Associates may not be subject to a disciplinary procedure within Treasure Keepers, other penaltie
will be considered, including ceasing to offer them work and reporting them to their regulating professiona

body.

In cases whex failure to comply has been considered to have compromised the integrity of Treasure
Keepers, the Associate may be asked to close their caseload in a clinically ethical way. These cases may
be reallocated accordingly.
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The expectation of reasure Kgeersis that there is aerotolerance attitude toward discrimination of any
form.

Equal opportunity policy statements

Age

Treasure Keepergcognise that people are living longer and are experiencing better wellbeing as they grow
older. Older people can play a valuable role in providing a home for adopted or looked after children.

Children can also experience aggated discrimination. Aey may not feel heard or feel that they have any
meaningful voice in decision making. We strive to consult and listen to children and help overcome thes
barriers.

Recruitment decisions are based on people’s att
for. Agerelated criteria plays no part in this.

We will;

V ensure that people of all ages are treated with respect and dignity

V ensure that peofe of working age are given equal access to our employment, training, development
and promotion opportunities and

V challenge discriminatory assumptions about younger and older people.

Disability
Treasure Keepensill actively work to ensure that Adults drchildren with disabilities are treated fairly and
given opportunities to thrive.

We will;

V provide any reasonable adjustments to ensure disabled people have access to our services al
employment opportunities

V challenge discriminatory assumptions abowtabled people and

V seek to continue to improve access to information by ensuring availability of loop systems, braille
facilities, alternative formatting and sign language interpretation when required.

RacéEthnicity

We will:

challenge assumptiorstereotypesaboutethnicity and race
challenge racism wherever it occurs

respond swiftly and sensitively to racists incidents and
actively promote race equality in the Company.

< <<
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Gender

Our policies ensure that all decisions related to recruitment and all service practices are made solely upc
evidence of an i TreasureiKeepeapécts that all pasebts, daiers, chddsen, Associates
and consultants, show no discrimaition towards others with regard to gender.

We will;

V challenge discriminatory assumptions about women and men

V take positive action to redress the negative effects of discrimination against women and men

V offer equal access for women and men to represeisiat services, employment, training and pay
and encourage other organisations to do the same and

V provide support to prevent discrimination against transsexual people who have or who are about to
undergo gender reassignment.

Sexual orientation

V Treasure Kegeers welcomes, value and supports all parents, carers, children, Associates and
consultants, showing no discrimination in terms of their sexual orientation.

We will;

V ensure that we take account of the needsthe LGBT community including lesbians, gay men and
bisexuals, transgender, gender fluid and Aanary individuals

V promote positive images of lesbians, gay men, bisexuals and transgender, gender fluid and nor
binaryindividuals.

Religion or belief

We wil:
V ensure that employees’ religion or beliefs a
wherever possible and
V respecteveryoné s bel i efs where the expression of th

rights of others.

Pregnancy omaternity

We will;

V ensure that people are treated with respect and dignity and that a positive image is promoted
regardless of pregnancy or maternity.

V challenge discriminatory assumptions about the pregnancy or maternity of our employees and
ensuret hat no individual is disadvantaged and t
pregnancy or maternity.
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Marriage or civil partnership

We will:

V ensure that people are treated with respect and dignity and that a positive image is promoted
regardess of marriage or civil partnership;

V challenge discriminatory assumptions about the marriage or civil partnership of our employees anc
ensure that no individual I's disadvantaged
marriage or civil partership.

Exoffenders

V We will prevent discrimination against our employees regardless of their offending background

(except where there is a known risk to children or vulnerable adults).

Equal pay

Vv

We will ensure that all employees, male or female, htneeright to the same contractual pay and
benefits for carrying out the same work, work rated as equivalent work or work of equal value.

People Living with HIV or AIDS

\%

Treasure Keepers ® recognize that stigma and discrimination, together with-nelaligd stress, can
be difficult for people living with HIV and AIDS. We acknowledge the need to provide extra suppor
to people affected by HIV and AIDS.
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TREASURE

KEEPERS

HEALTH SAFETYOLICY

Legislation Frammwork

1 Health and Safety at Work 1974

Children At 1989

Human Right#ct 1989

Reporting of Injuries, Diseases and DangeftsurrenceRegulations1995 (RIDDOR)

Adoption and Childremct 2002

Care Standards Act 2000

The Adoption Support Agencies (England) and Adoption Agencies (Miscellaneous Amenc
Regudtions 2005

Prectice Guidance

1 Adoption:National Minimum Standard2011 (updated 2014)
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LinkedTreasureKeepers Policies
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Child and Ault Safeguarding andProtection
Covid19

Conduct Managaent

Internet/Computer Use

Medication

Out Of Hburs

Safer Recruitment

Signifcant Incicent andNotifiable Events
Whistlebloving

Vistors
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Introduction

1 Treasure Keepeilis committed to a safe and healthy workplace environment.
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1 The Health and Safety at Work Act 1974 along with other regulations and approved Coc
Practice secure the health, safety and wellbeing of not only employees dtrdasure Keepeisut
all Serice Users associated wilfreasure KeepetBractices and activities.

1 Treasure Keepers ® has a small premises which Clients/Service Users can be seen within
may offer consultation and training in family/placement homes as well as in training venues.

1 Treasure Keepers ® does not employ more than five persons directly and therefore an ext
Health and Safety Policy is not a legal requirement for practice.

1 However,Treasure Keepeltsighly value the health, safety and wbking of our small numberfo
employees and of all of our Service Users (Children, Young People and Adults) that we work

1 The successful management of health and safety at work requires active participation of
Employee & Associater Treasure Keepers

Although theTreasure KeeperBirector has delegated responsibility for the establishment of suitable ¢
sufficient arrangements for health, safety and wellbeing for everyone working or visitgagure Keepers
property; all staff, clients and registered visitors hawveluty to ensure that they behave in a manner thi
will not affect the welfare of colleagues and/or clients.

RICDORRespmsibilities:

V Treasure Keepers oply with the ‘Reporting of hjuries diseaes and dangerousoccurrence
regulations, 1995 (RIDDOR)
V Treasure KeeperBave a duty to protect the Health and Safetyadf Employees, Assiates and
Membersof the general public.
V Treasure Keepers must report yaworkrelated deathsor injuries workrelated diseases ani
dangerousoccurrencegRIDDOR)
V Injuries inclae:
- Broken Bones
- InjuriesLasting oveB days
- Injuriesrequiring haspitalattendance

Ofsted Notfication:
Please refer to theignficant incidentshotifiableevents policyand ensure reporhgprocesss arefollowed
if required.

Reporting Processedor Accidents/Incdents & NearMisses

When anAccident/Incident/NeatMiss occus within the prenises during a intervention/consultation
sessioror during your time with &erviceJser thefollowing processeshouldbe actioned:

1. Takeany first aid or emergency serviaetionto make theharmedpotentially harnmed person ske

2. Contactthe Manager07984948091)or Director (07930566428yerbally by telphone(if possible
to notify of theAccdent/Incident/NearMiss

3. Complete theAccdent/Incident/NearMiss Formwithout delay andMUST be completed within 24
hours.
https://treasurekeepers.sharepoint.com/Shared%20Documents/Safedng?d20&%20Child%20
rotection/incidentaccidentreportingform-template.doc
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https://treasurekeepers.sharepoint.com/Shared%20Documents/Safeguarding%20&%20Child%20Protection/incident-accident-reporting-form-template.doc
https://treasurekeepers.sharepoint.com/Shared%20Documents/Safeguarding%20&%20Child%20Protection/incident-accident-reporting-form-template.doc

Thiscan befound wihin the Sdeguarding& Child Protection Folder on the Treasure Keepers T
Ste.

Email this form to the Managemm@nager@treasurekeepers.co)uand n her absence to the
Direcbor vikki@treasurekeepers.co.uk

Manager/Directoreviews the information andhakes the decision whethéiis is reporaible under
RIDDOR and/or notéble to Ofstedrefer to significantincidentshotifiable events policy

Practical Arangements for First Aid

Treasure Keepers hawfirst aid kilocated within each of the consultation roonmsthe premises.

If this is not preset this shoud be immediately reportedo the Manager/Director

Treasure KeepefdHealth & Sfety Responsibilities

Vv

<<
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The environnent that children, young people or adults are seen within is fit for purpose, private
poses no risks tthosein consultation.

Treasure Keepergremises are maintained to a standard to be fit for purpose to see children, y
people, Adultor any Service Users within.

Risk Assessmenisive been comigted where appopriate.

Infectious disease management has besgpropriately considered by therganisation. Please se
‘CO/ID19 Policyas an eample).

Thereis access inonsultation rooms to a first dikit. There is informatioavailableon first ad.
Access to supervised practice for all practitiositrinee psychologists and Asasit psychologist
to ensure safe practices

Ongoing training and continuing professional development opportunities for all se
members/employees.

Thatenhanced DB8&hecks and safer recruitment procedures are undertaken for all new persc
(see'Safer RcruitmentPolicy for further detail9.

Appropriate Professional Insurances are in place to protect all Service Users.

Thereis a responsibility to lead, motivate and encourage staff/students or Service Users to |
on hazards and to discuss alatters relating to health and safety.

Adequate control of the health and safety risks arising from work activities;

To consult withTreasure KeepemBractitioners and Service Users on matters affecting their he
and safety

To provide and maintain saequipment

To ensure safe handling and use of any substances

To prevent accidents and cases of woelated ill health

To maintain safe and healthy working conditions

To review and revise this policy as necessary at regular intervals.

Pleasdbe aware of the Tresure Keeper®u of Hours Plicy andwhen theService isctive.

Professional responsibilities of Treasure Keepers ® Associates/Employees

T
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mailto:manager@treasurekeepers.co.uk
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Assistant Psychologists are also required to adhere to the same professional practice guid.
indicated above for Chartered Psychologists.

Chartered psychologists work within the professional framework ofGbde of Ethics and Condt
(BPS, 2009) an@eneric Professional Practice Guidelioethe British Psychologit&ociety (BPS
2009). Chartered status is awarded to psychologists who have met specified criteria through ti
and supervision, who are bound by the code and guidelines and who have a commitm:
continuing professional development.

These professional bodies provide an additional framework for valuing the health and safety
individuals that Treasure Keepers practitioners work with.

All other professionals working within Treasure Keepers ® are required to work within
professional frameworks with regard to health and safety.

EmployeegAssociatesshould ensure:

V An abilityto monitor their fitness to practice. This should be supported through regular supervi

V The environment that children, young people, adults or any Service Users are seen within i
purpose, private and poses no risks to the individuals in deatson.

V That they have their own professional liability insurance.

V All hazards should be reported to the Director and all matters relating to health and safety s
be raised with the Director.

Identity & Visitors

1 Treasure Keepers hawesafer recruitment policy whicensuresthat all Employees and Associat
are carefully vetted.

1 All Treasure Keepers Empgkes& Visitas are required taclearlydisplaytheir company identity
card.

1 Anyone wihin the premises without an ID card should be challenged.

1 Pleaserefer to the Treasure Keepet&sitors policyfor details about management of visitors withi

the Treaure Keepers prerses.

Lone WorkingPractices

The Company discourages lone working in Service Users homes and will avoid the need for empl
selfemployed Associates to work alone where reasonably practicable.

Working alone can bring additional risks to a work activity.

Any deviaton from this must discussed prior to theme visit with either the Service Mager of the Clinica
and Service Director.

Where it is identified that assessment or intervention should be offered in the family/placement home this she
managed in avay which minimises risk to the practitioner if they are lone workimgugh a risk assessment.
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The Company will take all reasonable steps to ensure the health, safety and welfare of employees-¢
employed Associates working alone.

Apartfrom employees and seéémployed Associates being competent in doing the job on their own,
three most important things to be certain of are that:

Vv

\%
\%

the lone worker has full knowledge of the potential hazards and risks to which he or she is
exposed

the lone worker knows what the task entails and what to do if something goes wrong

a suitable person knows the whereabouts of a lone worker and what he or she is doing.

Procedure
Lone working can be safe, provided employees andesefiloyed Associates take the following bas
precautionary measures:

Vv

Vv
Vv

< <<

\%
\%
\%

Ensure your appointments are recorded on the Write Upp calengar should indicate where th
session is taken place

If the session is an assessmenitbors s ui t abl e a s ohefamily sheutd bekinvite(
Ensure that the Company, Management and a family member/friend is aware you are working
where you are, what you will be doing and what time you expect to finish.

Make sure you have some means of communication with sora@orthe event of an emergenc
such as a mobile phone.

Associates should communicatgth the Service Manageor Clinical & Service Directprior to the
session and after.

Ensure you have access to first aid equipment.

Know where your nearegmergency exit is.

Make sure intruders cannot access the premises by checking that windows and external do
locked.

Comply with any arrangements provided by the Company for lone working.

Take all reasonable steps to ensure your own safety.

Inform the Company as soon as possible of any incidents or safety concerns

Treasure Keepershould ensure that:

\%
\%

\%

Where possible, lone working is avoided as far as is reasonably practicable.
arrangements are in place so that someone
a check is carried out at the end of the lone working period.

Emergency procedures are in place so that lone workers can obtain assistance if requirezhn’
include a preagreed safe word for discreetly alerting Management or others if you are in distr
Lone workers are provided with adequate information and training to understand the risks ar
safe working procedures associated with working alone.

Any employee working alone is capable of undertaking the work on their own.

The job can be done safely by one person.

For the Director if there are any elevated risks in sole working on particularttesess a recommendatior
to inform the clinical supervisor of whereabouts and time of exit. Other relevant persons may al
informed of exit and whereabouts to minimise risk.
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Whistleblowing Policy

All Practitioners or associates working witreasure Keepers ® are required to adhere to and underste
whistleblowing procedures.

There is a clear duty for such people to report to an appropriate authority any circumstances which

consider likely to significantly harm the safety, rights orfarel of any child receiving a serviceTrgasure
Keepers

Plkase refer to the/NhistleblowingPolicyfor more details
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TREASURE

KEEPERS

INTERIET& COMPUTERJSEPOLICY

Legislation Frammwork

1 Health and Safety at Work 1974
Malicious Communication&ct 1988
Children At 198

Adoption and ChildreAct 2002
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Practice Guidance

LinkedTreasureKeeper®@ Policies
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Child and Ault Safeguarding andProtection

Conduct Managaent

Conficentiality

ContngencyPlanning

Data Proection and PrivacyService Userand Clients)
Data Protection and Privackmployes aml Assocites)
Signifcant Incicent andNotifiable Events
Whistledowing

Vistors
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Introduction
SmeBEmployeegAssociatedraveaccess t o computers at
business.

Computers are provided temployeedo undertake businesgelated activities only.
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Employeeg¢Associatesvh o ar e di scovered un
private purposesnaybe deal t with under t
Management Policfor As®ciates.
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As many computer files contain confidentiahd sensitive user, client andbusiness iformation, the
Company takes the security of these files very seriously. With this in mind, we have introduced some bas
security precautions that almployeesmust abide by.

if you need to leave your computer for more than a couplenofutes, lock the computer

if you need to leave your computer for a long period of time, log okéver leave an unattended
computer logged on

computer passwords are considered our confidential information even if you are using your persona
passvord for social networking to login to our work systems.

always keep your password private, do not write it down and do not divulge it to anyone else

if you suspect that someone knows your password, change it in the normal way

change your passwvd at regular intervals in any event

always shut down your computer when ybaoish your working day

if you notice any suspicious activity, for examplesamployeetrying to gain unauthorised access to
anot her member of the Mahager anddcDirentorimmedrately not i f y

<<

<

< <K<K

Pleasenote that Visitas are also required to adhere to this policy whilst on the premises. Plea3ésges
Policy

DataManagenent
The computers and the data they contain are provided to undertake busneésted activities and to enable
you to carry out your job duties.

As such, data should not be amended, deleted, copied or taken away unless this is both dyeeiidad
to the work you araundertaking,and you have the authority to make such amendment, deletion or copy.

In particular, you should not delete or amend any documentation or programs which are stored on the
Company’ s communal tderrequiseéedeval af dutharity togooso. h a v e

Nonwork-relateddata should not be copied onto or stored on Company computers.

Someemployeesnay be provided with portable storage devices, such as memory sticks and portable harc
drives, which can be plugged into the USB port of a computer. Whilst they are provided so as to allow ft
the copying and transferring of files and imadpetweenane mp|l oyee’ s desktop or
small size and storage capacity makes them vulnerable to misuse. For this reasempdoyeeissued with
these devices must not transfer any data téh&rd-party computer (including one at home)ithout first
having obtained approval frordikki From time to time, user guidelines will be produced on the usage of
such devices anedmployeeswill be expected to follow them. Amymployeewho transfers files to a third
party without permission is likely be subject to disciplinary action.

Please also refer to the Treasure Keependidentiality anddata protection and privay policies
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Social Media

Social media is an interactive online media that allows users to communicate instantly with each other or t
share data in a public forum. It includes social and business netwasldbgites such as Facebook, Twitter
Instagramand LinkedIn.

Social media also covers video and image sharing websites such as Ydriap€hat and TikT,aks well

as personal blogs. This is a constantly changing area with new websites being launchesjwiarabasis

and therefore this list is not exhaustive. This policy applies in relation to any social medis
that employeesmay use.

Employeesre not permitted to log on to social media websites or to keep a blog using the
Company’ s | T gngmbtems and equi p

This includesmobile and smart phones, tabldgptop and haneheld devicesdistributed by the Company
for work purposes.

The Company reserves the right to restrict access to this type of websites at any time.

Whereemployeeshave their own computers or devices, suchtaslets, laptops smart phonesand hand
held devices, again they must limit their use of social media on this equipment to outside their norma
workinghours.

Contravention of this policy
Falure to comply with any of the requirements of this policy is a disciplinary offence and may result in
di sciplinary action being taken under the Compa

Depending on the seriousness of the offence, it may amount to gross misdoaddccould result in
theempl oyee’s summary di smissal

For Associates th will be considered in line thi the Conduct Management Poli@and could lead to a
termination ofcontract
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TREASURE

KEEPERS

MEDICATIOIROLICY

Legislation Frarmwork

Health and SafetyAct 1974

Children A&t 1989

Adoption and ChildreAct 2002

Care &andards At 2000

The Adopion Agncies Regulations 2005

Practice Guidance

T

Adoption National Minimum Standads 2011
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Child and Alult Safeguarding andProtection
Conduct Managaent

Drugs ad Alohol

Health and Safety

Signifcant Incicent andNotifiable Events
Whistleblowing

Vistors

Introduction

Treasure Keepers are committedkeeping our ServicUsers safe and heaith

Responsibilities ofEmployeest Associates

T

T

Employees & Associates are not permitted to administ®r medication or advise anedication
usage

Employees& Associate should ensure that any persomakdication iskept securely and otuof
reach of 8rviceUsersandthis isnot left unattended.

Any personal medication ofie EmployedAssociate should be kept to a mimum.
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TREASURE

KEEPERS

MIsSIxg, ABSEN ORAWAY WITHOUTNOTIFICAIONPOLICY

Legislation Frammwork

1 Children At 1989

1 Adoption and ChildreAct 2002

1 Care &ndards At 2000

1 The Adopion Agncies Regulations 2005

Practice Guidance

1 Adoption National Mnimum Standaas 2011
1 Department of Education Statutory Guidance on Children who Runaway or Go Missing from Hom
Associatn of Chief 6Police (ACPO) in 2013.

LinkedTreasureKeeper®@ Policies

1 Child and Alult Safeguarding andProtection
Conduct Managaent

Health and Safety

Out of Hours

Quality Assurance

Signifcant Incicent andNotifiable Events
Supervision

Visitors
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Guding Leqgislation/Framework

Respondngto missing episodeshouldbe respnded toin accordance with current legislation and guidance
with specific reference to the updated Statutory Guidance on children who run away or go missing fron
home or care issued by Department for Education in January 2014.

Inparticular@i | dren’ s Soci al Care will consider what
following a missing person episod®)d will give due consideration to the level of risk and vulnerability for
the child or young person, in deciding on the mosp®priate response
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It I's recognised that <c¢children and young peopl
and may therefore be entitled to a service under Section 17 of The Children Act 1989.

Furthermore it is recognised that dependentoindividual circumstances such as parental response, the
child or young person may be considered at risk of, or subject to, significant harm and therefore in need c
protection. In these circumstances child protection procedures would be followed. ¢ tiegsholds are
not met the chil d’ s nee dagencyapprodrieundertte CammdneAdsessmentb
Framework (CAF)

The following principles should be adopted by all agencies in relation to identifying and locating childrel
who go missing:

e A child first approach should be taken. The
circumstances.

* Locating and returing the child to a safe environment is the main objective

» Child Protection Procedures will be initiated whenever there are concerns that a child who is missin
may be at risk of significant harm.

Report to relevant authorities

Definition of WissindX. Absence

a a A a @ Anyole whose whereabouts cannot be established and where the circumstances are out ¢
character, or the context suggests the person may be subject of a crimeisk af harm to themselves of
Iy 2 ( Répatimeént of Education Statutory Guidance on Children who Runaway or Go Missing from Hom
Association of Chief of Police (ACPO) in 2013

Thereforea chi |l d (i . e. under the age ngf 18§ yweaerig) w
unknown, whatever the circumstances of their disappearance.

They will be considered missing until they are located and their wellbeing or otherwise is established.
G! 0 aSYOSBISNE2Y A& y20 I G GISRLI2ZINO NB4j KA NS Ri K128 01SNK

Unauthorised Absence definition

Wway from placement without authorisation: a looked after child whose whereabouts is known but who i
not at their placement or place they are expected to be and the carer has concerns or the masdesen
notified to the local authority or the poli€e

This category is critical to the clarification

Some children absent themselves from home, care or school for a short period and then returrtheften
whereabouts are known or may be quickly established through contact with family or friends or are unknowr
but the children are not considered at risk. Sometimes children stay out longer than agreed as a bounda
testing activity which is well withithe range of typically normal adolescent behaviour.

These children have taken unauthorised absenc
‘“mi ssing’ for this Procedure. I f a chil d’ ser,iwher
they are known to be staying somewhere where they are in danger and it is not possible for the carer/ perso
with parental responsibility to remove the child or young person, then it may still be necessary to involve
Police and partners in safeguangd them.
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In the case of Looked after children, Social Workers and partner agencies should always consider whett
an unauthorised return to family and friends or, for older young people, trips abroad or staying with a frienc
boy/girlfriend, place a childyoung person at risk.

Unaut horised absences must be carefully monitor
addressed. This is an earlier indicator that a child may later escalate to going missing.

Patterns in absent episodes also need to be monitored, this can be done via weekly missing and absent
spreadsheet.

If a Young Person does not arrive for an intervention session

* All EmployeesAssociates are expected to mark any missed intervention sessions on the Youn
Per s on’ -GatePirtarvemidn record
* TheEmployeesAssociateshould try to make contact with the young person and /or their parent or
carer to establish the reason for absences.
* TheEmployeesAssociateslso are required to immediately notify the Manager of this missed session
* The Manager thedecides on theourse of action to take:
o First missed session wheEmployeesAssociatedias been unable testablishreasonable contact
with the family, the Manager willry to contact the family (or Social Care Team if a Looked After
Child).To identify any barriers or issuesattending.
o If there are multiple missed sessions the Manager will report this to all relestakéholders/social
care/family members.
0 A Treasure Keepers ® Cause of Concern/Safeguarding form to be completed following more th:
three missed sessions totablish Safety and Risk factors for the young person.
o Ifthere are concerns about the welfare of the young person a Common Assessment Framework (CA
will completed and sent to the relevant Lodalthority.

If a Young persn leaves during an intervention session

» Ifthe young person cannot be found in the immediate vicinity of the room where the intervention session
is taking placgthe Associateshould
o Immediately notifysecurity/a staff member at the facility they aa¢then
o Contact the carer or parent who accompanied the young petedhe sessions to check if they are

with the young persorhen
o Finallynotify the Managewithout delay.

* The Manager then notifies the relevant stakeholders/social care/famédynbergpolice.

» Thiswould be considered d\earMiss incidentand should be reportely the esignated Safguarding
Leadon the‘Accident/Incident ‘Near Missform’ and is réained in he ‘Health & Safetyolder and on
the Service User€aeloadFile.

* When the child is safely located then the Manager/Associalidhen try to engage with th€hild/Nbung
Personto determine what are the barriers or issues involweere.

Absences that cause concern are those where:

» There is no indication that the child is likely to retumsessionsvithin a reasonable period of timeith
no suitable eplanation andor

Page79of 109



Frequent / persistent alences that may seem insignificant on their own but together create a pattern

that may be cause for concern.
In this situation the Designated Sdeguarding Leadvould makecontactwith the Local Aubority/Holding

Adoption Teanto raise awareness of these ispdes.
Theremay also be a disssionregarding an action plato support.

Pages0of 109



TREASURE

KEEPERS

OUTOF HOURPBOLICY

Legislation Frarmmwork
1 Health and Saty Act 1974

LinkedTreasureKeepers Policies

1 Child and Alult Safeguarding andProtection
Conduct Manageent

Health and Safety

Internet and Computer Use

Visitors
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Treasure KepersOut of Hours refers to the following time periods:

1 After 6pm and beforé9am Monday to Friday
1 All DaySaturday &unday
1 Al Public Hlidays

The out of hours policy applies throughout the periods listed above and, without exception, to all
Employeesand Associates

The policy must also apply to all visitors and contractors.

Employees and Associates are not petea to work outside of these hounsithout expresgpemission
from Treasure Keepers Semibeaders (Manager/Director)

AllEmployees and Associatesist be familiar witlthe relevant operation relating to emergency
procedures, fire alarms and extinguishers, telephones and emergency contact numbers, and first aid boxe

Lone Waking

AllEmployees ands®ciates are required to workithin the Lone Workng practiceguidancewithin the
Health & Safety Policy
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If AService User Makes Conta©ut of Hours

1 There is no obligatiofor any Treasure KeepeEmployeeor Associatdo respad to
communication fronterviceUsers Rofessionalr the General Bblicout of hours.

1 Employees and Assiateshave their working hours displayed on their sigmat strip

They are also advised lave an'out of office function enabled on their emails.

1 Out of Office message should indicate that the service is closed with advice on who to contact in ar
emergency.

=
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QUALITYASSURANJBOLICY

Leqgislation Framwork

1 Children Act 1989

Adoption and Children Act 2002
Childen Act 2004

CareSandards At 2000

The Adopibn Agencies Regulations 2005
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Practice Guidance
9 Adoption National Minimum Standads 2011

LinkedTreasureKeepers Policies

1 Child and Ault Safeguarding andProtection
Conduct Manageent

Compliments and Complaints
Supervision

Signifcant Incidents and Notifiable Evats
Trauma Exposure
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Quality of Service is of the utmost importance to Treasure Keepers.

Assurance of the quality of services provided is supported through the following processes

Service Review

The service is revieweaahd a report providean a6 monthly basidy the Treasure Keepegervice
Manager andirector.

Thisreport tracks whole service outcomgservice performance, service user feedback, highlights &
milestones, challenges & risks, business contirauity service development & improvement.

Outcomeé& Satisfaction Measures

Each referred client is also reviewed on a regular basis and outcome measures are taken.
The psychometric outcomes collected for the whole service are also reviewed every 6 month
Client satisfaction measures are also taken regularly.

A database is kept of this information

This information can then be collated for service development pup@d to review key
performance indicators and outcomes for our service users.

<K<K L

Contract & Clinical Review

There are regular contract and clinical review meetings with the funding Local Authority so assure p
and contractual commitments are reviewatid monitored.

Service Audit
The Servicésreviewedevery6 months.
The auditgathers and analyses data on:

V Quality of recordingslinstructions are provided to all Employees and Associatesnd
expectations

V Attendance toclinical and casenanagement supervision

V Safeguarding and risk assessment revigavery case igsk reviewedevery 3 months minimum.
Higher risk cases will be reviewed more frequently)

V Quality of reports.Instructions are provided to all Employees ak&bociates around expectatians
This includesracking of intervention plan outcome review & psychometric outcome review.

Professional Standard€ode of Conduct

All Practitioners are required to assure their own quality of practice in line with guidamcetiie Health
Care Professionals Countlie British Psychological Sociatyd their own professional regulating bodies
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Employees/Associateare also rguired to be'fit to practicé in line withSecton 19 Rnessof Workers[The
Adoption Support Agecies (England) and Adoption Agencfbiscellaneous Amendments) Regulatio
2005

This includes:

V Being able to engage in evidenbased and evidenemformed practice, evaluate practice
systematically angarticipate in audit procedures

V Being able to gather information, including qualitative and quantitative data, that helps to evalua
the responses of service users to their care or experience

V Being aware of the role of audit and review in quality managetmcluding quality control, quality
assurance and the use of appropriate outcome measures

V Being able to maintain an effective audit trail and work towards continual improvement

V Being aware of, and able to participate in, quality assurance programwiesre appropriate

V Being able to evaluate intervention plans using recognised outcome measures and revise the pl
necessary in conjunction with the service user

V Being able to revise formulations in the light of ongoing intervention and when necestamulate
the problem

V Being able to recognise the need to monitor and evaluate the quality of practice and the value o
contributing to the generation of data for quality assurance and improvement programmes

V being able to monitor agreements and pracsoeith service users, groups and organisation

V Being able to review personal resilience to maintain the demands of the role

In the event that an EployedAssociatefails to meetprofessionaktandardéCode of Conduct they will bt
subect to Treasure Keepers Disciplinary (Emy#es) orcontractual reviewprocessesAssaiates).

This may resulnia termination ofcontract.

Please refer to ther€asure KeeperSonduct Managemerfolicyfor further details.

Pleasealso refer to theSigrificant Incidents/NotifiableEventspolicyas poor conduct oallegations agains
EmplogegAssaiatesmay result in a notification to OfstedBS and Regutaly Bodies such as
HCPOJKCPBACP

Report Provision

1 All reports arequality assuredboth by the Treasure Keepers ® Dire@nd Treasur&eepers ®
Service Minager

Practitioner Selection

We recruit only well qualified mental health professionals on an associate basis who have a knowle:
and special interest in developmental trauma.
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Trainees are only considered if they are in their final stages of professiondicpi@min as a Practitioner
Psychologist (in their Doctoral year of qualification). They are required to have substantial experienc
treatment of people suffering from trauma related conditions.

All Associate Practitioners have extensive experiencespedialist training in the model endorsed by
Treasure Keepers®

Our selection process includes: reviewing CV
verification of qualifications, professional accreditation and professional indgrmrgurance.

Case Allocation

All referrals for psychological therapy are reviewed and assessed by the Director prior to allocation
order to ensure the most appropriate Practitioner is identified, in terms of relevant skills and experie

Monitoring and supervision

All ourEmployees Associategincluding the Directgrare supervised throughout the course of
intervention for each referral they undertake.

Supervision ensures that cases are appropriately clinically mandde frequency of supervision is
dictated by the complexity of the case.

However Employees Associates can contact the Treasure Keepergeé®tbDr at any time should the
need arise for example if the client is experiencing crisis or appears at risk (see QnesjeMant
procedure below).

The Directolis supervised at an appropriate rate suggested by professional guidance by a highly spe
Consultant Psychologist.

Crisis Management Procedure

If an Associat&mployeeis concerned about a particular client, and feels that they may be at risk (e.g
self harm), then we have a crisis management procedure

Please refer to the section titte®// 2 Y Y dzy A Ol G ARIWA G (&I Vil KES NISwA & |
within the Child& Adult Protection and Safeguarding Policy

Thisprocess can includiéhe Associate Practitioner talking to ti8ervice Manage€ase Supervisor/Clinic:
Director after each intervention session if required.

The Crisis Management procedure also includes an explicit agreement between the Associate Prac
and Supervisor as to any communications/liaison that may be required (egyi t h t he c | i
with local Mental Health services).
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All decisions are specifically recorded for risk management purposes.

Education and training

Treasure Keepemmphasise continuing professional development (CPD). We expect all practitioners
keep up to date with therapeutic developments.

All Practitioners are trained in thEreasure Keepemsodel prior to engagement in any intervention work

Confidential Cknt Evaluation Questionnaire

After exiting the Treasure Keepers Service, every client is asked to complete a confidential Client
Evaluation Questionnaire, which addresses th
process and outcome. Questn nai r es are monitored as part o
assurance.

Complaints and Compliments

Treasure Keepeisave a complaints and compliments management process.

Complaints would be invited for submission to tanager anDirector of Treasure Kgeers

If the complaint should be about tHgirector then all Service Users are advised at the point of initial
contracting how they can make a complaint to the British Psychological Society and/or the Health C

Professionals Council.

Please refer to aucompliments & complaints polidgr further details.
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TREASURE

KEEPERS

RESPECWITHINTREASURKEEPERS
(ANTFBULLYIN& HARASSMENTPOLICY

Leqislation Frarawork

1 Equaliy Act2010

Practice Guidance

1 Equality Act Codes of Prami2011
1 Professimal Standards of Professions
1 Adoption: National MinimunfStandards 2011

LinkedTreasureKeepers Policies

1 Child and Ault Safeguarding andProtection
Compliments and Complaints

Conduct Managaent

Internetand Caonputer Use

Supervision

Signifcant Incidentsand Notifiable Evets

1 Whistleblowing
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Introduction

Bullying is offensive or intimidating behauroor an abuse or misuse of power which undermines or humiliates
anemployee.

An Associate/Eployeeunlawfully harasses anothéndividualif they engage in unwanted conduct related to a
protected characteristic, and the conduct has the purpose or effect of violdtmgther AssociattEmp | oy e e
dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment for that other
As®ciae/Employee.

AnAssociate/Eployee also unlawfully harasses anothemployeeif they engage in unwanted conduct
of a sexual nature, andhé conduct has the purpose or effect of violating the otkemp | oy e e’ s
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creating an intimidating, hostile, degrading, humiliating or offensive environment for that
other employee.

Finally, amAssociate/Enployee unlawfully harasses anothemployeeif they or a third party engage in
unwanted conduct of a sexual nature or that is related to gender reassignment or sex, the conduct f
purpose or effect of violating the oth&@ mp | oyee’ s dignity, or <creat
humiliatingor offensive environment for that othegmployee, and because of that othermp | oy e e
rejection of or submission to the conduct, they treat that otleenployeeless favourably than they woulc
treat them if they had not rejected, or submitted to, the cara.

The unwanted conduct will still amount to harassment if it is based on the protected characteristic o
third party with whom theemployeeis associated and notontleemp | oyee’ s ownh pr
characteristic, or if it was directed at someone othealitheemployee, or even at nobody in particular,
but they witnessed it. In addition, harassment can include cases where the unwanted conduct occut
because it is perceived that @mployeehas a particular protected characteristic, when in fact they do
not.

Conduct may be harassment whether or not the person intended to offend. Something intended as .
“jJ oke’worklramtser*™ may offend anot he emppgednddiferent |
levels of behaviour acceptable and everyone hasritjet to decide for themselves what behaviour they
find acceptable to them.

Behaviour which a reasonable person would realise would be likely to offeethployeewill always
constitute harassment without the need for the employeaving to make it cleahat such behaviour is
unacceptable, for example, touching someone in a sexual way. With other forms of behaviour, it ma
always be clear in advance that it will offend a particellaployee, for examplaeyork banter and jokes. Ir
these cases, the belviour will constitute harassment if the conduct continues after ¢neployeehas
made it clear, by words or conduct, that such behaviour is unacceptable to him or her. A single incic
can amount to harassment if it is sufficiently serious.

Reporting conplaints

All allegations of harassment, bullying or intimidation will be dealt with seriously, confideatially
speedily.

The Company will not ignore or treat lightly grievances or complaints of harassment
from Associate/Eployess.

AnyAssociate/Eployee is found to have harassed anothemployeein violation of this policy will be
subject to disciplinaConduct Managementactionsunderthe Compny ' s di sci pl i na
(Employees) andithin their contractual agreement ancbnduct management poliafthey are
Associates

Such behaviour may be treated as gross misconduct and could rendAstioeiate/Enployeeliable to
summary dismissdermination of contract

In addition, linemanagers who had knowledge that such harassment had occurred in their departme
butwhohadtakemo acti on to eliminate it wil!/l al so
disciplinary procedure.
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Anyone whaoringsa complaint of harassmentill not be victimised for having brought the complaint.

However, if it is concluded that the cqataint is both untrue and has been brought with malicious inten
disciplinary action will be taken agairtee compgainant.
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KEEPERS

AFERRECRUITMENRPOLICY

Leqgislation Frammwork

1 Children Act 1989

Adoption and Children Act 2002
Childen Act 2004

Care &ndards At 2000

The Adopibn Agncies Regulations 2005
Safeguarding Vulnerabfgroups 2006
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Practice Guidance

1 Adoption National Minimum Standads 2011
f Staying Safe’ action plan (July 2007)

LinkedTreasue KeepersPolcies

9 Child and Ault Safeguarding andProtection
Conduct Manageent

Drug andAlcohol

Equality, Diversity and Inclusion
Healthand Safety

Medication

Whistleblowing
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Introduction
V Treasure Keepenglue safe practice at all times and safer recruitment as part of this.

V Treasure Keeperalso have policy documents on Safeguarding & Child Protection which are
relevant to this policy.
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The *‘Staying Safe’ action plan (July 2007
recruitment practices in all sectors working withldnén and young people

Key Principles for Safe Recruitment

\Y
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Treasure Keepers ® employ the following principles within safer recruitment practices.
practices are employed for both paid and volunteer staff members.

Plan the process and decide who Iwbke involved in each stage of the recruitment (plannii
advertising, shortlisting, interview panel).

Make sure everyone who plays a part in the process knows what they have to do and how to
Write a role description that lists what the new membsrstaff will be expected to do and whe
they will be responsible for. Make sure that all or any responsibility for contact with childr
clearly stated

Ensure this role description lists the qualifications, knowledge, skills and abilities that a pers:
need to do the job.

Make sure that criteria relating to safeguarding children are included

Include a safeguarding statement in your advert abdutet j ob t o emphasi
commitment to safeguarding children.

Make sure all applicants fully complete a standard application form.

l nclude information about your organisat.
the information you send to people who enquire about the job

Decide which applicants to interview on the basis of their ability to meet the criteria within
person specification and create a shortlist

Where possible, obtain written references for all shortlisggaplicants before interviewing them. |
all cases, references should be obtained before entering into a contract of employment wit
candidate. The references should include
job and their motivéion for doing so

Scrutinise and compare references and ensure you have satisfactory explanations for anythi
doesn’t match up and any gaps in an appl:i
Involve all the people who you have chosen to be on the int@npanel in the process of decidir
and writing the questions (including ques
for working with children) or any other exercises as part of the interview. Questions and exe
should be designed thelp the candidate demonstrate their ability to meet the person specifical
criteria being assessed

Interview all applicants face to face and score their answers against your agreed selection
using a consistent and measurable approach.

Confrm the identity of every candidate being interviewed and check original certificates of
gualifications if appropriate.

Make it clear to the preferred candidate that your offer of work is subject to the satisfac
completion of all appropriate chesksuch as a DBS disclosure and any outstanding references
Complete the appropriate checks for each preferred candidate, including qualifications, status
to work in the UK and criminal background before you allow them to start work.
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KEEPERS

SGNIFICANINCIDENTSNOTIFIABLEVENT$OLICY

Legislation Frarmwork

T Children Act 1989

Adoption and Children Act 2002

Care &andards At 2000

The Adopibn Agncies Regulations 2005
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Practice Guidance

1 Adoption National Mihnimum Standais2014
1 Fostering National Minimum Staais2011
1 Professional Practictandards SociaWork, Practitoner psychologistCounsellors

LinkedTreasureKeeper®@ Policies

=a

Child and Alult Safeguarding andProtection
Conduct Managaent

Compliments and Complaints
Confidentiality

Data Protectiorand Privacy

Drug and Adohol

Equality, Diversity and Inclusion

Internet and Computer Use

Missing Absence Away without notification.
Whistleblowing

Visitors
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Underpinning Legisition and Guidance
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The Adoption Support Agencies (England) and Adoption Agencies (Miscellaneous Amendments) Regulati
2005 Regulation 24otifiable Eventss activated

1 Where anEmployee orAssociatehas acted in a way that caused harm to a child or placehild at
risk of harm.
1 Where a child hadied or suffered serioumjury whilst receiving services for adoption support.

Gudance from the National Minimum Standards (AdoptioSupport Agency)

1 The registered provider and the managsrthe Adoption suppdragency has a system in place to

notify, within 24 hours

The system includes what to do where a notifiable event arises avdekend.

A written record is kept which includes details of the action taken, and the outcome of any action or

investigation, following a notifiable event.

1 The registered provider and the manager of tfethe Adoption spport agency has a system for
notification to responsible authorities of any serious concerns about the emotional or mental health
of a child, such that a mental health assessment would be requested under the Mental Health Ac
1983.

1 Following an incident notifiable under regulation 19 or regulation 24, the registered provider and
the manager ofthe Adoption support agency contacts the responsible authority to discuss any
further action that may need to be taken

= =

Introduction

This policy document does not operate in isolation but forms part of a wider policy framework and associate
or employees should familiarise themselves with theof@lhg policy documentscluded above.

If Associates oEmployees are unsure about any aspect of fhosicy they should seek immediate assistance
from Management.

In addition, associates or employees can refer directly to Standare Ne&ification of significant events.
Further advice is available in the Guidance for Adoption Support Agereggfsted about an incident:
children's social care notificaticrlGOV.UK (www.gov.uk)

Associates and Employeshould also ensure that a comany Accident/Incident/NeaiMiss Formis also
completed in line with the Health and Safety Policy

BEmployee/AssociateConduct &Notifications

In accordancavith section 2 (1 (@) of the Protection o Children Act 1999.

1 Where an Enployee or Associatkas acted in a mannethat caused harm/placed a child a risk
equatng to misconduct

And this has resulted in

V Suspension of the Employee/Associate
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https://www.gov.uk/guidance/tell-ofsted-about-an-incident-childrens-social-care-notification
https://www.gov.uk/guidance/tell-ofsted-about-an-incident-childrens-social-care-notification
https://treasurekeepers.sharepoint.com/Shared%20Documents/Safeguarding%20&%20Child%20Protection/incident-accident-reporting-form-template.doc

V Dismissabf Empbyee or Termination of Contract for Associate
V The identifiedEmployee/Associate has been moved to a position not involving child care
V The Employee/Associate Leaves prior to any action beingntake

If this criteria is met then there is a duty for tianagerDesignated Safeguarding Lead and/Or
Director/Director/Responsible Persda report thisto the Local Authority (LADOyhere the organisation
or AssociateEmployee is registereahd Ofsted.

Death a Seiious Injury

Where anEmployee orAssociate has acted in a manner that has causedddah or serious injury of a
child, the following bodies will be notied by Designated Safuarding LeatManager andor
Director/Responsible Person

1 RegistratiorLocal Authaty of the OrganisatiofAssociate

ThePrimary Care Trust

The Local Health Board

The relevantAuthority (wherethe child is phced)

The Sexetary of Sate (if the child has died)

Ofsted

Consider RIDDQRBsponsibilitiesas ddined within the Health& Safety Policy

= =4 4 4 5 4

What is a serious or significariiNotifiable) event?

The OxfordEnglidbi ct i onary defines serious

not slight or negligible’

as: signi

The line between what is serious, and what is not, can be blurred and is always a matter of judgement.
depends on many factors, imgling age of the child, frequency of the incident, injuries sustained, any
additional needs the child has, the context of the home and so on. In some instances, the cumulative effe
of frequent incidents may make a notification appropriate even if iratmh each event would not warrant
this.

What you must tell Ofsted about

If during the elivery of Treasure Keepe6evicesa significanthotifiable eventoccursfor example

V a child being the victim or perpetrator of a serious assault

V a serious illness or accident

V a srious incident of selharm

V serious concerns over a child’ s missing beha

Serious illness or accident would include matters such as broken bones, when a child loses consciousnes
situations that require admittance to hospital for more than 24 hours

Gonversatiors around notifable eventéncidencesshould be wider than the process of notifying (or not
notifying) Ofsted andt®ould primarily focus on safeguarding practice and outcomes for children.
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If a notifiable Incident Happens at the vekend:

1. Treasure KeeperBracttioners that become aware da notifiable incident at the weekend should
ensure that the child is safghis may be through calling emergency services)

2. PFollow the usual reporting proedures for the organisatioas detailed above.

3. The [@signated Safeguarding Leadd/Or Director/Responsible Persdar the Organisatiorshould
be informed

4. The online form shoulddocompletedby the Designated Safeguarding Lead@irector/Responsible
Person Tell Ofsted about an incident: children's social care notificat@G@®V.UK (www.gov.uk)

Notifying Ofsted without delay

The orine form (Tell Ofsted about an incident: children's social care notificati@DV.UK (www.gov.uk)
should be completed within 24 hosi

Once completed thisokm will automatically be submitted to Ofsted.

For other incidents you can take some time to collect further information before you consider the incident
serious enough for a notification.

An electronic versionf the completed formis savedinto the Service Managés Safeguardingolder and
recorded onto théRecad of Safeguarding &lotifiable Events Excel Spreadsheet within thiolder

Ofsted will return an email acknowledging receipt of the notification, which shalslo beretainedfor our
records and attached to the notification. This email can take a couple of days.

Quality of notifications

Notifications should be evaluative and not merely a chronology of events.
Vital iformation, especially the action taken, is often missed from the notification.
The information needs toclude:

V Abrief summary of the event
V The actions taken by stdfissociatesand managers at the time
V FRurther actions planned to reduce the likelihood of a simiteident occurring again

Registered managers are responsible for the quality of the reports complatestaffAssociates

Notification updates

We are notrequired (by regulation) to send updates to naliie events gbmitted.

There maybe occasions whewe may be askedo send in an update following a serious incident because
this would be helpful in understanding what has happened and the aet®have taken.

In these situations, the inspector is likely to dskasure Keepert® communicate by email rather than a
series of further notifications.

Updates are not required unless they refer to a significant development.
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There is no legal requirement to keep notifying Ofsted as a case progresses.
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KEEPERS

SUPERVISIONOLICY

Legislation Frammwork

1 The Adopibn Agencies Regulations 2005
Practice Guidance

1 Adoption National Minimum Standads 2011
1 ProfessionaPractice Standard$ocial Work, Practitiond?sychologistCounsella

LinkedTreasureKeepers Policies

1 Child and Ault Safeguarding andProtection
Conduct Manageent

Compliments and Complaints

Drug and Alohol

Equality, Diversty and Inclusion

Quality Asswance

Signifcant Incidentsand Notifiable Evets
Trauma Exposure

1 Whistleblowng
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Definition

Fitness of workes defined in Regulation 19, Adoption Support Agencies (England) & Adoption Age
(Miscellaneous Amendments) Regulations, 2005

The registered person shallho

(a) employ a person to work for the purposes of the agency unless thatrperdit to work for the
purposes of the agency;

(b) allow a person who is employed by a person other thanréggstered provider to work for th
purposes of the agency unless that person is fit to work for the purposes of the agency.

For the purpees of paragraph (1), a person is not fit to work for the purposes of an agencytunles
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(a) he is of integrity angjood character;

(b) he has the qualifications, skills and experience necessary for the work he is to perform;

(c) he is physically and mentaliy for the work he is to perform; and

(d) full and satisfactory information is available in relation to him inpees of each of the matter
specified in Schedule

Social care common inspection framework (SCCIF): adoption support agdlmiember,2019)

This guidancehighights:

1 Managess and stafffand Assocites] receive regular and effective supervision that is focuset
OKAf RNBY yR 2GKSNJ &SNIAOS dzASNEQ SELISNAS

1 Supervision is recorded effectively.

1 There is effective support and challenge, including through team andcgeament meetings, tc
ensure that the professional development of staff and leaders results in the right environmi
good practice to thrive.

1 The emotional impact on staff of the work is recognised and managed well by leaders and ma

Introduction
As a service it is a core value to foster a sense of Team working and connection.

It is not easy to support the population who are affected by developmental traamdat is imperative thai
the professionals working alongside these individuals feel well supported.

The Associates have a monthly supervision session but are aware that they can access myse
Service/Clinical Director and the Manager at any tifrtbey need additional support. They are frequen
reminded that the process to access this is to send a message and then an additional time will be n
them during that day.

A written record is kept by the Treasure Keepaegailing the time andlate and length of each supervisic
held for each Practitioner including the registered person.

The record is signed by the supervisor and the Practitioner at the end of the supervision.

AllEmployees & Associateave their performanceeviewedat least annually and, where they are worki
with children, this appraisal takes into account the views of the chiltlierPractitionerworks with.

AllEmployees & Associatbave a wellbeing checks fart of supervisiorsessionsThis encourages person
and professional reflection on the impact of the role.

The Managerand Directoralso attendmonthly supervision sessions with an external supervisor

Supervision records feed into quality assurance procedures for Te&sepers.

Aims of the Supervision Policy

V To foster a culture of mutual support, if our Team feel well supported the hope is that our t
population of young people, parents & carers and professionals dealing with developmental t
will also feel supported.
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To ensure there is regular andsgonsive access to case management supervision
To support all practitioners in developing their clinical skills.

Review fitness to practice and Practitioner Wellbeing

To review quality and standards of practice.

Adherence to Treasure Keepers Code of @Qohd

Supervision Requirements

T

Page99 of 109

All Practiionerswithin Treasure Keepemre offered monthly case management/clinical supervis
with the Clinical & Service Director. This is for a minimum of 1 hmersnonth

Practitioners are also asked to attend a management supervision session with the Treasure |
every 46 weeks.

All Associate Practitionsare additionally asked to source their own regular clinical supervisior
The British Psychological Society suggests that all psychologists engaged in therapeutic wor
access a minimum of 1.5 hours of clinical supervision per month
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TRAUMAEXPOSURPOLICY

Leqgislation Frarmwork

1 Health and Safetyc 1989
1 Adoption Support Agencies (England) & Adoption Agencies (Miscellaneous Amendments
Regulations, 2005

Practice Guidance

1 Adoption National Minimum Standads 2011
1 ProfessionaPractice Standard$Social Work, Practitiond?sychologit, Counsella

1 Taking trauma related work home: Advice for reducing the likelihood of secondary trauma | BRE33«
| 09.06.2020

LinkedTreasureKeepers Policies
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Child and Ault Safeguarding andProtection
Conduct Managaent

Compliments and Complaints

Covid19

Drug and Alohol

Equality,Diversty and Inclusion

Quality Assuance

Supervision

Whistleblowing
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Introduction

Exposure to distressing materialsuch as traumatising conversations, images and written or auditory
testimony— occurs in the work of many people.

This is especiallprevalent within Treasure Keepers ® as we support children and families/Placements
expeaiencing developmental trauma.
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The Covidl9 pandemic has resulted in this type of work being undertaken in the home. In these
circumstances, there is an increased risk of secondary trauma and compassion fatigue when the support
Associates is less awable and the boundary between work and home life eroded.

This guidance document recommends a shgpstep approach for organisations whose employees are at
risk of vicarious trauma while working from home during the Gad@dPandemic.

This is based on éfollowing 5 Rs:
1. Recognise

2. Review

3. Respond

4. Refresh

5. Respect

Using the 5 Rs will help The Company to fulfil their duty of care, enabling them to recognise, review an
respond to risks for individual employees, make changes or improvemants ensure that respect
underpins their response.

Recognise

When asking trauma exposed professionals to work from home, The Company should consider the
responsibility for the wellbeing of their employees and Associates for the vicarious injurigs nvaicbe
sustained by them and by their partners and children, and others in the home.

Individuals whose work involves engaging with victims and offenders of crime, or protecting adults ant
children, are examples of activities in which employees may besexpto trauma.

Key considerations:

U Employees performing trauma exposed work may experience psychological harm including anxiet
depression, compassion fatigue and simple or complex Post Traumatic Stress Disorder as defined
the World Health Organisein.

U Employees in these types of roles need to be empathetic, but empathy can increase the risk c
secondary trauma for the professional.

U Peer support and social bonding in teams increases resilience and reduces the likelihood of person
injury but may bdess available while homeworking.

U Intraumaengaging roles maintaining the boundary between the trauma and personal life is essentia
for wellbeing.

U Taking traumatising materials into the home may harm families and children who can be exposed t
the nature of the work or to the emotional discharge of distress or anger by their-distkessed
parent or partner.

Review
Carry out a full review before deciding whether a professional should work with trauma while homeworking

A role risk assessment to uaitand the challenges and identify particularly harmful elements is necessary
when allocating work.
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Individual assessments should cover practical risk areas including:

1 other people in the home

1 location

1 privacy and set up of the workstation
1 digital secuity provisions

The following should also be reviewed when considering arrangements for homeworking:

f How to monitor the homeworker’'s trauma sy mj
surveillance, via use of an Occupational Health professionaktasut by the UK Health and Safety
Executive).

1 Availability of psychological or peer supervision and support for the homeworker.

Respond

Address any gaps identified during the review stage. This may involve updating policies, procedures al
equipment, and altering how work is structured and allocated to the employee who is working at home.

Key considerations:

V Emphasis should be on those sking from home where there are children and/or a lack of a secure
working area. Taking trauma related work home: Advice for reducing the likelihood of secondary
trauma

V When allocating work, ensure that tasks with the greatest propensity to cause haroaared out
in the traditional workplace rather than at home.

V Break up or segment tasks to encourage flexibility and/or a team approach. These changes are n
without difficulties as there may be times when handling traumatising materials at home is
unawidable. Task allocation to protect homeworkers may result in an intensified level of traumatic
exposure in the main workplace. Given increased levels of risk, The Company have a statutory du
of care to undertake regular, ongoing personal and workplasle assessments and psychological
surveillance.

V Noticing early warning signs means that steps can be taken to prevent problems from developint

further.

Professionals will need:

Appropriate training and tools for recognising signs of stress, compassigndand trauma.

Systems to monitor the demands, levels of control, availability of support, quality of relationships

and impact of changes on individual employees and team members. Remote monitoring is not eas

but could be part of a programme oégular individual or team consultative support. This will allow
recognition of and response to personal and emotional demands. Where individuals are showing

signs of more serious psychological conditions there needs to be a readily available procels for s

referral or management referral for a psychological assessment via occupational health or othe

clinical routes.

<< <

Refresh

An unprecedented level of change in working practices continues to occur because of thel@ovid
pandemic. Monitoring and ongoingview are necessary so that these changes can be managed effectively,
and steps taken to ‘refresh’” by making i mproven
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This requires:

T

Agreement on the key indicators of success, for both the wellbeing of the workdriha health and
productivity of the organisation in responding to the needs of the victims of trauma and/or
identifying the offenders and sources of trauma.

The full engagement of management, supervisors, and frontline workers in systematically pyovidin
evidence of what works and what could be improved. As lockdown eases and the pandemic is broug|
under control, organisations will need to adapt to become more agile and develop organic ways o
working. Leaders will provide direction and enable actiorsupport of this, with teams being
accountable and organisations becoming more flexible.

Respect

The need for respect underpins any response to support employees dealing with traumatising material in
their homes and workplaces.

This involves actively lsting to and understanding the circumstances and wishes of individuals, including:

V Special needs of vulnerable groups such as those with disabilities including mental health problem
or going through demanding personal times including illness, relatiprisieakdown, bereavement,
or pregnancy.

V The effects of bereavement.

V Caring responsibilities.

V Financial constraints. The Company and Associates can show respect through compassion a
awareness of the needs of others. People have their own ways of deailin change and both time
and encouragement will help everyone to adapt.

Conclusion

Organisations, managers, and supervisors should encourage shared learning, enabling everyone
participate in the creation of a work environment where diversity is @dJuvorkers are engaged, and
organisations are trauma informed.

GUIDANCE TAKEN FROM:

Taking trauma related work home: Advice for reducing the likelihood of secondary trauma | BRE33d
09.06.2020
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TREASURE

KEEPERS

VISIT®RSPOLICY

Legislation Frammwork

71 Children Act 1989

Adoption and Children Act 2002
Childen Act 2004

Care &andards At 2000

The Adopion Agncies Regulations 2005
Safeguarding Vulnerabfgroups 2006

= =4 4 -5 2

Practice Guidance
1 Adoption National Minimum Standads 2011

LinkedTreasureKeepers Policies

=

Child and Alult Safeguarding andProtection
Conduct Manageent

Data Potection and Privacy

Drug and Alghol

Equality, Diversity and Inclusion
Healthand Safety

Internet andComputer Use

Medication

Out of Hours

Signifcant Incidentsand Notifiable Evats

= =4 =4 -4 -4 -4 5 A -9

Introduction
Treasure Keepers will take all reasonadtigpsto preventunauthorised pesons erering the premses.
There is an agreed predure for checking the identity of visitors

Procedures Applicable to Visite

The following rules apply for &inds ofvisitors:
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Visitors should sign iand show some form of identificatiomhen identity is not previously
known to the Trasure KeeperEmployedAssociates

Identity verifcation maynot berequired for regula Service Users)

Visitors will receive passasd return themonce the visit is over.
EmployeefAssociatesnust always tend toheir visitors while they are inside our premises.
Visitors are not permitted to admit any other persons into the piees.

Visitorsmust not misuséhe internet connection, disclose cadential information or take
photographson the premises

This is a0 smoking anderodrugstolerancepremises

In theevert of a fireor emergency Visitors must exite premisesmmediately va the nerest
safe exit. Visors must not reenter the buildingunlessadvised it is safe to dso.

All Accidents/Incidentdlear-Misses must be reported immeately

Parking is available in the surrounding aréahiclesshould notcausean obgruction andare
left at the owners rik.

If visitorsdo not conform, they may be escorted out or face prosecution if appropriate.
Visitors are allowed during working hauAfter-hours visitors mustake place with permission
from Semor Leaders (Manager/Director)



TREASURE

KEEPERS

WHISTLEBLOWING POLICY

Legislation Frarmmwork

1 Children Act 1989

The Public Interest Disclosure Act 1998.
Adoption and Children Act 2002
Childen Act 2004

Care &andards At 2000

The Adopion Agencies Regulations 2005
Sdeguarding Vulnerale Groups Act 2006

= =2 4 4 5 2

Practice Guidance

91 Adoption National Minimum Standais 2011
1 WHISTLEBLOWING Guidance for Employers and Code of Practice MARCH 2015

LinkedTreasureKeepers Policies

=

Child and Alult Safeguarding andProtection
Conduct Manageent

Compliments and Complaints
Confidentality

Covid19

DataProtectionand Privacy

Drug and Alghol

Equality, Diversityand Inclusion

Health and Sty

Medication

= =4 4 4 4 4 5 4 -2

Definition

Whistleblowing is the name given to the act of the disclosure of information to the employer or the relevant
authority by an individual who knows, or suspects, that the Company is responsible for or taken part in somr
wrongdoing.
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Those making qualifying disclosures are protected against dismissal or detriment by The Public Intere
Disclosure Act 1998.

Qualifying disclosures

Certain disclosures are prescribed by éeawmaans
disclosure of information that the employee genuinely and reasonably believes is in the public interest an
shows that the Company has committed a “relevan

committing a criminal offence

failing to comply with a legal obligation
amiscarriage of justice

endangering the health and safety of an individual
environmental damage or

concealing any information relating to the above.

= =4 4 -4 A8

These acts can be in the past, present or future, so that, for example, a disclosure qualifies if stteelate
environmental damage that has happened, is happening, or is likely to happen.

The Company will take any concerassal relating to the above matters very seriously.

EmployeefAssciatesmu st reasonably believe timatertehset "di sWel
you to use the procedure to raise any such concerns.

Should the concern not meet the requirement to be a qualifying disclosure, you should raise this under th
Company’ s grievance policy.

Where a concern is raised under the whibtewving policy where it is not appropriate to do so, i.e it relates
to a personal grievance or a child protection or safeguarding disclosure, the receiving manager will confiri
that the matter will be addressed under the grievance policy or the safegugapbiicy, as applicable.

Should you have concerns relating to child protection or safeguandilaging to a Director, Manager,
Employee, Associate, Stontractor or Contractoof the Company, for example, one of the abdnaes:

i Carried out lehaviourwhichhas harmed or may have harmed a child
1 Possibly committed a criminal offence against or related to a child
1 Carried out lehaviour that may suggest they are unsuitable to work with children
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You should raise these under the safeguardingpalie s and pr ocedurAdegaticpat c i f
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If a child is in imminent danger, you should contact the palir@ediately.

If you are unable to raise a disclosudigectly with the Company, you should report your whistleblowing
disclosures to

The Children’s Commissioner by email to: help.t

or by post to: The Children’s Commi s s LoodoreSWIB C

3BT
or by phone: 0207 783 8330

find out more at their websitewww.childrenscommissioner.gov.uk

The procedurdor the handling of Whistleblowing Disclosures

In the first instance you should report any concerns you may havee®irectoror Jo Groomwhere the
concern relates tahe Directoror it is not appropriate to make the report the Director

All concers reported will be treated in the utmost confidence. You will be asked to confirm any verbal
concerns in writing via letter or email to confirm a written record of a verbal report.

If you do not report your concerns teither of the above, thenyou shoud take them direct to the
appropriate organisation or regulatory body with authority for that area.

Following receipt of a disclosure made under this policy, an investigation meeting will be held with the
employee. The purpose of this meeting isgather as much information as possible from the employee
regarding their concerns, including whether they have any supporting evidence or can identify any witnesse
This meeting will be held withia fair and reasonable timeframigllowing receipt of tle disclosure.

After this meeting, the investigating manager will commence a full investigation into the concerns raised
The investigation will aim to gather all relevant information including relevant documentary evidence or
witness statementsThis irvestigation must be completed withanfair and reasonable timefranfellowing
receipt of the disclosure. If this is not possible, the investigating manager will speak to the employee i
advance of the completion deadline to agree an extended period estyation.

Once the investigation is complete, the investigation manager will write to the employee confirming the
outcome.
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If the employeéAssociatels not satisfied with the explanation or outcome, they may raise the matter with
the appropriate official orgaisation or regulatory body. Alternativelignployeesor Associatesnay raise a
formal compl ai nt Compldig&rievahcepoli®o mpany’ s

Formal action

Should formal action be required as a result of any disclosure made under this policy, this action will b
carried outin accordance with the applicable internal policy.

Any potential sanctions imposed will be fair and reasonable in line with the relevant policy.

Protection against detrimental treatment

All employeefAssociates who raise matters of concern under this policy aretpobed against detrimental
treatment, up to and including dismissal, because they have made a disclosure.

Bullying, harassment or any other detrimental treatment afforded to a colleague who has made a qualifyini
disclosure is unacceptable. Anyofand to have acted in such a manner will be subject to disciplinary
action.
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