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Policy 

If you are an employee, this policy does not form part of your contract of employment and we reserve the 

right to amend it at any time. 

Redditch Nightstop aims to provide excellent services to young people, as well as funders and any partner 

agencies. This commitment should lie at the very centre of all activities. 

Our ability to raise the funds required to continue the work and develop and improve facilities and services 

for young people depends very much on maintaining a respected and positive profile. Staff conduct that 

damages Nightstop’s reputation would therefore threaten the services provided to young people and the job 

security of staff. 

All staff, trustees, hosts and other volunteers must ensure that their words and actions do not bring Redditch 

Nightstop into disrepute either internally or externally. Everyone associated with Redditch Nightstop is 

expected to be committed to the organisation’s aims and objectives.  

This policy isn’t intended to cover all circumstances that may arise. Emphasis therefore is placed on the 

standards of performance and behaviour which are expected, rather than making an exhaustive list of rules 

of potential breaches. 

Scope 

This policy sets out the expectations of Redditch Nightstop for all those who work on its behalf: Governing 

Body members, employees, volunteers and students (hereinafter referred to as staff). 
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1.1 Young People’s Rights  
Staff should uphold and seek to achieve the ‘objectives’ of Redditch Nightstop at all times.  The conduct of 

staff should reflect the values of Redditch Nightstop throughout their work with young people and with 

everyone who works for and with the organisation. Nightstop is committed to ensuring equality of opportunity 

for all staff and young people.  

Young people have rights as citizens (for example through the Human Rights Act, Children’s Act, the Data 

Protection Act, Tenure Law) and as users of Redditch Nightstop's services. Staff should be aware of the 

relevant issues as well as actions that they must take to ensure that the young people’s legal and civil rights 

are upheld, preserved and respected. 

Staff must follow the policies and procedures of Redditch Nightstop and must not allow personal, political or 

religious opinions to interfere with their ability to perform their duties or maintain impartiality. 

Staff shall ensure young people’s rights are upheld. Young people should be supported to raise any 

concerns about a Nightstop service, staff member or policy that they feel is not operating at an appropriate 

standard. Please refer to the Complaints Policy for further details. 

All young people have a right to choose their ‘lifestyle’ according to their beliefs and values so long as this is 

done in a manner that does not directly harm others and is within the law and organisational policies. 

 

1.2 Data Protection and Confidentiality 

All staff shall understand the value and sensitivity of personal data and recognise the need to process and 

protect information obtained by Redditch Nightstop about clients, staff and volunteers. Staff shall be 

committed to maintain the highest standard of security and confidentiality for personal data in its control and 

comply with all legal and regulatory responsibilities.  

All staff have responsibilities under Data Protection legislation and are expected to adhere to the Data 

Protection and Confidentiality Policy and procedures.  

 

 

 

2.1 Working with Young People 

This section sets out a professional context for working with young people by describing basic values and 

principles that govern professional practice. These principles are: 

 

2.2 Professional Boundaries 

Staff must always maintain professional boundaries which includes; office, car and community.   This 

professional relationship is demonstrated by only the client’s needs being met.  

Staff are employed by Nightstop to work with young people as part of their contract of employment and it is 

potentially an abuse of power to represent the relationship between staff and young people as a friendship. 
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2.4 Providing advice 

In general, advice should normally only be offered to young people when they request it unless there are 

good reasons to be more directive. When you offer advice to young people you should ensure that you 

provide sufficient information for young people to make an informed choice. You should be aware of the 

areas in which you are not qualified to give advice and/or feel it is not appropriate for you to offer advice.  

 

2.5 Respect 

Respect is the foundation of the relationship between young people and staff. Detailed below are some 

examples of issues that you will need to be aware of when working with young people. 

• Staff should challenge patronising behaviour or remarks that consciously or unwittingly demean 

other people. 

• Staff should not label or stereotype young people. 

• Staff should challenge racist or discriminatory remarks or behaviour from any source. 

• Staff should respect everyone as individuals and for their differences. 

• Staff should ensure that there are safeguards against disclosure or the overhearing of confidential 

information at hand-over and similar types of meetings/discussions 

 

2.6 Favouritism 

There should be no favouritism, or the appearance of favouritism shown towards different young people. 

Whilst staff may find different young people more approachable, willing, or difficult to work with, this must not 

be reflected in the quality or level of the service individual young people are offered or receive. The support 

offered to individual young people should be informed by their needs and risks, as identified, for example, 

through assessment and support planning processes. 

 

2.7 Flexibility 

Staff should always aim to provide individual young people with tailor-made services that are delivered in a 

flexible and responsive manner. Staff should approach assessments, plans and support working with young 

people in a person-centred way.  

 

2.8 Choice 

When delivering services, young people should be offered choice; expressions of individual culture and 

personal preference should be encouraged and respected. This should be part of a generally empowering 

approach to service delivery that promotes diversity, self-determination and personal development. Young 

people also have a right to refuse support, or not take advice. Where young people exercise this right and it 

takes them outside the bounds of their tenure and contractual agreements or other rules that they have 

freely entered into, then staff have a duty to inform them of the consequences of their actions. 
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Staff must only override these principles where, for example, issues of risk to self or others are at stake. 

Wherever possible, this should only occur with the prior agreement of the manager and where it does take 

place without prior agreement the manager must be made aware of such action as soon as is possible. 

 

2.9 Influence 

Staff must take care not to influence young people with their own beliefs and personal values. Staff should 

always reflect the views, objectives, values and beliefs of Nightstop. Staff should also be aware of their 

potential to influence vulnerable and/or impressionable young people. 

 

2.10 Approachability 

Staff should be seen as approachable, open to fair challenge and criticism, and available to engage in 

meaningful dialogue. They should not be seen as intimidating or inaccessible figures. Young people must not 

be discouraged from accessing support within agreed boundaries or from making complaints. 

 

2.11 Privacy 

Staff must respect young people’ rights to privacy and be sensitive and responsive to any different personal 

and cultural needs for privacy that may arise. 

 

2.12 Unconditional positive regard 

Staff should not comment on or criticise the value of young people as human beings. Actions or behaviours 

can and should be challenged, but the individual should always be regarded as a valued and respected 

person. 

 

2.13 Elitism 

Staff should take care not to present themselves to others as superior in any way, including, morally. They 

should always be prepared to admit error, or a lack of knowledge. 

 

2.14 Involvement 

Young people should be involved in all decisions which impact on them either directly, for example through 

assessment and support planning processes. Staff are expected to respect the value of young people’s 

participation, ensuring that their participation is managed in a professional manner at all times. 

 

2.15 Examples of Conduct 

Some examples of how the above-mentioned values translate into practice are illustrated by the following 

examples: 
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Financial transactions 

• Staff must not enter into any financial transactions with young people, including buying, selling, 

exchanging or bartering goods or services. 

• Staff must not lend their personal money or possessions to young people. 

• Staff must not borrow personal money or possessions from young people. 

• Staff must not give or accept personal presents/possessions from young people. 

• Staff should not make or accept charitable donations to the service without the prior agreement of 

managers. Where charitable donations are accepted from a member of staff the member of staff 

should remain anonymous. 

• Staff must not accept any offers of labour from young people (eg cleaning of a member of staff's 

car). 

 

Relationships and contact with young people outside of work 

• Staff must not allow young people to visit their homes. 

• Staff must not encourage young people to develop relationships with their (the staff member’s) 

relatives or friends. 

• Staff must not give young people their personal contact details, for example accepting as a friend on 

Facebook 

• Social events should be within the staff's paid time. Staff must not donate their personal time to the 

service without prior agreement from their manager. 

• Staff must not make themselves available to young people during their off-duty hours. 

• Out of hours social contact should be kept to a minimum. Staff who ‘bumps’ into young people out of 

hours should be pleasant and civil but should generally discourage prolonged social contact. 

• Staff must never arrange out of hours contact with young people. 

 

Discussing others 

• 'Gossip' or hearsay should not feature as an aspect of service culture and should be actively 

discouraged among both staff and young people. 

• Staff must never share personal details about other staff with young people. 

• Staff must never discuss other staff members with young people except on issues relating to housing 

management and or care and support work. 

• Staff must never discuss young people with other young people. Staff should ensure that this is 

commonly understood by young people and other third parties. 

 

 Illegal activities & collusion 

• Staff must not participate in any illegal activities. For example, buying stolen goods or allowing them 

to be kept on the premises. 
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• Staff must not collude with young people by ignoring illegal activities 

• Staff must inform management of incidents of illegal activity within the service as soon as possible. 

 

 

Interaction 

• All work with young people, whether encouraging, supporting or challenging, must be carried out with 

as much tact, empathy, sensitivity and diplomacy as possible, and with due consideration for young 

people’s feelings and dignity. 

• Staff must always ensure that young people are treated fairly, equitably and without favouritism. 

• Staff who are supporting young people with specific activities must not aim to meet their own 

personal needs at the same time as meeting those of the young person. For example, whilst 

supporting a young person to do their shopping, staff must not do their own shopping at the same 

time. 

• Staff must not use inappropriate language with young people, even where young people use that 

language themselves, for example phrases that are offensive, racist, sexist, derogatory, demeaning 

or prejudicial against other individuals or groups. 

• Staff must not use inappropriate language with young people, for example referring to them by pet 

names, in terms of endearment, or in ways, which may be viewed as demeaning. They should 

address young people in the way that they have asked. 

• Staff must not engage in inappropriate behaviour with young people, even where young people use 

these behaviours themselves, for example causing nuisance or offence, petty vandalism, dropping 

litter. 

 

Where there is any breach of the above, the incident must be brought to the attention of the Charity Manger 

as soon as possible.  

 

2.16 Physical Contact 

Nightstop does not operate a strictly no-touching policy as in some particular circumstance this may not be 

appropriate. Some young people may misinterpret physical contact as affection outside the professional 

relationship. Some young people could interpret physical contact as potentially abusive, or an expression of 

favouritism, for example where a staff member hugs one young person and not another. Staff should 

therefore be aware that physical contact risks being misunderstood, and it may result in staff being 

vulnerable to allegations of inappropriate professional behaviour.  

In general, physical touching between staff and young people is to be discouraged and avoided. In all 

services where touching occurs it must only take place within the context of a professional relationship, staff 

should approach touching with great care and caution and with a young person’s agreement. 
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3.1 Staff Conduct 

Staff should have respect for the values and objectives of Nightstop and promote the work and policies of the 

organisation in internal and external contacts. Invitations to speak on behalf of Nightstop should only be 

accepted with prior agreement of Redditch Nightstop Charity Manager unless this is an integral part of the 

job and contained within a person's Job Description. 

No staff should give information about Redditch Nightstop, its work or young people to the media or permit 

them onto Redditch Nightstop premises, without agreement from one of the list of people below: 

• Chair of Redditch Nightstop  

• Vice Chair of Redditch Nightstop 

• Charity Manager 

 

3.2 Finance 

Nightstop is committed to maintaining the highest standard of financial probity. We recognise that as a 

recipient of public funds and private donations from organisations and individuals who may have made 

considerable sacrifices to support our work, we have a duty to use our financial resources properly and 

effectively.  

Staff must ensure that they undertake all their activities with transparency, honesty and integrity. Staff must 

not misuse Redditch Nightstop’s resources. 

 

Examples of misuse of resources – This list is not exhaustive: 

• Regularly failing to use cost effective methods of travel 

• Excessive personal use of internet, telephone systems 

• Failure to protect assets given to staff for them to do their work (e.g. office furniture and equipment, 

phones, computers) 

• Wasteful expenditure of items/service 

 

In general, all financial transactions should be properly authorised and recorded; unnecessary or wasteful 

expenditure should be minimised. Wherever possible, external receipts for expenditure should be obtained.  

All financial donations should be recorded and banked at the earliest opportunity in accordance with the 

Finance Policy and Procedure. 

All fees, payments and gifts received from external sources of a value greater than £10.00 by any individual 

working for Redditch Nightstop that are made as a result of that person’s connection with the organisation, 

should be given to Nightstop unless otherwise authorised by a Governing Body member/Charity Manager. 

Anyone who has a financial interest in any organisation or individual with whom Redditch Nightstop is 

carrying out a transaction, should declare that interest. 
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3.3 Professional Conduct and Integrity 

Staff shall avoid any act that may bring Redditch Nightstop into disrepute or diminish the trust and 

confidence of public stakeholders or young people.  

Where staff feel a colleague’s behaviour, competence or integrity is brought into question, they should 

discuss this with their manager. If the concern is with the charity manager, then the matter should be referred 

to the Chair or an appropriate Governing Body member. 

It is the responsibility of staff to ensure they maintain a professional relationship with young people, and 

identify if and when that relationship no longer serves the aims and objectives of the organisation. 

Staff need to be aware of the social, legal and professional consequences of any act requested by young 

people but which may be professionally, morally, legally or ethically questionable, or that conflict with 

Redditch Nightstop’s objectives. 

Unofficial contact or any form of personal relationship (including sexual) with young people known to staff is 

not permitted at all and may result in immediate suspension from duties whilst the matter is investigated. 

Chance encounters with young people known to staff in a social setting should be reported to the charity 

manager at the first opportunity. 

Staff must be reliable, punctual and behave with integrity at all times. Staff should ensure their appearance is 

professional and appropriate for the work environment and maintaining professional relationships.  

The use of violence is unacceptable. If staff or volunteers are faced with a violent situation only reasonable 

restraint may be used in order to protect self and/or others as appropriate. 

Use of computers must be appropriate and in support their job role/activity. Access to inappropriate, illegal or 

pornographic sites is not permitted under any circumstances. 

Staff should inform their charity manager about any personal difficulties that might affect their ability to do 

their job competently and safely.  

Staff should seek assistance from their charity manager if they do not feel able or adequately prepared to 

carry out any aspect of their work, or they feel they do not have adequate resources, or are not sure how to 

proceed in a work matter. 

Staff have a responsibility to inform and seek consent from their charity manager of any other work 

undertaken outside of Nightstop, in order that Nightstop can comply with the Working Time Directive. Staff 

must also inform and seek consent for any other activities that may or appear to be a conflict of interest.  

 

 

4.1 Working with Colleagues and Team working 

Quality services can only be delivered effectively by cohesive teamwork based on a shared understanding 

and application of values and principles. For this to be achieved it is important that all staff work 

constructively with one another through establishing and maintaining professional, co-operative and open 

relationships with colleagues.  
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Staff must take personal responsibility for contributing constructively to effective team practices and 

procedures. Failure to effectively communicate with, and support, co-workers is frequently a major 

contributory factor in instances of hazardous, dangerous and violent incidents at work. 

The following values and principles should underpin all aspects of practice in relation to relationships, 

boundaries and professional practice with individual colleagues and within teams. 

 

4.2 Communication 

Effective communication between team members will be supported where possible using hand-over 

meetings, regular staff meetings and training programmes. These events/systems will help to maintain a 

cohesive and positive team. They require commitment from every member of staff and should be given 

appropriate priority. 

Such meetings provide opportunities for discussion and resolution of issues that have arisen during work and 

help prevent the spread of gossip and rumour, which can easily lead to misunderstanding and increased 

tensions between staff members. All staff members have a responsibility to respect the importance of these 

forums and to actively support and participate in them. 

 

4.3 Personal responsibility 

Every staff member should actively aim to maximise team performance and contribute positively to team 

discussions. It is your responsibility to make constructive contributions for the well-being of the team and the 

service. If you are dissatisfied you have a responsibility to deal with this in a professional manner employing, 

where necessary, appropriate organisational Grievance Policies and procedures. 

Difficulties in team working and/or team performance may require a more thorough evaluation of team 

functioning. From such evaluations, plans to improve team and individual competence can be made. In such 

circumstances the manager may seek advice and assistance from a Governing Body Member.  

 

4.4 An Honest and Open approach 

Differences in attitudes, views, personality and competencies, difficulties and grievances for example should 

be resolved in an open and constructive way. If this is not achieved, then teamwork and the quality of service 

delivery will inevitably suffer. 

The following examples provide illustrations of conduct. These examples should not be considered an 

exhaustive list. Staff should: 

• Avoid “backbiting” or gossip. Complaints should be addressed to the people concerned. Do not go 

“behind their back”. 

• Commit to tasks they have agreed to do, inform colleagues and/or the manager if you are unable to 

complete any agreed task – do not leave others to complete your tasks. 

• Recognise that it is legitimate to report unacceptable conduct and practice and that there are 

procedures for doing this. 
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• Be open and honest when difficulties arise. Do not leave grievances or issues un-addressed. 

• Never gossip about other staff members or young people with others. 

• Always strive to actively contribute to team activity, discussions and agreements. 

• Never discuss staff with other staff members unless connected with work practice. 

• Always ensure they use correct and appropriate language with colleagues. 

• Respect their colleagues' knowledge and expertise within their fields. 

• Never isolate or marginalise colleagues. 

• Raise any issues where there are differences of opinion with colleagues in an appropriate, dignified 

and sensitive manner. 

• Keep relationships within the working environment strictly professional. 

• Never intentionally withhold information from a colleague, which they need to know, or which would 

assist them in the efficient, productive and safe running of the service. 

• Constantly consider colleagues' information requirements. 'What do my colleagues need to know?’ 

 

4.5 Working with Agencies and Professionals 

The establishment and maintenance of professional relationships with partner agencies and other individuals 

is essential to ensure that young people obtain the best possible range of services. In their dealings with 

other agencies, staff should be mindful that they are representing both Nightstop and young people. The 

following represents general and specific guidance on conduct with other professionals and agencies. 

• Always remember that you are representing Nightstop when working with partner agencies and 

professionals and therefore you must conduct yourself in a professional manner. 

• You should discuss only relevant information, keeping this concise and accurate, avoiding gossip 

and anecdotal evidence. 

• You must dress appropriately for the working environment, for example smart casual appearance, 

keeping health and safety issues in mind. 

• You must ensure that any issues that may impact on confidentiality or conflicts of interest are 

discussed with your manager prior to meetings and or events. 

• It is expected that all staff will represent the organisation and young people accurately, fairly and 

professionally within the context of Redditch Nightstop’s values.  

• It is recognised that staff may have personal views that differ from Redditch Nightstop's approach on 

specific issues. Staff are however, expected to present and support the Nightstop viewpoint, and not 

present personal views under Redditch Nightstop's name. You are required to seek clarification from 

your manager if you are unclear about Redditch Nightstop's position on a particular issue and use 

supervision to explore any complicated issues you are expected to respond to. 

• Conflicts of interest arising between staff, young people and other professionals are expected to be 

addressed openly and professionally. 
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5.1 General Working Practices 

This section is intended to address other issues in the management of services that impact on values and 

principles and where professional boundaries by individuals, teams and the culture of the organisation as a 

whole are a potential issue. 

 

5.2 Morality, Religion and Politics 

It is the purpose of this guideline to promote diversity and equality, within the confines of tenure agreements, 

the law and the values and policies of Redditch Nightstop. Although morality, religion and politics are 

common areas of conversation, and young people may wish to discuss their views with staff, staff should 

never promote or impose their own views. 

 

5.3 Discriminatory Language 

Staff must not use racist or sexist remarks or use language which demeans people (eg because of their race, 

ethnicity, impairment or disability, gender, sexual identity, gender re-assignment, marital status, dress, 

religion, class, age, appearance, medical condition, mental health, learning disability, behaviour or beliefs). 

 

5.4 Alcohol & Substance Use and Misuse 

Staff must not consume or be under the influence of alcohol or any other substances that affect their abilities 

whilst employed on Redditch Nightstop business, including when accompanying young people on social 

events, trips and outings, the only exception to this is when there is specific agreement from the Manager 

following the completion of a written risk assessment for the event. 

Staff must inform the management if they are taking prescribed medication that can affect their performance 

whilst at work, for example medication which can cause drowsiness or affect mood, behaviour or 

performance. The manager and staff member must risk assess the situation. 

 

5.5 Record Keeping 

Staff must ensure that record keeping is concise; accurate; clear and legible, that it is reported in appropriate 

language and wherever possible in plain English. Staff must ensure that records focus on the facts of what 

has occurred rather than personal opinions and conjecture. Where written records need to reflect a staff 

member's own subjective assessment this and the reasons for doing so must be made clear. Confidential 

information about young people should normally be kept on their files in accordance with Data Protection 

and Confidentiality Policy 

Staff must not allow anyone other than appropriate staff members access to files and records except where 

required by the Police, Courts, etc. In such instances always discuss third party requests for information with 

your manager before agreeing to provide access and ensure that such requests are dealt with in accordance 

with the Data Protection and Confidentility Policy .  



 

Conduct Policy 

 

 
 

Review Date: 10-Feb-2020 V0.1 Conduct Policy Page 13 of 16 

 

The management has the specific role of monitoring professional practice of record keeping within services 

on a day-by-day basis and the responsibility to challenge and address areas where standards are not being 

maintained. This includes both individual worker and team practice. It is the management’s responsibility to 

support staff in maintaining and developing their professional practice. 

 

5.6 What to do when boundaries are broken 

Nightstop recognises that in practice it can sometimes be difficult to maintain professional boundaries and 

that situations and dilemmas will occur which are not specifically covered by this or other organisational 

policies and procedures. This policy should always be consulted and a clear concise written account of the 

situation (with dates, times, names etc.,) should be made immediately after any potential breach of 

boundaries. 

Staff may unwittingly be put in a position where their relationships with young people, staff and other 

agencies is compromised or drawn into conversations or situations where they may feel that their boundaries 

are being stretched or crossed. Redditch Nightstop recognises that the issue of professional judgement and 

maintenance of boundaries is a complex one and is impossible to legislate for in all possible situations. 

Redditch Nightstop recognises that staff will on occasions be presented with situations that will require them 

to make quick decisions on complicated issues. Such situations may require staff to exercise high standards 

of professional judgement in what is often a high-pressured environment and in some situations the fine line 

between good and bad practice may not always be obvious or clear. Nightstop is committed to providing 

support to staff in these situations but can only do this if the manager is made aware of such difficulties. 

Where a staff member has doubts about the appropriateness of an intended action, they must seek the 

managers’ support and guidance. It is the responsibility of the manager to offer guidance to staff on these 

issues. Therefore, managers must respond supportively. 

 

5.7 Staff responsibilities when Professional Boundary issues occur 

When staff find themselves in a situation where there is a potential for a boundary to be broken, in order to 

manage a particular situation, the following steps should be taken: 

Access management support 

 

1. Let your manager know what you are doing or intend to do, preferably in advance of doing it, although it 

is understood that this may not always possible. 

2. Involve colleagues. Other people in your team, particularly those you work with or are likely to work with 

the young person must also be aware of where a boundary may have been blurred or crossed. This is 

for two reasons: 

a. So they can maintain consistent practice with that young person 

b. To ensure that the action taken does not look like a 'guilty secret'. 

3. A detailed record should be completed using the Incident, Safeguarding and Near Miss Form, this must 

be escalated to charity manager.  
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5.8 Flexibility within the guidelines 

It is impossible to legislate for every situation that may arise where the need to assess boundary 

management may be of concern. Similarly, there are some events and arrangements that are planned with 

young people that are highly valued by them which may present potential boundary issues. In these 

instances there may at times be a need to exercise flexibility and discretion in the interpretation of this policy. 

In such instances and where clear benefits to young people would be lost through absolute literal adherence 

to the policy it will be the role and responsibility of staff to bring the issue to the attention of their manager 

beforehand. The situation will then be risk assessed examining the implications of the activity and any 

potential boundary issues that may be identified. Any necessary safeguards will then be agreed. 

The manager will hold the right to veto any proposals that they feel represents too high a risk or promote bad 

practice. The outcome of these risk assessments whether for or against will be recorded clearly noting 

specific risks identified and safeguards agreed. If a manager finds the situation too close to call then the 

opinion of the Chair must always be sought. This should not be interpreted as indecision on their part but 

should be viewed as furthering the debate. Any borderline situations must not be risked without a robust risk 

management plan and management approval. 

This approach should ensure that transparency is maintained in the area of agreed variations that should 

ensure a degree of safety where positive risk taking is judged as beneficial. 

 

 

6.1 Standards of Conduct at work 

The principal Standards of conduct, behaviour and work expected of the staff within Redditch Nightstop are 

set out below. Standards of Conduct are regulations applying to your work as part of your induction or as set 

out in the Staff Handbook, or as notified by management from time to time. 

 

6.2 Respect and Integrity 

Redditch Nightstop seeks to be an inclusive project and welcomes people of all religious faiths and of none. 

It values and promotes respect and freedom for all and works for tolerance and understanding, affirming the 

equal value of all those we care for and work with. The purpose of Redditch Nightstop is to develop people 

through all its programmes and activities. Good relationships, with colleagues and service users alike, are 

essential to this aim. To this end we need to take in to account of the feelings and needs of others and strive 

to be aware of the impact we have on people. 

Redditch Nightstop expects its staff to conduct themselves honestly with a sense of personal integrity in all 

aspects of their work. 
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6.3 Professional Conduct and Professional Boundaries, Working with Young People 

and Vulnerable Adults. 

Redditch Nightstop work is people work and in nearly every situation this work involves interacting with 

others; in many circumstances it requires holding responsibility for those in our care, including young people 

and vulnerable adults. In all these situations Redditch Nightstop expects staff to act within the ethos of 

professional conduct relevant to their work. You will be advised of the policies, procedures and Standards of 

Conduct which apply to your work as part of your induction 

 

6.4 Standards of Work. 

An excellent standard of work is expected of all staff. A good level of attendance and punctuality is expected 

of all staff. 

 

6.5 Equal Opportunities and Diversity. 

Redditch Nightstop is committed to uphold the ethos and intentions of legislation, which makes discrimination 

unlawful. It is the responsibility of every individual, both employee and volunteer, to eliminate discrimination 

by ensuring the practical application of our equal opportunities and diversity policy and reporting incidents of 

discrimination to an appropriate senior person.  

 

 

6.6 Health and Safety.  

 As far as it is practicable you are responsible for you own health and safety whilst at work. You should not 

interfere with or misuse any equipment provided in the interests of health and safety or breach provisions 

designed for the safety off all. Please refer to Health & Safety Policy & related documents. 

 

6.7 Examples of Unsatisfactory Behaviour, Misconduct and Negligence. 

The following is a list of examples of unsatisfactory behaviour, misconduct and negligence. However it 

should not be considered exhaustive and you should also refer to the Disciplinary Policy: 

• Unsatisfactory time keeping. 

• Unacceptably high absence. 

• Persistent wilful absenteeism. 

• Time wasting. 

• Use of foul language. 

• Poor relationship with other members of staff. 

• Unacceptable personal behaviour with staff, volunteers and clients. 

• Failure to comply with Health and Safety Regulations. 

• Failure to comply with Redditch Nightstop’s policy and procedures on working with young people and 

vulnerable adults. 
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• Failure to comply with Equality and Diversity Policy. 

• Harassment. 

• Failure to follow Redditch Nightstop accounting procedures. 

• Negligence resulting in minor loss, damage or injury. 

• Failure to comply with specific instruction. 

• Failure to disclose any personal interest of the staff member which conflicts with any matter in which 

the staff is engaged of Redditch Nightstop. 

• Any breach of confidentiality relating to Redditch Nightstop or its affairs. 

• Misuse, abuse or failure to comply with Redditch Nightstop’s polices on Telephone systems, 

computer, email, intranet or internet usage. 

 



 
 
 

Data Protection and 

Information Security 

Policy  
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Index            Pages  



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  2 | 40 

 

 
1.0   

Table of Contents 
Data Protection and Information Security 4 

Policy Statement 4 

1.0 Application and Scope 4 

1.4  ‘Special categories of personal data’ are types of personal data consisting of 

information about a person’s: 5 

2.0 Legislation and Compliance 5 

3.0 Roles and Responsibilities 6 

3.2  Staff should always: 6 

4.0 Data Protection Procedures 7 

4.1  General information on data management and protection 7 

4.2  Record Creation 8 

4.3  Record Use 8 

4.4  Record Retention 8 

4.5  Children and Young Persons Data 8 

4.6  Working with Children – factors to consider 9 

4.7  Working with all Clients (Young People and Children) – factors to consider

 9 

5.0 Data Protection and Individual Rights 10 

5.1  General information on Individual Rights 10 

5.2  Further Information relating to Individual Rights 11 

6.0 Data Protection Impact Assessments 11 

7.0 Data Security 11 

7.1  General 11 

7.2  Electronic Systems 12 

7.3  Manual Systems 12 

7.4  Disposal of data 12 

7.5 Equipment Security 13 

7.6 Security of Equipment Off-Premises 13 

7.7 Information Security – Desk, PC, Phone All Staff 13 

7.8 Computer Resources Misuse 14 

7.9 Telephone 14 

7.10 Clear Desk 15 

7.11 Emails 15 

7.12 Internet Service 16 

8.0 Remote and Mobile Working Arrangements 16 

9.0 Information Security – Choosing Passwords (or a Passphrase) 17 

9.5 Weak and strong passwords 17 

9.6 Protecting Passwords and Passphrases 18 

10.1  Requests 18 

10.2 Data Sharing and Data Processor Agreements 18 

10.3 International Sharing 19 

11.0 Closed Circuit Television Use (CCTV) 20 

11.1  Background 20 



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  3 | 40 

 

11.2  Responsibilities for ensuring the correct application and use of CCTV

 20 

12.0 Data Breaches 21 

12.1  General 21 

12.2  In the event of a personal data breach 21 

12.3  Assessing Risk 21 

12.4  Review 22 

13.0 Instruction, Supervision and Training 22 

14.0 Related Policies and Procedures and Standard Operational Procedures 22 

15.0 Continuous Improvement Renewal Clause 22 

 

Apendix 1-6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  4 | 40 

 

Data Protection and Information Security 

Policy Statement 
 
Personal Data is vital to the work of Redditch Nightstop. Processing data helps Redditch 
Nightstop to achieve both its organisational aims and objectives and fulfil its legal and 

regulatory responsibilities. As part of its business processes personal data (including 
special categories and criminal convictions) about its staff, volunteers, students, trainees, 
clients, suppliers, funders and other individuals may be acquired, processed, stored and 
shared.  

 
Personal data is created, received, maintained and can provide proof, for example, of what 
happened, when it happened, who made decisions, and can provide evidence of business 
activity and demonstrate compliance with legal statutory and contractual obligations. 

Personal data can be found in many formats, for example emails, paper files, databases 
and DVDs.  
 

Redditch Nightstop understands the value and sensitivity of personal data and recognises 
the need to process and protect this information at the appropriate level for both staff and 
clients. It is committed to maintaining the highest standards of security for personal data in 
its control and complying with all legal and regulatory responsibilities.  

 
How Redditch Nightstop does this is governed by the Data Protection Act 2018 (DPA) and 
the General Data Protection Regulations 2018 (GDPR) which set out the guiding principles 
which must be observed. The DPA and GDPR are not barriers to working with personal 

data but provide a framework to ensure that personal information about individuals is 
managed appropriately.  
 

Therefore, Redditch Nightstop aims to ensure that individual rights set out in the legislation 
are upheld by providing clear and transparent privacy information and they will meet the 
data protection principles set out in the GDPR as set out in 3.2 below.  
 

 

1.0 Application and Scope  
 
1.1  This policy, and procedures, applies to all employees, students, trainees and 

Trustees, (hereafter referred to as staff), along with volunteers, contractors, partners or 
others who may be involved in the collection, processing, storage and retrieval of personal 
data on behalf of Redditch Nightstop.  

 
1.2  The scope of this policy covers all personal data whether held on paper-based or 
electronic systems. It applies both to personal and special categories of personal data.  
 

1.3    Personal data means information which relates to a living person who can be 

identified from that data (a ‘data subject’) on its own, or when taken together with other 

information. It includes any expression of opinion about the person and an indication of 

the intentions of us or others, in respect of that person. It does not include anonymised 

data. 
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1.4  ‘Special categories of personal data’ are types of personal data consisting of 

information about a person’s: 

 

1.4.1 racial or ethnic origin; 

 

1.4.2 political opinions; 

 

1.4.3 religious or philosophical beliefs;# 

 

1.4.4 trade union membership; 

 

1.4.5 Genetic or biometric data; 

 

1.4.6 health; and 

 

1.4.7 sex life and sexual orientation. 

 

We may hold and use any of these special categories of personal data in 

accordance with the law.  We may also hold and use personal data relating to 

criminal allegations, offences, proceedings and convictions.   

 
1.5  The following procedures give guidance to all staff with regard to dealing with 
personal data in the course of their work at Redditch Nightstop and should be read in 

conjunction with other Redditch Nightstop procedures as listed in Section 12. If in doubt on 
any matters referred to in these procedures speak with your line manager or the Data 
Protection Lead.  
 

 

2.0 Legislation and Compliance  
 
2.1  Redditch Nightstop will ensure that it has procedures in place to achieve 

compliance with all relevant legal and regulatory requirements and will ensure that all staff 
and others (see above) who have access to personal data held by or on behalf of Redditch 
Nightstop are appropriately informed and/or trained with regard to their responsibilities.  
 

2.2  Redditch Nightstop’s procedures set out how the Organisation works to comply with 
the DPA and GDPR and takes full account of Article 5 of the GDPR which sets out the 
principles about personal data in that it must be:  

 
 “processed lawfully, fairly and in a transparent manner in relation to the data 

subject (‘lawfulness, fairness and transparency’);  
 

 collected for specified, explicit and legitimate purposes and not further processed 
in a manner that is incompatible with those purposes; (‘purpose limitation’);  
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 adequate, relevant and limited to what is necessary in relation to the purposes for 
which they are processed (‘data minimisation’);  

 

 accurate and, where necessary, kept up to date; every reasonable step must be 
taken to ensure that personal data that are inaccurate, having regard to the 
purposes for which they are processed, are erased or rectified without delay 
(‘accuracy’);  

 
 kept in a form which permits identification of data subjects for no longer than is 

necessary for the purposes for which the personal data are processed; (‘storage 
limitation’);  

 

 processed in a manner that ensures appropriate security of the personal data, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or 
organisational measures (‘integrity and confidentiality’).”  

 
2.3  Article 5 goes on to state that:  

 
“The controller shall be responsible for, and be able to demonstrate compliance with, 

these principles (‘accountability’).”  
 
2.4  The GDPR applies to ‘controllers’ and ‘processors.’  

 
 A controller determines the purposes and means of processing personal data.  
 A processor is responsible for processing personal data on behalf of a controller.  

 

2.5  Under these definitions, as part of its business processes, Redditch Nightstop 
operates as both a Controller and Processor.  
 
2.6  Redditch Nightstop is registered with the Information Commissioner’s Office as a 

Data Controller, under registration number Z8606917 
 
2.7 Redditch Nightstop will document its processing and legal basis for this processing 
in the Information Asset Register and the subject specific privacy notices.  

 
 

 

 

 

3.0 Roles and Responsibilities  

 
3.1  All staff have responsibilities under Data Protection legislation and are expected to 
adhere to this Policy and the associated procedures.  
 

3.2  Staff should always:  

 
 Process personal data in accordance with the law 

Whenever personal data is processed (stored, collected, held, destroyed, shared etc) there 

must be a legal basis in place to do that and this legal basis should be available to the data 

subject as part of the ‘Privacy Notice’ 
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 Ensure information is kept securely.  

 Comply with the law in all matters relating to Data Protection.  
 
3.3  Redditch Nightstop’s Data Protection Lead is: Charlotte Shepard 

 
Unit 4 & 5  
Britten House 
The Old Needle Works 

Britten Street 
Redditch 
B97 6HD 
Telephone: 01526 66036 

Email: charlotteshepard@live.co.uk 
 

 

 

 

 

 

4.0 Data Protection Procedures  

 
4.1  General information on data management and protection  

 
4.1.1  Staff must be aware of the legal and regulatory environment in which they work and 
what the related requirements are for creating, using and keeping records containing 
personal data.  

 
4.1.2  Responsibilities for data management and record keeping will be defined and 
documented e.g. in job descriptions, work plans and procedures, agreements and 
contracts.  

 
4.1.3  Every staff member has a responsibility for managing data in line with this policy 
and associated procedures in the course of their work.  

 

4.1.4  Line managers are responsible for identifying any training needs necessary for staff 
to fulfil their roles.  

 

4.1.5  In order to ensure legal compliance Redditch Nightstop maintains a record personal 
data processing undertaken by the Organisation. (Information Asset Register) 

 
4.1.6  The Charity Manager must inform the Data Protection Lead if any new data 

processing systems are developed.  
 

 

 

If you are unsure about anything to do with personal data you should contact the Charity 

manager or the Data Protection lead. 

It is important to keep the Information Asset Register up to date with any changes to 

processing or any new processing activities.  
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4.2  Record Creation  

 
4.2.2  Whenever possible records should be created at the time of the transaction to which 
they relate, or as soon as possible afterwards, to avoid errors in recording and capturing of 
data. 

  
4.2.3  The person creating a record should have direct knowledge of the relevant facts or 
experience of the matter that is being recorded.  

 

4.2.5  If a number of sets of draft documents are produced it is important that the status of 
each draft version is clear.  

 

4.3  Record Use  

 
4.3.1  The data record created must be processed fairly and lawfully.  

 

4.3.2  The record should only be used for the purpose it was created.  
 

4.3.3  Circulation of data should be kept to a minimum and restricted on a ‘need to know’ 
basis.  

 

4.4  Record Retention  

 
4.4.1  Data should be retained in line with Redditch Nightstop’s Information Assets 

Register. 

  
4.4.2  All personal data, whether held on paper or electronic means, must be kept 
securely, e.g. with appropriate security controls. 

 

4.4.3  If data has been authorised for destruction this must be done in line with Redditch 
Nightstop’s Information Assets Register. Appropriate and secure methods must be used 
which preserve the confidentiality of the information within the record, e.g. shredding.  

 

 
 

 

 

4.5  Children and Young Persons Data  

 

4.5.1  Redditch Nightstop works with young people facing homelessness, primarily 
between the ages of 16-25 years. However, there are also some Services which work with 
those younger than 16 years, and some that work with adults over 25 years old. All these 
clients, along with staff have the same rights under data protection law.  

 

Data should be kept for the period stated on the Information Asset Register and no longer. All 

destruction of data should be done so securely.   
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4.5.2  Children are defined as anyone under the age of 18. This is in accordance with the 

UN Convention on the Rights of the Child which defines a child as everyone under 18 
unless “under the law applicable to the child, majority is attained earlier” (Office of the 
High Commissioner for Human Rights, 1989).  

 
4.5.3  Owing to the nature of Redditch Nightstop’s work it is committed to ensuring that 
technical and organisational measures about data protection will always be appropriate 
and proportionate and will safeguard the individual rights of all clients. If any data process 

existing or new is likely to result in a high risk to the rights and freedoms of clients a Data 
Protection Impact Assessment will be carried out. (See section 7 below for more detail).  

 
4.5.4  In the event of significant changes to personal data management Redditch Nightstop 

will consult with clients and will consider their feedback before implementation.  
 

4.6  Working with Children – factors to consider  

 
4.6.1  The GDPR contains provisions intended to enhance the protection of children’s 
personal data and to ensure that children are addressed in plain clear language that they 
can understand. Transparency and accountability are important where children’s data is 

concerned, and this is especially relevant when they are accessing online services. 
However, in all circumstances careful consideration must be given to the levels of 
protection given to the data.  
 

4.6.2  A child may exercise their rights on their own behalf as long as they are competent 
to do so.  

 
4.6.3  Staff should consult the charity manager and the data protection lead when 

deciding on the competency of a child with regards data protection.  
 
4.6.4  Staff should always seek advice from their line manager or the Data Protection Lead 

in the event of dealing with unusual or complex cases.  
 

4.7  Working with all Clients (Young People and Children) – factors to consider  

 
4.7.1  Clients must be made aware of this Policy and relevant Privacy Notices on their 
introduction to Redditch Nightstop, and a copy be available for inspection at all times. Staff 

should be prepared to explain any points that are not clear. Redditch Nightstop’s Privacy 
Notice(s) is published on our website and must be explained to all clients . 
 

4.7.2  When managing the personal data of clients’ staff must at all times protect and 
promote their rights, needs and wishes. It must be made clear why data is required, how it 
is used and where it is kept.  

 

4.7.3  All personal data which is gathered must be recorded clearly, accurately, and in a 
way that does not discriminate against the individual in any way. Any opinion expressed 
should be clearly identified as such and supported by objective evidence.  

 

4.7.4  Any conversation in which there is a risk that confidential information might be 
disclosed to unauthorised persons must be terminated immediately. Staff must be mindful 
about the informal or accidental disclosure of personal data, particularly to, or in front of 
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visitors. Clients should be reminded that they do not have to answer personal questions 

that may be asked by professional visitors, and they should be supported in their decision.  
 
4.7.5  Information held about individuals will only be withheld from the individual for 

specific and justifiable reasons in line with the law.  
 

4.7.6  Clients will be informed as soon as they come into contact with Redditch Nightstop 
that information is shared within the project on a ‘need to know basis’. It should also be 

explained that sometimes it may be necessary to share information with other agencies 
and organisations.  

 
4.7.7  Particular care must be taken whenever a communication difficulty exists. Redditch 

Nightstop will seek assistance from specialists as appropriate (e.g. translator).  
 

4.7.8  There is also a need for particular care to be taken with regard to personal data 

about others with whom Redditch Nightstop is not working. Friends and family of clients 
also have a right to privacy.  

 

5.0 Data Protection and Individual Rights  
5.1  General information on Individual Rights  

 
5.1.1  The General Data Protection Regulation 2018 provide, in some circumstances, the 
following rights to individuals:  

 
 The right to be Informed  
 The right of Access  

 The right to Rectification  
 The right to Erasure The right to Restrict Processing  
 The right to Data Portability  
 The right to Object  

 Rights to Automated Decision Making and Profiling  
 
Which rights apply is determined by the legal basis under which the data is being 
processed.  

 
5.1.2  Individuals may contact Redditch Nightstop at any time, during normal working 
hours, to discuss their rights or make a request in relation to their personal data.  

 

5.1.3 It is important that staff recognise requests and manage them appropriately. For 
most individual rights’ requests Redditch Nightstop must respond without due delay and 
within one month of receipt.  

 
5.1.4  Staff should immediately acknowledge receipt of any request. Any requests 
received verbally must be written on the DP01 SOP Individual Rights Request Form by the 
staff member receiving it.  

 
5.1.5  All Individual Rights Requests received must be recorded on the Individual Rights 
Register and retained securely by the Charity Manager.  
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5.2  Further Information relating to Individual Rights  

 
5.3  To discuss personal data or individual rights requests please contact:  
 

Charlotte Shepard 
 
Unit 4 & 5  
Britten House 

The Old Needle Works 
Britten Street 
Redditch 
B97 6HD 

Telephone: 01526 66036 
Email: charlotteshepard@live.co.uk 

 

5.4  Further information can be found on the Information Commissioners Office website 
https://ico.org.uk/your-data-matters/  

 

 

 

 

6.0 Data Protection Impact Assessments  
 
6.1  To enable Redditch Nightstop to address data protection risks a Data Protection 
Impact Assessments (DPIA) will be carried out for new major projects where data 
processing is likely to result in a high risk to individuals.  

 
6.2  A DPIA must be completed using the SOP Risk Assessment is attached at Appendix 
4.  
 

6.3  In the event of a new project being developed the Charity manager will complete a 
DPIA, which must signed-off by the Data Protection Lead and Trustees.  
 
6.4  All DPIAs undertaken must be documented and the Charity manager will maintain a 

record of all completed DPIAs. Following completion and approval any recommended 
actions should be included in the Project Management plan for implementation.  
 

6.5  If necessary, the Data Protection Lead will support the manager to update relevant 
documents accordingly e.g. the production of new privacy notices 

 
 

 

 

 

7.0 Data Security  
 

7.1  General  

All rights request should be recorded and passed the charity manager or data protection lead 

as soon as possible.   

In the event of a brand new project, the collection of a new type of personal data, or doing 

something completely new with personal data, a DPIA needs to be completed and signed off.  
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7.1.1  In the event of loss of any documents (electronic or hardcopy) or equipment 
containing personal data the charity manager must be notified immediately and recorded 
appropriately. 

 
7.1.2  If staff are mobile working (i.e. away from the office) extreme care must be taken 
with any personal data. Particular care must be taken to ensure that documents/computer 
screens cannot be seen by 3rd parties and phone conversations should not be held where 

others can overhear.  
 

7.1.3  Personal data should never be left on display or unattended and must always be 
stored securely when not in use – e.g. in locked cabinets, and computers shut down.  

 
7.1.4  If special category or sensitive data is to be sent through the post then a secured 
signed-for delivery system must be used.  

 
7.1.5  All office locations must implement a ‘clear-desk’ protocol which will ensure that no 
data records will be left unsecured at any time either in electronic or hard-copy format.  
 

7.2  Electronic Systems  

 
7.2.1  Personal data must not be transferred to computers outside of Redditch Nightstop’s 
servers without the consent of the DPL/Charity manager, and only then if a) the necessary 

data sharing agreements/protocols are in place or b) there is a reason in law to do so.  
 
7.2.2  The storage of personal and/or sensitive data (sometimes known as special 
category data) on CDs, PDAs, media card formats and USB memory sticks are prohibited. 

(Unless for essential purposes as authorised by the Charity manager, and is encrypted and 
stored securely, for example when CCTV images are required).  
 

7.3  Manual Systems  

 
7.3.1  Manual filing system files must be kept securely in a location that can be locked 
when not in use, e.g. a lockable filing cabinet.  

 
7.3.2  Areas where personal and/or special category data are stored must be secured 
when staff are not present.  
 

7.3.3  Whatever the location staff must always take care to ensure that personal 
information cannot be seen/read or accessed by unauthorised persons.  
 

7.4  Disposal of data  

 
7.4.1  In line with Redditch Nightstop’s Information Asset Register the Charity manager is 
responsible for ensuring that paper documents containing personal and special category 

data, that have reached their disposal date, are securely disposed of as soon as possible. 
This will usually be by means of shredding 
  
7.4.2 Equipment that is to be reused or disposed of must have all of its data and software 

erased or destroyed.  If the equipment is to be passed onto another organisation (for 
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example, returned under a leasing agreement) the data removal must be achieved by 

using professional data removing software tools.  
 

 
7.5 Equipment Security 

 
7.5.1 All general computer equipment must be located in suitable physical locations that: 
 

• Limit the risks from environmental hazards – e.g. heat, fire, smoke, water, dust and 
vibration. 

• Limit the risk of theft – e.g. if necessary items such as laptops should be physically 
attached to the desk. 

• Allow workstations handling sensitive data to be positioned so as to eliminate the 

risk of the data being seen by unauthorised people. 
 
7.5.2 Work related data should not be stored on the local hard drive, nor on the desktop 
of a computer.  Data should be stored on the network file servers where appropriate.  This 

ensures that information lost, stolen or damaged via unauthorised access can be restored 
with its integrity maintained.  
 
7.5.3 All servers must be sited in a physically secure environment.  Business critical 

systems should be protected by an uninterrupted power supply (UPS) to reduce the 
operating system and data corruption risk from power failures.   
 

 
7.6 Security of Equipment Off-Premises 

 
7.6.1 Equipment taken away from the Organisation premises is the responsibility of the 

user and must: 
 

• Be logged in and out, where applicable. 

• Not be left unattended. 

• Be concealed whilst transported. 

• Not be left open to theft or damage whether in the office, during transit or at home. 

• Where possible, be disguised (e.g. laptops should be carried in less formal bags). 

• Be encrypted. 

• Be password protected. 

• Be adequately insured. 
 
7.6.2 Staff should be aware of their responsibilities in regard to data protection and be 

conversant with Data Protection legislation. 

 
7.7 Information Security – Desk, PC, Phone All Staff 

 
7.7.1 Information security cannot be achieved by technical means alone; information 
security must also be enforced and applied by people, and this section addresses security 
issues related to people.  
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There is also considerable scope for the misuse of computer resources for fraudulent or 

illegal purposes, for the pursuance of personal interests or for amusement/entertainment.   
 
Computer and telephony resources include, but are not restricted to, the following: 

• Departmental computers. 

• PCs. 

• Portable laptop computers. 

• Printers. 

• Network equipment. 

• Telecommunications facilities. 

• Cameras 

• Removable media 

• Email 

• Internet 

• Software 
 
7.7.2 The misuse of the Organisation’s computer and telephony resources is considered 
to be potential gross misconduct and may render the individual(s) concerned liable to 

disciplinary action including dismissal. 
 
7.8 Computer Resources Misuse  

 
7.8.1 No exhaustive list can be prepared defining all possible forms of misuse of 
computer resources; the individual circumstances of each case will need to be taken into 
account.  However, some examples are outlined below: 

 

• Use of computer resources for the purposes of fraud, theft or dishonesty. 

• Storing/loading/executing of software that has not been authorised. 

• Storing/loading/executing of software: 
- that has not been acquired through approved Organisation procurement 

procedures, or 
- for which the Organisation does not hold a valid program licence, or 
- that has not been the subject of formal virus checking procedures. 

• Storing/processing/printing of data for a purpose which is not work-related. 
 

7.9 Telephone  

 
7.9.1 Work calls – staff to keep confidentiality which may mean to move themselves into a 

private room, rearrange call, as young people to move into another room. 
 
7.9.2 The Organisation acknowledges that employees may need to make telephone calls 
of a personal nature whilst at work.  Reasonable steps should be taken by all employees to 

ensure that the provision of service is not compromised. 
 

• Where possible, private calls should be made outside working hours. 
 

• Private calls during these hours should be kept to a minimum, so as not to prevent 
business calls getting through. 
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• There may be times when unforeseen working commitments may require the 

rearranging of personal engagements.  The Organisation recognises that such calls 
are necessary in order for employees to effectively perform their duties.  However, 
the Organisation stresses that such calls are normally exceptional, and expect 
employees to recognise when such calls are required. 

 
7.10 Clear Desk  

 
7.10.1 The Organisation has a clear desk policy in place in order to ensure that all 

information is held securely at all times.  Work should not be left on desks unattended and 
should be removed from view when unsupervised. 
 

7.10.2 At the end of each day, every desk will be cleared of all documents that contain any 
Organisation information, or any information relating to clients or citizens.   
 
7.10.3 Users of IT facilities are responsible for safeguarding data by ensuring that 

equipment is locked when unattended, and that portable equipment in their custody is not 
exposed to opportunistic theft. 

 
7.11 Emails 

 
7.11.1 All emails that are used to conduct or support official organisation business must be 
sent using a ‘@redditchnightstop.co.uk’. 

 
7.11.2 Emails held on organisation equipment are considered to be part of the corporate 
record and email also provides a record of staff activities. All emails that represent aspects 
of Organisation business or Organisation administrative arrangements are the property of 

the Organisation and not of any individual employee. 
 
7.11.3 Users should be aware that deletion of email from individual accounts does not 
necessarily result in permanent deletion from the Organisation’s ICT systems.   

 
7.11.4 If it is necessary to provide a file to another person within the organisation, then a 
reference to where the file exists should be sent rather than a copy of the file.  

 
7.11.5 All users should be aware that email usage is monitored and recorded centrally. 
Monitoring of content will only be undertaken by staff specifically authorised for that 
purpose.  

 
7.11.6 Access to another employee’s email is forbidden without the express permission of 
the relevant line manager. Any access so granted should be revoked as soon as it is no 
longer required (for example, the day an employee who has been sick returns to work). 

 
7.11.7 Emails sent between ‘.@redditchnightstop.co.uk’ addresses are held within the 
same network and are deemed secure. Emails sent outside this closed network travel the 

public communications network and are liable to interception and loss.  
 
7.11.8 All staff are under a general requirement to maintain the confidentiality of 
information. There are also particular responsibilities under Data Protection legislation to 
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maintain the confidentiality of personal data. It should also be noted that email and 

attachments may need to be disclosed under the Data Protection Act 2018/GDPR.  
 
7.11.9 Under no circumstances should users communicate material (either internally or 

externally), which is, for example, defamatory, obscene, or does not comply with the 
Organisation’s Equal Opportunities Policy, or which could reasonably be anticipated to be 
considered inappropriate.   
 

7.11.10 Computer viruses are easily transmitted via email and internet downloads. Full use 
must therefore be made of the Organisation’s anti-virus software. 

 
7.12 Internet Service 

 
7.12.1 The internet service is primarily provided to give Organisation employees access to 
information, research and electronic commerce.  

 
7.12.2 The Organisation internet should be used in accordance with this policy to access 
anything in pursuance with work.  
 

7.12.3 At the discretion of a line manager, and provided it does not interfere with work, the 
organisation permits personal use of the internet in personal time (for example during 
lunch breaks).  
 

7.12.4 The Organisation is not responsible for any personal transactions entered in to.  

 
7.12.5 The provision of Internet access is owned by the Organisation and all access is 

recorded, logged and interrogated for the purposes of: 
      

• Monitoring total usage to ensure business use is not impacted by lack of capacity. 

• The filtering system monitors and records all access for reports that are produced 
for line managers and auditors. 

 

8.0 Remote and Mobile Working Arrangements 

 
8.1 Users should be aware of the physical security dangers and risks associated with 

working within any remote office or mobile working location. 
 
8.2 Equipment should not be left where it would attract the interests of the opportunist 

thief.  In the home it should also be located out of sight of the casual visitor.  For home 
working it is recommended that the office area of the house should be kept separate from 
the rest of the house.  Equipment must be secured whenever it is not in use. 
  

8.3 Users must ensure that access / authentication tokens and personal identification 
numbers are kept in a separate location to the portable computer device at all times.  All 
removable media devices and paper documentation must also not be stored with the 
portable computer device. 

 
8.4 Paper documents are vulnerable to theft if left accessible to unauthorised people.  
These should be securely locked away in suitable facilities (e.g. secure filing cabinets) 
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when not in use.  Documents should be collected from printers as soon as they are 

produced and not left where they can be casually read.  Waste paper containing personal 
data must be disposed of in ‘confidential waste’ bins. 
 

 

9.0 Information Security – Choosing Passwords (or a 

Passphrase) 

 
9.1 Passwords are the first line of defence for our ICT systems and together with the 
user ID help to establish that people are who they claim to be. 
 

9.2 A poorly chosen or misused password is a security risk and may impact upon the 
confidentiality, integrity or availability of our computers and systems. 
 
9.3 Passphrases are similar to passwords but are longer and made up of several words 

and with the addition of numbers and possibly other special characters. 
   
9.4 For the remainder of this policy the terms password and passphrase are 
interchangeable. 

 
9.5 Weak and strong passwords 

 
9.5.1 A weak password is one which is easily discovered, or detected, by people who are 
not supposed to know it.   
 
Examples of weak passwords include: 

 

• words picked out of a dictionary 

• names of children and pets 

• car registration numbers 

• simple patterns of letters from a computer keyboard. 
 

9.5.2 A strong password is a password that is designed in such a way that it is unlikely to 
be detected by people who are not supposed to know it, and difficult to work out even with 
the help of a computer. 
 

9.5.3 The basic rules of a passphrase are that it needs to be something personal to you, 
you can remember it without the need to write it down, contains a minimum of 15 
characters – at least one of which must be a capital letter and another one a number. 

 
9.5.4 A strong passphrase would be: 
MyD4dsNameIsGary – here the passphrase uses a capital letter for the start of each new 
word and replaces the first letter A with a number 4. 

 
Mydadsnameisgary1– Not as good as the one above but it passes the minimum rules of 
having minimum 15 characters, one capital letter and one number. 
 

A weak passphrase would be: 
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Thecowjumpedoverthemoon1 – Whilst this is in accordance with the rules, it is a bare 

minimum. This is a common phrase and has just one capital letter and one number. 
 
9.6 Protecting Passwords and Passphrases    

 

9.6.1 It is of utmost importance that the password remain protected at all times.  The 
following guidelines must be adhered to at all times: 
 

• Never reveal your passwords to anyone. 

• Never use the 'remember password' function. 

• Never store your passwords in a computer system without encryption. 

• Do not use any part of your username within the password. 

• Do not use the same password to access different Organisation systems. 

• Do not use the same password for systems inside and outside of work.  

• Avoid writing passwords down. If you must write them down, ensure they are 

written in code, are not obviously passwords, and do not store them where they are 
open to theft. Do not store them in electronic documents on your computer. 

 

 

10.0 Sharing Data with Others  
 
10.1  Requests  

 

10.1.1 Incoming requests to share personal data should only be accepted in writing, and 
the recipient of the request should pass the request to the charity manager who will review 
the request in line with current legislation and in consultation with the data protection lead. 

 
10.2 Data Sharing and Data Processor Agreements  

 
10.2.1 If Redditch Nightstop regularly shares data with another Data Controller it will seek 

to enter into a Data Sharing Agreement with that Data Controller. Apendix 1 Where 
Reddich Nightstop shares data with another organisation or person to process data on its 
behalf (a Data Processor) then it will enter into a Data Processing Agreement with that Data 
Processor. 

 
 
 
 

 
 
 

 
 

 
10.2.2 For all new such Data Sharing and Data Processing where Redditch Nightstop, 

acting as a Data Controller, works with another organisation, acting as a Data Controller or 
Data Processor, which involves the sharing or the passing on of personal data, initially, a 
due diligence process must be undertaken so that a view can be taken of the other 
party(ies) approach to managing personal data.  

Apendix 1 – complete this form with the client at the point of referral. This can be used to 

show to the specified organisation to say that this person is working with us and has agreed 

that the specified organisation can share the stated person’s information with us. 

A data sharing agreement is only required when regular sharing happens for instance four 

times throughout the month.  
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10.2.3 The Charity manager should liaise with the Data Protection Lead at all times during 
this process and must ask the other party(ies) to the proposed agreement to complete 
Redditch Nightstop’s Data Protection Due Diligence Checklist. Copy attached at Appendix 

4.  
 

10.2.4 On receipt of the completed checklist further advice should be sought from the Data 
Protection Lead and if satisfactory responses have been received the Due Diligence 

Checklist will be duly signed-off by the Data Protection Lead.  
 
10.2.5 The Data Protection Lead will then initiate the preparation of a Data Sharing or Data 
Processor Agreement as appropriate.  

 
10.2.6 A register of all agreements will be kept by the Charity Manager/Data Protection 
Lead along with a schedule of review dates for each agreement.  

 
10.2.7 For all existing agreements in place before 25th May 2018 each agreement will be 
reviewed and a variation agreed, in writing, to ensure that it is GDPR compliant.  
 

10.3 International Sharing  

 
10.3.1 If a member of staff receives a request to transfer data outside of the European 
Economic Area (EEA) it must immediately be passed on to the Data Protection Lead who 

will be responsible for dealing with the request.  
 
10.3.2 The Data Protection Lead must:  

 

 Ensure the need to transfer outside the EEA is identified.  
 

 Identify the purpose, legal basis and processing activity for the proposed transfer, 

along with the destination country and the recipient organisation (if non- Redditch 
Nightstop);  

 
 Check the destination country against the list of EU and EEA member countries and 

countries which have an adequacy finding for privacy protection.  
 

 If the destination is a third country which is not on the list of countries with an 
adequacy finding, check the conditions of transfer to see whether the transfer fits 

any of the following derogations.  

 

 

 

 

 

 

 

 

- When Redditch Nightstop engage the services of another company or 

organisation to do something on their behalf, a data processing agreement 

must be signed.  

- Where data is shared regularly between organisation where each organisation 

is using that data for their own purpose, a data sharing agreement must be 

signed.  

- Where there is an ad hoc request for information to be shared with another 

organisation, each request should be reviewed on its merits in accordance with 

the law.   
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11.0 Closed Circuit Television Use (CCTV)  
 
11.1  Background  

 
11.1.1 Redditch Nightstop uses CCTV to improve security. Where CCTV is in operation it is 

a legal requirement to inform people that they may be recorded. This must be done by 
displaying clearly visible and readable signs. Signs must be placed so that residents and 
the public are aware that they are entering a zone which is covered by surveillance 

equipment.  
 
11.1.2 CCTV signage should:  

 

 Identify Redditch Nightstop – i.e. logo, Head Office address, phone number.  
 

 Show the purpose of the scheme – i.e. for the apprehension and prevention of 
crime.  

 
 Give a contact of whom to contact regarding the scheme – i.e. Redditch Nightstop’s 

Data Protection Lead.  
 

 The wording for signs where Redditch Nightstop operates CCTV is shown at 
Appendix 5.  

 

11.2  Responsibilities for ensuring the correct application and use of CCTV  

 
11.2.1 Where CCTV is installed the Charity Manager/DPL is responsible for ensuring that:  

 

 The correct signage is in place.  
 Only the areas that are intended to be covered by the equipment are monitored.  
 Images recorded are retained for no longer than 31 days, unless they are required 

for evidential purposes in legal proceedings.  

 Once the retention period has expired the images are removed or erased.  
 
11.2.3 Access to recorded images should be restricted to the Charity Manager and 

designated staff.  
 

11.2.4 Access requests, from third parties, to view recorded images should be handled in 
line with Section 11 of these procedures.  

 
11.2.5 All staff must be aware of the restrictions set out in these procedures in relation to 
the access to, and disclosure of, recorded images. The full text for CCTV equipment and 
use can be found on the Information Commissioner’s Office website. 

 
11.2.5 The need for and procedures for CCTV will be reviewed periodically to ensure they 
meet data protection requirements. 

 



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  21 | 40 

 

 

12.0 Data Breaches  
 
12.1  General  

 
12.1.1 A personal data breach has a specific meaning in legislation and therefore it is 
important that staff recognise when a breach has taken place. There are specific 
responsibilities when handling a data breach incident.  

 
12.1.2 These procedures must be followed whenever there is an incident that has or may 
lead to accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or 
access to personal data. (This includes breaches that are the result of both accidental and 

deliberate causes).  
 
12.1.3 The GDPR introduces a duty on all organisations to report (notify) certain types of 

personal data breach to the Information Commissioner’s Office, and this must be done 
within 72 hours of becoming aware of the breach, where feasible.  

 
12.1.4 When a personal data breach has occurred, the likelihood and severity of the 

resulting risk to people’s rights and freedoms must be assessed. If it is likely that there is a 
risk, then the ICO must be informed. If it is unlikely it is not necessary to report the breach 
to the ICO, however all breaches must be reported to the Data Protection. 
 

12.1.5 A data security incident may not always involve personal data, however, in the 
interests of consistency the following procedures should still be applied.  
 

12.2  In the event of a personal data breach  

 
12.2.1 All staff must consider if there is immediate action, they can take to mitigate any 
damage, (e.g. by removing personal data found in a public place and securing it);  
 

12.2.2 The Data Protection Lead and Project Manger will,  

 Gather further information as appropriate.  
 Assess the risk to the rights and freedoms of individuals.  
 If notifiable, inform the ICO and the data subject(s) at risk.  

 Document the breach.  
 Review the outcomes and lessons to be learnt, and if appropriate prepare 

recommendations for further actions, and give feedback to the staff involved.  
 

12.2.3 Gathering Information – the following must be established:  
 

 Full details of the breach – what, when and where.  
 The type of information lost, particularly if it includes personal data.  

 The nature of the data and the number of people affected.  
 What steps have been or should be taken to reduce any harm.  

 
12.3  Assessing Risk  

 
12.3.1 A breach of personal data could pose risks to individuals of physical, material, or 
non-material damage. This could include loss of control over personal data, limitation of 
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rights, discrimination, identity theft or fraud, financial loss, unauthorised reversal of 

pseudonymisation, or damage to reputation.  
 
12.3.2 The Data Protection Lead and Charity manager will work together to assess any risks 

and will, as a minimum, take the following factors into account:  
 The type of breach.  
 The nature, sensitivity and volume of personal data.  
 Ease of identification of individuals.  

 Consequences for individuals.  
 Special characteristics of the individuals (e.g. particularly vulnerable).  

 
12.3.3 If the breach is likely to result in a risk to the rights and freedoms of individuals, 

then the ICO and Charity Commission must be notified, (see 11.1.3 and 11.1.4 above), and 
in all cases this will be done by either the Data Protection Lead or the Charity manager. 

 

12.4  Review  

 
12.4.1 Within 4 weeks of a breach the Data Protection Lead will review any outcomes and 
learning points, and will recommend updates to policies, procedures and training as 

appropriate.  
 
12.4.2 The Data Protection Lead will carry out an annual analysis of breaches which will 
form part of a report to the Trustee Board.  

 

13.0 Instruction, Supervision and Training  
 

13.1 All staff must be briefed on data protection practices relevant to their role.  
 
13.2 All staff must complete compulsory GDPR training every 2 years and attend training 
as identified by their line manager.  

 
13.3 All staff must follow any instruction and only process data as authorised by Redditch 
Nightstop.  

 

14.0 Related Policies and Procedures and Standard Operational 

Procedures  

 
14.1 This policy and associated data protection documents must be read in conjunction 
with the following Redditch Nightstop policies and procedures:  

 
 Safeguarding Children and Adults at Risk  

 Code of Conduct  
 Health and Safety (including Accidents and Incidents)  
 Complaints, Comments and Compliments  

 

15.0 Continuous Improvement Renewal Clause  
 



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  23 | 40 

 

This Policy and Procedures will be reviewed one year from the date of issue to determine 

its continued relevance, effectiveness and appropriateness and then every three years 
thereafter. This Policy and Procedures may be assessed before that time as necessary to 
reflect substantial organisational changes, following an inspection, review or validation 

visit, or as recommended by auditors, changes required by law, or changes required by 
Redditch Nightstop Governance structures. 
 
Appendix 1  

 

SOP CF3b Agreement to Disclosure  
 
 
Name: __________________________________________________________  
 
Redditch Nightstop will keep all information about you confidential unless we believe someone 
is at risk of serious harm or whereby, we have a legal obligation to pass information on. When 
this is the case we will as far as possible inform you beforehand.  
 
However, there are other agencies and individuals involved in your housing and support and it 
may be beneficial for us to routinely discuss your details with these professionals to ensure you 
receive the best possible services from us.  
 
Please indicate below and date below to indicate your agreement to us routinely sharing 
information with other individuals or agencies.  
 
We will share information if we are required to give it out by law. 
 
You can change your agreement at any time by asking your support worker to amend this 
form.  
  
Individual or Agency Client Signature Date 
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Appendix 2 

 

DP01 SOP Individual Rights Request Form  
 
This form can be used if you would like to make a request relating to your 
individual rights, as provided by the General Data Protection Regulation (EU) 2016/679 

and Data Protection Act 2018. 
 
You do not need to complete this form to make a request but by doing so it will help us to 

identify you and to respond to your request. 
 
If you make a request verbally one of our staff members will record the details of your 
request on this form on your behalf. 

 
Section 1 – What would you like to do? 

 
Please tick one of the boxes below: 

 

 
I would like to know what personal information Redditch Nightstop processes about 

me 
 

 

 
I would like to see or request a copy of personal information that Redditch 

Nightstop holds about me. 
 

 

 

I would like Redditch Nightstop to update/rectify records held about me 
 

 

 
I would like Redditch Nightstop to delete or stop using my data 

 

 

 
Section 2 – Your details (the data subject) 

 

If you are acting on behalf of someone else please complete the details of the data subject 

here. 
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Full Name 

 

 Date of Birth  

Address 

 

 

Contact Phone No 

 

 Contact Email 

address 

 

Previous Name or 

Addresses 

 

 

 

Are you of have you ever been a Redditch Nightstop… 

 

Member of staff  Trainee or Student  

Volunteer  Supporter  

Resident / Client  Other (please give details) 

 

 

 

 

 

 

 

 

Section 3 – Details of the person requesting the information 

 
If you are not the data subject you will need to provide evidence of your identity as well as 

that of the data subject and proof of your right to act on their behalf.  We may contact them 
to confirm they have agreed to you making a request on their behalf. 
 

Are you the Data 

Subject 

 

YES –  

Please go to Section 2 

 

NO -  

Please complete your details below 

 

Full Name 

 

 Date of Birth  

Address 
 

 

Contact Phone No 

 

 Contact Email 

address 

 

Relationship to data 

subject. 

 

 

(e.g. parent/carer/legal representative) 

I am enclosing the following copy as proof of legal authorisation to act on behalf of the data 

subject: 

 

Letter of Authority  Lasting or enduring Power or Attorney  

Evidence of parental responsibility  Other (please give details) 

 

 

 

Section 4 – The personal information you are requesting 
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Please provide as much detail as you can and be as specific as possible to help us locate 

your information. 
 

 

Please tell us what 

information you 

would like us to 
search for 

 

 

 

 

Does it relate to a 

specific date or 

period of time? 
 

 

 

 

Any further details: 

 

(for example, file, 
case, reference 

numbers or Redditch 

Nightstop staff you 

had contact with) 

 
 

 

 

Section 5 – Declaration and Signature 

 

I wish to receive the following format: 

 

 
Collect the information in person 

 

 View a copy of the information only  

 

Receive an electronic copy of the information 

 

 Receive the information by post  

 
Go through the information with a member of 

staff 

 

   

Redditch Nightstop aims to protect information in our custody with the highest possible 

regard, it is always our preference that you collect information in person. 

 

I certify that the information provided on this form is correct to the best of my knowledge and 
that I am the person to whom it relates/or I am legally authorised to act on behalf of the data 

subject.  I understand that Redditch Nightstop is obliged to confirm proof of identity/authority 

and it may be necessary to obtain further information in order to comply with this request.  I am 

aware that it is a criminal offence to unlawfully obtain or attempt to obtain such personal data. 

 

Signed 
 

 Date  
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Please return your form marked for the attention of the Human Resources Officer by post to 

Redditch Nightstop, Unit 4 & 5 Britten House, The Old Needle Works, Britten Street, Redditch, 

Worcestershire, B97 6HD or Email to ssadler@redditchnightstop.co.uk. 
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Appendix 3 

 

STANDARD OPERATIONAL PROCEDURES: DP02 Data Protection Impact Assessment (DPIA) 
 

Data Protection Impact Assessment must be completed in accordance with section 7.0 of Redditch Nightstop’s Data Protection and 

Confidentiality Policy and Procedure. 

 

You should start to fill out the assessment at the start of any major project involving the use of personal data, or if you are making a significant change to 

an existing process.  The final outcomes should be integrated back into your project plan. 

 

Assessments must be carried out by a Manager of the project:- 

 

Site: Eg Redditch Nightstop Office Assessment 

of Activity: 

e.g. Data protection risk assessment 

for client data 
Date 

Completed: 

e.g. 02.02.2018 

Assessment 

Number: 

e.g 001 Assessor: Name & Job Title Here Review Date: e.g. 10.07.2018 

 

Description of the 

task/activity/environment 

assessed 

 
Explain broadly what the project aims to achieve 

and what type of processing it involves.  You may 

find it helpful to refer or link to other documents, 

such as a project proposal.  Summarise why you 

identified the need for a DPIA 

 

 

 

 

 

 

e.g DPIA for Redditch Nightstop Premises 
 
Address -processing of personal data, special category data and criminial history data to provide 
accommodation and support services to clients and potential clients.  Data held in paper files and on 
client record management system in-form. 
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Describe the nature of the 

processing: 

 
How will you collect, use, store and delete data? 

What is the source of the data?  Will you be sharing 

data with anyone?  You might find it useful to refer to 

a flow diagram or other way of describing data 

flows.  What types of processing identified as likely 

high risk are involved? 

 

 

 

 

 

 

People at Risk 

 

Describe the context of the 

processing:  What is the nature of your 

relationship with the individuals?  How much control 

will they have?  Would they expect you to use their 

data in this way? Do they include children or other 

vulnerable groups? Are there prior concerns over 

this type of processing or security flaws? Is it novel 

in any way? What is the current state of technology in 

this area? Are there any current issues of public 

concern that you should factor in?  Are you signed 

up to any approved code of conduct or certification 

scheme (once any have been approved?) 

 

 

e.g Clients, potential clients, employees, students, volunteers, trainees, locum workers, visitors. 
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Frequency of the Task/Activities 

undertaken: Describe the purposes of the 

processing:  what do you want to achieve?  What is 

the intended effect on individuals?  What are the 

benefits of the processing – for you, and more 

broadly? 

 

e.g Continuous – residential environment for clients and working environment for staff – 24 hours a day/7 
days per week/365 days per year. 
Continuous – residential environment for clients and working environment for staff – 24 hours a day/7 
days per week/365 days per year 

Consider how to consult with 

relevant stakeholders: Describe when 

and how you will seek individuals’ views – or justify 

why its not appropriate to do so.  Who else do you 

need to involve within your organisation?  Do you 

need to ask your processors to assist?  Do you plan 

to consult information security experts, or any other 

experts? 

 

 

Describe compliance and 

proportionality measures, in 

particular: What is your lawful basis for 

processing?  Does the processing actually achieve 

your purpose? Is there another way to achieve the 

same outcome? How will you prevent function 

creep? How will you ensure data quality and data 

minimisation? What information will you give 

individuals? How will you help to support their 

rights? What measures do you take to ensure 

processors comply? How do you safeguard any 

international transfers? 

 

History of Previous Incidents? 

 

 

 

ISN Data Breaches reported? 
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RISK ASSESSMENT SCORING MATRIX 
 

Hazard Effect Rating: 

(A) Likelihood (1-5) x (B) Impact (1-5) = Risk Rating (C) C is known as an ‘Inherent Risk’ 
After putting in control measures or actions to reduce the Risk/Hazards identified – you have in effect reduced the Likelihood, so can reduce the 

Inherent Risk (C) in column (D). Colum (D) then gives you your Residual Risk Score.  The residual risk score should always be lower than the Inherent 

Risk Score. 

 

Example 
Likelihood = 2 

x 

Impact = 

1 

= (This gives you a score of 2x1=2 

Now ADD our Impact Score again 

Score (2+1=3) ‘3’ is your 

INHERENT RISK SCORE 

Your Inherent risk score is 3. After inserting your controls and Actions – this will 

reduce the ‘likelihood’ of the hazard occurring.  So you can reduce the score of 

your original ‘likelihood’.  Column D now represents your new reduced 

likelihood score. 

 

Identify Access Exposure Evaluate and Plan 
Hazard Hazard Effect (Risk) A 

Likelihood 
B 

Impact 
C 

Inherent 
Minimise Risk By (Controls or 

Actions) 

D 
Residual 

 

 

 

 

e.g. Personal data accessed by 

staff that shouldn’t have access 

 

 

 

 

 

 

 

 

 

 

e.g. Confidentiality breached 

 

 

 

 

e.g. 4 

 

 

 

 

e.g. 3 

 

 

 

 

e.g. 15 

 

 

 

 

e.g.Implement access controls – 

provide level of access to 

electronic systems appropriate to 

job role, keep all paper records 

secure in locked filing cabinets 

with key access restricted, 

implement clear desk working, 

 

 

 

 

e.g. 12 
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conduct suitable checks on staff 

e.g. safe recruitment, train staff 

 

 

 

 

Final Assessment Comments: Note: Individual Hazards (Risks) with an Inherent Score of 20 or above must be immediately reported to the relevant 

Director and Executive Director. 

Signed: 
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Data Protection Lead Counter Sign: 

 

Director Sign Off: 

 

Step 7 – Sign off and Record Outcomes 

 
Item Name/Date Notes 

Measures approved 

by: 

 

 

 

Integrate actions back into project plan, with date and responsibility 

for completion 

Residual Risks 

approved by: 

 

 

 

If accepting any residual high risk, consult the ICO before going 

ahead. 

DPL advice provided:  

 

 

DPL should advise on compliance, step 6 measures and whether 

processing can proceed 

Summary of DPL advice: 

 

 

 

DPL advice accepted 

or overruled by 

 

 

 

If overruled, you must explain your reasons 

Comments: 

 

 

 

Consultation 

responses reviewed 

by: 

 

 

 

If your decision departs from individuals’ views, you must explain 

your reasons 

Comments: 
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This DPIA will be kept 

under review by: 

 

 

 

The DPL should also review ongoing compliance with the DPL 
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Appendix 4 

 

SOP DP03 Data Protection Due Diligence 

Supplier Checklist 

 

 

Please complete the following questions, in order that we can understand your current 

approach to information security as required by Article 32(1) of the General Data 

Protection Regulation. 

 

The following are the minimum measures we will require assurance on: 

 

 

 Encryption and Data Minimisation 

‘the pseudonymisation and encryption of personal data’ 

 

 

 Security and Access Control 

‘the ability to ensure the ongoing confidentiality, integrity, availability and resilience of 

processing systems and services’ 

 

 Backup and/or Business Continuity 

‘the ability to restore the availability and access to personal data in a timely manner in 

the event of a physical or technical incident’ 

 

 Monitoring, oversight and audit 

‘a process for regularly testing, assessing and evaluating the effectiveness of technical 

and organisational measures for ensuring the security of the processing’ 

 

 

Section 1 – Company Details 

 

Company Name: 

Trading Name (if different) 

Address 

Registered address is different 

Data Protection Officer or Lead Name 

Telephone Number Email 

 

 

Section 2 – Technical Measures 

 

Please provide us with details of the technical measures you will employ when processing 

personal data on our behalf, including reference to the minimum measures set out above: 

 

 

 

 

 

 



 

Data Protection and Information Security 

Policy  

 

 

Review Date 30-Sep-2020  P a g e  36 | 40 
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Section 3 – Organisational Measures 

 

Please provide us with details of the organisational measures you will employ when 

processing personal data on our behalf, including reference to the minimum measures set 

out above (for example, policies and procedures, staff training): 

 

 

 

 

 

 

 

 

 

Section 4 – Location of Processing 

 

Where will our data be processed? 

Please provide details of the countries, and locations within countries. 

 

 

Please specify whether any data will be processed outside the EEA 

 

 

If the data will be processed in the US, is the organisation committed to the EU-US Privacy 

Shield Framework? 

 

 

 

Section 5 – Accreditations 

 

Please provide copies of any accreditations you currently hold 

Please include details of any Statement of Applicability or details that confirms the nature 

and extent of the accreditation held (e.g. which office or service) 

 

 

 

 

 

 

 

 

Section 6 – Record of Processing Activity ROPA 

 

Please provide details of the ROPA you currently maintain (as required by article 30(2)) or 

confirm (i) you do not process any personal data on behalf of any other Data Controllers at 

present, or (II) you have less than 250 staff and have decided not to maintain a ROPA 
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Section 7 – Data Protection Breaches 

 

Please provide any details of the actual or suspected breaches you have had in the last year, 

whether any were reported to the ICO and/or the individuals affected, and what lessons 

were learnt as a result of the breach: 

 

 

 

 

 

Section 8 – Declaration 

 

I certify that all information provided is correct and that I am authorised to complete and sign 

this form on behalf of my company 

Details of person completing application 

form 

 

Name 

 

Job Title 

Tel 

 

Email 

Signature 

 

Date 

In order to consider and process your application promptly please provide the name of the 

Redditch Nightstop employee who requested this for: 

 

Commercial in confidence: Information provided will remain strictly confidential and for the 

use of Redditch Nightstop in evaluating a company’s ability to perform contracts. 

 

Please note 

 Incomplete forms will be delayed or may not be processed 

 Both type and electronic signatures are legally binding 

 You may return this form via email however a copy must also be sent via secure post. 

 

 

 

 

 

 

OFFICE USE ONLY 

Date received: 

 

 

Checked By: 

 

Date: 

Authorised By: 

 

Date: 

  

Comments: 
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Appendix 5 

 

 

These premises are 

protected by CCTV. 

 

CCTV recording is 

in operation for the 

apprehension and 

prevention of crime. 
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Apendix 6 

 

 
 

Dear 

 

As stated in our Privacy Notice: 

We may ask for your consent for other optional parts of our service, for example case studies, 
photographs for use in social media and our newsletter, or to add you to our mailing list. 
 

(Insert detail) You have recorded a short video clip for Redditch Nightstop for us to use on our 

website and we need your consent. 

I give my consent to the above use of (the video that I have made for Redditch Nightstop) 

 

Signed (Volunteer)    Date: 

Signed (volunteer)    Date: 
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Policy 

Redditch Nightstop is committed to ensuring that drug/substance misuse procedures are in place & are 

followed by all relevant staff, volunteers and trustees. These procedures are regularly reviewed by the 

trustees and Depaul UK and updated accordingly.  

Definitions 

The term ‘drug’ is most commonly used to refer to any psychotropic substance, including illegal drugs and 

illicit use of prescription drugs. 

‘Problematic drug use’ refers to drug taking which results in the experience of social, psychological, 

physical or legal problems related to intoxication  and/or  regular excessive consumption and/or dependence. 

The term ‘harm reduction’ refers to any activity and service that acknowledges the continued drug misuse 

of individuals but seeks to minimise the harm that such behaviour causes. 

 

Application and Scope 

This Drug and Other Substances policy provides information, guidance and procedure for Redditch Nightstop 

employees and volunteers in their interaction with clients. This policy is supported by the chair and board of 

trustees and its implementation is managed by the charity manager. This policy must be followed by 

employees and volunteers. 

The person-centred approach that Redditch Nightstop uses is an effective approach that provides the time 

and space for open and honest discussion from the client’s perspective about areas of their life including 

drugs and other substance use. Directed by the client, the staff member gains a clear understanding of the 

client’s personal needs, wants, desires and goals. This information results in a well-informed risk and needs 

assessment, leading to identification of appropriate support and protection for the client and for all involved in 

service delivery.  

This policy applies to Redditch Nightstop premises where a service is being provided to a client. Premises 

includes the Nightstop office building, host homes, gardens, and volunteers’ vehicles. 

Redditch Nightstop will:  

 

• Use a person-centred approach to understand the context of the drugs/other substance use in the 

person’s life. 

• Endeavour to protect all from the harmful influence of drugs/substance use. 

• Provide drugs/other substance use training for staff and volunteers. 

• Ensure that information about alternative appropriate accommodation and support services is made 

available. 

• This policy is concerned with the approach taken to deal with consequential behaviour resulting from 

drug/substance use/supply at its premises. It is important to identify the drugs/other substances that 
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we are referring to in this policy. (Drugs and other substance training will provide understanding of 

the potential resulting behaviours) 

 

Redditch Nightstop is primarily concerned with controlled drugs illicitly held. The term ‘drug’ is most 

commonly used to refer to any psychotropic substance, including illegal drugs and illicit use of prescription 

drugs. This includes, but is not limited to: 

• Heroin 

• Ecstasy 

• Cocaine 

• LSD 

• Cannabis 

• Amphetamines 

• Crack 

• Methadone 

• Benzodiazepines 

Other drugs not covered under the Misuse of Drugs Act including, but not limited to: 

• Volatile substances (solvents) 

• Amyl and Butyl Nitrates (poppers) 

• Tobacco 

• Alcohol 

 

Drug Law 

Drug law is complex and is covered in the following legislation: 

• The Misuse of Drugs Act 1971 & The Misuse of Drugs Regulations 1985 

• The Intoxicating Substances (Supply) Act 1985 

• The Medicines Act 1968 

The law [MDA S8(d)] makes it an offence to allow cannabis smoking on site. An organisation that knowingly 

allowed cannabis smoking would be committing an offence and would expose itself to risk of prosecution.  

Examples of other illegal drug related behaviours which Nightstop cannot “knowingly permit or suffer” by law 

to take place on its premises: 

• “supply, attempted supply or offer of controlled drugs” 

• “production or attempted production of a controlled drug” 

• “preparing opium for smoking, smoking cannabis, cannabis resin and prepared opium” 

The same laws prohibit staff, hosts, volunteers and trustees from knowingly permitting or suffering these 

activities from taking place in their premises including homes and cars. It is therefore essential that staff, 
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hosts, volunteers and trustees fully understand their duty and that they understand the information and follow 

the procedure set out in this policy. 

 

Procedure 

Managing risk associated with drug and other substance use and responding to drug related emergencies 

Staff 

• At the referral stage a risk assessment will be carried out which will provide information about the 

service users use of drugs/other substances. Information sought will result in a risk score and 

determine access to the service(s).  A project management plan may be put into place. This will be 

done in conjunction with host if accommodation services are used.  

• At the referral, interview and sign-up stages, all prospective clients must be informed of the 

Substance Misuse Policy.  

• Each License Agreement or Tenancy Agreement, House Rules will state that no illegal drugs may be 

on the premises, nor may they be supplied there 

• If any person is found supplying, or is strongly suspected of supplying, drugs, staff will immediately 

investigate and make a decision to remove the right to access Redditch Nightstop services, tenancy 

termination and/or to inform the police. 

• Staff to arrange for the disposal of drugs unless those drugs are required as evidence. Two 

members of staff where possible to do this. Syringes must be disposed of in a sharps bin or another 

suitably safe container (each local project to include detailed procedure for this) and other 

paraphernalia removed so that it cannot be used again.  

• Record the incident via an Incident Safeguarding and Near Miss From. This is to be reviewed by the 

Project Manager and the Chair and Depaul UK. See Appendix 1. Incident Safeguarding and Near 

Miss form. 

• Staff respond as per guidance in project risk assessment and Lone Working policy when working 

with a person under the influence of drug/other substances behaviour;  illness, violence and 

aggression. 

Hosts 

• Engage in discussion with staff about management plan for stays. 

• To review host information sheet. 

• To share any concerns with staff, following each stay. 

• To call 999 for overdose/serious ill health, then the on-call service. See Apendix2  

• To use on call service for drugs/other substance use emergencies. 

• To use knowledge from training alongside judgment if a person returns home with a change in 

behaviour that is concerning or if knowingly under the influence of drugs/other substance. . 



 

Drugs and Other Substances  
Policy and Procedure for Working with 

Clients 
 

 

 

 

Review Date: 30-Sep-2020 V 02  Page 4 of 11 

 

• Do not remove drugs if found in your home, contact the staff on call. 

• The host should not take responsibility or possession of any prescribed drugs, which the young 

person may have with them. 

• To make factual notes about an incident to pass on to staff/emergency services. 

 

It is important to note here that we are reacting to the change in behaviour. It is important to establish with 

the person that you have noticed a change in their behaviour and it is right to ask them how they are feeling 

and if anything has happened that might have effected this change (this change could be the result of a 

health condition.  Once an understanding is established a cause of appropriate action can be taken, this may 

involve immediate action from emergency services. Information via drugs training will help you to make a 

decision. 

The purpose of knowing if it is drug/other substance use related behaviour is to be able to: 

• Consider the potential for the situation to escalate; aggression or violence 

• Consider if host placement can continue 

• Establish if it is a breach of house rules/tenancy 

• Inform the emergency services 

• Contact on-call staff member 

• In an emergency call 999 

 

Redditch Nightstop aims to offer a service that is accessible to all, promotes wellbeing and harm reduction 

and avoid exclusions, alongside our duty to provide protection for all and uphold the law. The information 

contained in this policy should be used in conjunction with the following policies, procedures and 

documentation: 

• Health and Safety Policy/Risk Assessments 

• On Call Policy 

• Equality and Diversity Policy 

• Lone Working Policy 

• Data Protection and Confidentiality Policy 

• Host Handbook 

• Host drug training 

• Incident, safeguarding and Near Miss form 

• Host Information sheet 

• Client House Rules 
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Appendices 

 

Appendix1 - Data sharing and the Law 

The GDPR and the Data Protection Act 2018 (DPA2018) do allow data sharing for law enforcement 

purposes and provides mechanisms to achieve this, but they require organisations to use those mechanisms 

appropriately and in line with the law. 

Organisations should remain confident that when asked for personal data to assist the police whether in an 

emergency, or in their ongoing community policing activities, necessary, relevant and proportionate data can 

be disclosed in compliance with the law. 

Requests for information made by competent authorities must be reasonable in the context of their law 

enforcement purpose, and the necessity for the request should be clearly explained to the organisation. 

(ICO.org.uk 12/04/19) 

If you have any concerns about requests to share or disclose personal data, please report these to the Data 

Protection Lead who is Charlotte Shepard by phoning 01526 66036 or emailing: 

charlotteshepard@live.co.uk  

Also please see the Data Protection and Confidentiality Policy which is available on our website and our 

Privacy Notice which is available at www.redditchnightstop.co.uk 

      

Appendix2 - Overdose Guidelines (suspected and confirmed) 

In all incidents where a client appears ill or unwell it is potentially dangerous and misleading to assume that 

the young person has taken drugs as there may be other reasons for their symptoms. Therefore the following 

procedures should be followed: 

 

• The client should be reassured that the priority is their wellbeing, not taking disciplinary action 

against them. They should be encouraged to say if they have used any drugs, are taking medication, 

or if there is other relevant information. Where possible staff/volunteer should try to get relevant 

information from other clients, and make a note of this information. 

• If necessary, or in doubt, an ambulance should be called at this point. The condition of the patient 

should be closely monitored and all observations reported to the ambulance crew on their arrival. 

• If any drugs have been taken, they should be retained to pass on to the ambulance crew for 

identification. 

• Care should be taken in case syringes have been discarded. 

• If a client is found unconscious or becomes unconscious or stops breathing, first aid should only be 

delivered by a trained person in accordance with current good practice as published in the Red 

Cross, St John’s Ambulance Association manual, a copy of which should be available by each First 
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Aid kit (office only) An ambulance should be called immediately. The on-call staff member should be 

informed who will follow on call procedure to inform the Charity Manager and Chair. 

• An Incident, Safeguarding and Near-Miss Form should be completed and reviewed; considering drug 

related harm reduction and specialist support services. 

 

Appendix 3 - Incidents, Safeguarding and Near Misses  

If a member of staff witnesses an incident or near miss; or receives a disclosure, or wishes to raise a 

Safeguarding concern they should record the details either by accessing In-Form or completing the form on 

the following pages of this document: 

• ISN01 SOP Incident, Safeguarding and Near Miss (ISN) Report Form 

The form and any related information should be sent securely to the Project Manager for the service or 

premise. 
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ISN01 SOP Incident, Safeguarding and Near Miss (ISN) Report Form 

This form is for use by services that do not have access to In-Form and is to be completed by the member of 
staff witnessing or present during an incident or near miss; and who receives a disclosure or raising a 
Safeguarding concern. On completion this form, and any related information should be sent securely to the 
Project Manager for the service or premise. 

Nature of Report 

Incident or Near Miss       Safeguarding                    Both                                  

 

ISN Details 

Project Redditch Nightstop Report by  

Region Redditch Date/Time of 
Incident 

 

 

Potential or Alleged Victims (List all if more than one) 

Client Victim  

 

 Staff Victim 

 

 

Non-Client/ Staff/ 
Volunteer Victim 

 

 Volunteer Victim  

 

Witnesses (List all if more than one) 

Client Witness 

 

 

 Staff Witness 

 

 

Non-Client/ Staff/ 
Volunteer Witness 

 

 Volunteer Witness 

 

 

 

Potential or Alleged Perpetrator (List all if more than one) 

Client Perpetrator  

 

 

 Staff Perpetrator 

 

 

Non-Client/ Staff/ 
Volunteer Perpetrator 

 

 Volunteer Perpetrator 
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Were Other Agencies Involved or Present (List all if more than one) 

 

 

 

RIDDOR  

Death, major injury, injury leading to at least 7 days unable to work, a disease, dangerous occurrence or 
gas incident. 

Is the incident RIDDOR Reportable?       No  

 

Were the Following Factors Involved (Select all that apply) 

Alcohol              Drugs                         
(Illegal/Legal/Prescribed) 

Extremism; or 
Radicalisation        

FGM                

Gangs               Weapon                       

 

 

 

Primary Nature of Incident (Select One) 

Allegation against     
  Visitor/ Staff 

Antisocial 
Behaviour  

Arrest of Client          
 

Child at Risk of         
 

Harm 

Damage to Property 
 

Death                        
 

Discrimination           
 

 

Domestic Abuse       
 

Drugs; or Illegal        
 Items Found 

Emergency               
 

Admission to 
Hospital 

Financial Abuse of    
 

Client 

Fire                           
 

 

Harassment; and or  
bullying 

Health and Safety     
 

Inappropriate use of 
 Emergency 

Services 

Mental Health Act     
 Assessment 

Missing Person         
  

Needle stick Injury    
 

Neighbourhood         
 Disturbance 

Overdose                  
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Physical Assault       
 

Physical 
Intimidation  

 

Police Enquiry,        
 Search or Forced 

Entry 

Potential Data           
 

Breach      

Potential Financial    
 Misconduct 

Self Harm or             
 Self Injury 

Sexual Assault          
 

Sexual Exploitation   
 

 

Suicide Attempt        
 

Theft                         
 

Unauthorised Entry   
 

Verbal Abuse            
 

 

Weapon Found         
 

 

Wellbeing Concern   
 

Other (Describe)             

 

Description of Incident or Situation 

Give a factual description of the sequence of events, including precise locations, timings and the 
involvement of those names on this form. For safeguarding concerns, describe the nature of the abuse or 
harm, the context, and how it came to your attention. 

 

 

 

 

 

Contributing Factors or Conditions 

What factors, conditions or practices may have contributed to the incident or situation occurring? 

 

 

 

Reporting the Incident or Situation 

Service Manager; or 
On Call Manager 
informed 

Name:  

Time / Date:  

Statutory 
Involvement with 
Client? 

 

(If yes, provide details of the involvement) 
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Have Statutory 
Services been 
informed? 

(If yes, provide details of the report such as contact details or crime numbers) 

Have Personal 
Contacts been 
informed? 

(If yes, provide details of who has been informed) 

Has an Accident 
Form been 
completed? 

(If yes, provide the Accident Form reference number) 

 
 

Action Taken 

Action Taken by staff 
on duty (Describe 

actions taken by staff on 

duty at the time of; or first 

staff aware of the incident) 

 

 

Corrective Action 
Since the Incident 

(Describe any corrective 

action or support that has 

been provided since the 

incident, including who 

carried out the work and 

when.) 

 

 

 

 

 

Required Steps to 
Prevent 
Reoccurrence 
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Comments and Recommendations 

Further Comments 
from Reporting 
Staff 

 

 

Project Manager 
Details 

 

Name:  

 

Date Reviewed:  

Comments   

 

 

Chairperson Name:  

 

Date Reviewed:                                                          

Comments 

 

 

 

 

 

 

Incident to be reported to Depaul via QTLY Return 

Copy to be saved on shared in “Incident, Safeguarding and Near Miss” Folder 
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Policy brief & purpose 

Our Employee Expenses Policy outlines how we reimburse employees for all eligible work-related & Travel 

expenses. 

Scope 

This policy applies to employee’s spending money for work-related activities. 

Policy elements 

Employee expenses fall under two categories: 

● Expenses that are paid directly by Redditch Nightstop to employees. 

● Expenses that are paid by our employees and are reimbursable. 

We'll reimburse all reasonable business expenses in line with this policy, after they are approved by the Charity 

Manager, in part or in full as the case may be. 

Minimizing expenses 

We want to avoid overspending or unnecessary costs as much as possible. We may contract with hotels and 

agencies to get the best possible prices. We'll also aim for the cheapest option when we can & expect employees 

to take the same approach when spending charity monies. 

Non-reimbursable expenses 

We won't reimburse the following: 

• Expenses incurred by spouses or other non-employees who accompany our employees on their travels 

• Un-authorised service upgrade (e.g. business class or hotel rooms) 

• Personal purchases (gifts, clothes etc.) 

• Lost personal property & money (e.g. luggage) 

• Travel to & from work from the employee’s home address 

This list is not exhaustive. Please ask the Charity Manager about reimbursable expenses before you spend 

personal money on behalf of Redditch Nightstop. 



  

Employee Expenses Policy 

 

 

Review Date: 30-Sep-2020 Employee Expenses Policy Page 2 of 3 

 

 

. 

 Work-related Expenses 

These are expenses related to an employee that may occur in a business setting (e.g., Off-site Client support 

sessions, entertainment or training course refreshments.) 

These expenses may be capped and must be approved by the Charity Manager. If Employee’s spend more than 

the approved amount, they may be asked to cover the extra cost themselves. 

The capped amounts are as follows: 

• Lunch expenses for training courses /meetings- £10 per person maximum 

• Evening Meal expenses for training courses/meetings - £20 per person maximum 

• Client support session staff expenses - £5 per person maximum 

We won't reimburse the following work expenses: 

• Unauthorised or unscheduled business meetings with clients. 

• Non-business subscriptions/ training 

• Personal trips 

This list is not exhaustive. Please ask the Charity Manager about reimbursable expenses before you submit a 

claim. 

Travel Expenses 

Travel expenses include any kind of transportation and accommodation expenses incurred for the purpose of 

Redditch Nightstop business. Expenses related to this category that may be fully or partly reimbursable include: 

• Accommodation (e.g., overnight accommodation to attend training courses) 

• Transportation fares (e.g., train, bus, taxi fares used for business purposes, training or meetings) 

• Use of an Employee’s own vehicle for business purposes will be paid at 45pence per mile for travel costs 

incurred from the Redditch Nightstop offices (as stated in our Statement of Main Terms) 

This list is not exhaustive. Please ask the Charity Manager about Travel Expenses before you submit a claim. 
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VDU Users Expenses 

Employees using VDU’s for more than 2 hours /day can claim £ 20 towards an annual eye test & £50 towards the 

cost of spectacles in line with statutory Health & Safety regulations – please refer to VDU policy document for 

more information. 

Procedure 

 

Travel Expenses 

 The Charity Manager will arrange for most of your accommodation and transportation costs and document these 

expenses. You need to: 

• Document any expenses that haven’t been directly arranged (e.g., taxi fares.) Please ask for bills and 

receipts whenever you can. You might also receive a sum per day to cover other necessary travel 

expenses or refreshments. 

• Submit your reimbursement claim to the Charity Manager using the Expenses Claim Form. Please submit 

your claim/report within three months after your trip. 

The Charity Manager is responsible for approving reimbursement claims, once approved, you will receive 

reimbursement by bank transfer or cash within one month. 

Work-Related Expenses 

When you incur work-related expenses, you should: 

• Ask for your manager's approval for any expenses over £20 

• Submit a reimbursement claim with receipts within three months 

• When planning fundraising events agree an expenses budget with the charity manager before committing 

to any expenditure. 

We'll investigate any excessive expenses. In cases of consistent falsified or exaggerated claims, we may take 

disciplinary action. 
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Policy Overview 

Redditch Nightstop is committed to providing the very best possible services to clients and expects 
employees to discharge their duties in a responsible way. 

There may be occasions when employees’ conduct or performance is not acceptable. In these instances, 
employees will be subject to the following disciplinary procedure. 

This policy does not apply performance issues (see our Capability policy for that). Sometimes, the 
circumstances may mean that we need to follow more than one policy at the same time, or switch to using a 
different policy. For example, if after investigation we decide that the issues are not actually disciplinary but 
are performance.  If that happens, steps taken under this policy will be regarded as taken under the other 
policy (i.e. we won't do the same things twice unless there's a compelling reason to do so). 

General Principles 

The following general principles apply to employees who are subject to disciplinary procedures: 

• This procedure is designed to establish the facts and to deal with disciplinary issues. No disciplinary 

action will be taken until the matter has been fully investigated. 

• At every stage the employee will be advised of the nature of the complaint and be given the opportunity to 

state their case.  

• The employee will not be dismissed for a first breach of discipline expect in the case of gross misconduct, 

when the penalty will normally be dismissal without notice and without pay in lieu of notice; 

• The employee has a right to appeal against any disciplinary action taken against him/herself; 

• The procedure may be implemented at any stage if the alleged misconduct warrants it. 

• The employee has the right to be accompanied at a disciplinary hearing by a fellow employee or a trade 

union official. The employee will not usually be entitled to be accompanied to an investigatory meeting if 

this is held separately to the disciplinary hearing.  

Informal resolution 

Before taking formal disciplinary action, the Charity Manager may choose to discuss a disciplinary issue with 
the employee. In that case we may issue a Letter of Concern after our discussion.  

If a discussion fails to resolve the problem, or we feel this approach is inappropriate in the circumstances, we 
will normally use this formal procedure.  

Formal resolution 

First Warning 

If the employee fails to discharge their duties appropriately, or displays inappropriate conduct, they will 
receive a written warning. This warning will remain on their file for 12 months, but no further action will be 
taken if the employee’s service has been satisfactory throughout that twelve-month period. The Charity 
Manager is responsible for monitoring the employee’s conduct following the written warning. 

The Chair of the Management Committee will be informed of the decision to issue a written warning. 
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Where the conduct which gives rise to disciplinary proceedings is sufficiently serious, for example because it 
is having, or is likely to have, a serious harmful effect on the organization, it may be justifiable to move 
directly to a final written warning as set out below. 

Final Written Warning 

In the event of the employee continuing to fail to discharge their duties appropriately or continuing to display 
unsatisfactory conduct (or if the initial conduct which gives rise to the disciplinary proceedings was 
sufficiently serious), the employee will be issued with a final written warning. 

The Chair of the Management Committee will be informed of the decision to issue a final written warning. 
The Charity Manager is responsible for monitoring the employees conduct. 

The final written warning will remain on the employee’s file until the employee has demonstrated the required 
improvements in accordance with the notice. 

Dismissal or action short of dismissal 

In the event of the employee continuing to fail to discharge their duties appropriately or continuing to display 
unsatisfactory conduct, further action may be taken against the employee, which may include (but which is 
not limited to) suspension, with or without pay, or termination of employment. 

Decisions regarding pay and termination will be taken jointly by the Charity Manager and the Chair of the 
Management Committee in accordance with the procedure below. 

Disciplinary and dismissal procedure 

If an employee faces dismissal or action short of dismissal the following procedure will be apply.  

1. A written note to the employee setting out the allegation and the basis for it and the possible 
consequences.  

 We will include copies of any witness statements and any other relevant documents, unless there is 
a good reason not to do so. 

It is the employee’s responsibility to attend the meeting but, if the employee cannot, we will normally 
reschedule it provided we are satisfied with the employee’s explanation for why they cannot attend. 
We will not reschedule, however, if it is likely to lead to unreasonable delay. We may be obliged to 
make our decisions without the employee being present, and we will in any case only reschedule the 
meeting once, unless there are very good reasons to justify a second rescheduling.  

2. A meeting to consider and discuss the allegation 

We will go through all the details at the meeting so that the employee fully understands the allegation 
of misconduct made against them. We will also outline the evidence we found when we carried out 
our investigation.  

We will give the employee the time they need to respond the allegations made against them and to 
put together their own case. We will also give the employee the opportunity to question us, to 
present their own evidence, to call their own witnesses, and to respond to evidence our witnesses 
put forward. If there are any questions the employee wants us to put to our witnesses, please tell us 
and, (unless there are good reasons not to) we will make sure they are asked.  

We will send the employee our decision in writing after the meeting.  

3. A right of appeal including an appeal meeting 

Details of how to appeal are set out at the end of this policy. 

The employee will be reminded of their right to be accompanied to these meetings  
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Gross Misconduct 

Gross misconduct includes (but is not limited to): 

• Placing young people, other employees or volunteers at risk through failure to follow health and 

safety procedures 

• Serious breach of Redditch Nightstop’s policy and procedures (including but not limited to those on 

Equality and Diversity, Health and Safety, Safeguarding, Data Protection etc) 

• Harassment, bullying or physical violence 

• Fraud, theft or any act of dishonesty 

• Negligence or carelessness, particularly if it leads to us losing trust and confidence in the employee 

• Serious and intentional damage to our property 

• Viewing, receiving or sending anything that breaches our Harassment and Bullying Policy or Equal 

Opportunities Policy 

• Knowingly accessing websites containing offensive, obscene or pornographic material 

• Serious insubordination or refusal to obey management instructions 

• Serious breaches of confidence 

• Being under the influence of, or possessing, illegal drugs 

• Being under the influence of alcohol, unless this is with the employee’s manager’s express 

knowledge and permission – for example, where the employee is involved in entertaining on our 

behalf 

• Other conduct which is likely to have a major impact on service delivery 

• Other deliberate actions which are likely to bring Redditch Nightstop into disrepute 

If, after investigation, it is confirmed that an employee has committed gross misconduct the normal 
consequence will be dismissal without notice or payment in lieu of notice. 

• While the alleged gross misconduct is being investigated, the employee may be suspended during 

which time he or she will be paid their normal pay rate. If we suspend the employee:  

• The employee must stay away from work, not visit any of our premises or make contact with our 

staff, clients, suppliers or contractors (unless we authorise this in writing). But if the employee wants 

to contact someone specifically to ask them to be a witness, or to accompany the employee at the 

hearing, then the employee may do so without asking us first.  

• Suspension will be on full pay, unless the employees contract says otherwise. If The employee are 

suspended on full pay but tell us The employee are unfit to work because of sickness issues, then 

The employee will be paid according to our Sickness Policy (which could entail a reduction in what 

The employee are paid, for example only paying The employee statutory sick pay). 

• If pre-approved holidays fall during a period of suspension, they will still count as holiday leave and 

will be deducted from the employee’s holiday entitlement as normal.  

Any decision to dismiss will be taken only after full investigation. 
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The following list gives examples of what we would normally regard as misconduct (but not gross misconduct). 
This list is not exhaustive and should be referred to as a guide. 

• Minor breaches of Redditch Nightstop policy; 

• Minor breaches of the employee’s employment contract; 

• Unauthorised use, or damage to, Redditch Nightstop property; 

• Absence from work that has not been authorised; 

• Poor attendance and timekeeping; 

• Refusing to follow instructions, where it is not serious enough to be gross misconduct; 

• Making an excessive number of personal calls using our phones; 

• Sending and receiving an excessive number of personal emails; 

• Using the internet or email for personal purposes, other than on an occasional basis; 

• Using obscene language or otherwise behaving offensively; 

• Being careless when carrying out the employee’s duties; 

• Wasting time during the employees contracted working hours; and 

• Smoking in areas where smoking is not allowed. 

 

Appeals 

If the employee wishes to appeal against any disciplinary decision, they must appeal, in writing to the Charity 
Manager, within five working days of the decision being communicated to them. In The employees letter the 
employee should set out their reasons for the appeal. If possible, a member of the Management Committee 
who has not been involved in the original disciplinary action will hear the appeal and decide the case as 
impartially as possible. The employee has the right to be accompanied to the appeal meeting. 

The appeal does not usually need to be a rehearing of the entire case but should review the disciplinary 
decision and consider any additional points, complaints or evidence brought by the employee. 

The employee will be informed of the decision of the appeal in writing as soon as possible after the appeal. 

 

Disciplinary action against the Charity Manager 

This policy applies to all Nightstop’s employees. In the event that the Charity Manager is the subject of 
disciplinary procedures under this policy, the Chair of the Management Committee will perform the tasks 
which this policy ordinarily assigns to the Charity Manager. Where this policy ordinarily requires actions to be 
taken by the Charity Manager and the Chair of the Management Committee together, such actions will be 
taken by the chair and another member of the Management Committee. 

The above policy is not a contractual part of the employee’s employment. We reserve the right to 
amend this policy at any time. 
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SHORT SERVICE STAFF 
 
We retain discretion in respect of the Disciplinary Policy to take account of your length of service and to vary 
the procedures accordingly. If you have a short amount of service, particularly if you are in your probationary 
period, you may not be in receipt of any warnings before dismissal but you will retain the right to a hearing and 
you will have the right to appeal. 
 

Policy Review 

The effectiveness of this policy and practice and any supporting documents will be reviewed at least every 
two years, or sooner where any changing legislation has an impact. 
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Policy Statement 

Nightstop is committed to the principle and practice of equal opportunities and celebrates the diversity of 
people. We understand that these two concepts are not the same but are complementary, because without 
recognising and, most importantly, valuing differences between people, there cannot be true equality. 

 

Nightstop will not discriminate against any individual on the basis of their gender, sexual orientation, marital or 
civil partner status, gender reassignment, race, religion or belief, colour, nationality, ethnic or national origin, 
disability or age, pregnancy or trade union membership or the fact that they are a temporary, part-time or fixed-
term worker. 

 

Nightstop will strive to ensure that we do not disadvantage anyone within our policies or conditions of service 
which cannot be justified as necessary for operational purposes. Nightstop shall, at all times, strive to work 
within the legislative requirements of the Equality Act 2010 as well as promoting best practice. 

 

Nightstop will take steps to ensure that our young people do not experience or are disadvantaged by any 
aspect of our service provision. We are committed to working within an Equality Impact Assessment framework 
so that we can manage our services appropriately and strive to ensure we operate in a nondiscriminatory 
manner. 

 

Key values: 

• Everyone has opportunities to fulfill their potential 

• Unfair discrimination will not be tolerated 

• Everyone values diversity and promotes equality 

 
Scope 

This policy does not form part of an employee’s contract of employment and we reserve the right to amend it 
at any time. 

This policy applies to Nightstop young people; volunteers; employees, whether permanent, part-time or on 
fixed-term contracts; temporary, casual or ex-employees; job applicants and individuals such as agency staff, 
consultants who are not our employees, but who work for Nightstop (hereinafter referred to as workers). 

This policy also applies to the advertising of jobs and recruitment and selection, to training and development, 
opportunities for promotion, to conditions of service, benefits and facilities and pay; to health and safety and 
to conduct at work, to grievance and disciplinary procedures and to termination of employment, including 
redundancy. 

All relevant areas of the policy have been incorporated into a separate statement for young people. 

This policy shall be provided to all workers and volunteers.  

This policy applies equally to the treatment of our visitors and suppliers. 
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Responsibilities 

Everyone has a duty to act in accordance with this policy, and therefore to treat people with dignity at all times, 
and not to discriminate against or harass anyone, whether junior or senior to them. In some situations, 
Nightstop may be at risk of being held responsible for the acts of individuals and we will not therefore tolerate 
any discriminatory practices or behavior. 

We expect everyone to take responsibility for the success of this policy and ensure that they familiarise 
themselves with and abide by the policy, acting in accordance with its aims and objectives. If you have any 
questions about the content or application of this policy, you should contact the charity manager. 

Those working at a management level have a specific responsibility to set an appropriate standard of behavior, 
to lead by example and to ensure that those they manage adhere to the policy and promote the aims and 
objectives of Nightstop with regard to equal opportunities. To facilitate this process, managers will be given 
training on Diversity and Equality awareness including equal opportunities within recruitment and selection. 

The Management Committee has overall responsibility for the effective operation of Nightstop’s Diversity and 
Equality policy and for ensuring compliance with the relevant statutory framework prohibiting discrimination. 
The Management Committee has delegated to the charity manager the day-to-day responsibility for 
implementing the policy and ensuring its maintenance and review. 

 
Definitions and Purpose 

Nightstop will not unlawfully discriminate on grounds of gender, sexual orientation, marital or civil partner 
status, gender reassignment, race, religion or belief, colour, nationality, ethnic or national origin, disability or 
age, pregnancy, trade union membership, or part-time or fixed-term status. 

Equality means everyone enjoying the same opportunities free from discrimination. 

Diversity means understanding, respecting and celebrating the differences between people. 

We will, whenever practical and operationally viable to do so, take appropriate steps to accommodate 
requirements of religions, cultures, and domestic responsibilities. 

 

Forms of discrimination 

Direct Discrimination – occurs when someone is treated less favorably than another person because of a 
protected characteristic they have or are thought to have, or because they associate with someone who has a 
protected characteristic. 

 

 Example –Mike a Senior Manager turns down Susan’s application for a supervisor position. Susan who is a 
lesbian, learns that Mike did this because he thinks the team, she would have been supervising are 
homophobic. Mike thought that Susan’s sexual orientation would prevent her from gaining the respect of the 
team and this would therefore make her manage the team difficult. This is direct sexual orientation 
discrimination. 

 

Discrimination by Association – This is direct discrimination against someone because they associate with 
another person who possesses a protected characteristic.  

Example – Farid is a Project Manager and had been told she was being promoted to a higher grade and would 
also be managing another smaller project. However, after Farid has told her manager that her mother who 
lives with her has had a stroke, the promotion was withdrawn. This may be discrimination against Farid 
because of her association with a disabled person. 
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Perception Discrimination – This is direct discrimination against an individual because others think they 
possess a particular protected characteristic. It applies even if the person does not actually possess that 
characteristic. 

Example – Kevin is 45 but looks much younger. Many people assume that he is in his mid 20’s. Kevin is not 
allowed to represent his company at an important meeting because the CEO thinks that he is too young. Kevin 
has been discriminated against on the perception of a protected characteristic. 

 

Indirect Discrimination – Can occur when you have a condition, rule, policy or even a practice that applies 
to everyone but particularly disadvantages people who share a protected characteristic. Indirect discrimination 
can be justified if the organization can show that they acted reasonably in managing the business e.g. that it 
is a proportionate means of achieving a legitimate aim’. Being proportionate really means being fair and 
reasonable, including showing that ‘less discriminatory’ alternatives have been explored before making a 
decision.  

Example – A small finance company needs its staff to work late on Friday afternoons to analyse stock prices 
in the American finance market. The figures arrive late on Friday because of time differences. During winter 
months some staff would like to be released early on Friday afternoons in order to be home before sunset (a 
requirement of their religion). The staff have proposed to make the time up during the week. The company 
cannot agree this request because the American figures are necessary to their business. The requirement to 
work on a Friday afternoon is not unlawful indirect discrimination as it meets a legitimate business aim and 
there is no other alternative. 

 

Harassment – Is ‘unwanted conduct related to a relevant protected characteristic, which has the purpose or 
effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for that individual’. 

 Example – Ryan is disabled and is claiming harassment against his line manager after she has frequently 
teased and humiliated him about his disability. 

 

Third Party Harassment – Makes Nightstop potentially liable for harassment of our employees by people 
(third parties) who are not employees, provided that harassment has occurred on a least two previous 
occasions, Nightstop are aware it has taken place and have not taken reasonable steps to prevent it happening 
again.  

Example –Richard shares an office with Ryan above and he too is claiming harassment, even though he is 
not disabled, as the manager’s behavior has also created an offensive environment for him. 

 

Victimisation – Occurs when an employee is treated badly because they have made or supported a complaint 
or raised a grievance under the Equality Act; or because they are suspected of doing so. An employee is not 
protected from victimisation if they have maliciously made or supported an untrue complaint.  

Example – Anne makes a formal complaint against her manager because she feels that she has been 
discriminated against because of marriage. Although the complaint is resolved through the grievance 
procedures, Anne is subsequently ostracised by her colleagues, including her manager. Anne could claim 
victimisation. 
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Young People- Access to Services 

Nightstop is committed to achieving equality of opportunity and diversity regarding access to our services. We 
aim to ensure that all our services are welcoming and accessible to all groups and to ensure that our services 
do not operate to exclude or discourage the participation of any relevant group. 

We aim to build up links with all sections of the community and encourage people to benefit from, or interact 
with our services. We will investigate any claim of discrimination or harassment and identify communication 
and or other needs of services users and respond accordingly. 

Participation 

We are committed to empowering and enabling all young people to express their views and opinions, make 
decisions about their lives and participate in decision making processes. Our aim is to ensure that no groups 
are excluded or discouraged from participating either in things directly affecting them or in the wider 
organisation. 

Workers-Recruitment and selection 

Nightstop aims to ensure that no volunteer or job applicant receives less favourable treatment on any of the 
unlawful grounds listed in section 4. Recruitment procedures will be reviewed regularly to ensure that 
individuals are treated based on their relevant merits and abilities and that sufficiently diverse sectors of the 
community are reached.  

Job selection criteria are regularly reviewed to ensure that they are justifiable on non-discriminatory grounds 
as being essential for the effective performance of the job. 

Nightstop will take reasonable steps to ensure that knowledge of vacancies reaches a wide labour market and, 
where relevant and cost effective, groups underrepresented in Nightstop. 

Positive action is a range of measures which employers can lawfully take to encourage and train people from 
an underrepresented racial group or sex to help them overcome barriers or disadvantage. Where appropriate, 
use may be made of lawful exemptions to recruit suitably qualified people to cater for the special needs of 
particular groups. Vacancy advertisements shall include an appropriate short statement on our equal 
opportunities policy and a copy of this policy shall be sent to those who enquire about vacancies. 

 
Learning and Development and conditions of service 

Learning and Development needs will be identified through regular staff supervisions. Selection for training, 
other development opportunities, promotion and career management will be based solely on objective and job-
related criteria and every member of the workforce will be given equal opportunity to show their ability to 
progress within Nightstop. 

The composition of workers at different levels will be regularly monitored to ensure equality of opportunity at 
all levels of the organisation. Where appropriate, steps will be taken to identify and remove unnecessary or 
unjustifiable barriers and to provide appropriate facilities and conditions of service to meet the special needs 
of disadvantaged or under-represented groups. 

Our Conditions of Service, benefits and facilities will be reviewed regularly to ensure that they are available to 
all workers who should have access to them and that there are no unlawful obstacles to accessing them. This 
includes pay and all other benefits offered. 

We will monitor redundancy criteria and procedures to ensure that they are fair and objective and do not directly 
or indirectly discriminate against employees. 

 

We will also ensure that, where applicable, disciplinary procedures are carried out fairly and uniformly for all 
workers, whether they result in the giving of disciplinary warnings, dismissal or other disciplinary action. 
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Disability discrimination 

If you are disabled, or become disabled in the course of your volunteering or employment with us, you are 
encouraged to tell us about your condition. This is to enable us to support you as much as possible. You may 
also wish to advise your manager of any reasonable adjustments to your working conditions or the duties of 
your job which you consider to be necessary, or which would assist you in the performance of your duties. 

Your manager may wish to consult with you and with your medical adviser(s) about possible reasonable 
adjustments. Careful consideration will be given to any such proposals and they will be accommodated where 
possible and proportionate to the needs of your job. Nevertheless, there may be circumstances where it will 
not be reasonable for us to accommodate the suggested adjustments and we will ensure that we provide you 
with information as to the basis of our decision not to make any adjustments. 

 

Part-time workers 

Nightstop will monitor the conditions of service of part-time employees and their progression within Nightstop 
to ensure that they are being offered appropriate access to benefits and training opportunities. We will also 
ensure requests to alter working hours are dealt with appropriately and in accordance with statutory flexible 
working regulations. 

 

Volunteers 

Volunteers make a very special and unique contribution to the work of Nightstop which is highly valued by all. 
Nightstop will always aim to ensure that no volunteer receives less favorable treatment on any of the unlawful 
grounds; section 4 and that they are always treated with respect and dignity . 

We will review our Volunteer Recruitment procedures regularly to ensure that individuals are treated on the 
basis of their relevant skills and abilities relevant to the particular volunteering role. 

Nightstop expects volunteers to uphold and adhere to this policy.  

 

Other Stakeholders 

We believe that equality is everyone’s responsibility and are committed to promoting this policy to other 
stakeholders such as contractors, visitors and suppliers. We will ensure that all contractors, visitors and 
suppliers are clear about our expectations on equality and diversity.  

Breaches of the policy 

If you believe that you may have been disadvantaged on any of the unlawful grounds, you are encouraged to 
raise the matter through Nightstop’s Grievance or Complaints procedure.  

Allegations regarding potential breaches of this policy will be treated in confidence and investigated in 
accordance with the relevant procedure. Workers who make such allegations in good faith will not be victimised 
or treated less favourably as a result. False allegations of a breach in this policy which are found to have been 
made in bad faith will, however, be dealt with under the disciplinary procedure. 

If, after investigation, you are proven to have harassed any other worker on the grounds of sex, marital status, 
sexual orientation, religion or belief, race, disability or age or otherwise act in breach of this policy, you will be 
subject to disciplinary action. In serious cases, such behavior may constitute gross misconduct and, as such, 
may result in dismissal. Nightstop will always take a strict approach to serious breaches of this policy. 

 

This policy applies equally to Nightstop’s workers' relations with visitors, young people, customers and 
suppliers, if, after investigation, you are proven to have discriminated against or harassed a client or supplier 
you will also be subject to disciplinary action. 
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Monitoring and revision of policy 

We will regularly monitor the effectiveness of this policy to ensure it is achieving the objectives stated in the 
Policy Statement by monitoring the diversity of our workforce. 

Training and Development 

Nightstop is committed to providing relevant training for all staff. This policy forms part of staff induction and 
its content provides an important element of training. 
 
Nightstop is committed to the elimination of discrimination, both direct and indirect, in all its services, 
procedures and practices.  
 

• Direct Discrimination is treating a person, on one or more grounds, less favourably than others would 
be treated in the same or similar circumstances. 

  

• Indirect Discrimination is applying a requirement or condition that, although applied equally to all 
persons, is such that a substantial proportion of a particular group could not comply with it and which 
cannot be shown to be justifiable.  

 

Legislation  
 
Nightstop’s Equal Opportunities Policies operate within the parameters of the following UK legislations and EU 
Directives.  
 

• Equal Pay Act 1970  

• Rehabilitation of Offenders Act 1974  

• Sex Discrimination Act 1975  

• Disability Discrimination Act 1995  

• Race Relations Act 1976  

• Human Rights Act 1998 

• Race Relations Amendment Act 2000 

• Employment Equality (Religion or Belief) Regulations 2003 

• Sex Discrimination Burden of Proof Regulations 2003 

• Age Regulations 2006  

 
Diversity  
 
Nightstop believes that diversity broadens the concept of equal opportunities beyond the issues covered by 
the law. It recognises that people have different abilities to contribute to organisational goals and performance 

 

Nightstop believes that –  
 
The lives of all human beings are of equal value, and everyone should have an equal right to access resources 
and opportunities to realise their potential. Volunteering is an accessible way in which individuals can realise 
their potential, overcome social exclusion and contribute to the wellbeing of communities both locally and 
nationally 
By making the best use of everyone’s talents and potential it is possible to create a productive environment in 
which organisational goals are met efficiently and effectively. Through incorporating diversity into all its policies 
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and procedures, practice, publications and activities, Nightstop can model and promote the importance and 
benefits of diversity to its staff, volunteers, members and others. 

 
Responsibility and Implementation  
 

Responsibility - Nightstop through the Management Committee takes its responsibilities for equality and 
diversity seriously and recognises that any discrimination that exists can only be eliminated in partnership. 
Appropriate action will be taken to address any deficiencies in the implementation of the policy, and disciplinary 
procedures may be used in the case of a breach of this policy. The Chair of the Management Committee has 
overall responsibility for ensuring that this policy is carried out.  
The Nightstop charity manager is responsible for the effective application of this policy. 
 
Implementation - Nightstop is affiliated to Depaul Nightstop UK and is monitored by this national body. 
Nightstop therefore is required to meet Quality Standards, Affiliation Criteria and be subject to a Depaul 
Nightstop UK monitoring review on a 3-yearly basis. 
 
Nightstop’s Management Committee and charity manager are specifically responsible for the implementation 
of Nightstop’s Equalities and Diversity policy by –  
 

• Identifying issues of organisational development and ensuring that diversity is embedded in all our 

policies and practices  

• Planning and setting targets in relation to the implementation of the Equality and Diversity policy on 

an annual basis in line with the financial year  

• Monitoring and evaluating the implementation of the Equality and Diversity policy 

• Reviewing and accounting to the Management Committee, Staff and volunteers on progress. 

 
Equality and Diversity Policy in Practice  
 

Nightstop will seek to develop its practice in the following areas –  

 
Employment and Recruitment of Volunteers 
 

• By building a diverse volunteer base, Nightstop aims to take steps to ensure that knowledge of 

vacancies and volunteer opportunities reach underrepresented groups (as below). Positive Action – 

i.e. underrepresented groups will be encouraged to apply for volunteer opportunities with Nightstop. 

Wherever possible, special training will be provided for such groups to prepare them to compete on 

genuinely equal terms for jobs and promotion. Wherever possible, efforts will be made to identify and 

remove unnecessary/unjustifiable barriers and provide appropriate facilities and conditions of service 

to meet the special needs of disadvantaged and/or underrepresented groups.  

• By treating all employees and applicants for employment fairly and ensuring they are not discriminated 

against because of their race, gender, disability, age, religion, nationality, social background or sexual 

preference  
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• By regularly reviewing its recruitment and selection procedure to ensure fair access to all opportunities. 

People will be accepted on merit, based only on their skills, abilities to carry out the duties and 

responsibilities of the volunteering opportunity for which they have applied.  

• By ensuring a good work life balance for all staff  

• By ensuring that all employees and volunteers are valued and treated with dignity and respect. Where 

harassment, victimisation or bullying is found in the workplace this will be dealt with through the 

appropriate procedures. Each employee has a responsibility to challenge and report inappropriate 

behaviour.  

• By providing fair access to training and development opportunities  

• By supporting and respecting volunteers in their cultural and religious beliefs  

• By considering adapting organisational requirements or existing practices where they are contrary to 

employees cultural and religious needs  

• Nightstop will, wherever reasonable and practicable, provide equipment, facilities and/or training for 

all disabled employees and volunteers.  

  
Service Delivery  

 
Nightstop will –  

 

• Provide quality services designed to meet a wide range of different needs and regularly review them 

to ensure that no one is disadvantaged.  

• Provide appropriate and equal access to services, including producing clear information within 

available resources.  

• Provide and publicise clear information on how stakeholders can comment about the services they 

have received. This can be dealt with through our complaints policy and feedback.  

• Consult and actively listen to our staff, volunteers, referral agencies, advisors and stakeholders.  

• Will seek to ensure that all venues used for external meetings and events are accessible.  

 

  Monitoring and Evaluation  
 

Specifically monitoring will cover -  

• Recruitment and selection and measuring change in the composition of the workforce and volunteers. 

Information collected will be analysed and used to check that our employment policies and practices 

are fair and prevent discrimination.  

• Developing the use of monitoring approaches to analyse and evaluate how effectively our services 

meet the needs of young people, referral agencies and stakeholders.  
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Finance Policy Statement  

Redditch Nightstop is committed to ensuring that finance procedures are in place & are followed by all 
relevant staff. Also that these procedures are regularly reviewed by the Treasurer & updated 
accordingly. 

 

Redditch Nightstop is committed to compliance with all statutory regulations of HMRC , Companies 
House & Charities Commission 

 

Application and Scope  

This Finance Policy and Procedures provides the processes to be followed by all Redditch Nightstop 

employees and Trustees, hereafter referred to as Staff, to uphold the Policy and ensure all financial 

obligations of Redditch Nightstop as a charity and Redditch Nightstop as a limited company are 

fulfilled.  

Legislation and Compliance  

The Bookkeeper is responsible for all statutory submissions to Companies House, Charity 

Commission & HMRC overseen by the Treasurer & Project manager. 

All staff are responsible for compliance with the CAF Bank policies & procedures. 

Staff Roles and Responsibilities  

All Staff are responsible for completing activities and following Procedures in support of the Finance 

policy.  

Failure to comply with this Policy may be treated as misconduct and dealt with under Redditch 

Nightstop’s Disciplinary Procedures.  
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Finance Procedures  

 

Cash Management  Procedure 

 Money  Received 

Use “Money Received Form” to record details of amount, payee name & address including postcode, 

description of payment. 

Staff member to sign & date form  

Payee to sign & date form 

For donations received establish if payee is a UK tax payer, ask to complete a “Gift Aid Declaration 

Form” (copy held on shared drive) or ask permission for us to complete form on their behalf as donor 

is no longer required to sign form. We need name, address & postcode to do this. 

Put donation with form in envelope in safe for attention of Bookkeeper 

 

Money Spent 

Any cash payments given to clients directly require a signature from the client on the relevant 

paperwork.  

Petty Cash  -Use cash for any amount spent under £50  from the office petty cash tin. Record date, 

client name in full, description & related service on white petty cash slip, sign & attach to receipt. If 

money is taken out for use by staff please use yellow post it note to record this & leave in tin. 

Payments over £50- require authorisation from the project manager. The project manager will decide 

how the payment will be made to the supplier (cash, debit card, PayPal, bank payment). The Project 

manager or bookkeeper only will process the payment. Project manager is to inform the Bookkeeper 

& obtain a receipt with details for all payments processed. 

Please note CAF Bank cards should only be used by the card holder & PIN numbers must be 

kept confidential. 

Client Hardship Payments – Use Hardship payment Form to record client name, reason for 

payment, amount, date & payment method. 

Signature of staff member processing payment & signature of client on receipt of payment required. 

Completed form to be put into petty cash tin 

 

Please do not use personal accounts to pay for goods & services, we will be 

unable to reimburse such payments as this will breach   accounting protocol & 

HMRC regulations. 

 

 

Banking Procedure 
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The Bookkeeper is responsible for banking cash & cheques on a regular basis. 

The safe insurance cash limit is £500 any amounts exceeding this limit should be banked 
immediately. 

Ordering Procedure 

The Bookkeeper or Project Manager will authorise all ordering of goods & services & payment of all 
goods & services. Payment will be made by one of the following methods: Redditch Nightstop Paypal 
account, Direct bank transfer from Redditch Nightstop CAF Bank account, Redditch Nightstop CAF 
bank  Debit card.  

Debit card Procedure 

The Project Manager & Bookkeeper will be issued with debit cards in accordance with CAF bank 
policies & procedures. The Charity Debit card should be used  for Redditch Nightstop  business only. 
All PIN numbers are to be kept confidential at all times. 

Bank Account Management 

The Bank mandate will be set up to include the Project Manager, Bookkeeper, Chairperson, 
Treasurer & one other Redditch Nightstop Trustee with any 2 signatories to authorise all payments. 
The Bookkeeper is responsible for setting up & updating the banking telephone passwords. All 
passwords must be kept confidential. 

The Bookkeeper is responsible for managing Direct Debit & standing orders to the accounts. 

The Bookkeeper will monitor the bank accounts on a regular basis. 

Account transfers can be processed by the Bookkeeper without authorisation. 

Cash Flow Management 

Cash flow management is the responsibility of the Treasurer assisted by the Bookkeeper. Meetings to 
assess the cash flow will take place on a regular basis between the Treasurer & Bookkeeper who will 
inform the Project manager accordingly. 

Host Payment Procedure 

The Bookkeeper is responsible for correct & regular payments to Hosts & to produce  statements to 
Hosts for all payments made. 

 

Continuous Improvement Renewal Clause 

This Policy and Procedures will be reviewed every three years from the date of issue to determine it’s 
continued relevance, effectiveness and appropriateness. This Policy and Procedures may be 
assessed before that time as necessary to reflect substantial organisational changes, following an 
inspection, review or validation visit, or as recommended by auditors, changes required by law, or 
changes required by Depaul Governance structures.  
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Policy 

Redditch Nightstop recognises that from time to time, staff may have a problem or concern relating to their 
employment. Our policy is to encourage communication between staff and management to ensure that 
concerns can be raised and where possible, resolved quickly.  

To achieve this we have a grievance procedure which staff should use when they have concerns about their 
work, working environment, working relationships or their terms and conditions of employment.  

An employee/union may withdraw from the procedure at any stage by confirming their wish to withdraw in 
writing. 

Wherever possible, confidentiality will be maintained throughout the process. When it is necessary to share 
information with other parties, the employee will be consulted. 

This Policy does not form part of your contract of employment and we reserve the right to change it at any 
time. 

There are two stages to the process: 

Procedure 

Informal stage 

Where possible, issues should be resolved informally, between the employee and line manager, by 
discussion. The resolution of the problem should be the desired outcome for both parties and we find that 
most grievances can be resolved informally.  

Occasionally, the employee will consider that the matter cannot be resolved by discussion with his/her 
manager. If the grievance is about your line manager or for some reason you do not want to raise it with 
them, then you should raise it informally with their manager.  

However, the normal procedure is that before the formal grievance procedure can be invoked, the employee 
should demonstrate that s/he has attempted to resolve the issue with a manager or explain why this is not 
appropriate. 

If the informal approach does not resolve your problem you should use the formal procedure. 

Formal Stage 

The purpose of the formal procedure is to deal promptly with any grievance the employee has, connected 
with his/her employment. 

If an employee raises a grievance during a disciplinary process, the disciplinary process may be suspended 
to deal with the grievance. However, if the matters are related they may be dealt with at the same time in the 
same meeting. This approach is a more fair and reasonable way of dealing with overlapping grievance and 
disciplinary cases. 

1. The employee must put the grievance in writing, to his/her manager within two weeks (where reasonably 
practicable) of the matter remaining unresolved or the issue recurring. 

The letter should be set out directly to the Manager stating the full reasons for the grievance and the steps 
s/he has taken to resolve it. Explain in your letter that you want to lodge a formal grievance, the specific 
details of your complaint, and what you want us to do about it.  If the grievance is about the Manager, the 
employee may write to that Manager’s manager. If an employee has any grievance about the Project 
Manager for Redditch Nightstop, they can send the grievance to the Chairperson of Redditch Nightstop, who 
will review it with other members of the executive committee and respond to the employee within two weeks. 
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2. The Manager will aim to acknowledge the letter within one week of receipt. 

3. The Manager will aim to arrange to meet the employee within two weeks of receipt of the grievance 
where reasonably practicable. 

The employee may be accompanied by a colleague or a trade union representative.  

After the meeting the Manager may take further steps to investigate which s/he considers appropriate. 
This may involve looking at documents or interviewing other people. We will not normally allow you to 
participate in this part of the investigation (for example, you will not normally be allowed to question other 
people directly). Sometimes, we may ask you for more information or for another meeting. And 
sometimes, we may think there is no need for any further investigation.  

4. The Manager will aim to respond in writing to the employee within two weeks. This response will include 
decision on appropriate action and how they may appeal. The employee has the same right of appeal as 
for disciplinary decisions. Please refer to the Disciplinary Policy for details.  
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Policy 

This Policy does not form part of your contract of employment and we reserve the right to amend it 
at any time. 

Annual Leave 

Staff members on employment contracts are entitled to the following holiday entitlement dependent 
on their years of service:  

 

Years of Service  

1 21.5 days 

2 22.5 days 

3 23.5 days 

4 24.5 days 

5 25.5 days 

6 and thereafter 26.5 days full entitlement 

 

Staff must reserve enough annual leave for Christmas Holiday Period when the office is closed. 
This is usually from Christmas Eve until the end of New Year’s Day, but we shall advise you of the 
exact period. 

Holiday entitlement not taken will not qualify for accrued holiday pay. You are strongly encouraged 
to take all the holiday due to you in the holiday year in which it has accrued. Up to one week of 
annual leave can be carried over from one year to the next. 

You should give at least two weeks’ notice of your intention to take holidays. Notice of leave to be 
given to the Project Manager, the Project Manager’s Line Manager, or other members of the 
management committee. 

Staff should fill in a holiday leave form which should be signed by the Project Manager or member 
of the management committee. 

An employee does not have to take holiday during a period of sick leave even if the holiday was 
booked before the period of sick leave. If an employee falls sick during a period of holiday, they 
may take this as sick leave if they follow the usual notification requirements.  

Holiday continues to accrue during any period of sick leave. You may carry over unused holiday 
(relating to the four-week Regulation 13 leave only) to the following year if your sick leave spans 
two holiday years or you return to work too near the end of the holiday year to fit in the time off due 
to you. Any holiday carried over will be lost if you do not take it within 18 months of the holiday year 
in which it accrued.  

In the event of termination of employment, for whatever reason Redditch Nightstop reserve the 
right to recover any money due for annual leave taken in excess of the accrued entitlement. Where 
staff have accrued leave and not taken it, they will be paid in lieu on termination of employment. 
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Time in Lieu  

If staff are required to work more than their contracted hours in one week, equivalent time in lieu 
may be given, only where they have sought permission to exceed the contracted hours from the 
charity manager in advance, according to the following procedure: 

• If you are required to work additional hours, you will be entitled to take a period of time off 
during normal working hours equal to the number of additional hours worked (“Time Off”). 

• You must email the Charity Manager to obtain prior approval for working the additional hours 
or the Time Off will not be granted. 

• You must email the Charity Manager to obtain prior approval to take the Time Off once the 
additional hours have been worked. 

• Time Off must be taken as soon as reasonably possible after the overtime has been worked 
and preferably within one month of the overtime being worked.   

• No more than an aggregate of 3 days’ Time Off can be accrued at any time.  

• No more than 3 days of unused Time Off entitlement can be carried forward into the following 
month. 

Absence Monitoring 

Absence from work and reasons for absence will be monitored by the charity manager. 

Sickness Absence 

Sickness absence must be reported to the charity manager or a member of the management 
committee by 10:00am on the first day of absence. You should contact your manager on each 
subsequent day you are off work unless you have a doctor’s certificate, Fit for Work return to work 
plan or have agreed a different process. 

In accordance with the statutory sick pay regulations you are required: 

• To provide a self certificated absence statement (for up to 7 days of absence) 

• To provide a Fitness for Work Note (from a doctor) 

Following any period of absence from work, staff will meet with the Charity Manager to establish 
the circumstances and relevant documentation is completed. 

In some circumstances, and particularly where a member of staff is absent from work for 4 
consecutive weeks, a home visit may be arranged. 

The purpose for the meeting is to discuss with you when you may be fit to return to work and to 
carefully consider any ‘reasonable adjustments’ which could be made, to assist you to return to 
work. 

If the line manager is concerned over levels of absence or a person’s well-being, they may also 
talk to staff about arranging an independent medical advisor. 

Occasionally people say they are fit to return to work, and we do not agree. If we do not think you 
are fit to return to work, even when you tell us you are, we might obtain our own medical evidence.  

If more than 3 separate periods of sickness occur within 12 months, an absence review will be 
carried out by the Charity Manager. Persistent or long-term absence issues could lead to a formal 
process under capability policy guidelines. 

You may be entitled to sickness pay and sickness leave. 
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Staff sickness leave of up to 2 weeks will be paid at full pay. Depending upon the individual 
circumstances, and with the approval of the Chair and another member of the Executive 
Committee, this can be extended to a maximum of 5 weeks. 

You will not normally be entitled to sick pay, other than SSP, if:  

 

• You are suffering from self-inflicted injury or illness, such as from substance misuse 

• The absence results from hazardous activities such as extreme sports 

• There appears to have been an abuse of the system (for example, the absence appears 
not to be genuine or is in response to an employment matter such as a disciplinary or 
grievance investigation) 

• Your injury is caused by other paid work 

• The absence is a result of surgery or medical treatment which you have elected to have, 
unless undertaken upon the advice of a registered medical practitioner and confirmed as 
necessary by any doctor appointed by us. 

  

After 2 weeks (or as adjusted by agreement) full pay will cease, and SSP rate will commence if you 
qualify under the statutory requirements. 

The statutory SSP period is 28 weeks from the first day an employee is unfit for work.  

In the case of long-term absence, SSP will cease and any further leave will be unpaid. It should be 
noted that following the end of the SSP period, a discussion between the employee and the Charity 
Manager regarding future employment will be held. Please see the Capability Policy. . 

Redditch Nightstop is earnestly concerned for the health and well-being of its staff and staff 
members who are genuinely suffering from ill health will be given support and understanding. 

Compassionate Leave 

Nightstop recognises that emotionally difficult or distressing personal situations may arise, for staff, 
which requires that they spend some time away from work. Compassionate leave can be taken 
when a member of an employee's immediate family or household dies or contracts or develops a 
life-threatening illness or injury. 

Such cases will be treated in a sensitive and flexible manner by managers in granting 
compassionate leave and providing support. 

Reasonable leave for attendance at funerals of family members or of close friends will be granted 
in agreement with the individual’s line manager. 
Reasonable time off to support family members with serious illness will also be considered by 
agreement with the line manager. 

 

Compassionate leave of up to one week, with pay, is available to help cope with a family 
bereavement or serious illness of a close relative.  

At the discretion of the manager, options regarding use of annual leave, toil and unpaid leave will 
be considered, to a maximum of a further 2 weeks.  
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Right to Care for a Dependant 

All employees are entitled a reasonable time off work without pay, to deal with an emergency 
involving a dependent for example: if a dependent falls ill or is injured, if care arrangements break 
down, or to arrange or attend a dependant’s funeral. You should contact your line manager as 
soon as you think you may need to take time off and let them know how much time you think you 
will need.  

TIME OFF – Medical appointments (including dependents) 

Circumstances may arise where you need time off for medical/dental appointments, or for other 
reasons.  Where possible, such appointments should be made outside normal working hours.  If this 
is not possible, reasonable time off in working hours will be allowed in agreement with the Charity 
Manager. A regular medical need will be reviewed by the Charity Manager and time off in lieu or 
making up the hours or nonpaid leave can be arranged. 

TIME OFF – other reason 

For all other requests for time off to address specific needs annual leave should be used however 
time off in lieu, unpaid leave or making up hours is possible with the agreement of the Charity 
Manager. 

Jury Service see Mike’s email. You must let us know as soon as possible if you are called for Jury 
Service. 

Maternity leave (ordinary) 

All pregnant employees are entitled to time off with pay to keep appointments for antenatal care 
made on the advice of a registered medical practitioner, midwife or health visitor. Antenatal care 
may include relaxation classes and parent craft classes. Except for the first appointment, if 
Redditch Nightstop requests it, the employee must show a certificate from a registered medical 
practitioner, midwife or health visitor, confirming the pregnancy together with an appointment card 
or some other document showing that an appointment has been made. 

An employee is entitled to a period of 26 weeks ordinary maternity leave, regardless of her length 
of service. The first two weeks of this is compulsory maternity leave. To qualify, she must tell the 
project manager and/or a member of the management committee by the end of the 15th week 
before the expected week of childbirth: 

• That she is pregnant 

• The expected week of childbirth, by means of a medical certificate if requested 

• The date she intends to start maternity leave. This can normally be any date which is no 
earlier than the beginning of the 11th week before the expected week of childbirth up to the 
birth. 

Redditch Nightstop will then write to the employee, within 28 days of her notification setting out her 
return date. The employee can change this date if she gives 28 days notice. 

During the 26 weeks maternity leave; she is entitled to benefit from all her normal terms and 
conditions of employment, except for remuneration (monetary wages or salary) and you will 
continue to accrue holiday entitlement. If you are due any holiday before your maternity leave 
begins you should tray to take it where practical. At the end of it she has the right to return to her 
original job on the same terms and conditions. If a redundancy situation arises, she will be offered 
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a suitable alternative vacancy if one is available. If Redditch Nightstop cannot offer suitable 
alternative work, she may be entitled to redundancy pay. 

We may contact you from time to time while you are on maternity leave – for example to discuss 
arrangements for when you return, possible internal job vacancies, or qualification expiry dates. If 
you would prefer us not to contact you, please tell us. 

You may also be offered up to 10 days’ work while you are on maternity leave at a rate of pay 
agreed in advance. These are sometimes used for purposes such as keeping a qualification valid, 
key meeting, corporate training days, appraisals or consultation meetings. You do not have to 
come to them if you don’t want to. Your decision whether or not to work some or all of them will not 
affect your right to maternity leave and SMP. These are known as Keeping in Touch days (also 
known as KIT days). 

Maternity Leave (additional) 

Employees with 26 weeks’ continuous service by the end of the 15th week before the expected 
week of childbirth are entitled to an additional 26 weeks’ maternity leave. This is unpaid and takes 
the period of leave up to 52 weeks. 

The Project Manager or member of the Management Committee will write to set out the return 
date. They will assume that, if she is eligible for additional maternity leave, she will be taking it. If 
an employee wishes to change the return date, she must give 28 days’ notice. 
At the end of additional maternity leave a woman is entitled to return to her original job or, if this is 
not reasonably practicable, to a suitable alternative job. If Redditch Nightstop cannot offer suitable 
alternative work, she may be entitled to redundancy pay. 

Statutory Maternity Pay 

A woman is entitled to Statutory Maternity Pay (SMP) if she has been employed by her employer 
for a continuous period of at least 26 weeks ending with the 15th week before the expected week of 
childbirth and earns at least the National Insurance Lower Earnings Limit per week before tax. It is 
paid for the first six weeks at 90 per cent of your average gross weekly earnings with no upper limit 
and then for the remaining 39 weeks at the lower of either the standard SMP rate, or 90 per cent of 
your average gross weekly earnings. 

Breastfeeding 

Employees who wish to breastfeed while at work will have the necessary facilities provided (where 
practically possible) including resting and storing expressed milk.  

If the Baby Dies 

Employees, who give birth to a stillborn baby, are still entitled to maternity leave if the birth 
happens after 24 weeks of pregnancy. If a stillbirth or miscarriage occurs before the end of the 24th 
weeks of pregnancy the employee will receive sick or compassionate leave according to the 
relevant Policies. 

Employees, whose baby is born alive at any point in the pregnancy but then later dies, will still be 
entitled to maternity leave. 

Paternity Leave 

Paternity Leave applies to an employee who: 
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• Has or expects to have responsibility for the Child’s upbringing; and  
• Is the biological father of the child or the mother’s husband or partner and has worked 

continuously for their employer for 26 weeks ending with the 15th week before their baby is 
due or the end of the week in which the Childs adopter is notified of being matched with the 
child. 

The Employee must do the following: 

• Inform the employer when the baby is due or when the child is expected to be placed with 
them for adoption. 

• Inform the employer whether he wants one- or two-weeks ordinary paternity leave (OPL)  

• Give the employer at least 15 weeks’ notice before the beginning of the week when the 
baby is due. 

• Give at least 28 days notice of a change in the start of OPL 

Employees can choose to take either one week or two consecutive weeks’ paid paternity leave (not 
odd days) this must be completed: 

• Within 56 days of the actual date of birth of the child, or 

• If the child is born early, within the period from the actual date of birth up to 56 days after 
the first day of the week in which the birth is expected. 

Antenatal Appointments – An expectant father or partner of a pregnant woman is entitled to unpaid 
time off to accompany the woman to up to 2 of her antenatal appointments capped at 61/2 hours 
per appointment. 

An employee can still take OPL if a child is still born after 24 weeks of pregnancy of born alive at 
any point of the pregnancy and later dies. 

Employees have the right to return to the same job after paternity leave. Most employees are 
entitled to Statutory Paternity Pay from their employers. 

Ordinary Statutory Paternity Pay 

Statutory Paternity Pay is the lower of a fixed weekly rate set by the government or 90% of 
average weekly earnings. This is paid for up to two consecutive weeks. 

PARENTAL/SHARED PARENTAL LEAVE 

If you are entitled to take parental leave or shared parental leave in respect of the current statutory 
provisions, you should discuss your needs with the Project Manager who will identify your 
entitlements and look at the proposed leave periods dependent upon your child’s/children’s particular 
circumstances and the operational aspects of the business. 

Parental Leave 

Ordinary parental leave can be taken at any time until a child’s 18th birthday and comprises 18 
weeks’ unpaid leave per child.  
If you have responsibility for a child, you are entitled to take parental leave. Those eligible include 
the registered father and anyone else with formal parental responsibility for the child. 
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You must have worked for us for at least a year before you can take parental leave, already have — 
or expect to have — responsibility for a child, and intend using the leave only to care for the child or 
otherwise spend time with him or her. 

 

You can take up to four weeks of ordinary parental leave per child, per year, in blocks of a single 
week or more. You cannot take less than a week at a time, unless the child is disabled. 

 

You need to give your manager 21 days’ notice that you intend to take parental leave. We will always 
try to accommodate your request but may have to rearrange your dates if your absence would disrupt 
our business by, for example, leaving us short-staffed. If your leave has to be postponed, we will tell 
you why in writing within seven days of your request and provide you with new start and end dates. 

 

We are unable to postpone parental leave if you have asked us for it to start immediately after a 
child’s birth or adoption. We are also unable to postpone parental leave beyond six months or beyond 
the child’s 18th birthday. 
All parents are entitled to two weeks’ paid bereavement leave if they lose a child aged under 18; 
this includes a stillbirth after 24 weeks of pregnancy. You may take the leave in one block, or as 
two separate weeks. [The first week will be paid at your normal rate of pay as our normal 
compassionate leave. The second week will be paid at the statutory rate or 90% of pay (whichever 
is lower)] or [Both weeks will be paid at your normal rate of pay but the first week will be part of 
your normal compassionate leave]. 
 

Your employment contract and all its terms and conditions remain in force throughout ordinary 
parental leave, other than the fact that it is unpaid.  Your holiday entitlement continues to accrue in 
the normal way.  
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Policy 

If you are an employee, this Policy does not form part of your contract of employment and we reserve the 
right to amend it at any time. 

Redditch Nightstop is committed to ensuring that all staff are supported to do their job well, given adequate 
training and resources and are kept safe whilst delivering services to clients and carrying out their duties. 

Redditch Nightstop considers lone working to be any working environment where there is only one member 
of staff present. Lone workers include:  

• People working alone, including staff and volunteers (office based & hosts)  

• People working on their own outside normal working hours;  

• People working away from the office. 

• Where one member of staff is working in isolation with a client or non adopted host. 

We are committed to ensuring the safety of staff and volunteers when they are lone working through the 
provision of robust working practices that minimise risks for all, and we expect all staff and volunteers to 
follow Lone Working Procedures to keep themselves and others safe.  

Our aim is to increase awareness of the risks associated with lone working and that priority is placed on the 
safety of people over property.  

Redditch Nightstop will ensure that:  

• All lone working activities are thoroughly risk assessed;  

• Appropriate support is given to staff, managers and volunteers to establish and maintain safe 
working practices.  

• Suitable role appropriate training is provided to staff and volunteers;  

• There is a clear understanding of responsibilities;  

• Clear processes are in place for reporting all incidents and near misses;  

• Mobile phones are provided to staff, where appropriate.  

We will monitor our Lone Working arrangements, all reported incidents are reviewed, applying learning from 
any incidents to improve our processes and environments. 

Application and Scope  

This Lone Working Policy and Procedures provides the principles and processes to be followed by all 
employees, students, trainees, volunteers and Trustees, hereafter referred to as staff; and where 
appropriate, visitors and contractors, when undertaking lone working activities authorised by Redditch 
Nightspot.  

Legislation and Compliance  

Redditch Nightstop will take all reasonable steps to safeguard staff and young people through robust lone 
working processes, although we recognise, we cannot legislate for every eventuality.  

This Policy and Procedures complies with the following legislation:  

• The Health and Safety at Work etc Act 1974  

• The Management of Health and Safety at Work Regulations 1999  
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This Lone Working Policy and Procedures must be applied alongside other Redditch Nightstop Policies and 
Procedures including, but not limited to:  

• Health and Safety (Including Accidents and Incidents) 

• Risk Assessments  

• Safeguarding Children and Adults at Risk  

• On Call  

• Data Protection and Confidentiality  

• Risk Management  

Roles and Responsibilities  

1. Relevant Directors  

o Must ensure that any moderate and high risks reported to them within their service areas are 
managed effectively and where appropriate incorporated within the risk register.  

2. Charity Manager, Trustees  

o Identify lone working staff and roles, ensuring they are deemed competent and sufficiently 
experienced.  

o Ensure Lone Working Risk Assessments are sufficient and reviewed in collaboration with staff.  

o Ensure all staff receive a thorough induction, role relevant training and are kept updated in 
relation to lone working activities and risks.  

o Ensure that incidents are reported in line with Redditch Nightstop guidance and that appropriate 
support is given to staff following an incident.  

3. All Staff  

o Every individual worker is responsible for their own safety and that of others who may be 
affected by their acts or omissions at work.  

o Must follow instruction and guidance given by Redditch Nightstop.  

o Must apply the principles and procedures set out in this and other Policies.  

o Must participate in Lone Working risk assessments.  

o Must raise any concerns or potential risks with their line manager.  

o Report all incidents in line with Redditch Nightstop guidance.  

o Must not put themselves in danger or take unnecessary risks.  

Procedures  

Work covered by Redditch Nightstop takes place in different spaces including supported accommodation, 
hubs, accommodation within a community setting, one to one meeting in the community; therefore, there will 
be procedural variations. 

We expect all staff to read, understand and comply with these Lone Working Procedures, using common 
sense if an example of their work falls outside of the remits described here. 

 No member of staff should put themselves at risk, in the event of a situation whereby a member of staff feels 
at risk they should withdraw safely and seek advice. 
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A. Procedures for Risk Management  

Services and Premises 

 A suitable risk assessment must be carried out at all services and premises where staff may be required 
to lone work, even if this is occasional. Risk assessments must be conducted in line with Redditch 
Nightstop’s Health and Safety Policy and Procedures and include the following: 

• Identification of any potential risks and what measures can be put in place to remove or control 

them;  

• Instruction, training and supervision;  

• Participation of all staff in the Lone Working risk assessment for the premise or service where 

they work.  

Risk Assessment 

The Risk Assessment must be completed and updated with the involvement of all members of staff that 
lone work, this should be done in collaboration with their line manager and consider both routine work 
and foreseeable emergencies that may impose an additional physical or mental burden on an individual. 
The needs of individuals should be considered, and medical advice sought if the staff member has a 
medical condition. 

Clients  

All clients must have an up to date risk assessment that includes any known risks relevant to lone 
working, including violence.  

Staff must ensure that they read client risk assessments before conducting a visit or lone working.  

All general risk assessments must be reviewed as a minimum annually; Client risk assessments must be 
reviewed every three months; or as a result in changes to a premise or service or following an incident 
involving or impacting upon lone working. 

Where a service is to be provided in a high crime area or to a service user with a known history of 
violence, if there is any reasonable doubt about the safety of a lone worker, it can be decided by a 
Charity Manager that lone working may not be suitable for that client and put in place suitable 
arrangements to provide the service, such as staff to visit a client in pairs and/or an alternative location. 

Risk assessment is a continuous process; staff should evaluate risks during any lone working activity 
and remove themselves from any situation where it is felt there is a risk of harm. 

 

B. Procedures for Use of Lone Working Devices  

Staff must ensure they have the lone working devices fully charged and available to use at all times. The 
devices must be tested regularly to ensure they are working, and staff should regularly update 
themselves on how to use them. 

Staff lone working must ensure they carry the device with them at all times during their shift, especially 
when leaving the office. 

Staff working within a floating support service must ensure the lone working device is fully charged and 
operational before leaving the office. They should also regularly check the device to ensure it is working 
and that they know how to operate it. They should ensure office staff knows the address details and 
estimated length of appointment. 
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C. Procedures for Buddy Systems  

Using the lone working device does not remove the need for a buddy system. Teams must establish a 
buddy system for those who are working outside of the office, or who are working outside of office hours. 
The buddy system should involve at least two members of staff being aware of each others’ 
appointments and estimated times of ending. 

Staff must then call to update their buddy when an appointment is over; they must also call if the 
appointment overruns. There may be a ‘warning’ word or phrase used, so a worker can inform their 
buddy of an incident if they are called and are in distress or danger. Redditch Nightstop uses the phrase 
-  RED FILE 

If the warning word is used, the buddy must call the police. 

Failure to call in should trigger the buddy to call the worker and if no answer or acknowledgement is 
received, this must be escalated to charity manager/trustee who may call the police. 

The worker taking the call has the responsibility to hand this information over to other team members if 
they are leaving the building. They must ensure the next worker is aware of the visit and that the worker 
will be calling in at a set time – if the worker does not call in at the time suggested, the service must ring 
them to carry out a welfare check. If there is no answer, or the worker answers and uses the ‘warning’ 
word, this should be escalated to management and if necessary, the police.  

 

D. Procedures Diaries  

Staff must keep the general diary (outlook) updated with support visits and should ensure the address 
and contact details of the person they are visiting are accessible. When working in an outreach capacity, 
staff should try and meet in public places where possible.  

 

E. Procedures for Mobile Phones  

Staff must keep their mobile phone charged and with them for visits. Ideally these should not be on silent 
– staff should be able to be contacted at all times when carrying out Redditch Nightstop activities.  

 

F. Procedures for Personal Information  

All staff must ensure that information such as their personal mobile phone number and next of kin details 
are available and up to date.  

 

G. Procedures for Emergency Protocol  

If staff cannot be located either through the lone working device, work / personal phone or other 
intervention staff must escalate this to the charity manager/trustee/other staff or where out of hours, to 
the On Call staff member, who must contact the next of kin to ascertain their safety.  

Where this cannot be done, or if the worker has used their ‘warning’ word, the police must be notified 
and all details of the last known whereabouts be shared.  

On Call and chair must be informed and kept updated.  

 

H. Procedures for Incidents and Reporting  



  

Lone Working Policy and 

Procedures 
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Any incident relating to lone working or lone working practices must be reported in accordance with 
Redditch Nightstop’s reporting procedure/Safeguarding, Incidents and Near Miss Form. 

Service Managers and relevant Directors must ensure full investigation and follow up. 

I. Procedures for Instruction Supervision and Training  

All staff must be briefed on lone working arrangements within their place of work.  

The Lone Working Policy, Procedures and Risk Assessments must be read and signed, to acknowledge 
it is understood at the induction of all new staff, prior to them undertaking lone working activities.  

All staff must follow any instruction and only undertake lone working as authorised by Redditch 
Nightstop.  

Monitoring and Review  

Charity Manager and Trustees will monitor reported incidents relating to lone working and review lone 
working practices within their designated services.  

The Redditch Nightstop Chair will report incidents at Trustee meetings, to check our working conditions and 
ensure our safe practices are followed.  

Continuous Improvement Renewal Clause  

This Policy and Procedures will be reviewed every three years from the date of issue to determine its 
continued relevance, effectiveness and appropriateness. This Policy and Procedures may be assessed 
before that time as necessary to reflect substantial organisational changes, following an inspection, review or 
validation visit, or as recommended by auditors, changes required by law, or changes required by Redditch 
Nightstop Governance structures. 
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Non-Smoking & Non-Vaping Policy 

 

 

Policy 

 

This Policy does not form part of your contract of employment and we reserve the right to amend it at any 
time. 

In accordance with the law, following the Health Act 2006, all our workplaces are smoke free, and all 
employees have a right to work in a smoke free environment.  

Nightstop similarly extends this rule to Vaping. 

Smoking/vaping is prohibited in all enclosed and substantially enclosed premises in the work place. This 
includes company vehicles.  

This policy applies to all Nightstop employees, workers, consultants, contractors, customers or members and 
visitors. 

Implementation 

Overall responsibility for implementation and review rests with the Charity Manager, however, all employees 
are obliged to adhere to, and support, the implementation of the policy. The Charity Manager shall inform all 
existing employees, consultants, contractors of the policy and their role in the implementation and monitoring 
of the policy. They will also give all new personnel a copy of the policy during induction. 

Appropriate ‘no-smoking/vaping’ signs will be clearly displayed at the entrances to and within the premises, 
and in all company vehicles. 

Non-Compliance 

Disciplinary procedures will be followed if a member of staff does not comply with this policy.  



 

On Call Policy and Procedure 
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Policy 

 

This Policy does not form part of your contract of employment and we reserve the right to amend it at 
any time. 

Redditch Nightspot is committed to ensuring that all staff are supported to do their job well, given 
adequate training and resources, and are kept safe whilst delivering services to clients.  

Redditch Nightspot recognises that some of its services operate outside of usual business hours and 
is committed to providing an adequate support facility to assist staff, hosts and clients for urgent 
matters – outside of usual working hours.  

The On-Call facility is not designed to provide an alternative contact point for routine calls and must 
only be used for urgent requests that need to be dealt with immediately.  

The On-Call facility will enable: 

• Reporting of serious incidents;  

• Reporting of Child or Adult Safeguarding concerns;  

• Obtaining of advice as to actions need to be taken in the event of serious incidents or with 

respect of Child or Adult Safeguarding concerns; and  

• An escalation process in the event of major incidents.  

On Call will operate Monday to Friday between 5:00pm – 9:00am and on weekends and Bank 
Holidays - as a 24 hour a day service. 

 

Application and Scope  

This On-Call Policy and Procedures provides the processes to be followed by all Redditch Nightspot 
employees, hosts, and Trustees, hereafter referred to as Staff, to uphold the Policy and ensure 
serious incidents and Safeguarding Children and Adults concerns are reported outside of usual 
business hours.  

 

Legislation and Compliance  

This Policy takes into account the Working Time Directive that states time spent ‘on call’ at the 
workplace will constitute working time, while time spent ‘on call’ when away from the workplace and 
not carrying out duties, is not working time. Only the time spent during the actual provision of services 
when on call but away from the workplace will count as working time.  

The following Redditch Nightspot Policies should be considered alongside this On Call Policy:  

• Health and Safety  

• Safeguarding Children and Adults at Risk  

• Lone Working  

• Leave 

• Data Protection and Confidentiality  
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Staff Roles and Responsibilities  

All Staff are responsible for completing activities and following Procedures in support of the On Call 
Policy.  

Staff members and the charity manager will be required to participate in an On Call Rota to provide 
the facility, outside of their normal working hours and be remunerated by means of an On Call 
Allowance.  

All staff will take responsibility for on call one day each week and weekend on call will be arranged as 
required. 

Redditch Nightspot Escalation process would be to contact the charity manger/chairperson at the 
soonest time possible, who will act where necessary and make decisions in the case of major or 
serious incidents and Child and Adult Safeguarding Concerns.  

The charity manager will be responsible for administration in respect of the On-Call facility, including 
producing the On-Call Rotas, retention and monitoring On Call Logs and Records. It is the 
responsibility of each individual staff member to inform the finance manager of on call dates for 
payment. 

Failure to comply with this Policy may be treated as misconduct and dealt with under Redditch 
Nightspot’s Disciplinary Procedures.  

 

On Call Procedures  

A. Procedures for when to use the On-Call Facility 

On Call is to be used for reporting or obtaining advice in relation to: 

• Serious incidents such as serious injury to staff or clients.  

• An event or series of events which can cause sudden or serious loss of services.  

• Major incidents such as a serious fire or occurrence requiring evacuation.  

• Safeguarding Children and Adults concerns that require immediate action in line with 

Redditch Nightspot’s Safeguarding Children and Adults at Risk Policy and Procedures.  

• If the host is unable to continue with the placement, they or the young person must inform 

the on-Call service. 

On-Call is not: 

• On Call is not for general enquiries or to provide information regarding day to day and 

routine activities within a service. Any of these types of enquiries will be directed to call the 

Nightstop office during the normal working hours. 

The On-Call staff member, followed by the Charity Manager/Chair must be contacted at the 
earliest opportunity in the event of a serious incident, such as a fire, serious injury to host or client, 
major incident or Child or Adult Safeguarding concern where immediate action may be required, in 
line with the Redditch Nightspot’s Safeguarding Children and Adults at Policy and Procedures.  

Warning: This should be done after the appropriate emergency service has been contacted.  
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B. Procedures for Using the On-Call Facility for Hosts 

When contacting the On-Call staff member hosts must follow steps set out below, in emergency 
situations or when immediate risk or danger to life is posed the emergency services must be 
contacted immediately.  

• Refer to the On-Call number listed on host information sheet 

• In an emergency situation if there is no response after repeatedly trying to contact the On-

Call worker for 30 minutes, the host will escalate the call to the charity manager- whose 

contact number is in their handbook. 

• The host will state their name, be clear about the nature of the call, and provide details of 

who is involved, what the issue is, what actions have been taken and what possible steps 

can be taken. 

• Record all details of the emergency situation 

• Carry out any actions or follow up as agreed and instructed by the On-Call worker/charity 

manager. 

C. Procedures for On Call staff 

On Call workers on duty, including the chair must;  

• Ensure they are familiar with the function of the emergency mobile phone and how to 
access relevant contact details. 

• Ensure they have a copy of the information for hosts sheet. 

• Ensure the host has a copy of the information for host sheet. 

• Ensure that the mobile phone is charged and audible throughout the on call period. 

• Answer calls immediately, if a call is missed every effort must be made to contact the 
caller as soon as they are aware of it.  

• Record the full details of all calls received including the date, start and end time, service, 
caller name and position, nature and details of those involved, action taken and any follow 
up required.  

• Arrange attendance where required to a situation at the soonest possible time. The person 
attending may claim their travel time and time spent dealing with the situation at the 
service as TOIL or paid as extra hours in agreement with their line manager. Travel 
expenses may also be claimed. Please see point 6 below. 

• Notify the charity manager/chair immediately/as soon as is possible in the event of a major 
incident e.g. Fire or death. 

• Complete a Safeguarding, Incident and Near Miss Form. 

• If a host is unable to continue with the placement the on call worker will endeavour to 
arrange suitable emergency accommodation this may involve contacting another host, 
Emergency Duty Team or Housing out of Hours or local B&B providers. 

• Update the Charity Manager/Chair & all staff the following morning.  

• Update all relevant paperwork as soon as possible 
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• The staff member, charity manager/chair will ensure staff/host(s) dealing with incidents 
have been given appropriate support and information is handed over, any follow up actions 
have been carried out.  

Should an On-Call staff member fall ill or experience exceptional circumstances preventing them 
from continuing their duty they must contact their charity manager to take over the On-Call duty.  

If an On-Call worker is unable to do their allocated week’s duty they must inform the charity 
manager at the earliest opportunity so that alternative arrangements can be made. 

Procedures for Charity Managers  

All Project Managers must;  

• Ensure that staff clearly understand the procedures of the On-Call service. 

• Make sure that all workers are aware how to contact the charity manager.  

• Keep an up to date list of emergency contact numbers on the emergency on call mobile, 

clearly displayed and communicated to all employees, to include any local Emergency Duty 

Social Services, local out of hours housing team and other relevant contacts.  

Continuous Improvement Renewal Clause 

This Policy and Procedures will be reviewed every three years from the date of issue to determine its 
continued relevance, effectiveness and appropriateness. This Policy and Procedures may be 
assessed before that time as necessary to reflect substantial organisational changes, following an 
inspection, review or validation visit, or as recommended by auditors, changes required by law, or 
changes required by DePaul Governance structures.  

On Call Allowances and Remuneration 

Staff on call are paid a fixed payment of £20 for duties from Monday to Thursday, and £30 from Friday 
to Sunday and bank holidays, all from 5 pm to 9am. This payment includes 30 minutes of active work 
(as one call or a number of short calls). Any time in addition to this may be taken either as time off in 
lieu (TOIL) or paid as extra hours at one and a half times normal pay, in agreement with their line 
manager and in accordance with the Leave Policy.  

On Call staff who have completed On Call duty must submit time spent On Call to the finance 
manager for approval. The finance manager will submit On Call duty with their monthly payroll for 
processing. The On Call allowance will be paid monthly in arrears with the next available payroll. 



 

Reviewed XXXX 2019 
V1.0 

 

 
 
 
 
 
 

Risk Management Policy & 
Procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Reviewed XXXX 2019 
V1.0 

 

 
INTRODUCTION 
 
Purpose 
 
The purpose of this policy is to define the 4 key areas of risk that as an organisation and as 
employees we will encounter and the elements within each of the 4 areas that we will need to 
address. 
 

Scope 
 
This policy applies to all Redditch Nightstop (the charity) employees, trustees, volunteers and 
designated agents. 

POLICY AND GUIDELINES 
 

General 
 
Risk management is not just for corporations or public organisations but for any activity whether 
short or long term. The benefits and opportunities should be viewed not just in the context of the 
activity itself but in relation to the many and varied stakeholders who can be affected.  
 
Risk can be defined as the combination of the probability of an event and its consequences as 
defined by the International Standards Organisation (ISO).  
 
In all types of undertaking, there is the potential for events and consequences that constitute 
opportunities for benefit (upside) or threats to success (downside). 

 

Risk Management 
 
Risk management is the process of measuring, or assessing risk and developing strategies to 
manage it. Strategies include: 
 

 Transferring the risk to another party 

 Avoiding the risk 

 Reducing the negative effect of the risk 

 Accepting some or all of the consequences of a particular risk 
 
Risk management is a key element in supporting Redditch Nightstop to meet its strategic 
objectives and to ensure the continuation of service. At one time or another we will encounter 
risks and these risks need to be identified, assessed and mitigated where possible. 
 
Risk management must be a continuous and developing process which runs throughout the 
organisation’s strategy and implementation of that strategy. It should address methodically all the 
risks surrounding the organisation’s activities past, present and in particular, future. 
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Risk management must be integrated into the culture of the organisation with an effective policy 
and programme. 
 
Risk management must translate the strategy into: 
 

1. Planned and operational objectives 

2. Assigning the operational objectives 

3. Assigning responsibility throughout the organisation with each person responsible for the 
management of risk as part of their job description 

 

The risk management process highlighted in Figure 1 ensures that the organisation’s objectives are clearly defined, 
followed by assessment, reporting, the action required and the monitoring that is in place to help prevent 
reoccurrences. 

 

Figure 1 - Risk Management Process 
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Risk Categories 

The organisation will encounter risk in four key areas: 

 

1. Strategic – these concern the strategic objectives of the organisation. They can be 
affected by such areas as capital available, legal and regulatory changes, reputation and 
changes in the physical environment. 

2. Operational – these concern the day-to-day issues that the organisation is confronted with 
as it strives to deliver its stated objectives. 

3. Financial – these concern the effective management and control of the finances of the 
organisation and the effects of external factors 

4. Compliance – these concern the effective management and control of health & safety, 
environmental, trade descriptions, consumer protection, data protection, employment 
practices and regulatory issues. 

 

Within each of these four key areas there are three key elements that need to be addressed: 

 

1. Identification 

 What is the risk? 

2. Risk Management? 

 How critical is this to business continuity? 

 Can/should, the risk be accepted? 

 How would this risk impact on the Organisation? 

3. Mitigation 

 What procedures are/should be in place to mitigate the risk? 

 How could the impact of the risk be minimised? 

 

Risk management involves identifying risks and devising strategies and procedures to deal with 
these. Such strategies need to be regularly reviewed by the management team to ensure they 
remain relevant in meeting the needs of day-to-day operations. 
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Risk Description 

The objective of risk description is to display the identified risks in a structured format. The use of 
a well-designed structure is necessary to ensure a comprehensive risk identification, description 
and assessment process. By considering the consequences and probability of each of the risks it 
is possible to prioritise the key risks that need to be analysed in detail. 

 

 

Risk Estimation 

Risk can be defined as quantitive, semiquantitive or qualitive in terms of the probability of 
occurrence and the possible consequences. 

For example, consequences in terms of threats (downside risks) and opportunities (upside risks) 
maybe high, medium or low but require different definitions in terms of threats and opportunities. 

 

 

Risk Profile 

The result of the risk analysis process can be used to produce a risk profile which gives a 
significance rating to each risk and provides a tool for prioritising risk treatment efforts. This ranks 
each identified risk so as to give a view of the relative importance. 

This process allows the risk to be mapped to the operational/service area affected, describes the 
primary control procedures in place and indicates areas where the level of risk control investment 
might be increased, decreased or reappointed. 

Accountability helps to ensure that "ownership" of the risk is recognised and the appropriate 
management resource allocated. 

 

 

Risk Evaluation 

When the risk analysis process has been completed it is necessary to compare the estimated 
risks against the risk criteria that have been established using the Risk Probability Record 
example in Appendix 1. The assessor can obtain a unique ID no by completing the RPR incident 
log in XXXXXXXXXX The risk criteria may include associated costs and benefits, legal 
requirements, social, economic and environmental factors, concern of stakeholders, etc. Risk 
evaluation therefore is used to make decisions about the significance of risks to the organisation 
and whether each specific risk should be accepted or treated. 
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Risk Reporting and Communication 

It is recognised that there will always be areas of risk which can never be entirely eliminated. 
Staff, Managers, Trustees and Volunteers are all responsible in identifying, assessing and 
mitigating the risk where possible. 

1. Staff and Volunteers have a duty of care to ensure that risks are considered and the 
appropriate action taken. If in doubt they should seek advice from their Manager. 

2. Managers and Team Leaders will be responsible for managing risk in each of their 
respective areas. 

3. The Board of Trustees are responsible for the governance and control of Redditch 
Nightstop, their participation in the key aspects of the Risk Management process is 
essential. 

 

Staff/Volunteers 

Staff and volunteers must: 

a) Understand their accountability for individual risks 

b) Understand how they can enable continuous improvement of risk management response 

c) Understand that risk management and risk awareness are a key part of Redditch 
Nightstop culture 

d) Report systematically and promptly to management any perceived new risks or failures of 
existing control measures 

 

Risk should be included as part of staff and volunteers induction and supervision programmes, 
team meetings where appropriate. 

 

Trustees 

The Board must: 

 Know the most significant risks facing the organisation 

 Ensure appropriate levels of awareness throughout the organisation 

 Know how the organisation will manage a crisis 

 Know how to manage communications with the media 

 Be assured that the risk management process is working effectively 

 Endorse the risk management policy covering risk management philosophy and 
responsibilities 

 Comply with the Charities Commission Statement of Recommended Practice (SORP) 
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Risk Treatment 

 

Risk treatment is the process of selecting and implementing measures to modify the risk. Risk 
treatment includes for example: 

 Risk control 

 Risk mitigation 

 Risk avoidance 

 Risk transfer 

 Risk financing e.g. insurance 

 

Any system of risk should provide as a minimum: 

 Effective and efficient operation of the organisation 

 Effective internal controls 

 Compliance with laws and regulations 

 

Monitoring and Review 

The Risk Incident Report, (example Appendix 2) is used to ensure effective risk management 
with a reporting procedure and review structure to ensure that risks are effectively identified and 
assessed and that appropriate controls and responses are in place. 

The assessor can obtain a unique ID no. by completing the appropriate RIR incident log in: 
RNSXXXXX 
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Appendix 2 

 

 

 

 

Redditch Nightstop Risk Register Compliance Financial

Operational Strategic

Risk ID
Date Added 

to Register
Description Risk Owner Risk Category Evidence Probability (1-3) Impact (1-3) PI Score Action Required Controls in place
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Health and Safety Policy Statement 
 
We recognise our responsibility to provide and maintain working conditions which are safe and 
healthy by promoting good practice and supporting initiatives to prevent injuries, diseases and 
dangerous occurrences in the workplace. 

 

We are committed to ensuring that all reasonable precautions are taken to provide and maintain a 
safe and healthy workplace and working environment for our employees, clients, volunteers, student 
placements, visitors and anyone affected by our work. 
 

To do this we will: 

• Promote the health and wellbeing of our staff, volunteers and clients through a preventative 
approach promoting health and safety excellence.  

• Engage and consult with staff on day to day health and safety conditions and the 
implementation of our health and safety policy  

• Provide clear instructions and information as well as adequate training and development to 
ensure that activities can be carried out safely.  

• Maintain healthy working conditions and ensure that activities, premises, equipment and 
substances meet or exceed current legal and statutory requirements for use or storage.  

• Implement appropriate emergency procedures including evacuation in the case of fire or other 
significant incident.  

• Provide clear standard operating procedures including robust risk assessment processes 
which will be actively implemented.  

• Require contractors who work for us to apply the highest standard of health and safety for 
their employees and those affected by their activities.  

• Provide those resources required to ensure that this statement is effective.  

• Maintain effective records and from time to time conduct audits of our health and safety 
environment and prevention approach.  
 

 

 

Chair of Management Committee 

 

Signed: 

 

Name: 

 

Date: 
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1. Roles and Responsibilities  

 

 

 

 

 

 

Chair of Management Committee: 

Overall accountable for health and safety in Redditch Nightstop 

Management Committee: 

Commit to seeing the health and safety policy implemented 

Health and Safety Management Committee member: 

(Trained and competent in health and safety) 

• Advise Management Committee and support 

Manager 

• In conjunction with the Nightstop Manager to liaise 

with the Building Manager on matters of health and 

safety. Redditch Nightstop Manager: 

• Responsible for ensuring policy is put into practice day to day. 

• Investigates incidents 

• Responsible for internally auditing, reporting of RIDDOR and 

assisting in investigations. 

Redditch Nightstop employees & volunteers: 

• To take reasonable care to ensure the health and safety of other persons who may be affected by their acts and omissions. 

• Responsible for the health and safety of clients where they have  

• To report accidents, incidents, near misses and safe guarding in a timely manner. 

• To notify of any situations where preventative measures are inadequate and there is a potential or imminent danger. 

• To not tamper with or miss use any equipment provided for safety nor actively ignore policies designed to keep everyone safe. 

• May be given additional tasks, being responsible for, which assist the Nightstop Manager in ensuring day to day health and safety implementation. 

DePaul: 

• Provide templates and guidance 

• Audit against Nightstop UK standard 

Needle works Building Manager: 

 

Responsible for certain building wide 

Health and Safety. 
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2. Health and Safety Procedures: General Arrangements 
 

These arrangements set out how we will meet our commitments recognised in the Policy Statement 
and steps we will take to eliminate or reduce the risks of hazards in the workplace. 
 
Competent Assistance – The Health and Safety Management Committee Member shall assist in the 
assessment an implementation of these procedures and where additional support is required it shall 
be sourced from appropriately competent and qualified person(s) 
 
 

 

2.a. Managing Risk 

 

To assess and manage risks to employees and others arising from work activities in accordance 
with the  Management of Health and Safety at Work Regulations 1992 (as amended 1999) Redditch 
Nightstop will undertake and record regular assessments of work functions and implement control 
measures to Remove, reduce or manage any identified risks. 

 

Risk assessments will be carried out for workplaces and activities.  All risk assessments will be 
reviewed at least annually.  Additional review and potential rewriting will take place where there is a 
change in the premises at which a service is delivered, if any significant change in the work activity, 
where a change in key personal and when required due to procedural or statutory change or 
following an incident. 

 

Workers and clients undertaking the work activities should be involved where possible in risk 
assessment processes and overseen by a competent person.  Significant findings of the 
assessments should be recorded and held on file with a copy readily available for workers to look 
at.  Where activities are deemed to have a greater risk, assessments are located with the activity.  
Similarly, all hosts should be given copies of relevant risk assessments and property assessments. 
 
 Where further expertise is needed or residual risks exist that cannot be managed the matter should 
be reported to the Health and Safety Management Committee Member. 
 
In accordance with the Equality Act 2010 Redditch Nightstop requires all employees to ensure that 
careful attention is given to any specific health and safety need arising from an individual’s disability, 
mobility, wellbeing, sex, ethnic origin, language, learning disability or religious custom.  As 
appropriate and in accordance with legislation specific risk assessments may be required in certain 
circumstances i.e. expectant mothers 

 

 

2.b. Record Keeping 
 
A risk assessment register will be kept and maintained for easy reference. 
This register and all risk assessments will be kept on Charity Secured Drive                   
All assessments will be subject to regular review as deemed appropriate and reviewed or rewritten 
where major change occurs, a major incident takes place or where the assessment is deemed no 
longer relevant to in its control of the associated risk. 
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2.c. Consultation 

 

Health and Safety is a standard agenda item at Redditch Nightstop Team and Management 
Committee Meetings.  The Nightstop Manager shall act as the liaison between both meetings 
ensuring that health and safety matters are communicated with all parties. 
 
Redditch Nightstop shall operate an open policy where staff can feel able to highlight health and 
safety concerns along with potential solutions. 

 

Clients and those in receipt of a service from Redditch Nightstop will be consulted in line with the 
Client Involvement Policy and Procedures:   
 

 

2.d. Competent Persons and Training 

 

All employees will receive an adequate induction and appropriate Health and Safety training. 
A training matrix will establish what training is mandatory to all staff and what is role specific.  The 
training matrix will also list when refresher training is required. 
Refresher training and job specific additional training on Health and Safety, as appropriate, will be 
arranged. 

 

Managerial and Supervisory staff shall be appointed (or trained soon after appointment) on the basis 
that they are competent persons, by virtue of their knowledge, experience or training, to ensure that 
statutory provisions are met and that the Health and Safety Policy and Procedures are adhered to 
and carried out within the area of their managerial or supervisory control. 

 

There may be occasions when managerial and supervisory staff will consider that specialist advice 
is necessary. The Health and Safety Management Committee Member shall offer support in the firs 
instance. Where competent external advisers are to be appointed by Nightstop Manager this will be 
in consultation with Management Committee. 
 

 

2.e. Information, Instruction and Supervision 

 

Health and Safety Law posters and Redditch Nightstop’s Health and Safety Policy Statement will be 
displayed in all public Redditch Nightstop premises and the policy statement made available to hosts 
within their information. 
 

Signage will be used to highlight hazards in the workplace. 
 
Health and Safety will be a standard agenda item in staff supervisions and team meetings. 

 

Employees are signposted to information and guidance available from the  Health and Safety  
Executive. 
 
Where tasks are delegated to a deputy responsible person that person must have the appropriate 
training for the role.  Both delegation and appropriate training received are to be recorded. 
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The Nightstop Manager will ensure that all necessary and relivant health and safety information if 
communicated with contractors and those undertaking works on the Redditch Nightstop premises. 

 

 

 

2.f. First aid 

 

A review of first aid cover will determine the number of first aiders required at the Redditch Nightstop 
Offices, what level of training is appropriate for hosts and the number and contents of first aid kits. 
 
The Nightstop Manager is responsible for ensuring first aid kits are kept stocked: this can be 
delegated as appropriate. 
 

 

2.g. Reporting Accidents, Incidents, Near Misses and Ill Health 

 

Redditch Nightstop offices shall report incidents using the online reporting system. 
Hosts will be supplied with access to paper copies of the incident reporting form.  Where reporting 
forms are issued accompanying guidance must be in place to ensure potential special category 
information is properly managed under GDPR. 
 
Any person injured or person witnessing an accident, incident or near miss should inform the 
Nightstop Manager as soon as possible. Injured persons, or an individual acting on their behalf must 
complete an Accident Record following the guidance, including all relevant details. 

 

All accidents, injuries, occupational diseases including communicable diseases, near misses, 
dangerous occurrences, and relevant over seven day absences must be reported immediately to the 
Nightstop Manager and in any event within five days of the occurrence.  The Nightstop Manager will 
then ensure reports are made to the Enforcing Authority as necessary to comply with the Reporting 
of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR).  
The Nightstop Manager shall immediately inform the Chairman and Health and Safety Committee 
Member of any RIDDOR reported. 
 
Any accident, incident or near miss will be investigated by the Nightstop Manager, to ensure 
appropriate steps are taken to implement suitable control measures, minimise risk and prevent 
reoccurrence where possible.  Where escalation is required the Health and Safety Management 
Committee Member will become involved. 
 
A report will be compiled for each Management Committee meeting and will inform the requirements 
for, or changes to, Redditch Nightstop Procedures, training priorities and other preventative actions. 

 

 

2.h. Safe Systems of Work 

 

In order to maintain and provide safe and healthy working environments Redditch Nightstop will 
implement Safe Systems of Work. 
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All employees are responsible to follow the procedures and guidance set out within this and 
associated policies, the Safe Systems of Work and related documents form part of a Health and 
Safety File which contains the Standard Operational Procedures and arrangements to put this Policy 
into practice. 

 

The Standard Operational Procedures will be available electronically on the Redditch Nightstop 
Intranet and made available in services and premises by the manager responsible for the location. 
 

 

2.i. Monitoring Arrangements  
 

To check our working conditions and ensure our safe practices are followed we will carry out audits, 
surveys, inspections and investigations. 

 

Audits will be undertaken no less than annually and may be conducted by an experienced safety 
professional under the instruction of the Committee of Management. 

 

Inspections and spot checks will be conducted, the findings recorded and action taken will be 
reported to Nightstop Manager, The Management Committee and may result in reports to the Safety 
Committee. 
 
The Nightstop Manager will ensure that all equipment under the responsibility of Redditch Nightstop 
is inspected as necessary.  

 

This policy and procedures shall be reviewed in three years from issue date to determine continued 
relevance, effectiveness and appropriateness. This policy and procedures may be assessed before 
that time as necessary to reflect substantial organisational changes, following an inspection, review 
or validation visit, or as recommended by auditors, changes required by law, or changes required by 
Redditch Nightstop Governance structures. 
 

 

 

 

 

 

 

 

3. Specific Arrangements 
This section sets out how we will meet our commitments to these specific areas of health and 
safety management. 
 
 

3.a. Asbestos 
Redditch Nightstop acknowledges the health hazards arising from exposure to asbestos and 
strives to protect employees, clients and other persons from being potentially exposed.  Where 
Redditch Nightstop is a tenant of the building it will ensure that a copy of the Asbestos Survey, 
asbestos register and asbestos management plan for all sections of the building that it rents is 
received from the building manager.  Where Redditch Nightstop is owns or is responsible for the 
building than it will put these procedures in place. 
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To ensure any asbestos recorded as present is not disturbed Redditch Nightstop will enact its 
own localised management plan to include: 

• All staff being made aware of its presence 

• All contractors undertake invasive works to be made aware of its presence before 
commencing works and asked to sign to say they have reviewed the appropriate sections 
of the survey.  

• Ensuring the area where the asbestos is found and its vicinity should be clearly labelled to 
warn people that asbestos has been found there. 

• It will be checked on a periodic basis to ensure condition has not deteriorated. 
 

3.b. Contractors and Construction Work 
Redditch Nightstop acknowledges its responsibility as a ‘client’ under the Construction Design 
and Management Framework Regulations 2015 (CDM). 
The organisation recognises the need to provide and exchange appropriate health and safety and 
site information with contractors, proportionate to the task they are undertaking.  For small tasks 
this could involve the completion and sharing of an exchange of information form. 
Where works come under the CDM framework Redditch Nightstop understands its responsibility 
as the client and will ensure that an appropriate (principle) designer and contractor are formally 
appointed for the task(s) to be undertaken. 
 
Where appropriate to ensure the safety of the building and those using it Redditch Nightstop shall 
implement a permit to work scheme ensuring works are undertaken by competent persons and 
appropriately managed. 
 
Prior to works contractors shall be asked for appropriate documentation including but not 
exclusively - insurance, accreditation showing competency, risk assessments and method 
statements.  Where contractors work regularly at the premises throughout the year it may be 
appropriate to undertake these processes at agreed intervals rather than for every job. 
 
3.c. Control of Substances Hazardous to Health (COSHH) 
Including spillages and infection control 
Redditch Nightstop shall identify all hazardous substances within the workplace either used 
directly in work activities, generated during work activities, naturally occurring or other biological 
agents. 
As part of the management of activities undertaken on behalf of Redditch Nightstop risk 
assessments shall be undertaken and the risk hierarchy framework shall be applied in seeking to 
reduce the risk. 
Where hazardous substances are present a COSHH substance record shall be kept and they will 
be managed under a dedicated COSHH risk assessment. 
 
For all cleaning agents and other chemicals whether hazardous or otherwise Redditch Nightstop 
shall ensure that the product data sheet is available should information or instruction be required. 
 
 Spillages and disposal concerning blood or other bodily fluids shall be considered in the same 
manner as hazardous substances and appropriate assessments undertaken to ensure safe 
clearing and disposal. 
 
Infection control: appropriate risk assessment to be undertaken where it is deemed infection 
control measures need to be put in place.  
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HIV and Hep B (two examples of blood borne viruses (BBV), can be spread by bodily fluid transfer. 
This could happen during the course of a working day such as by coming in to contact with used 
needles while emptying bins, giving first aid or innocently clearing broken glass. BBV blood borne 
viruses can also be spread via broken or damaged skin, cuts, and fluids being absorbed in the 
eyes, nose or mouth. 
 
Redditch Nightstop shall undertake an assessment and as part of this shall consider appropriate 
levels of response.  These could involve immunisation, process for being aware of national health 
alerts, managing sharps and any other infection control situation relevant to Redditch Nightstop. 
 
 
3.d. Display Screen Equipment 
Staff are classified as a display screen equipment (DSE) user if all or most of the following apply 
they use DSE more or less continuously on most days, normally use DSE for continuous spells 
of an hour or more at a time, and use it this way more or less daily, and have to transfer information 
quickly to or from the screen, and also need to apply high levels of attention or concentration, and 
are highly dependent on DSE, or have little choice about using it, or need special training or skills 
to use the equipment. 
 
Where the above applies a DSE assessment will need to be undertaken to ensure that a work 
station is appropriate for the individual’s needs. 
 
Redditch Nightstop will provide users, if requested, with an appropriate eyesight test, once every 
12 months. Redditch Nightstop will reimburse a maximum of £20 per test and up to a maximum 
of £50.00 for a pair of glasses or lenses if the test shows that the user needs glasses/contact 
lenses specifically for the DSE work. If the user’s normal glasses/contact lenses for other work 
are suitable for DSE work then Redditch Nightstop are not required to pay for them. Costs will be 
reimbursed by Redditch Nightstop Expenses procedure 
 
3.e. Electrical Safety 
Redditch Nightstop will work with the landlord to ensure that electrical instillation inspections are 
undertaken at the appropriate intervals and any works to ensure the building is compliant are 
undertaken: any additions shall be accompanied by the appropriate minor works paperwork.  
Redditch Nightstop will also make an assessment of all portable appliances used within its 
building and enact an appropriate regime of portable appliance testing. 
 
Electrical safety shall be reviewed and all employees with be expected and supported to adopt 
good practice and housekeeping in respect of electrical safety. For example, no trailing cables, 
no daisy chaining of extension cables and no overloading of extension cables or sockets. 
 
As part of assessments Redditch Nightstop shall deem if appropriate for none PAT personal 
charges to be used within its building. 
 
3.f. Fire 
Redditch Nightstop will undertake a fire risk assessment to ensure that practices, building 
management and building condition are appropriate to ensure reduction in fire risk and safe 
evacuation. 
 
Redditch Nightstop will implement security (where within its power as tenant), good housekeeping 
and waste disposal measures must be implemented to prevent arson and accidental fires. 
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Where the responsibility of Redditch Nightstop the organisation will ensure that appropriate 
firefighting equipment is in place and services regularly, emergency evacuation plans are 
appropriate and tested, emergency signage is appropriate and emergency lighting is tested, 
electrical installation inspection and portable appliance testing are undertaken.  That smoking is 
restricted to a set safe designated area within the site. 
 
Redditch Nightstop will ensure that other premises used by the charity have the appropriate cover 
required as deemed by risk assessment. 
 
3.g. Gas 
Redditch Nightstop as tenant shall determine what, if any, obligation it has to the safe 
management and maintenance of gas appliances within the building. 
Where communal appliances such as heating boilers Redditch Nightstop shall ask the site 
manager for copies of the gas safety certificate. 
 
3.h. Legionella 
Redditch Nightstop recognises its commitment to properly accessing the water systems within its 
building to ensure that appropriate management and mitigation measures are imposed to ensure 
the safety of all those using its premises. 
 
As part of the legionella risk assessment Redditch Nightstop will work with the site manager to 
understand how the water systems within its part of the building relate to those across the reset 
of the site. 
 
According to the outcomes of the assessment Redditch Nightstop will put in place appropriate 
management measures to ensure any identified risk is mitigated and where necessary reduced 
through effective regular management.  
 
 
3.i. Lone working, security and threats 
 
Appropriate assessments shall be undertaken to establish practices involving lone working, 
potential security issues and possible threats.  These scenarios shall be risk assessed and 
appropriate policies and procedures created, measure put in place to ensure risks are mitigated 
and staff, volunteers and other clients are kept safe. 
 
Lone workers include; 
 

• People working alone for long periods of time, including those who volunteer for Redditch 
Nightstop within their homes and home workers.  

• People working on their own outside normal working hours,  

• Mobile workers working away from their fixed base (or without a fixed base).  
 

Lone working includes 

• Activities or meetings with/hosting young people  

• Working with young people in the community  

• Travelling with young people.  
 
3.j. Manual Handling 
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All tasks shall be appropriately risk assessed to ensure that members of staff are not putting 
themselves at risk in the unnecessary or inappropriate undertaking of manual handling. 
Where aids are available to undertake the task and a cost, risk analysis deems them necessary 
they shall be made available for staff to use.  Where manual handling is to take place appropriate 
training is to be provided to ensure that it undertake in the correct manner and causing minimal 
undue pressure on the body. 
 
3.k. Personal Protective Equipment 
Where personal protective equipment (PPE) has been deemed necessary as part of a risk 
assessment or method statement for works then Redditch Nightstop will provide its staff with the 
appropriate equipment identified. 
Staff shall be responsible for maintaining equipment to ensure it is continually safe to use and 
provides the protection it is designed to. 
Redditch Nightstop understand that PPE is the final risk management method and wherever 
possible shall seek to manage risks by removing, reducing and then applying cooperate protective 
measure.  PPE shall only be issued as the final risk control measure. 
 
 
3.l. Working at Height 
Appropriate assessments shall be undertaken where working at height is to be considered to (i) 
seek to find alternative methods of undertaking the task that remove working at height; (ii) ensure 
appropriate equipment is used and where possible equipment prevents a fall; (iii) anyone working 
at height has been properly trained to use the equipment and is competent to undertake the task; 
(iv) any equipment used is properly checked and in good and safe working order. 
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Legislation and Compliance 

 

Redditch Nightstop recognises it’s obligation to comply with legal and regulatory requirements 
set out in the  Health and Safety at Work etc Act 1974. 

 

Other Legislation and Redditch Nightstop Policies should be considered alongside this policy as 
follows but not limited to: 
 

•  Control of Substances Hazardous to Health Regulations 1989 (as amended) by the  
COSHH Regulations 2002.  

•  Electricity at Work Regulations 1989.  

•  Regulatory Reform (Fire Safety) Order 2005.  

•  Health and Safety (First Aid) Regulations 1981  
 

•  Manual Handling Operations Regulations 1992 as amended 2002 with regard to handling 
operations undertaken by workers.  

 

•  Personal Protective Equipment at Work Regulations 1992 as amended and  Personal  
Protective Equipment Regulations 2002  

•  Provisions and Use of Work Equipment Regulations 1998.  

•  Work at Heights (Amendment) Regulations 2007.  

•  The Management of Houses in Multiple Occupation Regulations 2006  

•  Workplace (Health Safety and Welfare) Regulations 1992.  
 

•  Management of Health and Safety and at Work Regulations 1992 as amended by the  
Management of Health and Safety at Work Regulations 1999.  

• RIDDOR -  Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013.  
 

Related Redditch Nightstop Policies and Procedures: 
 

• Management and Prevention of Violence at Work  

• Diversity, Equality and Inclusion  

• Alcohol and Substance Misuse  

• Anti Bullying and Harassment  

• Lone Working  

• Parental Leave  

• Mental Health and Well Being  

• Business Continuity  
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1. Introduction and Key Information 

1.1 Introduction 

Redditch Nightstop is committed to providing excellence in the provision of accommodation, support and 

specialist services. Child Protection and Safeguarding Children and Adults at Risk is the responsibility of 

everyone at Redditch Nightstop. Safeguarding is built upon the firm and absolute recognition that the 

needs of the Child or Adult at Risk are paramount. This should resolve any conflict of interests. All Children 

and Adults at Risk have the right to be safeguarded from abuse, harm and exploitation.  

The purpose of any safeguarding intervention should be to promote positive outcomes for each Child 

(Children Act 2004) and Adult at Risk to ensure their safety, health and wellbeing, development, 

contributions, and to ensure their reach their potential and aspirations.  
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1.2 Procedure overview 

This is only aimed at as a quick reference and overview. Please refer to the policy sections indicated on the flowchart 

for full details. 

 

 

1.3 Contact Details  

Managers will display a copy of these details which is accessible to ALL employees, trainees, students, 

trustees and volunteers. 

Role Person Contact details 

Designated Safeguarding Lead 

(DSL)  

Susan Sadler, Project Manager ssadler@redditchnightstop.co.uk 

Designated Trustee for 

Safeguarding Children and Adults 

at Risk (including CSE)  

Mike Hill, Chair of Trustees 

 

mikehill@blueyonder.co.uk 

 

Local Safeguarding Authority procedures / contact details for responding to disclosure, suspicions and 

allegations of abuse of a Child or Adult at Risk.  
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Children  

(under the age of 18)  

 

Staff are available Monday to Thursday from 9.00am to 

5.00pm and Fridays from 9.00am to 4.30pm. 

01905 822666 

For assistance out of office hours (weekdays and all day at 

weekends and bank holidays): 

01905 768020 

Adults at Risk  

(over the age of 18)  

To report a safeguarding concern 

 

01905 768053 

To obtain safeguarding advice from the Adult Safeguarding 

Team 

01905 843189 

 

 

It is a legal requirement that all referrals must be confirmed in writing to the Children’s Social Care 

Assessment Team within two working days, and this must be adhered to, and completed on a multi-agency 

referral form, available on the following link: 

https://capublic.worcestershire.gov.uk/FamilyDoorPortal/HomePage.aspx?_ga=2.224883422.579678086.1

559051911-1535559292.1542382073  

Key national contacts 

NSPCC Helpline 0808 800 5000 

help@nspcc.org.uk 

NSPCC Whistleblowing Helpline 0800 028 0285 

Child Line 0800 1111 

Emergency Police Contact 999 

Non-emergency Police Contact 101 

Prevent Strategy Contacts: 

DfE non-emergency advice for staff and Trustees 

02073407264 

counter-extremism@education.gsi.gov.uk 

 

1.4 Approach to Prevention and Empowerment  

The most effective way to safeguard Children and Adults at Risk from abuse is to enable them to safeguard 

themselves. For Children under the age of 16, this is very much dependent upon their age, development 

and ability to understand and articulate risks.  However, whilst this may vary greatly, using age-appropriate 

materials, resources and language will help.  Therefore the following activities will be provided by everyone 

at Redditch Nightstop who works directly with Children and Adults at Risk: 

Helping Children and Adults at Risk to understand and be:  

• aware of abuse, harm or exploitation of which they may be at risk (for example, through being 

involved in any risk assessment or by discussions with staff)  

• know how they can reduce the risks (for example, avoiding individuals who have harmed them in 

the past; keeping their money safe, not carrying excess cash, keeping their personal information 

safe, screening/ not responding to strangers online)  

• know how they can report abuse, harm or exploitation  

• receive support during and following a disclosure or Safeguarding investigation  
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Redditch Nightstop will support this through a range of methods including:  

• providing regular key-working and developing/ reviewing risk assessments and support plans on a 

minimum 3-monthly basis or sooner following an incident  

• working in partnership with specialist agencies and delivering one to one and group work to help 

promote understanding of risks and safer behaviour  

• developing resources and campaigns to improve safety and through using and promoting relevant 

external campaigns.  

We uphold the principle that all Children and Adults at Risk have the right to grow up and live in a safe 

environment and be protected from all forms of harm and abuse. We will do this by ensuring that we have 

appropriate arrangements in place to:  

• Engage Children and Adults at Risk in understanding and managing their own safety and risks so 

that they are better equipped to keep themselves and others safe from harm  

• Provide safe environments in which Children and Adults at Risk can thrive and reach their potential 

and aspirations  

• Be proactive and take appropriate action when a safeguarding concern arises and support any 

individuals who raise or disclose a concern  

• Ensure that our safeguarding arrangements place the welfare of the Child or Adult at Risk at the 

centre of the process, ensuring that they are involved as far as possible in decision-making and their 

views and concerns are taken seriously  

• Ensure our staff are trained in Safeguarding including being aware of the signs and indicators of 

harm and abuse, including self-harm, Child Sexual Exploitation and Domestic Abuse, and that these 

staff are supported and overseen by the overall Designated Safeguarding Lead (DSL)  

• Take prompt action and, as necessary, disciplinary action where we have identified acts of 

negligence, failure to report, failing to report through omission or intentionally not following the 

Safeguarding Policy and Procedures  

• Provide Children and Adults at Risk with information regarding; definitions of abuse and consent, 

how to report a safeguarding concern, how information must be shared and the support available  

• Ensure that confidential, detailed and accurate records of all safeguarding concerns are maintained 

and securely stored  

• Ensure our Policy and Procedures are annually reviewed, comply with legislation and are aligned 

with best practice  

Children and Adults at Risk are safeguarded only when all relevant agencies and individuals accept 

responsibility and co-operate with each other. Redditch Nightstop will work and co-operate fully with 

other agencies and organisations to ensure the well-being and protection of all Children and Adults at Risk. 

We will monitor and review our Safeguarding arrangements and processes at least quarterly. 

1.5 Application and Scope  

This Policy and Procedures provides processes to enable Redditch Nightstop employees, students, trainees, 

volunteers and Trustees, hereafter referred to as staff, to Safeguard Children (aged under 18) and Adults at 

Risk.  This applies where a safeguarding concern is suspected or exists, regardless of whether the individual 

is in receipt of a service from Redditch Nightstop or not.  For example, it is applicable if we learn from a 
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client that a friend or sibling is at risk.  Processes for students, trainees, volunteers and Trustees are within 

the handbook specific to the role.  

2. Definitions 

2.1 Children 

The legal definition of a ‘Child’ is ‘a person under the age of 18’.   An ’Adult at Risk’ is an adult aged 18 

years or over who:  

• is or may be in need of community care services by reason of mental or other disability, age or 

illness; and  

• who is or may be unable to take care of themselves, or is unable to protect him/herself against 

harm or exploitation (Department of Health 2000) 

2.2 Adult at Risk 

An Adult at Risk may include people with a wide range of disabilities and circumstances, who may be 

experiencing conditions that reduce their choice and control, their ability to make decisions or to protect 

themselves from harm and exploitation.  An Adult at Risk may therefore be an individual who:  

• has a learning disability  

• has a mental health/ mental capacity issue  

• misuses substances or alcohol  

• is frail due to ill health  

In the context of safeguarding adults, the vulnerability of the Adult at Risk is related to how able they are 

to make and exercise their own informed choices free from duress, pressure or undue influence of any sort 

and their ability to protect themselves from harm including - abuse, neglect or exploitation. 

2.3 Harm and Significant Harm 

Harm means ill-treatment or the impairment of health or development, including, for example, impairment 

suffered from seeing or hearing the ill-treatment of another.  The Children Act 1989 introduced the 

concept of “significant harm” as the threshold that justifies compulsory intervention in family life in the 

best interests of the Child, and gives local authorities a duty to make enquiries to decide whether they 

should take action to safeguard or promote the welfare of a Child who is suffering or likely to suffer, 

significant harm.  

 

Significant harm may arise from abuse. Safeguarding actions are intended both to protect Children and 

Adults at Risk from ill treatment and to prevent the impairment of the Child’s/Adults at Risk’s health and 

development.  

Redditch Nightstop takes a proactive approach in order to prevent and reduce the need for ‘protection 

from harm’ by ensuring full cooperation and information sharing with all relevant agencies. The wishes and 

feelings of the Child/Adult at Risk are critical elements in assessing risk and in formulating safeguarding 

plans, and must always be sought and given weight according to the understanding of the particular Child/ 

Adult at Risk. However, it remains the professional’s responsibility to take action to ensure safety and 

protection from abuse, harm and exploitation. All Children and Adults at Risk have the right to be 

safeguarded from abuse, harm and exploitation. 
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Harm  

‘Harm’ is defined as:  

• Ill treatment  

• The impairment of development and/ or an avoidable deterioration in physical and mental health  

• Conduct that appropriates or adversely affects property, rights or interests (for example, theft or 

extortion).  

Significant Harm  

‘Significant Harm’ is defined as:  

• The Child’s or Adult at Risk’s life is, or could be, under threat, for example, due to neglect or 

physical abuse  

• There is, or could be, a serious, chronic or long lasting impact on the Child’s/ Adult at Risk’s health/ 

physical/ emotional/ psychological well-being  

• The Child or Adult at Risk has little or no choice over vital aspects of their life, environment or 

financial affairs.  

3. Roles and Responsibilities  

All Redditch Nightstop employees, students, trainees, volunteers and Trustees have an important role to 

play in reporting safeguarding concerns in a timely and clear way and through accessing role relevant 

safeguarding training.  

Failure to comply with this policy may be treated as misconduct and dealt with under Redditch Nightstop’s 

Disciplinary Procedures. 

3.1 Designated Safeguarding Lead (DSL) Responsibilities  

The Redditch Nightstop overall DSL is the Project Manager who will oversee all staff, monitoring and 

review of Redditch Nightstop’s Safeguarding Policy, Procedures and Reporting. The DSL will offer support, 

guidance and oversee all safeguarding concerns reported.  The DSL is responsible for:  

• Consultation and advising should a safeguarding concern arise  

• Receiving and recording information regarding safeguarding concerns  

• Ensuring the Incident, Safeguarding or Near Miss (ISN) Report received, completed accurately and 

in full and sent to Depaul UK  

• Assessing received information promptly and carefully, clarifying or obtaining more information 

and establishing the facts regarding the concern(s) as appropriate  

• Consulting and informing statutory protection agencies where appropriate  

• Ensuring the individual raising the concern, and the Child/ Adult at Risk are supported; and  

• Checking if a formal referral has been made to the statutory protection agencies and followed up in 

writing 

3.2 Staff and Volunteer Responsibilities  

All school staff and volunteers should: 

• be alert to the signs of abuse as detailed in this policy 

• report any concerns immediately, where possible to the designated person 

• consult with the designated person if in any doubt as to how to proceed 
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• follow the advice given in this policy in relation to how to handle disclosures 

• ensure that their behaviour and actions do not place pupils or themselves at risk of harm or 

allegations of harm to a pupil (for example, in one-to-one tuition, sports coaching, conveying a 

pupil by car, or engaging in inappropriate electronic communication with a pupil) 

• receive training in child protection (updated every 3 years) 

• receive training about the risks of radicalisation and how to identify children at risk of 

radicalisation. 

3.3 Trustee Responsibilities 

The Redditch Nightstop Board of Trustees will appoint a Designated Trustee for Safeguarding Children and 

Adults at Risk every three years, who will oversee the role of the Redditch Nightstop DSL and ensure 

Redditch Nightstop’s strategies and policies in relation to safeguarding are relevant and effective. 

Safeguarding is a key governance priority and to ensure good safeguarding trustees will: 

• Ensure the charity has an adequate safeguarding policy, code of conduct and any other 

safeguarding procedures.  

• Regularly review and update the safeguarding policy and procedures to ensure they are fit for 

purpose. 

• Identify possible risks, including risks to our beneficiaries or to anyone else connected to the charity 

and any emerging risks on the horizon. 

• Consider how to improve the safeguarding culture within the charity. 

• Ensure that everyone involved with the charity knows how to recognise, respond to, report and 

record a safeguarding concern. 

• Ensure people know how to raise a safeguarding concern. 

• Regularly evaluate any safeguarding training provided, ensuring it is current and relevant. 

• Review which posts within the charity can and must have a DBS check from the Disclosure and 

Barring Service. 

• Have a risk assessment process in place for posts which do not qualify for a DBS check, but which 

still have contact with children or adults at risk. 

• Periodically review the safeguarding policy and procedures, learning from any serious incident or 

near miss. 

4. Abuse and Neglect  

Abuse and neglect are forms of maltreatment of a Child or Adult at Risk.  Somebody may abuse or neglect 

a Child or Adult at Risk by inflicting harm, or by failing to act to prevent harm.  Children and Adults at Risk 

may be abused in a family or in an institutional or community setting, by those known to them or, more 

rarely, by a stranger.  They may be abused by an adult or adults, or another child or children.   

Abuse can take many forms and it may be regarded not only as the commission or omission of an act, but 

also as the threat or risk of such.  If a Child or Adult at Risk is led to believe that they will be abused this is 

in effect the equivalent of the abuse taking place.  References to historic abuse may be disclosed and these 

should be acted upon in accordance with this procedure. 

4.1 Forms of Abuse and Neglect 

• Physical abuse – non-accidental harm to a person caused by the use of force. 
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• Sexual abuse – includes rape and sexual assault or sexual acts. 

• Psychological or emotional abuse – behaviour that harms a person’s emotional health and 

development.  

• Financial or material abuse – inappropriate use of a person’s funds or resources by a third person.   

• Neglect and acts of omission – failure to meet a person’s basic physical/psychological needs. 

• Self-Neglect – a lack of self-care affecting personal health and safety.  

• Institutional abuse – organisational failure to provide appropriate professional service. 

• Domestic abuse – controlling, coercive, threatening behaviour or  violence. 

• Stalking – where a person intentionally and persistently pursues someone against their will.  

• Discriminatory abuse – based on race, culture, gender, sexuality, faith/religion or disability.  

• Modern Slavery – encompasses slavery, domestic servitude, human trafficking and forced labour. 

• Organised or multiple abuse – involves one or more abusers and a number of related or unrelated 

abused Children and Adults at Risk and can involve abusers acting collectively, sometimes in 

isolation, or may use an institutional framework or position of authority to recruit for abuse.  

See APPENDIX 1 for greater detail of Forms of Abuse  

 

4.2 Signs and Indicators of Abuse and Neglect 

It is not the responsibility of anyone at Redditch Nightstop to decide if abuse has occurred or is occurring, 

but it is their responsibility to act on any concerns by reporting them. Many types of abuse are also 

criminal offences and should be treated as such. Below is not a definitive list and the presence of one or 

more of the indicators is not proof that abuse is actually taking place or has occurred. 

 

Some of the more obvious signs of abuse may include the following:  

• Unexplained or repeated injuries such as bruising, cuts or burns 

• An injury for which the explanation seems inconsistent  

• Someone else expresses concern about their welfare  

• Unexplained changes in behaviour (becoming very quiet, withdrawn, sudden temper outbursts 

• Appearing anxious or frightened or emotional distress  

• Engagement in sexually explicit behaviour  

• Difficulty in making friends or prevented from socialising with others  

• Displays variations in eating patterns including overeating or loss of appetite.  

• Loses weight for no apparent reason; frequently hungry  

• Becomes increasingly dirty or unkempt  

• Very low self esteem  

• Self-harming behaviour  

• Lack of respect is shown to a specific individual  

• Unexplained changes in income or expenditure, e.g. pocket money/ ability to pay bills  

See APPENDIX 2 for detailed descriptions of Signs and Indicators of abuse and Radicalisation. 
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4.3 External Factors which Influence the Risk of Abuse Occurring  

There is no clear reason for abuse. Its causes are both complex and concealed. However, experience 

suggests certain factors are related to abuse, and that the existence of more than one of these factors 

places a person at high risk of abuse. 

• Parental substance misuse  

• Domestic violence  

• Social exclusion and isolation  

• Stigma and discrimination  

• Being the focus of anti-social behaviour (and bullying)  

• Overcrowded or insecure living arrangements  

• Homelessness  

• Poverty  

• Economic insecurity  

• Lack of mental capacity 

• Low self-esteem 

• Previous history of abuse 

• Negative experiences of disclosing abuse 

• Lack of access to health and social services or high-quality information 

5. Other Specific Safeguarding Issues 

All staff should have an awareness of safeguarding issues that can put children at risk of harm. Behaviours 

linked to issues such as drug taking, alcohol abuse, deliberately missing education and sexting (also known 

as youth produced sexual imagery) put Children and Adults at Risk in danger. 

5.1 Child Sexual Exploitation (CSE)  

Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 

advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the 

age of 18 into sexual activity. 

5.2 Child Criminal Exploitation: county lines  

Criminal exploitation of children is a geographically widespread form of harm that is a typical feature of 

county lines criminal activity: drug networks or gangs groom and exploit children and young people to 

carry drugs and money from urban areas to suburban and rural areas, market and seaside towns.  

5.3 Female Genital Mutilation (FGM) 

Female genital mutilation (sometimes referred to as female circumcision) refers to procedures that 

intentionally alter or cause injury to the female genital organs for non- medical reasons. It has no health 

benefits and harms girls and women in many ways.  

5.4 Radicalisation  

Radicalisation or Influenced by Extremism is a very real threat to Children and Adults at Risk who may be 

susceptible to radicalisation from a number of sources.  Although recently commonly associated with 
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religious factors, Children and Adults at Risk may also be subject to radicalisation from other sources such 

as far right wing organisations. Some of the more obvious signs of radicalisation may include the following:  

• Expressed opinions such as; support for violence and terrorism or the values of extremist 

organisations  

• Possession of extremist literature; attempts to access extremist websites and associated password 

protected chat rooms; possession of material regarding weapons, explosives or military training  

• Behaviour and behavioural changes such as; withdrawal from family and peers; hostility towards 

former associates and family; association with prescribed organisations and those that hold 

extremist views  

• Personal history claims or evidence of involvement in organisations voicing violent extremist 

ideology or attendance at military/terrorist training  

5.5 Honour Based Violence (HBV)  

Honour based violence is a violent crime or incident which may have been committed to protect or defend 

the honour of the family or community. It is often linked to family members or acquaintances who 

mistakenly believe someone has brought shame to their family or community by doing something that is 

not in keeping with the traditional beliefs of their culture. Women and girls are the most common victims 

of honour based violence however it can also affect men and boys. 

5.6 Forced Marriage  

A forced marriage is where one or both people do not (or in the case of severe learning difficulties cannot) 

consent to marriage and pressure or abuse is used. This is very different to an arranged marriage, which 

both people will have agreed to. Forced marriages are illegal in the United Kingdom. 

6. Legislation and Compliance  

Redditch Nightstop will comply with all relevant legislation and statutory guidance to Safeguard Children 

and Adults at Risk.  This Policy takes into account ‘Working Together 2015’, ‘The Care Act 2014’ and Female 

Genital Mutilation Act 2003 as amended by the Serious Crime Act 2015 and should be applied alongside 

other relevant legislation and policies.  

 

See APPENDIX 3 for further details of relevant Legislation and Compliance 

 

6.1 Working Together 2015  

• Everyone who comes into contact with children, Adults at Risk and families has a role to play 

• Safeguarding and promoting the welfare of Children and Adults at Risk is defined as:  

o Protecting from maltreatment;  

o Preventing impairment of health or development;  

o Ensuring that Children and Adults at Risk grow up in circumstances consistent with the 

provision of safe and effective care 

o Taking her action to enable all Children and Adults at Risk to have the best outcomes 

There is a clear distinction between safeguarding and protection:  
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• Safeguarding is everybody’s responsibility and includes measures to prevent or minimise the 

potential of harm or abuse occurring, including timely reporting of concerns, by raising 

safeguarding alerts.  

• Protection is a statutory responsibility in response to individual cases where risk of harm has been 

identified.  

Redditch Nightstop fully endorses and is committed to these principles.  

6.2 The Care Act 2014  

• Safeguarding Adults Boards and safeguarding adult enquiries is a statutory duty  

• The Care Act applies to adults aged 18 and over, including those who have been in receipt of 

children’s services until they are 19 or 25 years old  

• Safeguarding duties for local authorities apply to an adult aged 18 and over, who:  

o has needs for care and support even if they do not have care services  

o is experiencing or is at risk of abuse and neglect  

o as a result of their care and support needs is unable to protect themselves from the risk or 

experience of the abuse or neglect  

6.3 Female Genital Mutilation (FGM) Act 2003 as amended by the Serious Crime Act 2015  

FGM is illegal and the Female Genital Mutilation Act 2003 now includes:  

• An offence of failing to protect a girl from the risk of FGM  

• Extra-territorial jurisdiction over offences of FGM committed abroad  

• Lifelong anonymity for victims of FGM  

• FGM Protection Orders which can be used to protect girls at risk  

• A mandatory reporting duty to report known cases of FGM in under 18s to the police  

In April 2016 the government issued Multi Agency Statutory Guidance on FGM that states that: 

• non-regulated practitioners have a general responsibility to report cases of FGM 

• if a non-regulated professional becomes aware that FGM has been carried out on a girl under 18, 

they should share this information within their local safeguarding lead, and follow their 

organisation’s safeguarding procedures 

Redditch Nightstop is committed to working together with other agencies to protect and support those at 

risk of, or who have undergone, FGM. 

6.4 Mental Capacity Act 2005 

The Mental Capacity Act 2005 (Amended by the Mental Health Act 2007) states that Mental Capacity is 

defined as the ability to make a decision. This includes:  

• The ability to make a decision that affects daily life – such as when to get up, what to wear and 

whether to see a doctor if feeling ill, and  

• More serious decisions that may have wider or legal consequences – such as agreeing (or not) to 

medical treatment  
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Capacity and consent are crucial to deciding whether an act or relationship is abusive.  Capacity means that 

the individual must be able to comprehend and retain information, weigh it up and arrive at a decision. A 

person with capacity has the right to make his/her own decisions – even if seemingly unwise, risky or 

irrational ones. If there is no real ‘choice’ because a relationship is unequal, (e.g. family relationships, 

authority, threat, power imbalance), then consent is not meaningfully given. Capacity is a pre-requisite of 

consent.  

Redditch Nightstop acknowledges that Children and Adults at Risk have legal, social and moral rights to self 

-determination within their lives.  

6.5 Counter-Terrorism and Security Act 2015 (Prevent Duty) 

The Counter-Terrorism and Security Act 2015 contains a duty on specified authorities to have due regard 

to the need to prevent people from being drawn into terrorism. This is also know as the Prevent duty. 

7. Procedures for Safe Practice  

7.1 Recruitment, Selection and Appointment of Redditch Nightstop Employees, Students, Trainees 

and Volunteers (including Trustees)  

Through its Recruitment, Selection and Appointment Policy and Procedures, Redditch Nightstop will ensure 

that people unsuitable to work with Children and Adults at Risk are not appointed.  We will do this by 

ensuring our selection processes include rigorous assessments which test candidates understanding and 

experience of implementing safeguarding practices, and by taking up references and Disclosure and 

Barring Service (DBS) checks every three years as a minimum standard. 

 

7.2 Whistle Blowing: Failure to Respond  

All Redditch Nightstop staff must take all steps necessary to promote safe environments for Children and 

Adults at Risk.  If a member of staff fails to respond to a safeguarding concern, any individual must escalate 

this to Redditch Nightstop’s DSL, without fear of reprisal or recrimination by using Redditch Nightstop’s 

Whistle Blowing Policy and Procedures.  

 

7.3 Lone Working  

Redditch Nightstop students, trainees or volunteers (including Trustees) may at any time be on their own 

with a Child or Adult at Risk.  In such instances, the Project Manager must ensure Lone Working protocols 

are established with colleagues, and develop Risk Assessments beforehand, and ensure these are regularly 

reviewed.  Please refer to Redditch Nightstop’s Lone Working Policy and Procedures for further 

information. 

 

7.4 Training and On-going Support  

Redditch Nightstop will provide compulsory induction, training and e-learning on safeguarding to all 

employees.  In addition, we will provide ongoing support to ensure everyone at Redditch Nightstop is 

aware of their safeguarding responsibilities.  We will deliver this through providing regular staff meetings 

one to one reviews and information, guidance and training.  
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Refresher training will be provided on a minimum three year basis.  Where we employ an individual 

through an external agency, we will request evidence that they have received basic safeguarding training 

through their employer.  

We will provide more specialist training and resources based on our monitoring of the changing risks facing 

Children and Adults at Risk.  

The Designated Trustee for Safeguarding will receive safeguarding refresher training every three years. All 

Redditch Nightstop Trustees will attend a compulsory briefing or training session on safeguarding at least 

every three years.  

It is the responsibility of the DSL to coordinate and collate a record of training attended.  

Everyone at Redditch Nightstop will have access to the names and contact details of relevant local and 

national professionals and organisations (see Appendix 4 : Safeguarding Responsibilities and Contacts). 

Anyone with a concern, however slight, should not hesitate to seek advice from Redditch Nightstop DSL. 

The Project Manager will lead a reflective approach to ensure learning from practice through supervisions, 

team meetings and specific sessions to review case studies and incidents.  The aim of this is to help staff to 

develop their practice in assessing and balancing issues related to empowerment, considered risk taking 

and safeguarding. 

7.5 Reporting and Action  

All allegations of abuse will be taken seriously, investigated, and handled in accordance with the 

procedures laid out in this document.  Redditch Nightstop will work with appropriate local agencies to 

ensure that Children and Adults at Risk are protected through the effective operation of its safeguarding 

procedures. 

8. Procedures for Confidentiality, Consent and Information Sharing  

Redditch Nightstop acknowledges that it is often difficult for anyone to make a disclosure of abuse, ill-

treatment, neglect or exploitation, and the consequences of such a disclosure is likely to have profound 

effect on the individual and other family members and support networks.  It can therefore be difficult for 

their agreement to be obtained for a referral to be made to statutory services.  

All Children and Adults at Risk involved with Redditch Nightstop must, from the outset, be made aware and 

helped to understand that complete confidentiality is not possible when there is risk of harm to 

themselves or another person.  

If a Child or Adult at Risk has not consented to sharing information and the decision is taken to make a 

referral to statutory services, then the reasons need to be clearly explained to them so that any ongoing/ 

future supportive relationship can be as far as possible maintained.  
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Where a Child or Adult at Risk disengages from a support worker because they are upset about the 

decision to disclose the Project Manager should pro-actively offer alternative support from within the staff 

team where possible and on a temporary basis.  

Staff must comply with any request from Children’s / Adult at Risk’s Services for information in connection 

with an assessment of the need for protection under Section 47 of the Children Act 1989.  

An adult’s legal right to consent marks a key distinction between approaches in safeguarding adults and 

safeguarding children.  Empowerment is a foundation block for all safeguarding, and may enable the adult 

at risk to develop the skills to reduce the risk of future abuse.  

Empowerment involves a proactive approach to seeking consent, maximising the individuals’ involvement 

in decisions about their safety and protection – and this includes decisions regarding whether to 

investigate an allegation or concerns. 

An individual’s wishes should be respected wherever possible but an individuals’ right to make choices 

about their own safety has to be balanced with the rights of others to be safe.  An Adult at Risk may refuse 

their consent for the police, social services or local safeguarding body to be informed or for their 

information to be shared with another agency.  There are however times when their wishes may need to 

be over-ridden.  

In taking that decision, we will consider the following factors:  

• Whether a criminal offence has occurred  

• The seriousness and pervasiveness of the threat of/ suspected/ abuse  

• The ability of the individual to make decisions/ their general mental capacity  

• The effect of the abuse on the individual in question and upon others  

• Whether there is a need for others to know (e.g. to protect others who may not be involved in the 

immediate situation)  

Everyone at Redditch Nightstop must report threat of/ suspected abuse to the DSL even if the adult has 

refused their consent for information to be shared.  This must be followed up by completing an Incident, 

Safeguarding or Near Miss (ISN) Report as soon as possible.  

Decisions about sharing information must be clearly recorded with reasons clearly stated and these 

decisions must be open and explicitly discussed at every stage.  

In all cases Children and Adults at Risk must be as involved as possible in decisions affecting them and in 

planning how the issue should be taken forward, and they must be kept fully informed at every stage in the 

process.  

9. Procedures for Responding to Disclosure, Suspicion or an Allegation of Abuse  

No one person at Redditch Nightstop is responsible for deciding whether a Child or Adult at Risk has been, 

or is being subjected to abuse, or deciding if someone poses a real risk to a Child or Adults at Risk’ welfare. 
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It is however, everyone’s individual responsibility to take action to prevent their suffering if information is 

observed or obtained that indicates abuse may have occurred, or could occur. 

 

9.1 Responding Appropriately to the Child/Adult at Risk and Dealing with Disclosures  

DO 

• Affirm that they have done the right thing in telling you. 

• Explain that you have a duty to pass information onto people who can help. Be explicit as to whom 

these people are. Also be explicit as to who will not be informed by you (School, College, Alleged 

Perpetrator). 

• Listen carefully and take the information/disclosure seriously.  

• Repeat their words to clarify what they have said, if necessary.  

• Remain calm and try to be reassuring.  

• Try to be self-aware regarding showing your own emotions as this can often result in the individual 

dealing with your emotional reaction in addition to their own experience. Explain what actions will 

be taken. 

• Ask non-leading questions and aim to gather factual information. For example “can you 

tell/describe what happened?”; “when did it happen?” etc so that you are in a better position to 

inform the DSL and the ASA/LSA. 

• Keep your questions open and non-judgemental. 

• Keep an accurate record of your conversations and the actions and decisions taken by yourself and 

others. 

• Be mindful that information relating to safeguarding issues can be highly sensitive.  

• Ensure that any records are kept safe and confidential at all times and that any conversations are 

conducted in appropriate locations to avoid being overheard and breaching an individual’s privacy. 

• If you think a criminal offence has been committed inform the DSL who will call the police then 

contact the ASA/LSA. 

DO NOT 

• Promise the Child or Adult at Risk that you can keep the alleged abuse secret. 

• Attempt to investigate the matter yourself as this could jeopardise any future legal proceedings. It 

is not your role to do this. 

• Express any opinion regarding what you are being shown/told but do say that you have heard what 

they are saying and are taking it seriously. 

• Tell the young person that what they have told you is a secret.  

• Confront anyone who is alleged to be responsible for what has happened, and do not tell them that 

allegations have been made about them. 

• Tamper with or move any potential evidence (If there is the possibility that a criminal offence has 

been committed) and don’t ‘clean up’ as this could be detrimental to any investigation. 

The purpose of the discussion between you and your DSL is to clarify the cause for concern and to decide 

whether there are sufficient grounds to refer to the ASA/ LSA. The DSL is responsible for making the 

referral decision. 
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9.2 Procedures for Reporting to the DSL  

If an employee has any concerns for the wellbeing of a Child or Adult at Risk, they must immediately report 

it verbally to the DSL, and then follow this up by completing an Incident, Safeguarding or Near Miss (ISN) 

Report and sending it to the DSL.  

During office hours the DSL must be contacted directly.  If outside of office hours and when the DSL is not 

available the information should be shared at the next available time. In the absence of the DSL, the 

Designated Safeguarding Trustee is responsible for the above.   

9.3 DSL Responsibilities in ASA/LSA Referral  

A decision to refer should be communicated to the individual making the initial report. It should be noted 

that while the responsibility for making decisions about referrals generally rests with the designated 

person anyone at Redditch Nightstop can make a referral. When considering if an alert or concern is to be 

referred to the ASA/LSA, the DSL will consider following factors should be considered: 

• Is the person affected a Child or Adult at Risk and are they at risk?  

• Is there a person responsible for the (alleged) harm/ abuse because of something they did or did 

not do?  

• Did the abuse/harm occur due to a failure in care, a breach of policy and procedure, or a breach of 

professional code of practice?  

• Has the person been harmed?  

• Is there a potential risk of significant harm to them or another person?  

• Is there a breach of law?  

• Do the persons involved not have sufficient mental capacity?  

• If any of the above applies, a Safeguarding Referral must be made to the relevant ASA/LSA or follow 

localised procedures.  

• On receiving a report of suspected abuse you must within 24 hours:  

• Consider the risk issues  

• Decide on any action to be taken  

• Accurately record this assessment on the ISN Report for the case 

Where it is unclear whether any abuse or harm has occurred, possible courses of action may include 

further internal fact-finding and discussion of the matter with the local safeguarding team.  

Concerns about serious harm, sexual abuse, physical danger and crime must be reported immediately. 

9.4 Reporting and Reporting Routes  

Even if you have heard only rumours of abuse or you have a suspicion but do not have firm evidence, you 

must still report your concerns. Suspected abuse could be committed by someone who is (or is not) an 

employee, student, trainee, volunteer or Trustee of Redditch Nightstop and could be against a Child or 

Adult at Risk who is or is not in receipt of a service from Redditch Nightstop.  

The process below shows how Redditch Nightstop employees must respond to a disclosure, suspicion or 

allegation of abuse.  Separate procedures for volunteers, students, trainee’s trustees are written within the 

relevant handbooks.  
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It is imperative that everyone at Redditch Nightstop familiarises themselves with these reporting 

procedures and follows them accordingly.  If there is any doubt as to whether they should be followed, 

then guidance should be sought immediately from either the DSL during office hours.  Outside office hours 

volunteers should follow the procedure within their handbook.  

1. Harm/Abuse - disclosed, suspected, discovered or a concern has been raised or a crime may have 

been committed?  

2. If ‘yes’ to the above, is the Child or Adult at Risk in any immediate danger or need medical 

attention?  

3. If ‘yes’ to the above, contact the emergency services via 999 and inform your DSL as soon as 

possible.  The decision to make a referral is made at service level. This means that no Child or Adult 

at Risk should suffer due to having to wait for a DSL to authorise a referral. If the emergency 

services have been contacted, your DSL must alert the Chair of Trustees. 

4. If the police attend, fully cooperate with their requests.  

5. If the emergency services are not needed, inform your DSL who will immediately report your 

concerns to the ASA or LSA for Children by making a Safeguarding Referral to them by telephone.  

6. Complete an Incident, Safeguarding and Near Miss (ISN) Report and send it to your DSL within 24 

hours.  Record what has happened, what you have been told; and what you have observed in as 

much detail as possible.  Include what was seen/heard and the reasons for the concern or 

allegation, date, time and place of the alleged incident/abuse. In addition and as far as possible, 

establish and provide the ‘facts’. When recording information be factual, non-judgemental and 

impartial. State clearly your sources of information.  

7. The DSL will follow up contact with the ASA/LSA in writing within 48 hours if first reported by 

telephone.  

8. The DSL will fully cooperate and follow the guidance provided by ASA/LSA on the next steps to be 

taken and write these down clearly.  

9. If the DSL does not receive any feedback within 24 hours of making the ASA/LSA referral, they DSL 

must follow this up in writing again to the ASA/LSA after 3 days of your original referral being made.  

10.  In all cases, you must immediately update the Child’s/Adult at Risk’s records, including their and 

needs and risk assessment and support plan and monitor with your DSL. 

Even if there is no immediate danger identified and no obvious crime has been committed, you must still 

discuss your concerns with your DSL as soon as possible.  Your DSL will inform you if you are still required 

to follow the above reporting procedures.  

In the event that your Project Manager is not responding, you must escalate your concerns to Redditch 

Nightstop Chair of Trustees. 

9.5 Missing Persons and ‘Absent from Home’ 

Staff must report all missing persons/ un-expected absences to the local Police for children under the age 

of 18, and adults at risk who may be over the age of 18.  Where a statutory duty exists (for Looked after 

Children) and whereby the Child is missing or un-expectedly absent from home/placement – a Redditch 

Nightstop Incident, Safeguarding or Near-Miss Report must be completed.  
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9.6 Referral to the ASA/ LSA 

If a decision is made to make a referral to the ASA/LSA local procedures must be followed. The person 

making the referral will need to state clearly that this is a Child Protection or Adult at Risk referral and be 

prepared to provide the following information:  

• Your own details  

• Known information about the child or young person  

• The Child’s/ Adult at Risk’s name, address, DOB and other primary information  

• Details of the concern  

• The source of the information  

• The parent’s or carer’s response to the concerns, if aware  

• Whether the Child/ Adult at Risk or their family are already aware of the referral or have asked you 

to make it  

• Dates and any other relevant facts or sources 

When making the referral you should record the name and job title of the Social Worker to whom details 

have been passed both on the Redditch Nightstop ISN form and the client’s file. 

If you are in doubt as to whether to inform the Child or Adult at Risk or their family members that you are 

making the referral because of concern that it may increase risk to the victim or others, seek advice from 

the Duty Officer of the Social Care Assessment Team. 

It is a legal requirement that all referrals should be confirmed in writing to the LSA within two working 

days.  Redditch Nightstop requires that this obligation be adhered to by all employees.  

It is the responsibility of the person who made the referral to contact the Safeguarding Authority after 

reporting the case in order to find out what action has been taken and to record this (If this is not possible, 

e.g. because of staff leave or departure of staff member, this responsibility must be clearly handed over).  

If you consider their response is unsatisfactory, you must inform your DSL in order to agree whether to 

escalate the issue by reporting concerns to a senior manager within Children’s/ Adults’ Services.  

10. Procedure for Allegations or Suspected Abuse by a Redditch Nightstop 

Employee, student, trainee or volunteer (including Trustees)  

Redditch Nightstop’s primary concern is to ensure the safety of Children and Adults at Risk, so it is essential 

in all cases of suspected or alleged abuse that action is taken quickly and professionally.  Anyone who has - 

or becomes aware of, any concern, suspicion or allegation that could indicate abuse by an employee, 

student, trainee or volunteer (including Trustees) must report it.  All reports made will be taken seriously 

and thoroughly investigated.  Redditch Nightstop acknowledges that this will be a distressing and stressful 

situation for all involved, and will support all parties involved throughout the process. 

Redditch Nightstop assures all staff that it will fully support and protect anyone who in good faith reports 

their concerns about a colleague’s practice.  Allegations against employees or volunteers may also be 

raised through the Grievance and/ or Whistle blowing Policy and Procedures.  They may also arise in 
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Disciplinary Proceedings.  If this is the case, Safeguarding Procedures will take precedence and other 

procedures will be suspended whilst any statutory safeguarding investigation is completed. Anyone raising 

a concern will be supported in line with Redditch Nightstop’s Whistle-Blowing Policy and Procedures.  

Employees, trainees, students and volunteers (including Trustees) against whom allegations are made, will 

be given copies of this Policy and Procedure, kept informed throughout the process as appropriate.  

In the event that any employee suspects any other colleague of abusing a Child or Adult at Risk, it is their 

responsibility to bring these concerns to the DSL.  

Such concerns might arise if an employee, student, trainee, volunteer or Trustees appears to have:  

• Behaved in a way that has harmed or may harm a Child or Adult at Risk;  

• Committed a criminal offence against or related to a Child or Adult at Risk; or  

• Behaved towards a Child or Adult at Risk in a way that indicates s/he may be unsuitable to work 

with these groups.  

Primary Consideration must be given to:  

• Supporting the Child or Adult at Risk or the person making the allegation and, if necessary, in 

reaching a decision about suspension and disciplinary action being taken. In such cases suspension 

will be used as a neutral act which is designed both to protect the Child or Adult at Risk and the 

employee, student, trainee or volunteer including Trustees.  

10.1 Allegation/ Suspicions Concerning the DSL /Project Manager 

If the allegation concerns the DSL the matter should be discussed with the Chair of Trustees without the 

knowledge of the DSL.  

 

10.2 Process  

The DSL will immediately inform the Chair of Trustees who will then assess if the allegation threshold is 

criminal, constitutes abuse (including negligence), or contravenes local or professional codes of conduct, 

and whether to immediately report the matter to the Police and ASA/ LSA.  

When making a referral, this will be dealt with by a Local Authority Designated Officer (LADO). The role of 

the LADO is set out in Working Together to Safeguard Children (2015), and is governed by the Authority’s 

duties under section 11 of the Children Act 2004.  LADO Team can be contacted on Tel: 01905 846221 

The LADO is responsible for:  

• Providing advice, information and guidance to employers and voluntary organisations around 

allegations and concerns regarding paid and unpaid workers  

• Managing and overseeing individual cases from all partner agencies  

• Ensuring the Child’s/ Adult at Risk’s voice is heard and that they are safeguarded  

• Ensuring there is a consistent, fair and thorough process for all adults working with Children and 

Adults at Risk against who an allegation is made  

• Monitoring the progress of cases to ensure they are dealt with as quickly as possible  
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• Recommending a referral and chairing the strategy meeting in cases where the allegation requires 

investigation by police and/or social care 

The LADO is involved from the initial phase of the allegation being made through to the conclusion of the 

case. The LADO is available to discuss any concerns and to assist you in deciding whether you need to make 

a referral and/or take any immediate management action to protect a Child or Adult at Risk.  

In such cases, the Chair of Trustees may delegate this responsibility to the DSL, but must oversee it being 

undertaken and holds ultimate responsibility for it being reported.  The DSL will also assess, in consultation 

with the Chair of Trustees if suspension and/ or disciplinary procedures should be applied.  In addition, the 

Chair of trustees will undertake or delegate any follow up actions requested by the Police or the Local 

Authority Designated Officer (LADO) who provides advice and guidance to employers and voluntary 

organisations, liaises with the police and other agencies and monitors the progress of cases to ensure that 

they are dealt with as quickly as possible.  The LADO will offer advice on the management of the process 

and will arrange for a strategy meeting/discussion to be held, if required. 

The LADO is not the investigating officer, but will provide advice and guidance on the management of the 

investigation. The LADO should be approached prior to a decision on suspension.  

If there is the possibility of a criminal investigation, then the Police must be consulted before the person 

who is the subject of the allegation is informed.  This will enable consideration of any previous allegations 

known to the authorities. 

Disciplinary procedures may be suspended at the request of the Police or the ASA/ LSA if there are 

concerns that internal investigations and procedures may impede a statutory or criminal investigation.  

If following allegations against a Redditch Nightstop staff member, a subsequent Adult at Risk or child 

protection investigation by Children’s Social Care / Police results in no further action, Redditch Nightstop 

may nevertheless still need to process the matter through its internal disciplinary procedures. 

On conclusion of Redditch Nightstop’s investigations, should the allegations of serious professional 

misconduct involving abuse be upheld, we reserve the right to report our findings to any professional body 

the employee may belong to or report the matter to the Independent Safeguarding Authority (ISA).  

Where an employee resigns or leaves prior to the conclusion of an investigation or disciplinary action 

relating to a safeguarding/protection issue or is dismissed as a result of a safeguarding/protection 

investigation or disciplinary action, the investigation must be completed and the findings recorded on their 

personnel file as well as referred to the ISA, if required.  

Any detailed information about a case will be confined to the DSL, the Chair of Trustees (if not involved in 

the allegations), parents/guardians/carers and the relevant statutory authorities. 
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11. Decision Making  

Once a referral has been made to the LADO the Appropriate Safeguarding Authority’s/Local Safeguarding 

Children Board’s procedures for ‘Allegations against employees, students, trainees and volunteers’ will be 

followed. In general the following process will take place if the allegation appears to have some foundation 

and there is reason to believe that a Child or Adult at Risk is suffering or is likely to suffer abuse or harm. A 

strategy discussion will be arranged by the LADO:  

• If the allegation is such that it is clear to the LADO that investigations by police and/or enquiries by 

the ASA/ LSA are not necessary the LADO will discuss the next course of action with the Project 

Manager;  

• Where there is disagreement about the course of action to be followed, the LADO should make the 

final decision, which will be guided by what is in the best interests of the Child/ Adult at Risk;  

• The LADO must keep and maintain appropriate records which ensure there is a written chronology 

of discussions, decisions and actions taken.  

13.1 Participation in Local Authority-led Safeguarding Actions  

All Redditch Nightstop Trustees, staff, students, volunteers and trainees are expected to co-operate and 

participate in any safeguarding investigations led by the Local Authority. This may include providing further 

reports and information, acting as a witness, attending case conferences, and inputting into Safeguarding 

Strategies and Plans. 

12. Monitoring and Review  

The DSL should be updated on key developments in cases in real time and in particular:  

• The decision of the Local Authority to investigate (or not) and any lack of response  

• Any further involvement from Redditch Nightstop in safeguarding activities.  

Safeguarding will be reviewed on a minimum quarterly basis by the Redditch Nightstop Committee in order 

to ensure Redditch Nightstop’s Policies, Procedures and Strategies are relevant and effective. Information 

reviewed will include;  

• The nature of the abuse and/or risk factors  

• How quickly the concern was reported to the DSL in relation to the required reporting timescales  

• How quickly an alert was made to the Police/Social Services/Appropriate Safeguarding Authority/ 

Local Safeguarding Children Board  

• The quality of information recorded internally  

• The quality of input into safeguarding processes (feedback from Police and social 

Services/safeguarding team)  

• The outcomes of the safeguarding processes  

• Whether any incidents highlighted training issues or a need to amend procedures.  

Redditch Nightstop Board Members will be provided with a copy of Redditch Nightstop’s Safeguarding 

Children and Adults at Risk Policy and Procedures annually following its review. 
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14. Support for Redditch Nightstop Employees, Students, Trainees, Volunteers 

and Trustees  

Safeguarding can raise difficult and emotional issues for all people involved. At Redditch Nightstop we 

want to ensure that appropriate support is available to employees, students, trainees and volunteers 

including Trustees. This will include one-to-one support from your Project Manager, advice and guidance 

from the DSL, support through supervision, case reviews, team meetings and team debriefs, and access to 

the internet to identify further information and sources. This will be provided in addition to induction and 

compulsory training and refresher training on Safeguarding. 

14. Continuous Improvement Renewal Clause  

This Policy and Procedures will be reviewed annually after its issue date to determine its continued 

relevance, effectiveness and appropriateness. This Policy and Procedures may be assessed before then if 

necessary to reflect substantial organisational changes - following an inspection, review or validation visit, 

as recommended by auditors, or as a result of changes to the law - or as required by Redditch Nightstop 

Governance structures. 
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APPENDIX 1 - Forms of Abuse  

Physical abuse 

Physical abuse is non-accidental harm to a person caused by the use of force, which results in pain, injury 

or a change in a person’s natural physical state.  Some examples are: hitting, shaking, slapping, pushing, 

kicking and rough handling.  

Sexual abuse 

Sexual abuse includes rape and sexual assault or sexual acts, (not necessarily involving a high level of 

violence) to which the Child or Adult at Risk has not, or cannot consent, or where coercion or being 

pressurised has occurred.  Children and Adults at Risk could be forced or enticed to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the Child or Adult at Risk is 

aware of what is happening.  The activities may involve physical contact, including assault by penetration 

(for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching 

outside of clothing.  They may also include non-contact activities, such as involvement in looking at, or in 

the production of, sexual images, watching sexual activities, being encouraged to behave in sexually 

inappropriate ways, or grooming in preparation for abuse (including via the internet).  Sexual abuse is not 

solely perpetrated by adult males.  Women can also commit acts of sexual abuse, as can other children. 

Psychological or emotional abuse 

Psychological or emotional abuse is behaviour that has a harmful effect on a person’s emotional health and 

development.  This can include the use of threats, humiliation, intimidation, coercion or verbal abuse and 

bullying.  It can also include conveying that the Child or Adult at Risk is unloved, unwanted, worthless, 

valued only insofar that they meet the needs of another person or inappropriate expectations of the 

individual in terms of their age or development.  

Financial or material abuse  

Financial or material abuse involves an individual’s funds or resources being inappropriately used by a third 

person.  It may include theft, fraud, exploitation, the withholding of money or the inappropriate or 

unsanctioned use of a person’s money or property.  

Neglect and acts of omission 

Neglect is the persistent failure to meet a Child’s or Adult at Risk’s basic physical and/or psychological 

needs, and is likely to result in the serious impairment of their health or development.  It can include failing 

to provide adequate food, shelter and clothing, or neglect of, or unresponsiveness to, basic emotional 

needs.  This can also include a failure to protect the Child or Adult at Risk from harm.  Neglect of an unborn 

child is also possible, for example, through maternal substance misuse. 

Self-Neglect  

Self-Neglect is a little different to the other types of abuse as this is inflicted from an individual to 

themselves and focuses on a lack of self-care so much that it affects personal health and safety. Self-

Neglect also encompasses self-harm, failing to care for one’s personal hygiene, surroundings or health. 

People who suffer from self-neglect are also at risk of other forms of abuse due to vulnerability. 
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Institutional abuse  

Institutional abuse is the collective failure of an organisation to provide an appropriate and professional 

service to Children and Adults at Risk.  It includes failure to ensure the necessary safeguards are in place, 

and it may be part of the accepted ‘custom, culture and practices’ within an organisation.  

Domestic abuse  

Domestic abuse is defined as “any incident or pattern of incidents of controlling, coercive, threatening 

behaviour, violence or abuse between those aged 16 or over who are, or have been, intimate partners or 

family members regardless of gender or sexuality”. Children and Adults at Risk may suffer significant harm 

by seeing or hearing the ill treatment of others (Children Act 2004).  It is important to be mindful of any 

exposure to domestic abuse, even where they are not the immediate victims. 

Stalking  

Stalking happens when a person intentionally and persistently pursues someone against their will. The 

stalker does this to control, intimidate and create fear in the person they are stalking. The person being 

stalked may feel like they are in danger. Stalking limits a person’s freedom and makes them feel they have 

lost control over their lives. Some people who have been stalked are forced to change their lives, including 

by moving house and changing jobs. 

Discriminatory abuse  

Discriminatory abuse occurs when values, beliefs or culture result in a misuse of power that denies 

mainstream opportunities to some groups or individuals.  It includes discrimination based on race, culture, 

gender, sexuality, faith/ religion or disability. 

Modern Slavery  

Modern Slavery is a hidden crime and targets people living in poverty or with a lack of education or 

unstable social conditions. Victims of Modern Slavery can often face a number of types of abuse. Modern 

Slavery encompasses slavery, domestic servitude, human trafficking and forced labour. It is an 

international crime and can include victims that have been brought over from overseas and vulnerable 

people within the UK who are forced to work illegally against their will in often illegal establishments. 

Organised or multiple abuse  

Organised or multiple abuse involves:  

• Abuse involving one or more abusers and a number of related or unrelated abused Children and 

Adults at Risk;  

• In some cases the abusers concerned are acting collectively to abuse Children and Adults at Risk, 

sometimes acting in isolation, or they may be using an institutional framework or position of 

authority to recruit for abuse;  

• Organised and multiple abuse occur both as part of a network of abuse across family or community 

and within institutions such as residential homes or schools.  Such abuse is profoundly traumatic for 

the Children and Adults at Risk who become involved.  Its investigation is time-consuming and 

demanding work requiring specialist skills from both police and social work staff 
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• Redditch Nightstop recognises the NCPCC definition of ‘sexual exploitation’ which states, ‘Child 

sexual exploitation (CSE) is a type of sexual abuse in which Children and Adults at Risk are sexually 

exploited for money, power or status.  Children and Adults at Risk may be tricked into believing 

they're in a loving, consensual relationship.  They might be invited to parties and given drugs and 

alcohol.  They may also be groomed online.  Some Children and Adults at Risk are trafficked into or 

within the UK for the purpose of sexual exploitation.  Sexual exploitation can also happen to those 

involved in gangs’ 

Child Sexual Exploitation (CSE)  

Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 

advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the 

age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) for the 

financial advantage or increased status of the perpetrator or facilitator. The victim may have been sexually 

exploited even if the sexual activity appears consensual. Child sexual exploitation does not always involve 

physical contact; it can also occur through the use of technology. Like all forms of child sex abuse, child 

sexual exploitation: 

• can affect any child or young person (male or female) under the age of 18 years, including 16 and 

17 year olds who can legally consent to have sex; 

• can still be abuse even if the sexual activity appears consensual; 

• can include both contact (penetrative and non-penetrative acts) and non- contact sexual activity; 

• can take place in person or via technology, or a combination of both; 

• can involve force and/or enticement-based methods of compliance and may, or may not, be 

accompanied by violence or threats of violence; 

• may occur without the child or young person’s immediate knowledge (e.g. through others copying 

videos or images they have created and posted on social media); 

• can be perpetrated by individuals or groups, males or females, and children or adults. The abuse 

can be a one-off occurrence or a series of incidents over time, and range from opportunistic to 

complex organised abuse; and 

• is typified by some form of power imbalance in favour of those perpetrating the abuse. Whilst age 

may be the most obvious, this power imbalance can also be due to a range of other factors 

including gender, sexual identity, cognitive ability, physical strength, status, and access to economic 

or other resources. 

Child criminal exploitation: county lines  

Criminal exploitation of children is a geographically widespread form of harm that is a typical feature of 

county lines criminal activity: drug networks or gangs groom and exploit children and young people to 

carry drugs and money from urban areas to suburban and rural areas, market and seaside towns. Key to 

identifying potential involvement in county lines are missing episodes, when the victim may have been 

trafficked for the purpose of transporting drugs and a referral to the National Referral Mechanism should 

be considered. Like other forms of abuse and exploitation, county lines exploitation: 

• can affect any child or young person (male or female) under the age of 18 years; 

• can affect any vulnerable adult over the age of 18 years; 
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• can still be exploitation even if the activity appears consensual; 

• can involve force and/or enticement-based methods of compliance and is often accompanied by 

violence or threats of violence; 

• can be perpetrated by individuals or groups, males or females, and young people or adults; and 

• is typified by some form of power imbalance in favour of those perpetrating the exploitation. 

Whilst age may be the most obvious, this power imbalance can also be due to a range of other 

factors including gender, cognitive ability, physical strength, status, and access to economic or 

other resources. 

Female Genital Mutilation (FGM) 

Female genital mutilation (sometimes referred to as female circumcision) refers to procedures that 

intentionally alter or cause injury to the female genital organs for non- medical reasons. It has no health 

benefits and harms girls and women in many ways. It involves removing and damaging healthy and normal 

female genital tissue, and hence interferes with the natural function of girls’ and women’s bodies. FGM 

causes severe pain and has several immediate and long-term health consequences. It is practised by 

families for a variety of complex reasons but often in the belief that it is beneficial for the girl or woman. 

FGM is practised in 28 African countries as well as in parts of the Middle East and Asia. The practice is 

illegal in the UK. The girls may be taken to their countries of origin so that FGM can be carried out 

particularly during the summer holidays, allowing them time to "heal" before they return to the UK. Some 

girls may have FGM performed in the UK. FGM is child abuse and a form of violence against women and 

girls. Where a member of staff discovers (either through disclosure by the victim or visual evidence) that 

Female Genital Mutilation (FMG) appears to have been carried out on a girl there is a statutory duty to 

report this to the police. Unless there is a good reason not to, Staff should still discuss any such case with 

the Designated Safeguarding Lead and involve children’s social care as appropriate. 

Radicalisation  

Radicalisation or Influenced by Extremism is a very real threat to Children and Adults at Risk who may be 

susceptible to radicalisation from a number of sources.  Although recently commonly associated with 

religious factors, Children and Adults at Risk may also be subject to radicalisation from other sources such 

as far right wing organisations. Some of the more obvious signs of radicalisation may include the following:  

• Expressed opinions such as; support for violence and terrorism or the values of extremist 

organisations  

• Possession of extremist literature; attempts to access extremist websites and associated password 

protected chat rooms; possession of material regarding weapons, explosives or military training  

• Behaviour and behavioural changes such as; withdrawal from family and peers; hostility towards 

former associates and family; association with prescribed organisations and those that hold 

extremist views  

• Personal history claims or evidence of involvement in organisations voicing violent extremist 

ideology or attendance at military/terrorist training  

Honour Based Violence (HBV)  

Honour based violence is a violent crime or incident which may have been committed to protect or defend 

the honour of the family or community. It is often linked to family members or acquaintances who 
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mistakenly believe someone has brought shame to their family or community by doing something that is 

not in keeping with the traditional beliefs of their culture. For example, honour based violence might be 

committed against people who: 

• become involved with a boyfriend or girlfriend from a different culture or religion 

• want to get out of an arranged marriage 

• want to get out of a forced marriage 

• wear clothes or take part in activities that might not be considered traditional within a particular 

culture 

Women and girls are the most common victims of honour based violence however it can also affect men 

and boys. 

Forced marriage  

A forced marriage is where one or both people do not (or in the case of severe learning difficulties cannot) 

consent to marriage and pressure or abuse is used. This is very different to an arranged marriage, which 

both people will have agreed to. Forced marriages are illegal in the United Kingdom. 
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APPENDIX 2 - Signs and indicators of Abuse and Radicalisation 

 

 Types of abuse Possible indicators 

Physical abuse * Assault, hitting, slapping, punching, kicking, hair-pulling, 

biting, pushing 

* Rough handling 

* Scalding and burning 

* Physical punishments 

* Inappropriate or unlawful use of restraint 

* Making someone purposefully uncomfortable (e.g. 

opening a window and removing blankets) 

* Involuntary isolation or confinement 

* Misuse of medication (e.g. over-sedation) 

* Forcible feeding or withholding food 

* Unauthorised restraint, restricting movement (e.g. tying 

someone to a chair) 

* No explanation for injuries or inconsistency 

with the account of what happened 

* Injuries are inconsistent with the person’s 

lifestyle 

* Bruising, cuts, welts, burns and/or marks on 

the body or loss of hair in clumps 

* Frequent injuries 

* Unexplained falls 

* Subdued or changed behaviour in the 

presence of a particular person 

* Signs of malnutrition 

* Failure to seek medical treatment or frequent 

changes of GP 

Domestic 

violence or abuse 

Domestic violence or abuse can be characterised by any 

of the indicators of abuse outlined in this briefing relating 

to: 

* psychological 

* physical 

* sexual 

* financial 

* emotional. 

Domestic violence and abuse includes any incident or 

pattern of incidents of controlling, coercive or threatening 

behaviour, violence or abuse between those aged 16 or 

over who are or have been, intimate partners or family 

members regardless of gender or sexuality. It also 

includes so called 'honour’ -based violence, female genital 

mutilation and forced marriage. 

Coercive or controlling behaviour is a core part of 

domestic violence. Coercive behaviour can include: 

* acts of assault, threats, humiliation and intimidation 

* harming, punishing, or frightening the person 

* isolating the person from sources of support 

* exploitation of resources or money 

* preventing the person from escaping abuse 

* regulating everyday behaviour 

* Low self-esteem 

* Feeling that the abuse is their fault when it is 

not 

* Physical evidence of violence such as bruising, 

cuts, broken bones 

* Verbal abuse and humiliation in front of 

others 

* Fear of outside intervention 

* Damage to home or property 

* Isolation – not seeing friends and family 

* Limited access to money 

Stalking Stalking involves a pattern of strange or suspicious 

incidents. To control, intimidate and create fear in a 

person, a stalker may: 

* make repeated phone calls 

* send numerous text messages 

* loiter outside or near a person’s home or work 

* leave messages on social networking sites, such as 

Facebook 

* leave notes on a person’s car 

* leave flowers at a person’s home 

* Denial, confusion, self-doubt 

* Frustration 

* Guilt, embarrassment, self-blame 

* Apprehension, fear, terror of being alone 

* Feeling isolated and helpless to stop the 

harassment 

* Depression 

* Anxiety, panic attacks, agoraphobia 

* Difficulty concentrating 

* Inability to sleep 
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* follow or continually stare at the person they are 

stalking 

* monitor a person’s use of technology, including phone, 

* email and other communications. 

* Irritability, anger, homicidal thoughts 

* Emotional numbing 

* Insecurity and inability to trust others, 

problems with intimacy 

* Personality changes due to becoming more 

suspicious, introverted or aggressive 

* Self-medication alcohol/ drugs or using 

prescribed medications 

* Suicide thoughts and/or suicide attempts 

* Deteriorating school/work performance 

* Increased sick leave 

* Leaving job or being sacked 

* Changing career 

* Dropping out of school – poorer education 

and career opportunities 

* Insecurity and inability to trust others 

* Problems with physical and emotional 

intimacy. 

* Avoidance of usual activities 

* Isolation through trying to protect others 

* Others withdrawing from the victim because 

they don’t believe the victim, they are unable 

to cope with the victim’s mental state or as a 

direct consequence of third-party victimisation. 

* Victim moving to a new area, changing their 

phone number, name or even their appearance 

Sexual abuse 

 

* Rape, attempted rape or sexual assault 

* Inappropriate touch anywhere 

* Non- consensual masturbation of either or both persons 

* Non- consensual sexual penetration or attempted 

penetration of the vagina, anus or mouth 

* Any sexual activity that the person lacks the capacity to 

consent to 

* Inappropriate looking, sexual teasing or innuendo or 

sexual harassment 

* Sexual photography or forced use of pornography or 

witnessing of sexual acts 

* Indecent exposure 

* Bruising, particularly to the thighs, buttocks 

and upper arms and marks on the neck 

* Torn, stained or bloody underclothing 

* Bleeding, pain or itching in the genital area 

* Unusual difficulty in walking or sitting 

* Foreign bodies in genital or rectal openings 

* Infections, unexplained genital discharge, or 

sexually transmitted diseases 

* Pregnancy in a woman who is unable to 

consent to sexual intercourse 

* The uncharacteristic use of explicit sexual 

language or significant changes in sexual 

behaviour or attitude 

* Incontinence not related to any medical 

diagnosis 

* Self-harming 

* Poor concentration, withdrawal, sleep 

disturbance 

* Excessive fear/apprehension of, or 

withdrawal from, relationships 

* Fear of receiving help with personal care 

* Reluctance to be alone with a particular 

person 

Psychological or 

emotional abuse 

 

* Enforced social isolation – preventing someone 

accessing services, educational and social opportunities 

and seeing friends 

* An air of silence when a particular person is 

present 

* Withdrawal or change in the psychological 

state of the person 
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* Removing mobility or communication aids or 

intentionally leaving someone unattended when they 

need assistance 

* Preventing someone from meeting their religious and 

cultural needs 

* Preventing the expression of choice and opinion 

* Failure to respect privacy 

* Preventing stimulation, meaningful occupation or 

activities 

* Intimidation, coercion, harassment, use of threats, 

humiliation, bullying, swearing or verbal abuse 

* Addressing a person in a patronising or infantilising way 

* Threats of harm or abandonment 

* Cyber bullying 

* Insomnia 

* Low self-esteem 

* Uncooperative and aggressive behaviour 

* A change of appetite, weight loss/gain 

* Signs of distress: tearfulness, anger 

* Apparent false claims, by someone involved 

with the person, to attract unnecessary 

treatment 

Financial or 

material abuse 

 

* Theft of money or possessions 

* Fraud, scamming 

* Preventing a person from accessing their own money, 

benefits or assets 

* Employees taking a loan from a person using the service 

* Undue pressure, duress, threat or undue influence put 

on the person in connection with loans, wills, property, 

inheritance or financial transactions 

* Arranging less care than is needed to save money to 

maximise inheritance 

* Denying assistance to manage/monitor financial affairs 

* Denying assistance to access benefits 

* Misuse of personal allowance in a care home 

* Misuse of benefits or direct payments  in a family home 

* Someone moving into a person’s home and living rent 

free without agreement or under duress 

* False representation, using another person's bank 

account, cards or documents 

* Exploitation of a person’s money or assets, e.g. 

unauthorised use of a car 

* Misuse of a power of attorney, deputy, appointeeship 

or other legal authority 

* Rogue trading – eg. unnecessary or overpriced property 

repairs and failure to carry out agreed repairs or poor 

workmanship 

* Missing personal possessions 

* Unexplained lack of money or inability to 

maintain lifestyle 

* Unexplained withdrawal of funds from 

accounts 

* Power of attorney or lasting power of 

attorney (LPA) being obtained after the person 

has ceased to have mental capacity 

* Failure to register an LPA after the person has 

ceased to have mental capacity to manage 

their finances, so that it appears that they are 

continuing to do so 

* The person allocated to manage financial 

affairs is evasive or uncooperative 

* The family or others show unusual interest in 

the assets of the person 

* Signs of financial hardship in cases where the 

person’s financial affairs are being managed by 

a court appointed deputy, attorney or LPA 

* Recent changes in deeds or title to property 

* Rent arrears and eviction notices 

* A lack of clear financial accounts held by a 

care home or service 

* Failure to provide receipts for shopping or 

other financial transactions carried out on 

behalf of the person 

* Disparity between the person’s living 

conditions and their financial resources, e.g. 

insufficient food in the house 

* Unnecessary property repairs 

Modern slavery 

 

* Human trafficking 

* Forced labour 

* Domestic servitude 

* Sexual exploitation, such as escort work, prostitution 

and pornography 

* Debt bondage – being forced to work to pay off debts 

that realistically they never will be able to 

* Appearing to be malnourished, unkempt or 

withdrawn 

* Isolation from the community, seeming under 

the control or influence of others 

* Living in dirty, cramped or overcrowded 

accommodation and or living and working at 

the same address 

* Lack of personal effects or identification 

documents 
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* Always wearing the same clothes 

* Avoidance of eye contact, appearing 

frightened or hesitant to talk to strangers 

* Fear of law enforcers 

Discriminatory 

abuse 

 

* Unequal treatment based on age, disability, gender 

reassignment, marriage and civil partnership, pregnancy 

and maternity, race, religion and belief, sex or sexual 

orientation (known as ‘protected characteristics’ under 

the Equality Act 2010) 

* Verbal abuse, derogatory remarks or inappropriate use 

of language related to a protected characteristic 

* Denying access to communication aids, not allowing 

access to an interpreter, signer or lip-reader 

* Harassment or deliberate exclusion on the grounds of a 

protected characteristic 

* Denying basic rights to healthcare, education, 

employment and criminal justice relating to a protected 

characteristic 

* Substandard service provision relating to a protected 

characteristic 

* The person appears withdrawn and isolated 

* Expressions of anger, frustration, fear or 

anxiety 

* The support on offer does not take account of 

the person’s individual needs in terms of a 

protected characteristic 

Organisational or 

institutional 

abuse 

 

* Discouraging visits or the involvement of relatives or 

friends 

* Run-down or overcrowded establishment 

* Authoritarian management or rigid regimes 

* Lack of leadership and supervision 

* Insufficient staff or high turnover resulting in poor 

quality care 

* Abusive and disrespectful attitudes towards people 

using the service 

* Inappropriate use of restraints 

* Lack of respect for dignity and privacy 

* Failure to manage residents with abusive behaviour 

* Not providing adequate food and drink, or assistance 

with eating 

* Not offering choice or promoting independence 

* Misuse of medication 

* Failure to provide care with dentures, spectacles or 

hearing aids 

* Not taking account of individuals’ cultural, religious or 

ethnic needs 

* Failure to respond to abuse appropriately 

* Interference with personal correspondence or 

communication 

* Failure to respond to complaints 

* Lack of flexibility and choice for people using 

the service 

* Inadequate staffing levels 

* People being hungry or dehydrated 

* Poor standards of care 

* Lack of personal clothing and possessions and 

communal use of personal items 

* Lack of adequate procedures 

* Poor record-keeping and missing documents 

* Absence of visitors 

* Few social, recreational and educational 

activities 

* Public discussion of personal matters 

* Unnecessary exposure during bathing or 

using the toilet 

* Absence of individual care plans 

* Lack of management overview and support 

Neglect and acts 

of omission 

 

* Failure to provide or allow access to food, shelter, 

clothing, heating, stimulation and activity, personal or 

medical care 

* Providing care in a way that the person dislikes 

* Failure to administer medication as prescribed 

* Refusal of access to visitors 

* Not taking account of individuals’ cultural, religious or 

ethnic needs 

* Poor environment – dirty or unhygienic 

* Poor physical condition and/or personal 

hygiene 

* Pressure sores or ulcers 

* Malnutrition or unexplained weight loss 

* Untreated injuries and medical problems 

* Inconsistent or reluctant contact with medical 

and social care organisations 

* Accumulation of untaken medication 
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* Not taking account of educational, social and 

recreational needs 

* Ignoring or isolating the person 

* Preventing the person from making their own decisions 

* Preventing access to glasses, hearing aids, dentures, etc. 

* Failure to ensure privacy and dignity 

* Uncharacteristic failure to engage in social 

interaction 

* Inappropriate or inadequate clothing 

Self-neglect 

 

* Lack of self-care to an extent that it threatens personal 

health and safety 

* Neglecting to care for one’s personal hygiene, health or 

surroundings 

* Inability to avoid self-harm 

* Failure to seek help or access services to meet health 

and social care needs 

* Inability or unwillingness to manage one’s personal 

affairs 

* Very poor personal hygiene 

* Unkempt appearance 

* Lack of essential food, clothing or shelter 

* Malnutrition and/or dehydration 

* Living in squalid or unsanitary conditions 

* Neglecting household maintenance 

* Hoarding 

* Collecting a large number of animals in 

inappropriate conditions 

* Non-compliance with health or care services 

* Inability or unwillingness to take medication 

or treat illness or injury 

Radicalisation Right-Wing Extremism 

* Associated with fascism, racialism/racism, supremacism 

and ultranationalism. This form of radicalisation is 

characterised by the violent defence of a racial, ethnic or 

pseudo-national identity. 

Politico-Religious Extremism 

* Associated with a political interpretation of religion and 

the defence, by violent means, of a religious identity 

perceived to be under attack. Any religion may spawn this 

type of violent radicalisation. 

Left-Wing Extremism 

* Focuses primarily on anti-capitalist demands and calls 

for the transformation of political systems. 

Single-Issue Extremism 

* Motivated by a sole issue which includes: radical 

environmental or animal rights groups, anti-abortion 

extremists, certain anti-gay/anti-feminist movements, and 

ultra-individualist or independent extremist movements. 

* Expressing opinions such as; support for 

violence and terrorism or the values of 

extremist organisations  

* Possession of extremist literature; attempts 

to access extremist websites and associated 

password protected chat rooms; possession of 

material regarding weapons, explosives or 

military training  

* Behaviour and behavioural changes such as; 

withdrawal from family and peers; hostility 

towards former associates and family; 

association with prescribed organisations and 

those that hold extremist views  

* Personal history claims or evidence of 

involvement in organisations voicing violent 

extremist ideology or attendance at 

military/terrorist training 

APPENDIX 3 - Legislation and Compliance 

Data Protection Act 1998  and GDPR 

For further information regarding the Data Protection Act 1998 and Principles of the Act, please visit 

www.ico.gov.uk  

https://www.gov.uk/government/publications/guide-to-the-general-data-protection-regulation 

Children Act 1989  

Section 17(1): it is the duty of every local authority to safeguard and promote the welfare of children 

within their area who are in need  
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Section 17 (10): a child is in need if they are unlikely to achieve or maintain or have the opportunity of 

achieving or maintaining a reasonable standard of development without the provision of services under 

Part III of the Children Act 1989.  

Section 20 (1): Every local authority shall provide accommodation for any child in need within their area 

who appears to them to require accommodation as a result of:  

a. There being no person who has parental responsibility for them;  

b. Their being lost or having been abandoned;  

c. The person who has been caring for them being prevented (whether or not permanently, and for 

whatever reason) from providing them with suitable accommodation or care.  

Section 47 (1): where a local authority is informed or has reasonable cause to suspect a child who lives or is 

found in their area is suffering or likely to suffer significant harm they must make enquiries as they 

consider necessary to decide if they should take action to safeguard and promote the child’s welfare.  

The Sexual Offences Act 2003 (covers young people, Adults at Risk and children)  

The Sexual Offences Act came into force on 1 May 2004. The Act is split into two parts - The first is devoted 

to sexual offences, creating new offences and widening the scope of existing ones, and the second cover 

offenders - with an emphasis on the protection of vulnerable individuals.  

The Act makes changes to the following:  

• Rape and Consent;  

• Child Sex Abuse;  

• Prosecutions of persons under 18;  

• How the law affects those who advise children  

• Abusive parents and carers;  

• Sexual Offences involving the Internet and ‘grooming’;  

• Monitoring convicted sex offenders.  

There are a series of new offences and protections under the Act, which include: trafficking persons for the 

purposes of sexual exploitation; the prevention of children being abused through prostitution and 

pornography; the protection of Adults at Risk with a mental disorder from sexual abuse and a new offence 

of voyeurism. (For detailed guidance ADD LINK TO Sexual Offences Act Guidance Part 1 & Part 2) 

https://www.legislation.gov.uk/ukpga/2003/42/part/1 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/7551

42/11.18guidanceonpart2ofthesexualoffencesact2003.pdf 

Children Act 2004  

The Children Act, 2004 was a direct result of the findings by Lord Laming into the death of Victoria Climbié.  

The salient points of that Act which staff and volunteers need to know are:  
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Section 10 of the Act embodies:  

a. The need for co-operation between local authorities and all agencies working with children to 

improve their well-being;  

b. The duty of local authorities to take account of the views, wishes and feelings of children and 

young people involved in child protection investigations and when providing services to children in 

need.  

 

Section 11 sets out an organisation’s responsibilities to safeguard and promote children’s welfare. These 

include:  

• The need to work effectively with the Local Safeguarding Children Board (LSCB)  

• To ensure that staff and volunteers are aware of their responsibilities for safeguarding and 

promoting the welfare of children  

 

To ensure staff and volunteers know how they should respond to child protection concerns and make a 

referral to the local authority or the police  

• Having a senior (board) level lead for the organisation’s safeguarding  

• Establishing a culture of listening to children and young people that takes their feelings and wishes 

into consideration  

• Making arrangements which clearly set out the processes for sharing information with other 

professionals and the LCSB  

• Having in place robust safer recruitment policies and procedures  

• Having adequate support and supervision for staff, including safeguarding training  

• Having clear policies for dealing with allegations against people working with children and young 

people.  

The Children Act 2004 can be viewed https://www.legislation.gov.uk/ukpga/2004/31/contents 

 

Mental Capacity Act 2005 

The Mental Capacity Act 2005 (Amended by the Mental Health Act 2007) states that Mental Capacity is 

defined as the ability to make a decision. This includes:  

• The ability to make a decision that affects daily life – such as when to get up, what to wear and 

whether to see a doctor if feeling ill, and  

• More serious decisions that may have wider or legal consequences – such as agreeing (or not) to 

medical treatment  

Anyone at Redditch Nightstop may find themselves working with a Child or Adult at Risk who may lack the 

capacity to make decisions for themselves.  It may be necessary for decisions to be made on their behalf, 

and such decision-making must be taken with regard to the provisions of the Mental Capacity Act (MCA) 

and its associated code of practice.  

The primary purpose of the MCA in relation to Children or Adults at Risk is to promote and safeguard 

decision-making within a legal framework.  It does this by empowering those Children or Adults at Risk to 

make decisions for themselves, wherever possible, and by protecting them by providing a flexible 
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framework that places individuals at the heart of the decision-making process. (For the purposes of the 

MCA an adult is anyone aged 16 upwards.)  

Capacity and consent are crucial to deciding whether an act or relationship is abusive.  Capacity means that 

the individual must be able to comprehend and retain information, weigh it up and arrive at a decision. A 

person with capacity has the right to make his/her own decisions – even if seemingly unwise, risky or 

irrational ones.  

If there is no real ‘choice’ because a relationship is unequal, (e.g. family relationships, authority, threat, 

power imbalance), then consent is not meaningfully given.  

Capacity is a pre-requisite of consent.  

Redditch Nightstop acknowledges that Children and Adults at Risk have legal, social and moral rights to self 

-determination within their lives. We will work with Children and Adults at Risk to:  

• Respect their rights to make choices about their activities and relationships  

• Provide information and guidance to them around the issues of abuse. This may involve accessing 

specialised groups or support for individuals  

• Work with them to make changes to their situation  

• Support them to recognise where they may have been a victim of a crime. Assist their recourse to 

justice if required within the criminal and justice systems  

• Employees, students, trainees, volunteers and Trustees, will constantly review their understanding 

of someone’s ‘capacity’ to decide whether an act or relationship is abusive.  

The Care Act 2014  

http://www.scie.org.uk/care-act-2014/safeguarding-adults/ 

The Care Act 2014 sets out a clear legal framework for how local authorities and other parts of the system 

should protect adults at risk of abuse or neglect. Local authorities have new safeguarding duties. They 

must:  

• lead a multi-agency local adult safeguarding system that seeks to prevent abuse and neglect and 

stop it quickly when it happens  

• make enquiries, or request others to make them, when they think an adult with care and support 

needs may be at risk of abuse or neglect and they need to find out what action may be needed  

• establish Safeguarding Adults Boards, including the local authority, NHS and police, which will 

develop, share and implement a joint safeguarding strategy  

• carry out Safeguarding Adults Reviews when someone with care and support needs dies as a result 

of neglect or abuse and there is a concern that the local authority or its partners could have done 

more to protect them  

• arrange for an independent advocate to represent and support a person who is the subject of a 

safeguarding enquiry or review, if required.  

Any relevant person or organisation must provide information to Safeguarding Adults Boards as requested. 
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Under the Care Act 2014 Part 1, changes to safeguarding adults came into effect from April 2015. The 

changes include:  

• The guidance No Secrets was replaced by the Care Act  

• Safeguarding Adults Boards and safeguarding adult enquiries became a statutory duty  

• ‘Adult at risk’ is the new terminology replacing ‘Vulnerable Adult’  

• The Care Act applies to adults aged 18 and over, including those who have been in receipt of 

children’s services until they are 19 or 25 years old  

• There is a new definition of adult abuse and neglect, which has been considered and is included in 

the ‘forms of abuse’ section in this document.  

Under the Care Act, safeguarding duties for local authorities apply to an adult aged 18 and over, who:  

• Has needs for care and support even if they do not have care services  

• And is experiencing or is at risk of abuse and neglect  

• And as a result of their care and support needs is unable to protect themselves from the risk or 

experience of the abuse or neglect  

 

What is a “Care and Support Need”?  

“The adult’s needs arise from or are related to a physical or mental impairment or illness. Local authorities 

must consider…if the adult has a condition as a result of either physical, mental, sensory, learning or 

cognitive disabilities or illnesses, substance misuse or brain injury…a formal diagnosis of the condition 

should not be required” (Care Act statutory guidance)  

 

Working Together 2015  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 

Working Together to Safeguard Children 2015 (This document is for children and young people but, its 

principles also provide a sound basis for working with Adults at Risk).  

Working Together sets out how organisations and individuals should work together to safeguard and 

promote the welfare of children and young people in accordance with the Children Act 1989 and the 

Children Act 2004.  

Procedural advice and guidance contained in ‘Working Together To Safeguard Children: A guide to inter-

agency working to safeguard and promote the welfare of children’ sets out the expectations of those 

working with children to ensure their safety. It should be seen as a day-to-day operational statutory 

guidance document.  

Working Together 2015 is statutory guidance issued by the government, regularly updated, which outlines 

the legislative requirements and expectations on individual services to safeguard and promote the welfare 

of Children and Adults at Risk.  Working Together 2015 states that:  

“Whilst local authorities play a lead role, safeguarding Children and Adults at Risk, and protecting them 

from harm is everyone’s responsibility. Everyone who comes into contact with children, Adults at Risk and 
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families has a role to play, and that safeguarding and promoting the welfare of Children and Adults at Risk 

is defined for the purposes of this guidance as:  

• Protecting from maltreatment;  

• Preventing impairment of health or development;  

• Ensuring that Children and Adults at Risk grow up in circumstances consistent with the provision of 

safe and effective care; and  

• Taking action to enable all Children and Adults at Risk to have the best outcomes.”  

Redditch Nightstop fully endorses and is committed to these principles.  

There is a clear distinction between safeguarding and protection:  

• Safeguarding is everybody’s responsibility and includes measures to prevent or minimise the 

potential of harm or abuse occurring, including timely reporting of concerns, by raising 

safeguarding alerts.  

• Protection is a statutory responsibility in response to individual cases where risk of harm has been 

identified.  

Statement of Government Policy on Adult Safeguarding.  

This sets out the six key principles of adult safeguarding:  

• Empowerment (presumption of person-led decisions and informed consent)  

• Prevention  

• Proportionality  

• Protection  

• Partnership  

• Accountability  

 

Female Genital Mutilation Act 2003 as amended by the Serious Crime Act 2015  

Female Genital Mutilation (FGM) is illegal in England and Wales under the Female Genital Mutilation Act 

2003 as amended by the Serious Crime Act 2015.  The Female Genital Mutilation Act 2003 now includes:  

• An offence of failing to protect a girl from the risk of FGM  

• Extra-territorial jurisdiction over offences of FGM committed abroad by UK nationals and those 

habitually (as well as permanently) resident in the UK  

• Lifelong anonymity for victims of FGM  

• FGM Protection Orders which can be used to protect girls at risk  

• A mandatory reporting duty which requires specified professionals to report known cases of FGM in 

under 18s to the police  

The legislation requires regulated health and social care professionals and teachers in England and Wales 

to make a report to the police where, in the course of their professional duties, they either:  

• are informed by a girl under 18 that an act of FGM has been carried out on her; or  
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• observe physical signs which appear to show that an act of FGM has been carried out on a girl 

under 18 and they have no reason to believe that the act was necessary for the girl’s physical or 

mental health or for purposes connected with labour or birth.  

In April 2016 the government issued Multi Agency Statutory Guidance on Female Genital Mutilation that 

states: 

“While the duty is limited to the specified professionals described above, non-regulated practitioners still 

have a general responsibility to report cases of FGM, in line with wider safeguarding frameworks.  If a non-

regulated professional becomes aware that FGM has been carried out on a girl under 18, they should still 

share this information within their local safeguarding lead, and follow their organisation’s safeguarding 

procedures.”  

Redditch Nightstop is committed to working together with other agencies to protect and support those at 

risk of, or who have undergone, FGM. 

Counter-Terrorism and Security Act 2015 (Prevent Duty) 

The Counter-Terrorism and Security Act 2015 contains a duty on specified authorities to have due regard 

to the need to prevent people from being drawn into terrorism. This is also know as the Prevent duty 

which is one of the 4 elements of ‘CONTEST’; the Governments counter terrorism strategy that involves a 

wide range of sectors (including education, criminal justice, faith, charities, online and health) where there 

are risks of radicalisation.  Part of the strategy is to identify those people who are vulnerable to being 

radicalised and provide support to prevent radicalisation and the potential draw into terrorism. 

Other useful information 

The following provides expert information, advice and resources that can help with the prevention of harm 

and understanding of the options and best practice available to support victims of abuse.  

Child abuse: NSPCC Helpline - http://www.nspcc.org.uk/what-you-can-do/report-abuse/ 

Child sexual abuse - ‘Stop It Now’ website 

Child Sexual Exploitation and Trafficking  

• National Working Group: http://www.nwgnetwork.org/  - also hosts a wide range of resources from 

other agencies  

• Barnardo’s resources and research 

http://www.barnardos.org.uk/what_we_do/policy_research_unit/research_and_publications/sexu

al_exploitation_research_resources.htm 
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Overview 
 

This policy explains your responsibilities when you use social media, on Company premises, 
while working for or representing us, or in your own time. 
 
This policy applies to all employees and anyone else working for us. 
 
If you are an employee, this policy does not form part of your employment contract and we may 
update it at any time. 
 
We may monitor your use of social media, along with your wider use of Company IT resources. 
It’s to make sure you are complying with this policy.  
 
If you breach this policy, you may face disciplinary action. We may require you to remove any 
social media content that breaches this policy and may invoke our Disciplinary Policy if you 
don’t do so. You could also face legal proceedings if comments you post about Redditch 
Nightstop or named individuals are found to have harmed our or their reputation. 

 

Social Media 
 

What is social media? 

 

Social media is always developing.  It includes websites and applications that allow users to 
create and share content and/or take part in online networking. The most popular sites include 
the following (but this policy covers all social media, not just those listed below): 
 

• Facebook 

• Twitter 

• LinkedIn 

• YouTube 

• Instagram 

• Snapchat 

• WhatsApp 

• TikTok 

• Pinterest 

• Flickr 

• Tumblr 

• Reddit 

 
This policy also covers personal blogs, any posts you might make on other people’s blogs, any 
podcasts you create or contribute to, and all online forums and noticeboards. 
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Using social media at work 
 

You may use organisation IT resources and your own equipment to access social media during 
working hours as long as you follow this policy and you are not involved in creating any 
inappropriate or unprofessional content. Your use must not interfere with your duties. 

 

You must not post personal content on any Redditch Nightstop social media account you are 
authorised to use, or any account you set up for the purpose of helping you fulfil your 
employment duties. These accounts belong to us, and your access will be stopped if you abuse 
this policy in any way. If you leave Redditch Nightstop your access will also be stopped, and 
we will ask for your user names and passwords. We may also ask for them at any other time 
and in either case you must supply them straightaway.  

 

Your responsibilities when using social media 
 

Always identify yourself, and if the context makes it desirable, make it clear your opinions are 
your own and you are not speaking on Redditch Nightstop’s behalf. You might consider doing 
this in a disclaimer. Use a personal email address, not your Redditch Nightstop email address, 
and do not create a social media account that could be mistaken for a corporate account we 
have set up or could set up.  
 
It is your duty to protect the organisation’s interests and you must not publish anything that 
could directly or indirectly damage these or compromise our reputation. You must never speak 
on Redditch Nightstop’s behalf on social media unless authorised to do so and you must always 
make sure anything you do post is accurate, appropriate and lawful. Always get your 
colleagues’ permission before posting images of them or any of their personal details. 
 
You must take personal responsibility for your social media content. If you can be identified as 
working for Redditch Nightstop, you must make sure your profiles, and anything you post, fit 
with how we expect you to present yourself to clients, customers, business associates and 
colleagues. Be mindful that even if you do not name us as your employer, people who know 
you and where you work may still make an association with Redditch Nightstop. If you are in 
any doubt about what is and is not acceptable, please talk to your manager.  
 
You must always show respect to others when using social media. You must never criticise 
Redditch Nightstop, our clients, suppliers, business associates, your colleagues or anybody 
else you come into contact with professionally. Our other policies — in particular our 
Harassment and Bullying Policy and Equal Opportunities Policy — give guidance on the type 
of behaviour we consider unacceptable in the workplace, and we expect you to maintain the 
same high standards when using social media. Specifically, we will not tolerate any of the 
following: 
 

• Abusive or threatening language or images; 

• Sexually explicit language or images; 

• Unlawful or disrespectful comments; 

• Trolling (starting or pursuing arguments in an online community with the intention of 

disrupting normal discussions within that community); 

• False or misleading statements; 

• Impersonating your colleagues or third parties; or 
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• Inciting somebody to commit a crime. 

 
If another of our employees is using social media to bully, harass or victimise you, you must 
follow the process in our Harassment and Bullying Policy. 
 
You must respect Redditch Nightstop confidentiality at all times and not use social media to 
comment on sensitive business matters, including — but not restricted to — the following: 

 

• Our intellectual property; 

• Our trade secrets; 

• Our current or future trading performance; 

• Any information intended for internal use only; 

• Anything to do with our customers, clients or suppliers; or 

• Anything else that is not already in the public domain. 

 
You must never use our logo, trademark, or other corporate artwork in anything you post or as 
part of any of your social media profiles.  
 
Always be aware of the public nature of social media. Even content posted on a restricted forum 
can quickly be shared across other social media, and you must assume that anything you 
publish anywhere will sooner or later reach the public domain. When you share content posted 
by others, remember that you may be seen as giving tacit approval to opinions that could bring 
Redditch Nightstop into disrepute.  
 
You must never air on social media grievances about Redditch Nightstop or any of our activities. 
You should use our internal process if you want to make a complaint, raising it first with your 
manager. If the issue remains unresolved, you must then follow our Grievance Policy. You may 
also want to consider our Whistleblowing Policy. 

 

Other social media guidance 
 

Always respect copyright and other intellectual property rights, and always check whether or 
not a third party’s content is protected before you reuse or re-post it.  
 
You are not allowed to add the details of business contacts you make through work to any of 
your personal social media accounts. 
 
The contact details of any business contacts you make while working for Redditch Nightstop 
belong to us and must remain confidential. When you leave Redditch Nightstop, you must give 
us this data and delete any copies you have, including any you have added to your social media 
accounts. 
 
You should contact the Charity Manager if you find anything posted to a social media site that 
breaches this policy or otherwise brings Redditch Nightstop into disrepute. 
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This Statement forms your Contract of Employment (except where the contrary is expressly stated) and sets 
out particulars of the main terms on which Redditch Nightstop, Unit 4&5 Britten House, The Old Needle Works, 
Britten Street, Redditch B97 6HD employs: 
 
............................................................... 
  
Your continuous employment start date:  
No previous employment counts as part of your period of continuous employment. 
 
Job Title 
 
Your job title is                   
 A copy of your job description is attached providing a description of the work for which you are employed.  
 
You may be required to carry out such additional or alternative tasks as are reasonably required of you from 
time to time. 
 
Another person(s) may be appointed to act jointly with you in any position to which you are assigned from time 
to time. 
 
Remuneration 
 
Your salary will be £.................per annum payable monthly by credit transfer on or around the 20th day of the 
month as detailed on your pay statement. Additional hours worked will be paid at your basic hourly rate or may 
be taken as time off in lieu with the agreement of the Project Manager and in accordance with the Leave Policy.  

You may not without the prior written consent of your Charity Manager accept any gift and/or favour of any kind 
of a value greater than £10.00 from any customer, client or supplier of Redditch Nightstop or any prospective 
customers, clients or suppliers of Redditch Nightstop. 

You authorise Redditch Nightstop to deduct from your pay, and to set off against any monies due to you under 
the clauses below (Travel Expenses, Incorrect Salary Payments, Terminating Employment without giving Notice 
and Returning our Property etc) or otherwise, any sum due to Redditch Nightstop from you including, without 
any limitation, any overpayments, loans or advances made to you by Redditch Nightstop and the cost of repairing 
any damage or loss to Redditch Nightstop’s property caused by you and a day's or part day's pay for each day 
or part day of unauthorised absence where "unauthorised absence" is failing to turn up for work at the appropriate 
time unless absence is due to:  

i) genuine sickness and this has been notified to Redditch Nightstop in accordance with this contract; or  

ii) leave for which prior permission has been granted; or  

iii) genuine reasons outside the employee's control which are acceptable to Redditch Nightstop.  
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Hours of Work            
  
The office hours of the organisation are 9.00am to 5.00pm Monday to Friday each day. Your hours of work are  
............................. hours per week on ..................................... These hours will be worked based upon those 
required to carry out your duties to the satisfaction of the organisation and as necessitated by the needs of our 
service users. This will include evenings and weekends. You may be required to work additional hours when 
authorised and as necessitated by the needs of the organisation. 
 

Place of Work and Mobility 
 
You will normally be required to work from Unit 4&5 Britten House, The Old Needle Works 
Britten Street, Redditch B97 6HD but we reserve the right to change this to any place within a radius of [10] 
miles. 

 
You may be required to deliver your work in another place; for example, a host home, training centre or client 
home. 
 
Term of Contract        

Your employment shall continue for an indefinite period and shall be terminable on notice or otherwise as set 
out below 

 
[OR] 

 
Your employment shall, unless terminated in the meantime as provided for below, continue for a fixed period 
of...............years until ..........................          
 

Probationary Period 

You join us on an initial probationary period of three months.  During this period your work  
performance and general suitability will be assessed and, if it is satisfactory, your employment will continue.  
However, if your work performance is not up to the required standard, or you are considered to be generally 
unsuitable, we may either take remedial action (which may include the extension of your probationary period) 
or terminate your employment at any time. 
 
We reserve the right not to apply our full contractual capability and disciplinary procedures during your 
probationary period.  

Disclosure and barring checks 

Your initial employment is conditional upon the provision of a satisfactory disclosure and barring check of a 
level appropriate to your post.  You consent to subsequent and regular disclosure and barring checks during 
your employment as deemed appropriate by Redditch Nightstop.  In the event that such certificate(s) are not 
supplied, or deemed unsatisfactory, your employment with us may be terminated without notice or pay in lieu 
of notice.  
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Convictions and offences 

During your employment, you are required to immediately report to the organisation any convictions 
or offences with which you are charged, including traffic offences and any information about 
disqualification by association (under the Childcare Act 2006 and the Childcare (Disqualification) 
Regulations 2009). 

 
Collective Agreements 
No collective agreements directly affect your terms and conditions of employment. 
 
 
On Call 
 
Employees working on specific projects will be required to provide on call cover as part of a team on a rota basis, 
as and when required. This includes overnight and weekend cover. 

On Call Remuneration 

You will receive a fixed payment which covers the on-call duty and up to 30 minutes of working time. The fixed 
payment is £20 for Monday to Thursday nights inclusive and £30 for Friday to Sunday nights inclusive and public 
holidays, all from 5 pm to 9am. If employees are required to work for more than 30 minutes in an on call duty, 
they may either be paid at one and a half their basic pay, or take Time off in Lieu with the agreement of their 
Line Manager and in accordance with the Leave Policy. Pay will be made in arrears with monthly pay.  

 Travel Expenses 

Employees will be paid at HMRC allowed rates for travel costs incurred in connection with your employment and 
in accordance with the staff Expenses Policy.   

Annual Leave and Bank Holidays 
Your holiday year begins on 1st April and ends on 31st March each year. You will receive a paid annual leave 
entitlement of 21.5 days during a complete holiday year (pro-rata for part-time employees). 
 
In your first holiday year your annual leave entitlement will be proportionate to the amount of time left in the 
holiday year. Employees should give at least two weeks’ notice for annual leave, in writing to the charity 
manager. 
 
You are required to retain sufficient annual leave to cover the Christmas Holiday Period when we are closed. 
We shall let you know when this is but it is usually between Christmas Eve and the end of New Year’s Day.    
 
Upon completion of 1 year of continuous service you will be entitled to 1 additional day thereafter for each 
continuous year’s service giving a maximum holiday entitlement of 26.5 days after 5 years continuous service. 
(Pro-rata for part-time employees)  
  
In addition to the annual holiday entitlement you are allowed the public/bank holidays each year with pay. 
However, because of the nature of our business you may be required to work on a public/bank holiday. If you 
are required to work on a public/bank holiday you will be given an alternative day of leave in lieu in accordance 
with our Leave Policy.  
 
Entitlements are pro-rata for part-time employees, this includes bank holidays, in accordance with our Leave 
Policy. 
 
Conditions relating to the taking of annual leave are shown in the Leave Policy to which you should refer. 
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In the event of termination of employment your entitlement to annual leave will be calculated as 1/12th of the 
annual entitlement for each completed month of service during that holiday year and any annual leave accrued 
but not taken will be paid for. In the event of you having taken annual leave in the current holiday year, which 
has not been accrued pro-rata, then the appropriate payments will be deducted from your final wages/salary. 
 
Absence from work 
 
If you are absent from work for any reason you must personally inform the charity manager (or if the charity 
manger is not available please contact the Charity chair) by telephone on the first day of absence at the 
earliest possible opportunity and by no later than 10.00am and on any subsequent days of absence. 
Notification by text or email or by any other person is not acceptable unless the circumstances are exceptional. 
You should try to give some indication of your expected return date and notify us as soon as possible if this 
date changes. Entitlement to Sick Pay may be affected by late notification.  

 
 
Sickness  
 
Any absence due to sickness, injury or accident should be covered by a self certification form and any 
sickness that continues for more than 7 consecutive days (including weekends) must be covered with a 
Fitness for Work note from a doctor. The organisation reserves the right to require a medical certificate from 
you for periods of absence of less than seven calendar days. 
 
If your incapacity extends to more than seven days you are required to notify us of your continued incapacity 
once a week thereafter, unless otherwise agreed.  
 
There may be occasions when the organisation needs to obtain further information with regards to your health 
and fitness; therefore, the organisation reserves the right to ask you to attend an Occupational Medical Advisor 
or other medical practitioner.  
 
Sickness Leave  
 
Sickness Leave of up two weeks, with full pay will be provided in any 12 month period for certified period of 
sickness. 

Compassionate Leave cross reference with the leave policy 

Compassionate leave of up to one week, with pay, is available to help cope with a family bereavement or 
serious illness of a close relative.  

Right to Care for a Dependant 

All employees are entitled a reasonable time off work without pay, to deal with an emergency involving a 
dependent for example: if a dependent fall ill or is injured, if care arrangements break down, or to arrange or 
attend a dependant’s funeral. 

Maternity, Paternity and Parental Leave 

Redditch Nightstop will provide its employees with Maternity, Paternity and Parental leave in accordance with 
statutory regulation. 
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Pension  
Redditch Nightstop workplace pension provider is NEST. Eligible employees will be automatically enrolled 
within three months of the start of their employment. You have the right to opt o out of this. Further information 
will be provided in writing to the employee during their induction (usually the first week of employment). 
Redditch Nightstop reserves the right to vary or discontinue any scheme in place from time to time.  
 
We shall be entitled to deduct from your pay any amounts payable by you as member contributions to such 
pension scheme as Redditch Nightstop is using from time to time.  
 
Termination 
 
Notice of Termination to be given by Employer 
Under 1 month’s service - Nil. 
1 month up to successful completion of your probationary period - 1 week. 
On successful completion of probationary period but less than 5 years service - 1 month. 
5 years service or more - 1 week for each completed year of service to a maximum of 12 weeks after 12 years. 
 
Notice of Termination to be given by Employee 
Under 1 month’s service - Nil. 
1 month to successful completion of your probationary period - 1 week. 
On successful completion of your probationary period - 1 month. 
 
We reserve the contractual right to give pay in lieu of all or any part of the above notice by either party (garden 
leave) 
 
Nothing in this clause (Termination) shall preclude Redditch Nightstop from terminating your employment 
without notice or payment in lieu of notice in appropriate circumstances, including (without limitation) serious 
misconduct or incapacity or serious breach of the terms of this agreement.  
 
TERMINATING EMPLOYMENT WITHOUT GIVING NOTICE 

If an employee terminates their employment without giving or working the required period of notice, they will 
have an amount equal to any additional cost of covering their duties during the notice period not 
worked deducted from any termination pay due.  The employee will also forfeit any contractual accrued 
holiday pay due to them over and above their statutory holiday pay, if they fail to give or work the 
required period of notice. 

RETURN OF OUR PROPERTY 

On the termination of employment employees must return all Redditch Nightstop  property which is in their 
possession or for which they have responsibility.  Failure to return such items will result in the cost of the 
items being deducted from any monies outstanding.   

Redundancy 
Redditch Nightstop will provide its employees with redundancy rights in accordance with statutory regulation. 

Confidentiality 

For the purpose of this clause, “confidential information” means all information relating to the business, 
customers, suppliers, finances, transactions, affairs, products, services, processes, equipment or activities of 
Redditch Nightstop which you have been told is confidential or is otherwise fairly to be regarded as such by 
Redditch Nightstop or which, by reason of its character or the manner of its coming to your knowledge, is 
confidential.  
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You shall not either during your employment (except in the proper performance of your duties or with the express 
prior written consent of Redditch Nightstop) or at any time (without limit) after the termination of your 
employment: 

 
(a) disclose or communicate to any person, company, business entity or other organisation; 
(b) use for your own purposes or for any purposes other than those of Redditch Nightstop; 
(c) through any failure to exercise due care and diligence, permit or cause any unauthorised disclosure, 

removal, copying, summarising or adaptation of 
 
any confidential information, but these restrictions shall cease to apply to any information to the extent 
that it comes to be in the public domain otherwise than as a result of your unauthorised act or default.  

 
Data Protection 
You agree to comply with Redditch Nightstop’s Data Protection and Confidentiality policy at all times.  
 
Health and Safety 
 
Employees should comply with the Health and Safety policy  

Grievance and Disciplinary Procedures 

Details of our Disciplinary and Grievance Procedures, including the procedure for appeals, can be found in the   
Disciplinary policy and Grievance policy . The Disciplinary and Grievance Procedures do not form part of your 
contract of employment. 

If you have any grievances relating to your employment or a disciplinary decision or a decision to dismiss you, 
you should first report these to your line manager in writing, according to the Grievance Procedure, as 
appropriate.  

Redditch Nightstop may suspend you from work for the purposes of investigating your conduct and may prohibit 
you from entering any of our premises for as long as we think fit. Any suspension shall be on full pay or on any 
other conditions we think fit.   

ICT and Social Media  

You agree to comply with all aspects of any policies that may from time to time be introduced by Redditch 
Nightstop in relation to ICT and social media use. For further information refer to the Conduct Policy. 

Variation of Standard and other Terms and Conditions 

We reserve the right to make reasonable changes to these and any other agreed terms and conditions of 
employment. Minor changes of detail (e.g. in procedures) may be made from time to time and will be effected 
by a general notice to employees. You will be given not less than one month’s written notice before significant 
changes are made. Such changes will be deemed to have been accepted unless we receive from you an 
objection in writing before the expiry of the notice period. 

Public Interest Disclosure 

Nothing in this contract shall prevent you from making a protected disclosure within the meaning of section 43A 
of the Employment Rights Act 1996.  
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Whole Agreement 
 
This contract sets out the entire agreement relating to your employment with Redditch Nightstop and shall 
replace any previous agreements and arrangements relating to your employment with Redditch Nightstop. 
 

 

 
 …………………………………………....  Charity Manager 
 
. ……………………………………………  Date 
 For and on behalf of the Employer 
  
I acknowledge receipt of this statement and agree that, for the purpose of the Working Time Regulations, any 
applicable entitlements and provisions constitute a Relevant Agreement. 
 
. …………………………………………….... Employee  
 
……………………………………………….. Date 
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Policy 

This policy does not form part of your contract of employment and we reserve the right to amend it at any 
time. 

Redditch Nightstop is committed to providing the opportunity for good quality and regular supervision for all 
staff. Supervision is regarded as good management practice and is therefore an established part of the 
routine in Redditch Nightstop. Supervision should comprise a balance of support (including education and 
professional development), accountability and assessment. 

Core functions 

These include:  

• Supporting staff members and making sure they are adequately resourced and fairly treated. 

• Enabling staff members to have some influence over their work. 

• Ensuring that staff members fulfil their job description and the service objectives. 

• Ensuring that what is done is agreed by staff member and charity manager. 

• Identifying support needs of staff to fulfil the requirements of the post. 

• Sharing information from meetings such as new developments, policies, procedures etc 

• Reviewing and discussing working relationships and environment. 

Everyone working for Redditch Nightstop is expected to make a positive and constructive contribution to the 
team. In order for supervision to be productive staff are encouraged to be honest and open.  

Supervision is confidential although the Charity Manager may need to share information with the Chair for 
their own support. The Charity Manager will, wherever possible find time to discuss any areas of concern 
with any staff member who requests it. 

Procedure 

• Supervision will be standardised throughout the organisation.  

• The supervision will start with a review of the previous supervision’s targets.  

• An agenda will be agreed that both staff member and manager for current supervision session. 

• Discussion points will be noted below the agenda. 

• All targets set should be realistic and achievable. 

• Both staff member and manager sign that the targets are realistic and achievable. The next supervision 

date should be entered on the form and both parties should have a copy. 

• Supervision at Redditch Nightstop is compulsory for all staff. 

• Supervision should take place in a private, quiet place where there are no interruptions. Agreed 

supervision times should immediately be re-arranged if one party has to cancel. 

• Supervision should take place every 6 months and should normally last 1-1 ½ hours. 

• Staff members may make use of an external supervisor or mentor, which dependent upon resources 

available, may be financed wholly or partly by Redditch Nightstop. 
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Records 

Records of supervision meetings should be agreed and signed by the manager and staff member. A copy 
should be placed on their personal file with copies retained by both the staff member and manager (in 
accordance with the data protection regulations/confidentiality procedures). 

External supervision  

The external supervisor should be an experienced external person able to discuss work-related matters in a 
confidential, non-judgmental arena. They should provide stimulus, challenge and honest feedback designed 
to benefit and compliment the professional development of the staff member. 

Redditch Nightstop must be satisfied with the competence and appropriateness of the proposed supervisor 
before agreeing to financing external supervision. 

Appraisal 

The key areas covered in the work review are: 

• Performance 

• Objectives 

• Targets 

• Training & development 

 

The work review should take place annually by the charity manager and a representative of the Management 
Committee. Regular internal supervisions will compliment the work review. 

The charity manager and staff member should use this opportunity to check through and confirm the job 
description, identifying any alterations for further consideration. 

The charity manager and staff member will consider how to contribute to the staff member’s effectiveness, in 
their role and within the organisation, identifying any support needed. 

The charity manager and staff member can agree priorities and, if necessary, re-adjust the staff member’s 
workload. 

The charity manager and staff member should evaluate the training undertaken to date and how it has 
supported the individual. 

The charity manager and staff member can identify training and development needs to help them fulfil these 
objectives: 

• The requirements of the post 

• Service objectives 

• Known future requirements e.g. legislative changes 

• Personal development training 

 

Adequate time and space should be set aside to enable an uninterrupted meeting. 

The Charity manager should provide the staff member with a written record of the Appraisal within the 1 
week of the meeting. Both parties should sign this with the original copy being placed on the staff members’ 
personnel record and a copy being given to the staff member. 
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Policy 

This policy does not form part of your contract of employment and we reserve the right to amend it at any 
time. 

It is in best interest of all of our beneficiaries including the people in need of our services that staff members 
have the knowledge and understanding to respond appropriately to enquiries and need. Staff response 
should be within the guidelines and boundaries of the service and staff knowledge should be reflective of job 
requirements. Therefore, this training policy is in relation to continual staff development and to update 
knowledge and skills in the area of our work to meet client’s needs, maintain and develop services. 

Our approach 

Our approach to training is proactive and evolving, directed by the needs presented by those who use our 
services, service outcomes and underpinned by social, political and economic change. 

Training is tailored to the individual needs, roles and previous experiences of the trainee. All employees will 
undergo induction training followed by regular update training.  

The benefit of regular update training is to ensure that skills and knowledge are updated, best practice 
shared, thus ensuring a consistent approach by all. 

External trainers may be used to provide training in more specialist areas where a need has been identified 
as a benefit to our services. 

Induction 

Induction training provides a smooth transition into the organisation by providing the information required to 
get started. The aim of the induction is to address any concerns, increase comfort level and feeling of 
belonging, increase knowledge of the organisation and its procedures and policies, share organisational 
values and provide job specific information. 

The induction training will be carried out by the charity manager, or other designated person.  

It will be the responsibility of each individual employee to keep a log of their training throughout their 
employment. This will be shared with the Charity Manager during supervision. 

Handbooks, polices and procedures 

Handbooks are provided as reference material, to be read as background information when needed: 

• All employees are issued with a copy of the Nightstop Staff Handbook. 

• All staff will have access to Redditch Nightstop Policies and Procedures 

Training Topics 

Training topics are varied, reflective of the work that Redditch Nightstop undertakes. Staff members are 
encouraged to identify training topics for independent and team learning. The charity manager will actively 
identify training beneficial for staff. Cost will be a consideration according to charity funds and all training will 
be directly relevant to the work of Redditch Nightstop. 
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This Policy does not form part of your contract of employment and we reserve the right to amend it at 
any time.  
 

INTRODUCTION 
 
The Health and safety Regulations 1992 require employers to pay for eye sight tests and where 
prescribed, contribute to the cost of spectacles required solely for VDU use for “an employee who 
habitually uses display screen equipment as a significant part of his or her normal work” This includes 
everyone who uses a VDU for a continuous spell of an hour on a daily bases. 
 

ASSISTANCE WITH THE COST OF EYE TESTS 
 
Redditch Nightstop will pay £20 towards the cost of an eye test if the employee fits the definition of VDU 
user (see below).  
 
The employee will be expected to explain in writing to the management committee the nature of the 
VDU work that he or she undertakes, which should include the length of continuous time spent on the 
VDU and the distance at which the screen is viewed (24 inches away from the eyes). 
 
Redditch Nightstop will make the payment of not more than £20 to the employee. The arrangement of 
the eye test should be made by the employee between him or herself and a qualified optician of their 
choice.  
 

ASSISTANCE WITH THE COST OF SPECTACLES 

 
Redditch Nightstop will pay up to £50 towards the cost of ‘special’ spectacles (see below) if the eye test 
reveals that they are necessary for work on VDU equipment. This includes any modification of 
existing spectacles but solely for VDU use.  
 
If the eye test reveals that spectacles are required for general use then the cost of these will have to be 
met in full by the employee. (See normal spectacles definition). 
 
Redditch Nightstop will not subsidise the cost of changes to current prescriptions or new prescriptions 
for ‘normal’ spectacles for general use only. 
 

RETESTS 
 

These will normally be required to take place every two years and should be arranged in the same way 
as the initial appointment. If however, the employee at anytime feels that their vision is being affected 
by their work on the VDU equipment, then they should apply for a re-test immediately. 
 

RESPONSIBILITY 
 

As with all Health and safety matters it is up to the individual to take as much care as they can when 
using VDU equipment. That is to try to ensure that regular breaks from use are made, that the equipment 
is at the appropriate distance and that the users are as comfortable as possible whilst using the 
equipment. 
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DEFINITIONS 

 

A. VDU user  

 

“an employee who habitually uses display screen equipment as a significant part of  
his or her normal work” This includes everyone who uses a VDU for a continuous  
spell of an hour on a daily basis. 

 

B. Special spectacles 
 

are those which are provided to correct vision defects at the viewing distance or  
distances used specifically for VDU work. 

 

C. Normal spectacles  
 

are those prescribed for any other purpose. 
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Policy 

If you are an employee, this policy does not form part of your contract of employment. 

This Policy has been introduced to conform to the ‘Public Interest Disclosure Act 1998’ which protects 
workers from dismissal or other unfavourable treatment if they make disclosures in accordance with this act. 

This policy applies to employees and volunteers of Nightstop along with external agency workers, 
consultants and the like engaged by Nightstop, who have grounds to believe that serious malpractice has 
occurred, is occurring or is likely to occur in connection with Nightstop. 

People may feel uncomfortable about speaking out against malpractice for fear of harassment, victimisation 
or a disloyalty to a colleague. This policy is designed to enable people to speak out against malpractice 
without fear of repercussion. It aims to promote openness and a shared sense of integrity in upholding the 
reputation of Nightstop and to safeguard people who raise genuine concerns about malpractice. 

Nightstop believes that people have a right and a responsibility to raise matters of concern that they have 
about the delivery of Nightstop services to clients. 

If a disclosure is made maliciously this will lead to disciplinary action. 

What is considered malpractice? 

Some examples of serious malpractice are: 

• Fraud or other financial irregularity (misappropriation of money or gifts in kind) 

• Conduct which is in breach of the law 

• Causing danger to the environment or individuals 

• Verbal, physical, sexual or emotional abuse of clients 

• Conduct that is in contravention of the child protection policy  

• Conduct that is in contravention of the adult abuse policy 

• Any other unethical conduct 

Disclosures 

It is not intended that workers / ‘disclosers’ acting in good faith should ‘prove’ that his/her suspicions are well 
founded.  

‘Disclosers’ do however need to be clear as to what the issue is and to which procedure it applies. They 
should ask themselves whether it is best dealt with under any other policy. (Health and Safety, Safeguarding 
etc). They must declare any personal interest that they may have regarding the matter.  

They must also have reasonable grounds for believing that the disclosure indicates the existence of one or 
more of the following: 

• That a criminal offence is being, has been, or is likely to be, committed. 

• There is a failure to comply with legal or regulatory obligations 

• A miscarriage of justice is, is likely to or has occurred  

• There may have been bribery or corruption 

• There may have been damage to the environment 

• There may have been a failure to meet professional requirements 

• Health and safety of an individual is, is likely to or has been damaged 
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• Information regarding the above is likely to or has been deliberately concealed 

Procedure 

In most cases concerns should be raised first with the appropriate member of Nightstop.  i.e. through the 
project worker or Manager. Otherwise your concerns should be raised through a member of the 
management committee.  

Concerns are best raised in writing giving as much information as possible including supporting evidence 
where available. 

The ‘discloser’ should state that the concerns are being raised under this policy and requires (where 
possible) protection in disclosure. Instances where this may not be possible are where Nightstop has a legal 
obligation, the information is already in the public domain and on a strictly confidential basis when seeking 
legal advice. 

The appropriate member of the charity to whom the disclosure has been made (in consultation with at least 
one other member) will follow up this disclosure by either: 

• Ensuring that the matter is investigated internally by using appropriate members of Nightstop  

• Ensuring that the matter is reported to Depaul  

• Ensuring that the matter is reported to the charity commission, social service departments or other 
relevant public authority 

• Ensuring that the matter is reported to the police  

 

You will be invited to a meeting to discuss your concerns, and you are entitled to be accompanied 
at this and any subsequent meetings by a colleague or trade union representative. If you bring a 
companion, we ask that you both agree to keep your disclosures confidential before and after the 
meeting and during any investigation that may follow. 
 
After the initial meeting, we will investigate your concerns and we may ask you to attend further 
meetings. To investigate properly, we may involve specialists with particular knowledge or 
experience of the issues you have raised.  
 
You will be kept informed about how our investigations are progressing and how long they are likely 
to take. Sometimes, however, we may be unable to give you details about the investigation (or any 
action it leads to) as we need to protect confidentiality and comply with legal obligations.  We 
understand this may be frustrating and give you concerns about whether we have actually done 
anything, and if this happens we will do our best to sit down with you and explain why we are acting 
in the way we are. 
 
Your concerns will be addressed fairly, but we cannot guarantee the outcome of our investigations 
will be the one you want. If you are not satisfied with how we have conducted the investigations, you 
can take the matter to one of our trustees for further consideration. 
 
Most concerns are raised with us in good faith, but occasionally someone makes a false allegation 
out of malice or because they believe they have something to gain. Anyone found doing this will face 
action under our Disciplinary Policy and is at risk of being dismissed for gross misconduct.  
 
Confidentiality and anonymity 
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There is a significant difference between wanting to keep your concerns confidential and making a 
disclosure anonymously. We actively discourage anonymous whistleblowing. 
 
You are always encouraged to raise concerns openly, and if you prefer to do so in confidence, we 
will do all that we can to ensure your identity remains hidden. We may want to disclose your identity 
to people involved in the investigation, but will always discuss this with you first. 
 
You are protected from reprisals under this policy (see paragraph 5), but if you are still worried we 
encourage you to discuss this with us and we will explore how far we can go in keeping your concerns 
confidential.  
 
Concerns raised anonymously are very difficult — and sometimes impossible — to investigate. We 
can’t properly establish whether your allegations are credible without being able to ask you for more 
details or for clarification, and this makes it hard to reach an informed decision. This is why we urge 
you not to report matters anonymously. 
 
How we protect whistleblowers 
 
If you raise a concern in good faith under this policy, we will support you fully even if we find through 
our investigations that you made a mistake or that there has been no breach of policy, legal obligation 
etc. However, if you feel you have been treated detrimentally as a result of raising a concern, you 
must tell us at once. First inform your manager and, if the matter remains unresolved, you must 
follow the formal process in our Grievance Policy. 
 
All whistleblowers are afforded the same protection, so you must not threaten others who have raised 
concerns or carry out reprisals against them. You may face disciplinary action which could include 
dismissal for gross misconduct, if we find that you have. You may also face legal action from the 
whistleblower in these circumstances. 
 
You can seek further advice on whistleblowing, protecting confidentiality, and being protected from 
reprisals from the independent charity Public Concern at Work, which offers a confidential helpline 
on 020 7404 6609; www.pcaw.org.uk.] 
 
Taking your concerns outside the Company 
 
This policy outlines the process for raising, investigating, and resolving wrongdoing within the 
workplace.  It is rarely necessary – or, from our point of view, desirable – for anyone outside the 
Company to become involved when a whistleblowing allegation is made.  
 
In some exceptional circumstances, you may need to go to an external body — an industry regulator, 
for example — and the independent charity Public Concern at Work (contact details above) can 
direct you towards the appropriate regulator for the type of issue you want to raise.  
 
This policy covers the actions of third parties such as suppliers, service providers, and clients, as 
well as our staff. Should you have concerns about a third party, you are encouraged to raise them 
with us before approaching anyone else. Your manager will be able to explain how you should 
proceed. 
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Alerting the media to a concern — particularly before or during an internal investigation — is almost 
never justified or appropriate in any situation. We strongly discourage you from doing so, and will 
treat any contact with the press as a serious disciplinary issue justifying dismissal unless exceptional 
circumstances exist. We would normally expect you to have taken all reasonable steps to deal with 
the matter internally or with an external regulator, and to have taken full advice from a lawyer or 
Public Concern at Work before being justified in approaching the press. 
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