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» Safequarding Statement

X

0
o
Q~°

Hand to Mouth is a Christian charity that works in Primary Schools, enabling
children and school communities to explore Christianity and reflect on their own
spiritual journey. Hand to Mouth lead RE lessons in schools, which may

include Godly Play, storytelling, puppets and artwork alongside an Amazing
Journey. They also lead staff training.

Safeguarding is the responsibility of us all. Hand to Mouth recognises its
responsibility to safeguard and promote the welfare of children and vulnerable
adults, within the legal framework of the Children Act 1989, and recognises that
our workers and volunteers form an important part of the wider safeguarding
system for children, as described in the statutory guidance “Working Together to
Safeguard Children” 2018. We aim to create a safe and respectful environment
within which children and vulnerable adults can thrive, and Hand to Mouth can
operate, with the help and security of clear guidance.

e Definitions
Safeguarding children is defined as:
e protecting children from maltreatment
e preventing impairment of children’'s health or development
e ensuring that children are growing up in circumstances consistent with the

provision of safe and effective care

« taking action to enable all children to have the best outcomes
Source: Working together to safeguard children Statutory Guidance 2023
Throughout this policy anyone under the age of 18 is considered to be a child.
For the definition of vulnerable adult, please refer to the “Vulnerable Adults
Policy.”

e These guidelines are for the use of all staff, trustees, volunteers and other
visitors. The guidelines can be shared with schools, parents, and carers of the
children and vulnerable adults to whom we offer a service.

e Sometimes it is difficult to acknowledge that abuse can happen within our
working environment, but any group or organisation working with children
needs to be alert to the possibility of abuse occurring, therefore Hand to
Mouth workers will adopt an attitude of ‘it could happen”.

e |tisthe responsibility of us all to put the welfare of children and vulnerable
adults first, and to recognise behaviours that can put them at risk. We are
aware that many children and vulnerable adults are the victims of different
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https://www.handtomouth.org.uk/schools/re-lessons
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https://www.handtomouth.org.uk/schools/amazing-journey
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2

kinds of abuse and that they can be subjected to social factors that have an
adverse impact upon their lives, such as domestic abuse or substance misuse.

e Our approach is child/person-centred. This means that at all times we
consider what is in the best interests of the child/vulnerable adult.

e We celebrate that our work supports the safeguarding of children and
vulnerable adults. We recognise that due to the sensitive nature of our work
in schools with children, that there is an increased possibility for disclosure.

e Trustees are committed to safeguarding. All safeguarding issues are reported
to the Trustees and safeguarding is a standing item in Trustee Meetings.
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Safeguarding Policy

1. Statement

Hand to Mouth is made up of volunteers and paid staff. \We believe that

everyone, of all ages, gender, culture, and creed are of equal value and worth in

the sight of God and aim to follow Biblical principles in all that we do. Therefore

e Wwe commit ourselves to the nurture, protection and safekeeping of all,
especially children and vulnerable adults

e itisthe responsibility of each one of us to protect and report all forms of
abuse

e Wwe are committed to supporting, resourcing and training those who work with
children and vulnerable adults. We will provide appropriate supervision and
recognise mutual accountability.

2. Early identification

We recognise that Early Identification of abuse and neglect is crucial, therefore
all workers are trained to enable them to understand what is meant by abuse,
and know what to look out for. In order to enable the identification of those who
may be in need of help or protection, and also to prevent concerns from
escalating._When/if workers are unsure, they should always speak to the
school's Designated Safeguarding Lead, (or their deputy), or the Hand to Mouth
Manager, who is our Designated Safeguarding Lead or the Trustee for
Safeguarding.

3. Definition of abuse, and types of abuse/neglect: See Appendix 3
4. Responding to a Safeguarding Concern

The Manager at Hand to Mouth is our designated safeguarding lead. They should
be given the time, funding, training, resources and support to provide advice and
support to other staff on safeguarding matters. They will ensure each member of
staff has access to, and understands, the Hand to Mouth safeguarding policy and
procedures, especially new and part time staff.

If we need to respond to a safeguarding concern, the Manager will:

e ensure that policies and procedures are implemented effectively

e liaise with appropriate Authorities when necessary

e coordinate support for staff members and volunteers affected by a
safeguarding concern

e ensure that all workers and Managers have training in safeguarding issues
and with dealing with a safeguarding concern
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e review policies and procedures annually or in the light of new government
legislation or guidance

If a Hand to Mouth worker believes there are concerns about a child or

vulnerable adult, these must be recorded in writing, and be raised with the

school concerned, who will take the appropriate action. Hand to Mouth Manager

will be informed and record necessary details in the Safeguarding log. (see

appendix 4 for the log).

5. Reporting a Safeguarding Concern

Hand to Mouth follow the West Yorkshire Inter-Agency Safeguarding

Procedures. All allegations of suspected child abuse must be reported.

e Volunteers should alert the HTM Worker that there is a potential safeguarding
issue, or they may go directly to the Designated Safeguarding Lead within
school.

e The Hand to Mouth Worker must ensure that the concern has been taken to
the school's designated Safeguarding Lead, (or their deputy) and that all the
information has been passed on.

e The DSL will then carry out any required investigation and that is usually the
end of our responsibility.

e The allegation may be investigated by one or all three of these different
agencies:

U the LADO (Local Authority Designated Officer)
U the police (Family Protection Unit)
0 the NSPCC
Hand to Mouth staff will work co-operatively with these bodies, as necessary.

6. Guidance on Disclosure

DO

— Stay calm and listen carefully to what is being disclosed.

— Offer support without making promises that you can't keep.

— Reassure the child/vulnerable adult that they were right to disclose and
that the abuse was not their fault.

— Make a written record using the person’s own words as soon as possible
and pass it on to the relevant person. Record information in the
Safeguarding log.

DO NOT
— Project your own feelings through words, actions or non-verbal
expressions.
— Use emotive words such as 'rape’, 'incest’, ‘beatings' etc.
— Ask leading questions. Let the child tell you at their own pace, and in their
own words.
— Promise that ‘everything will be alright now',
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7. Guidance on Recording Information

Good record keeping is essential in everything that we do but particularly

important in the matter of reporting abuse. Always keep a record of observations

and concerns by completing school's own documentation.

e ensure to make notes after any relevant conversations with a child or adult
involved in the concern.

e Make clear the source of any information you record.

e Avoid the use of subjective language - keep records as factual as possible.
(i.e state facts not your opinions)

e \Xhere you have to make a statement which is opinion or feeling then make
this clear.

e Make clear statements about action taken.

e State whether the child or family is aware of the record.

e Date and time and sign all records clearly.

8. Staffing
81  Paid staff:

e All paid will have an Enhanced Disclosure and Barring Service check and
that any offer of a paid position will be subject to the receipt of a
satisfactory DBS check. We are registered with thirtyoneeight who have a
24/7 helpline (0303 003 11 11) https://thirtyoneeight.org

o All staff are registered with the Update service.

e Hand to Mouth staff may be left alone with multiple children in agreement
with the school Head Teacher or Leadership Team.

e All staff are registered with the Update service.

8.2 Volunteers:

e People who want to volunteer with us in school are required to have an
Enhanced DBS check, suitable for working with children either obtained by
HTM or another organisation they work/volunteer with. The exception to
this maybe volunteers who want to observe what we do in school and may
be invited in with the schools' agreement.

e Volunteers are reminded to bring their DBS certificate, Update Service and
Photo ID with them to every school visit. This is their responsibility.

e If avolunteer does not have a DBS or it is inappropriate for them to
continue volunteering with Hand to Mouth, they must inform the Manager.

e Individual volunteers must not be left alone with children. Where more
than one volunteer is present, they may be left alone with children if
necessary.

See Safer Recruitment for more information.
9. Training in Safeguarding Issues

All staff are required to undertake safeguarding training as part of their induction
before commencing work in school and this should be updated within a
maximum of 3 years. It is the responsibility of the Hand to Mouth Manager to
ensure that these training requirements are met and are beneficial. Volunteers
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strongly encouraged to complete safeguarding training when they start
volunteering to help increase awareness of safeguarding issues.

10. Confidentiality

10.1 Although Hand to Mouth value confidentiality and trust, Government
guidance encourages the passing on of confidential information even without a
child's consent or against a child's wishes, where a child is at risk of significant
harm.

10.2 Whenever there are concerns around the abuse or neglect of children and
vulnerable adults, appropriate referrals will be made as outlined in Section 5.
10.3 The Safeguarding log will be kept in accordance with the HTM Data
Protection Policy and secured in the office of Hand to Mouth.

10.4 The Data Protection Act 2018 and GDPR do not prevent the sharing of
information for the purposes of keeping children safe. Fears about sharing
information must not be allowed to stand in the way of the need to safeguard
and promote the welfare and protect the safety of children.

11. Allegations made against Hand to Mouth workers

These procedures apply to all staff, whether trustees, administrative,
management or support, as well as to volunteers. Hand to Mouth follow the West
Yorkshire Inter-Agency Safeguarding Procedures, and if a concern is raised
against one of Hand to Mouth's members of staff or volunteers, then the
following should occur

e In the first instance report to the designated safeguarding lead, the Chair
of Trustees or the trustee for safeguarding.

e You should also submit a written statement supporting your reasons for
concern.

e The DSL will contact the Local Authority Designated Officer (LADO) in
regards the suspension of the worker. Under no circumstances should an
investigation be carried out unless advised by them or the police.

o See Appendix 2 for other contacts.

The alleged abuser may be referred to the authorities and/or DBS for barring
consideration.

Hand to Mouth recognise the high level of stress and anxiety caused by having
allegations made against a member of staff, whether well founded or
maliciously. Employers have a duty of care to their employees, and we will
continue to treat the worker with respect and dignity, and endeavour to offer
appropriate support whilst any allegations are investigated. It may be necessary
for a member of staff to be suspended whilst an investigation takes place. All
actions will be taken in line with the Disciplinary Policy and Procedure.

12. Duty to refer to the DBS
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The Safeguarding of Vulnerable Groups Act 2006 also makes it mandatory to
refer anyone known to pose a threat of harm to a child or vulnerable adult to the
DBS. The Hand to Mouth Manager, who is our Designated Safeguarding Lead
must not knowingly employ anyone who poses a risk of harm to children or
vulnerable adults which includes anyone who is believed to have committed a
relevant conduct while on the job or who has a record of such conduct.
Hand to Mouth has a legal duty to refer an employee or volunteer who poses a
risk of harm to children or vulnerable adults to the DBS. Failure to do so can
result in a fine and/or up to 5 years imprisonment. There must be sufficient and
solid evidence that the employee or volunteer poses a risk of harm before they
can be referred to the DBS. The DBS will not consider evidence on rumour or
unsubstantiated reports. The Designated Safeguarding Lead should also inform
the police and other relevant authorities if they believe a relevant conduct has
occurred.

Referral forms can be downloaded from the DBS's website:

www.homeoffice.gov.uk/dbs

13. The DBS’ barring process

131  Whenever new relevant information (such as a conviction or caution)
becomes known, the information will be sent to the DBS. The DBS will
consider this information, together with other information known on the
individual, and decide whether it indicates that the individual poses a risk of
harm to vulnerable groups. If so, the DBS will commence its barring process
and the DBS will issue a disclosure certificate to the applicant with the
barring information.

132  The applicant should be advised by the designated member of staff to
make a representation to the DBS regarding the barring information. The
DBS will assess the barring information and representation and decide
whether to bar the applicant. If there is sufficient barring evidence, the
applicant will be placed on either the Children's Barred List, or the
Vulnerable Adults Barred List, or both, depending on the offence. The
applicant must then be removed from regulated activity.

13.3 The applicant has the right of appeal to a tribunal and must be advised of
this right. Serious offences committed against vulnerable adults will lead to
automatic barring and the applicant will have no right to make
representations or to appeal against a barring decision.
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Compliments,
Complaints & Concerns

It is the intention that all compliments and complaints will be received positively
and dealt with promptly. They will be used to develop and improve the service
that we provide. To this end, we actively seek your thoughts and hope that you
will help us to enhance our service through making your comments constructive.
Our Staff are here to help. Any of the staff at Hand to Mouth will be pleased to
explain our complaints procedure or answer any questions for you.

Compliments or Concerns

If you have thoughts or concerns about Hand to Mouth, we want to hear from
you. We are happy to receive any comments or good ideas you may have about
our service. We want to improve and develop our service. So please let us hear
them. Also, if you don't understand something, please ask.

Complaints Procedure

If you have a complaint, please tell us. We want to know. Please write down your
complaint and sigh and date it. Your complaint will be treated as quickly as
possible and will be confidential. Receipt of your complaint will be
acknowledged immediately. Within a reasonable period (28 days or sooner), two
Trustees will examine your complaint. The Trustees will also talk to anyone else
involved in the complaint. They will then write to everybody concerned, saying
what they intend to do about the complaint.

Contact details can be found in Appendix 1.
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Social Media, € -safety and Photography
Policy

1. Laptops, computers and IT equipment

1.1 In the office:

Hand to Mouth staff and volunteers are able to use laptops and computers made
available to them by Hand to Mouth. They may also use their own IT equipment
provided it is PAT tested and deemed safe.

1.2 In school:

e Any data processed as part of working for schools must be done so according
to the school's expectations.

e Hand to Mouth do not recommend the use of personal or Hand to Mouth
laptops within school, however there may be circumstances that necessitate
their use at the discretion of the Manager.

e No member of staff should go on any websites that have any sexual or
explicit content, or content that may be deemed harmful to children. If this
happens accidentally, it should be reported to the Manager, recorded on the
Safeguarding log and the site must then be removed from the history of the
computer so that it would not be easily found again.

e Staff and volunteers using their own laptops in the work environment must
ensure that this procedure is carried out even if in their own homes.

e |aptops used in school must not be left unattended without being ‘locked’. A
password protected screen saver would be sufficient. Confidential
information must not be made available to others.

e Any IT equipment used in the office or a school must be PAT tested annually.

e Memory sticks will not be used for confidential material.

e Staff will not invite or accept friend requests from anyone under 18 on social
media, in a school they work with through Hand to Mouth.

e Staff may post work related posts on HTM social media, following
safeguarding guidelines.
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2. Photography

¢ Hand to Mouth staff and volunteers must not take photographs in school
without the permission of the Head Teacher and the Manager.

e Photographs must not be used for any reason without permission of the
school.

e Photographs of children used on publicity must be of such quality that
distinguishing features cannot be seen, unless permission has been given
from parents/carers.

e Photographs of children must not be taken with mobile phones or any other
personal mobile device unless permission has been given by the school.

3. Safeguarding for Remote education: virtual lessons and live streaming

Hand to Mouth on occasions, lead virtual lessons and “Amazing Journeys” online
via Zoom. In addition to our usual safeguarding procedures, we also commit to:

e having only Hand to Mouth staff in the room
e not recording any of the virtual lessons
e keeping all information shared online confidential.

Government guidance on safeguarding and remote education including planning
remote education strategies and teaching remotely can be accessed at:

- London Grid for Learning guidance, including platform specific advice

- National Cyber Security Centre guidance on choosing, configuring and
deploying video conferencing

- National Cyber Security Centre guidance on how to set up and use video
conferencing

- UK Safer Internet Centre guidance on safe remote learning
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Physical Intervention Policy

Hand to Mouth staff and volunteers are not trained in physical intervention so
should not be required to physically intervene with any child or adult. In the
event that the severity of an incident is such that intervention is unavoidable, it
should be included in the Safeguarding log.

If a child is showing behaviour that you feel could result in physical intervention
being required, a member of school staff must be called for. Within the
confirmation of a booking with school it is requested that the school provide us
with a named person responsible for intervention of any kind.

If a member of school staff requires emergency help you should find the nearest
adult from the school in order to follow that particular school's policy and
procedures. Other children must not be put at risk. It may be appropriate to
send a child for help.

If a member of staff or volunteer witnesses or is unavoidably involved in anything
distressing they must be given the opportunity to take respite from their
timetable. This must not breach confidentiality.

The Head of the school and Hand to Mouth Manager must be informed as soon
as possible.
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Vulnerable Adults Policy

General Policy Statement

Hand to Mouth has a moral and legal duty to ensure that it functions with a view
to safeguarding and promoting the welfare of vulnerable adults. We are
committed to fulfilling the requirements of the Safeguarding Vulnerable Groups
Act 2006 and the Protection of Freedoms Act 2012 and other relevant legislation
aimed at the protection of vulnerable adults. Hand to Mouth does not routinely
work with vulnerable adults and therefore would operate this policy where
there's a need to do so.

Definitions:

Throughout this policy and procedures, reference is made to “vulnerable adults”.
The adult safeguarding duties under the Care Act 2014 apply to an adult, aged 18
or over, who:

e has needs for care and support (whether or not the local authority is
meeting any of those needs) and;

e is experiencing, or at risk of, abuse or neglect; and

e asaresult of those care and support needs is unable to protect
themselves from either the risk of, or the experience of abuse or neglect.

Care and support is the mixture of practical, financial and emotional support for
adults who need extra help to manage their lives and be independent - including
older people, people with a disability or long-term illness, people with mental
health problems, and carers. Care and support includes assessment of people's
needs, provision of services and the allocation of funds to enable a person to
purchase their own care and support. It could include care home, home care,
personal assistants, day services, or the provision of aids and adaptations

The Trustees are committed to ensuring that Hand to Mouth:
e provides a safe environment for vulnerable adults
e identifies vulnerable adults who are suffering
e takes appropriate action to see that vulnerable adults are kept safe

from harm

In pursuit of these aims, the Trustees will approve and annually review the policy
and procedures with the aim of:
e raising awareness of issues relating to the welfare of vulnerable adults and
the promotion of a safe environment for the vulnerable adults and young
people.
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e providing procedures for reporting concerns

e establishing procedures for reporting and dealing with allegations of
abuse against members of staff

e the safe recruitment of staff

The Hand to Mouth Manager is our Designated Safeguarding Lead, and the
Trustees also have a designated person with special responsibility for
safeguarding and vulnerable adults’ protection issues. They will undertake
appropriate training.

Staff and volunteers working with vulnerable adults will receive adequate
training to familiarise them with vulnerable adults’ protection issues, their
individual responsibilities, and Hand to Mouth's procedures and policies, with
refresher training at least every 3 years. If a volunteer has particular expertise in
vulnerable adults’ protection issues, through their employment background,
where appropriate, they may be delegated to advise the Trustees and Managers.

The Trustees will receive from the Hand to Mouth Manager with lead
responsibility for vulnerable adult’'s protection, a statement incorporated into the
Annual Managers Report, which reviews how the duties have been discharged.

‘Relevant conduct” under the Safeguarding Vulnerable Groups Act 2006

The trustees accept the following definitions of relevant conduct under Schedule
3 of the Safeguarding of Vulnerable Groups Act 2006, in relation to the barring of
those who pose a risk of harm to vulnerable adults. A “relevant conduct” is a
conduct which must be referred to the DBS and which could lead to a barring
decision. It includes any:

conduct which endangers a child or vulnerable adult, or is likely to endanger a
child or vulnerable adult

conduct which, if repeated against or in relation to a child or vulnerable adult,
would endanger that child or vulnerable adult

conduct involving sexual material relating to children (including possession of
such material)

conduct involving sexually explicit images depicting violence against human
beings

conduct of a sexual nature involving a child or vulnerable adult (or in the case of
a vulnerable adult - an act that is considered inappropriate)

Protecting vulnerable adults under the Protection of Freedoms Act 2012

Regulated Activity with Vulnerable Adults under the Protection of

Freedoms Act 2012

a. Anyone providing a vulnerable adult with any of the above services in
paragraph 1.2 is considered to be undertaking a regulated activity under
the Protection of Freedoms Act 2012 and must therefore have an
Enhanced Disclosure and Barring Service check in order to perform the
role.
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b. Note that the specified establishment (a care home) has been removed
by the protection of Freedoms Act. The focus is now on activities
needed by the vulnerable adult, not where the activity takes place.

c. Anindividual only needs to engage in the activities listed above once to
be carrying out regulated activity relating to adults.

d. The definition focuses on those activities which are required by any
adult at any given point, this means that an adult is considered
vulnerable at the point of receiving them and may not be a vulnerable
adult once the service ceases.

e. Note that a person whose role includes the day-to-day management or
supervision of any person engaging in regulated activity, is also in
regulated activity even if they are not directly involved in providing the
service.

f.  Note also that regulated activity relating to adults excludes any activity
carried out in the course of family relationships, and personal, non-
commercial relationships.

Senior Member of staff with lead responsibility for protection of vulnerable adults
The Manager of Hand to Mouth is our Designated Safeguarding Lead, which
includes safeguarding vulnerable adults and protection issues. The Designated
Safeguarding Lead may or may not be designated as the regulated Activity
Provider.

They have a key duty to take lead responsibility for raising awareness within the
organisation of issues relating to the welfare of vulnerable adults, and the
promotion of a safe environment for them.

They are responsible for ensuring that exempted questions are asked on relevant
volunteer and employment application forms. The question can be worded
accordingly:

“This post meets the requirements in respect of exempted questions under the
Rehabilitation of Offenders Act 1974. Any applicants for this post who are offered
employment or who become volunteers for this organisation will be subject to a
criminal record check from the Disclosure and Barring Service before the
appointment is confirmed. This will include details of cautions, reprimands or final
warnings as well as convictions. A criminal record will not automatically bar a
person from successfully taking up this post”.

They have received appropriate training and should keep up to date with
developments in vulnerable adults’ protection issues. They will also have
responsibility for making new staff and volunteers aware of the existing
vulnerable adults' protection policy.

They will be the main point of contact for vulnerable adults' protection issues and
will have contact details for relevant organisations available for employees and
volunteers. This list will usually include contact details of relevant individuals and
the local police.
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Please refer to the Safeguarding policy regarding the process for reporting
allegations and referring to the DBS.
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Recruitment of ex-offenders Policy

Hand to Mouth are committed to being an Equal Opportunities employer and this
policy aims to ensure that ex-offenders receive fair treatment throughout their
experience of recruitment and employment within our organisation.

e Hand to Mouth recognises our social responsibility and position within the
community. We appreciate the role that continuity of employment can
play in the rehabilitation of ex-offenders when matched to appropriate
posts. A criminal record is not an automatic bar to employment with this
organisation. The specific details of each ex-offender's case will be
considered on an individual basis. In each instance, we will determine
whether a candidate has the skills and experience for the post, taking
account of the impact of the criminal record upon the needs of the post.

e e will ensure that application forms for positions where Disclosures will
be requested, contain a statement that a Disclosure will be requested in
the event of a successful application, so that the applicants are aware of
the situation.

e To assist us in this assessment, all applicants will be asked to provide
details of unspent criminal records at the initial application stage. In line
with the Rehabilitation of Offenders Act 1974, details of spent convictions
will be requested from applicants for posts which are considered exempt
from the Act due to the responsibilities of the role, predominantly posts
which include working with children and/or vulnerable adults. The
following question will be entered on all application forms where we are
eligible to ask exempted questions - ‘Have you ever been convicted of a
criminal offence or received a caution, reprimand or warning?'

o We will, at all times, exercise extra vigilance and diligence when recruiting
to these posts and will undertake relevant criminal conviction checks as
part of our recruitment and employment action when appropriate. Where
details of spent convictions are required, they will be obtained in
conjunction with the applicant and member of staff via the Disclosure and
Barring Service (DBS). Hand to Mouth will adhere to the DBS Code of
Practice at all times and, as required by the DBS, a copy of the Policy on
the Recruitment and Employment of Ex-Offenders will be made available
to all applicants and staff who undergo a criminal records check.

e Allinformation received as part of this process will be treated as highly
confidential and in line with Hand to Mouth policy regarding the security,
storage and retention of applicant and staff criminal records information,
as required by the DBS.
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e Once in employment, staff should inform their line manager, in confidence,
of any changes to their circumstances affecting their criminal records
status, in order that the impact upon their suitability to undertake their role
may be reviewed.

e Atinterview, Hand to Mouth aims to ensure that an open and measured
discussion takes place on the subject of any offence or other matter that
might be relevant to the position sought and could lead to withdrawal of
an offer of employment.

e Hand to Mouth will make every subject of a Criminal Record check aware
of the existence of the DBS code of practice and make a copy available on
request.

e Hand to Mouth undertakes to discuss any matter revealed in a disclosure
with the person seeking the position before withdrawing a conditional offer
of employment.

o e will make the applicant aware of our policy and ensure that relevant
statements are made during the application process
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Risk Management & Assessment

As part of the Management of Health & Safety at Work Regulations 1999, Hand to
Mouth has carried out Risk Assessments, and produced policies and procedures
to ensure that we provide a safe working environment. Every activity that is
carried out, regardless of where, carries a degree of ‘risk'. Therefore, whatever
we do within our work and its delivery, needs careful consideration for the health
and safety of all parties concerned.

Carrying out a risk assessment is a straightforward activity that needs to be
written down, so that all staff understand the actions needed.

Therefore, the following actions are required:

1. ldentify the Hazard

Simply walk through the job" and review all activities, the equipment, the
condition of the environment. During this walk, identify any hazards that could
cause harm to your colleagues or you. Involve as many people as possible and
get feedback.

2. Assess and evaluate the level of risk posed by the Hazard identified -
This should be done as a team effort, and it should be assessed in the following
manner:

e The nature of the activity

e The likelihood of the hazard posing a risk.

e The likelihood that the risk will occur and degree of harm.

e The safeguards that can be taken to reduce the seriousness of the risk

occurring
e Timescale for review

3. Reduce therisk

Having identified the risk, action needs to be considered that would reduce the
risk whilst allowing those taking part to benefit from the activity/opportunity.
This could include consideration of the environment, use of equipment, levels of
supervision, additional training, improving safety aspects.

4. Re-evaluate the risk
e This needs to be reviewed at pre-determined regular intervals. The higher
the risk, the more frequent the reviews of the risk area will need to be.
e Risk reassessment should usually occur when a change of environment,
activity, circumstances occurs but it is not limited to periods of change.

5. Documentation
The risk assessment should be evidenced. It is a working document, so all staff
need to know of it and the action required within it.
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6. Involvement
e Areas of concern should be identified and discussed within the staff team.
The assessment should be reviewed at frequent intervals, particularly
when a ‘change’ or ‘event’ occurs. Areas of concern should be assessed
for risk using the approved documentation.

e In order for risks to be safely managed, it is important for all assessments,
plans, policies and procedures to be implemented by all staff, including
volunteers.

e Staff have a duty to read and follow all requirements, to attend and
participate in staff meetings and to keep records and assessments up to
date and relevant, and are encouraged to make observations and
contributions.

7. Inschools
Each school will have its own Health and Safety rules and regulations. Hand to

Mouth will work within the school's own framework, considering any additional
risk.
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Safe Recruitment
and Selection Policy

Application Process for paid positions:
Hand to Mouth will ensure all workers will be appointed, trained, supported and

supervised in accordance with government guidance on safe recruitment. This
includes ensuring that:

- There is a written job description / person specification for the post

- Those applying have completed an application form

- Those short listed have been interviewed

- Safeguarding has been discussed at interview

- \Written references have been obtained, and followed up where appropriate.

- A self-declaration form and disclosure and barring check (DBS) has been
completed where necessary (we will comply with Code of Practice requirements
concerning the fair treatment of applicants and the handling of information)

- Qualifications where relevant have been verified

- A suitable training programme is provided for the successful applicant and
safeguarding training is refreshed at least every 3 years.

- The applicant has completed a probationary period

- The applicant has been given a copy of the organisation’s safeguarding policy
and knows how to report concerns.

All paid workers have an Enhanced Disclosure and Barring Services check and
sign up to the update service.
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Volunteer Policy

1. Statement

Hand to Mouth is a Christian charity working in schools enabling children and
school communities to explore Christianity and reflect on their own spiritual
Jjourney. Though Hand to Mouth have a number of paid employees, in order to
deliver our work in schools it is essential that we have a team of volunteers
working alongside us. A wide range of volunteers (varying in age and cultural
background) are needed to support children with reading and understanding
as they access '‘An Amazing Journey into a Holy Space’ and RE days.
Volunteers are also invaluable for preparation of materials. Volunteers are not
used to replace paid employees.

2. Application Process for unpaid positions:

Recruitment of volunteers from any recognised Christian denomination is,

wherever possible, through local church/clergy recommendation.

e Those wanting to volunteer are given clear guidance as to what the work
involves. This may include being given documentation to read, a
conversation about what we do, or a visit to see our work in practice.

e Volunteers complete a Volunteer Application Form which they are asked
to complete in full and that includes information about a current DBS and
whether they are on the update service, The application form also
provides information about Hand to Mouth's Mission Statement and
Statement of Faith. These details are kept in line with our GDPR Policy and
General Privacy Notice.

e I|deally, all volunteers will have an Enhanced DBS suitable for working with

children, that has been issued in the last 3 years. We encourage all

volunteers to register with the update service. Whilst HTM may apply for a

DBS on the volunteers' behalf, it is the volunteer's responsibility to ensure

that their DBS is suitable, updated and evidenced on every school visit.

All Trustees will need to have a DBS check carried out by Hand to Mouth

and registered on the Update Service, unless they are already on the

Update Service through a previous DBS check.

3. Induction

e Volunteers are given the Volunteer Guidance Booklet, which provides
information about safeguarding and disclosure in line with this policy.

e Volunteers are offered the opportunity to complete Safeguarding Training.
Although it is encouraged, it is not obligatory. There is a free, online
Kirklees course available, which Hand to Mouth recommend to all
volunteers, at https://www kirkleessafeguardingchildren.co.uk
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4. Confidentiality

Volunteers follow the same confidentiality regulations as paid staff, as set out
in the Safeguarding Policy. Volunteers should be made aware of the full
Safeguarding Policy and where this can be located.

5. Supervision and Support

Supervision and advice will be given by a member of paid staff. WWherever
possible, individual volunteers are not left on their own with children, however
where multiple volunteers are present, they may be left with a group of
children whilst the Hand to Mouth worker leaves the room for a short time.
Any concerns that a volunteer may have been left alone with a child, should
be referred to the member of Hand to Mouth staff.

6. Insurance

Volunteers are covered by Hand to Mouth's Public Liability Insurance.
Volunteers travelling in staff cars are covered by the driver's own business
insurance.

7. Health and Safety
e Risk assessments are carried out for each of the “Amazing Journeys".

e In the unlikely event of an accident, the volunteer will immediately inform
the Hand to Mouth member of staff. They will inform the Manager who will
complete an incident/accident report form.

8. Grievance

Volunteers follow the same grievance procedures as paid employees. A copy
of the Grievance Policy can be obtained by contacting either the Manager or
the Chair of Trustees of Hand to Mouth.

9. Volunteers recommended by schools
At times, schools may be asked if they know of people such as parents,
Governors or friends of the school who may be willing to volunteer with Hand
to Mouth in their school. If volunteers are recommended to Hand to Mouth
through the school, it is the school's responsibility to ensure that person is
suitable for working with children in that school. On meeting them and
working with them in that context, Hand to Mouth may ask them to fill in a
volunteer application form as mentioned above so that we can keep their
personal details including DBS information.

10. Volunteers without an Enhanced DBS
Enabling children and school communities to explore Christianity and reflect on their own spiritual journey
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There may be instances where a volunteer wants to work in school but
cannot show an Enhanced DBS because they are new to volunteering, haven't
brought it into school, it is more that 3 years old and they didn't register on the
Update Service, or they have one, but it is not Enhanced. Other reasons may
be applicable. Hand to Mouth will contact the school in advance of the visit
and discuss the situation with them, coming to an agreement on how to
proceed. A school may not allow in anyone without a DBS. Other schools do
allow it, but that person cannot be left alone with children and must be
supervised at all times. The agreements made on each occasion will be
shared between the school staff, volunteer and Hand to Mouth staff to ensure
that everyone is clear.
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" &
& Whistleblowing Statement

O

&

,bo
Hand to Mouth follow the principles contained in the Public Interest Disclosure
Act 1998. Therefore, we expect that all employees (paid or voluntary) will report
improper actions and omissions. Whilst all malpractice and acts of discrimination
will be investigated, it is especially important that suspicions of abuse are
immediately reported to the Manager of Chair of Trustees.

You're a whistleblower if you're a worker and you report certain types of
wrongdoing, including issues involving safeguarding. The wrongdoing you
disclose must be in the public interest. This means it must affect others, for
example the general public. As a whistleblower you're protected by law - you
should not be treated unfairly or lose your job because you ‘blow the whistle'.
You can raise your concern at any time about an incident that happened in the
past, is happening now, or you believe will happen in the near future.

How to raise a concern:
e |In most cases, the concern will go to the Manager of Hand to Mouth.

e If the concern is about the Manager, this must be taken to the Chair of
Trustees.

e The Chair of Trustees may then be contacted, or you may choose to go
directly to them.

e Other local Safeguarding contacts:

Kirklees Safeguarding www kirkleessafeguardingchildren.co.uk
LADO (Local Authority Designated Officer LADO.cases@kirklees.gov.uk
01484221126

e The Whistleblowing Charity Protect will also provide confidential advice:
020 3117 2520 www.protect-advice.org.uk

Your employer or the prescribed person will listen to your concern and decide if
any action is needed. You may be asked for further information. You must say
straight away if you do not want anyone else to know it was you who raised the
concern. You will not have a say in how your concern is dealt with. Your
employer or the prescribed person can keep you informed about the action
they've taken, but they cannot give you much detail if they have to keep the
confidence of other people. A prescribed person cannot help you with your
relationship with your employer.
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Management of Workers

Hand to Mouth have a range of Human Resources Policies that aim to ensure the
highest standards of conduct and behaviour from their workers, The following
policies can be requested from the Manager:

e Disciplinary Policy and Procedure

e Grievance Policy and Procedure

e Equality, Diversity and Inclusion Procedure
e GDPR Policy

e General Privacy Notice
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Appendix 1: Hand to Mouth details

Address: Soper Suite, Huddersfield Mission, 3-13 Lord Street, Huddersfield
HD1 1QA

Website: www.handtomouth.org.uk

email: office@handtomouth.org

Telephone:01484 315 600
Name of insurers; Ecclesiastical Insurance Company

Contact details of Manager and safeguarding lead: Elizabeth Smith 07586 346
799

Chair of Trustees: John Playle

Trustee for Safeguarding: Jeff Trigg

Appendix 2: Safeguarding Contacts

In the event of not being able to seek advice for safeguarding concerns for
children or adults, local authority contacts can be found here:

o Kirklees Safeguarding www.kirkleessafeguardingchildren.co.uk
LADO (Local Authority Designated Officer LADO.cases@kirklees.gov.uk
01484221126

e The Whistleblowing Charity Protect will also provide confidential advice:
020 3117 2520 www.protect-advice.org.uk

e NHS Safeguarding: https://nhssafeguarding.app/contacts/
e In an emergency, contact the police, call 999

e If the person is not in immediate danger, contact the police, call 101
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Appendix 3. Types of abuse
The Government Care and Statutory Guidance lists 10 types
of abuse:

e Physical abuse

e Domestic violence or abuse

e Sexual abuse

e Psychological or emotional abuse

e Financial or material abuse

e Modern slavery

e Discriminatory abuse

e Organisational or institutional abuse

e Neglect or acts of omission

e Self-neglect
For a description of each one, plus signs and indicators,
please see 'Care and support statutory guidance - GOV.UK
(WwwW.goVv.uk)
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Appendix 4. Safeguarding Log;:
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Part 1: Disclosure of information in school;

STAFF NAME | DATE SCHOOL | CLASS | VOLUNTEER | ACTION
Part 2: Physical intervention:
STAFF NAME: DATE: SCHOOL: CLASS:

INCIDENT STATEMENT:

Part 3: \Web access to sexual or explicit content, or content that may be deemed
harmful to children:

STAFF NAME

DATE

WEB ADDRESS AND DETAILS
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