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Introduction

The purpose of this document is to ensure the safety of staff and volunteers. It should be read
in conjunction with the PACE Health and Safety policy statement and should take account of
guidance from colleagues.

Principles

Staff should not put themselves at personal or professional risk as a result of doing their job.
However, staff will from time to time, need to make professional judgements about the
wisdom of particular situations and it is important that they feel able to do this taking into
account the context in which we work. However, the guidelines below should be followed.
Staff should feel confident that professional behaviour would have the support of the PACE
management team. If in doubt, it is important to seek the advice of colleagues.

Professional boundaries/confidentiality

Confidentiality — no information about the young person or family should be disclosed to
anyone without the consent of the parents, except in cases of child protection. The parents
will be asked to sign a consent form giving permission for professions to liaise with one
another.

Working alone in a PACE centre

If you are working alone shut outside doors securely but ensure you are able to exit easily.

Discuss emergency exits with colleagues and arrange furniture so that exits, especially fire
exits are clear at all times.

Please ensure that either a professional colleague is aware that you are there or you have left
clear details with a member of your family and they know how to contact your line managers.

Continue to carry out all of the usual agreed safety considerations.

Report any health hazards, aggressive behaviour or difficult to manage incidents immediately
to your line manager and document them in case you need evidence later.

If you work late let a colleague know you are in the building and tell them when you leave.
Never leave colleagues working alone unless they know where you are and can contact you.
Home visits

Assessment and identification of hazards

Where necessary, members of PACE staff may be required to carry out a home visit. This is
generally undertaken to meet new children and their parents/carers, and to discuss any needs
that the child may have.

The majority of people we visit at home are perfectly amenable and constitute no threat

whatsoever. However, workers must be aware that on some occasions difficult situations may
arise and it is important they be prepared to deal with them.
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5.2

Preparing the visit

Action to take:

5.2.1

5.2.2

5.2.3

5.2.4

5.3

Prior to the visit as much information as possible about the family to be visited should be
gathered. Sources of information may be agencies or organisations (for example: District
Housing Offices, the family social worker, schools). There may be other sources of
information depending on the nature of the referral.

Good practice suggests that an initial visit should be undertaken by two members of staff.
This would certainly be the case if the information gathered indicated a history of violent and
aggressive behaviour. As an alternative to a home visit it may be appropriate to carry out an
interview in an environment where colleagues are easily alerted and on hand such as in the
play setting prior to the session start.

If, having gathered all available information, it is decided that one person will carry out an
initial visit; this should be discussed and agreed with a line manager.

A record must be kept at Head Office or in the ‘Outlook Calendar’ of the name and address of
the family being visited, the time of the visit and likely return. The person carrying out the visit
must carry a mobile phone.

During the visit

Action to take:

5.3.1

5.3.2

5.3.3

5.4

Where possible, remain between the person being visited and the door in case you need to
exit quickly.

Give clear responses to questions asked and where appropriate take notes.

Where a member of staff feels uncomfortable or threatened in any situation they should cut
short the visit and leave.

After the visit

Action to take:

5.4.1

5.4.2

5.5

If visiting alone, staff must telephone colleagues at their project to inform them that the visit
has been concluded. If there are no staff at the project the call should be made to the
Community & Development Manager.

Make notes of the visit including any information that might inform a risk assessment for
future visits. Any incidents of violence or aggression should be discussed with a line manager
and an appropriate action plan agreed.

Emergency situations

Action to take:

5.5.1

55.2

If the person carrying out the visit has not returned or contacted the project by the agreed
time, they should be phoned to ascertain that they are safe. It may be appropriate for a code
word to be agreed to inform the caller that the person carrying out the visit is at risk.

If there is reason to believe that the person carrying out the visit is at risk or if they are not
contactable, the police must be contacted as a matter of urgency.

PACE Procedures and Policy Manual 2016



71

7.1.1

7.2

7.2.1

7.2.2

7.2.3

7.2.4

7.25

Working in the home

The Service Manager should have a weekly timetable of planned Home-Based Short
Breaks sessions, including session times and locations.

Staff must have a mobile phone and always keep it on so that they can be contacted.

As soon as the session is completed, staff must contact the Service Manager or on-call
manager to let them know they are safe.

If the person carrying out the visit has not returned or contacted the project by the agreed
time they should be phoned to ascertain that they are safe. It may be appropriate for a code
word to be agreed to inform the caller that the person carrying out the visit is at risk.

If there is reason to believe that the person carrying out the visit is at risk or if they are not
contactable the police must be contacted as a matter of urgency.

Identifying unsafe settings

= If you feel the home is not appropriate for home-based work, a risk assessment
should be completed and your line manager informed.

= Never enter a house where a parent or other adult is not fully dressed.
One-to-one working off-site
Assessment and identification of hazards

Where one-to-one working takes place off-site, additional consideration should be given to
ensure the safety and wellbeing of the children with whom we work. At the same time, and in
order to keep all members of staff safe, one-to-one working should be reflective of, and
delivered in line with general PACE policies and procedures.

Staff should ensure management know where they are, where they are going and what time
they will be back.

This policy should be considered in conjunction with all other PACE policies and procedures.
Action to take:

All one-to-one staff must be contactable throughout sessions of work and must carry
PACE ID with them at all times.

If a session is cancelled for any reason, the Service Manager or the Community &
Development Manager must be informed.

One-to-one staff must be properly prepared for sessions of work. This should include,
but is not limited to: sufficient petty cash, charged mobile, emergency contact details for the
child, and contact details for the relevant Service Manager.

All one-to-one staff must promote and work to PACE service policies, applying them

in case of incident, accident or occurrence. In such instances, the one-to-one worker should
inform their Service Manager and accurate records should be kept in line with the relevant
procedure.

In line with the outcomes of Every Child Matters, one-to-one activities should include: a range
of age-appropriate, stimulating outings/activities, healthy eating/snacks, and should be
mindful of the child’s safety, including personal safety, road safety, etc.
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7.3 Supervision arrangements
7.3.1  All one-to-one work will be recorded and monitored and will be regularly evaluated.

7.3.2  All one-to-one workers must be given a clear plan of work (including objectives, time
scale where appropriate, etc), which must be discussed with their line-manager and which will
be reviewed on a regular basis.

7.3.4  All one-to-one workers will:
» receive regular supervision with their line-manager
» be offered appropriate training
»= have access to a range of resources to support their work
* receive a briefing on each child/young person to be worked with, including contact
details and relevant background information
= receive advice/support in case of emergency
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