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Friends of In Touch Policy 
Registered Charity: 1153013 

Policy Statement 
 
This policy applies to all staff and volunteers of Friends of In Touch. For the purpose of this policy the 
term ‘Adult’ refers to any one person aged of 18 or over, ‘Child’ and ‘Young Person’ refers to those under 
18. It should be read in conjunction with Care Act 2014 (and associated guidance documents) 
(Department of Health and Social Care), Working Together to Safeguard Children (Department of 
Education), Strategy for dealing with safeguarding issues in charities (Charity Commission) and 
Hampshire County Council (HCC) Safeguarding Adults’ and Children’s policies and procedures. 
 
Friends of In Touch: 
 

1. Is committed to safeguarding the rights and responsibilities of children, young people and adults 
with autism. 

2. Believes that children, young people and adults with autism need safe environments in which 
they can develop and grow in confidence. 

3. Recognises that staff and volunteers working with and supporting children, young people and 
adults have a duty to keep them safe. 

4. Places the safeguarding of children, young people and adults at the centre of its activities. 
5. Believes that children, young people and adults should not be exposed to negligence or 

avoidable risks. 
6. Recognises that Safeguarding is an emotive issue that needs to be handled both sensitively and 

carefully. 
7. Is committed to creating and implementing policies and procedures that will ensure, where risks 

need to be taken regarding children, young people and adults, they are both calculated and 
carefully managed. 

8. Is committed to ensuring that all its volunteers, staff and trustees know about and operate in 
accordance with the following procedure when a Safeguarding issue arises:  
• Recognise 
• Respond 
• Report 
• Record  
• Refer 
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9. Is committed to ensuring that all its volunteers, staff and trustees are aware of, kept up to date 
with and operate in accordance with good practice in relation to Safeguarding and Child/Adult 
Protection. 
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Safeguarding Policy 
Friends of In Touch’s commitment to Safeguarding extend to the following: 
1. Disclosure and Barring Services 
1.1 All of its volunteers and staff will be checked to ensure that they have a current enhanced level DBS 

when they first join the organisation and at least every 5 years thereafter. Staff will be expected to pay 
for this themselves except if they are experiencing hardship, then this will be discussed by the 
trustees.  

1.2 Trustees do not need a DBS check as they do not directly work with the group members but must 
have completed a trustee application form before appointment and have references checked.  

1.3 All of its volunteers, staff, committee members and trustees, via the Project Coordinator, will be 
aware of and will keep up to date with good practice and procedural changes in relation to DBS 
checks. This will be reviewed every 3 years and a log of these reviews will be maintained on 
Dropbox. 

1.4 Friends of In Touch will modify its own recruitment practices and procedures to take account of 
directives issued by the DBS. 

1.5 See also, FOIT 07: Recruitment of ex-offenders policy. 

2. Allegations made against staff/volunteers/trustees/committee members 
2.1 Staff members, volunteers, trustees or committee members against whom an allegation is made 

are owed a dialogue and should be treated fairly, honestly and without discrimination. They 
should be provided with support throughout the process. The Local Authority Designated Officer 
(LADO), police and other relevant agencies should agree jointly when to inform the subject of 
allegations which may be subject to procedures. See Appendix 3. 

3. Managing Safeguarding  
3.1 The Project Coordinator of Friends of In Touch is the named member of staff (Safeguarding 

Officer) who will be responsible and accountable for all aspects of the organisation’s work in 
relation to Safeguarding. During group meetings (and in the absence of the Project Coordinator) 
these duties will be delegated to a named group leader. The name of the Safeguarding Officer (or 
current acting deputy) will be displayed on the group’s noticeboard during all group meetings. 
This person will be responsible for: 
• Ensuring that Friends of In Touch is aware of and operating in accordance with their Local 

Safeguarding Board’s policies and procedures in relation to Safeguarding and Child/Adult 
Protection.  

• Ensuring that volunteers/staff/trustees/committee members have access to the phone 
numbers they need to report allegations or concerns relating to Safeguarding or Child/Adult 
Protection to HCC’s Children’s Services, Adults’ Health and Care and/or the police (refer to 
Appendix 1 for relevant phone numbers). 

• Ensuring that either themselves or another named volunteer or member of staff passes 
accurate information relating to Safeguarding or Child/Adult Protection to the statutory agency 
responsible for investigating it both directly and quickly. 
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• Establishing timely contact and seeking advice from Hampshire Safeguarding Children Board 
(HSCB) or Hampshire Safeguarding Adults Board (HSAB) if they have any concerns about 
Safeguarding or Child/Adult Protection. 

3.2 Children, young people and adults should be informed, as appropriate, of these protection 
procedures and what to expect, in their preferred communication style and appropriate to their 
understanding. 

4. Safeguarding and Child/Adult Protection Awareness for Friends of In Touch staff, 
volunteers, trustees and committee members  

4.1 It is mandatory for trustees, committee members, co-ordinators, group leaders, therapists and 
other key staff or volunteers to have read and understood this policy. It will always form part of 
the induction and they will be required to do so whenever the policy has been revised.  

5. Confidentiality 
5.1 Confidentiality cannot be assured, as depending on the disclosure and individual concerned 

information may need to be shared internally, with the designated Safeguarding Officer and with other 
agencies. This could include police; local authority. However, information will only be shared on a 
need to know basis and the person making the disclosure should be reassured that the information 
that they have given will be treated within best practice codes of conduct for confidentiality. 

6. Sharing Information 
6.1 Friends of In Touch has a statutory obligation to pass information to relevant partner organisations 

when a Safeguarding or Child/Adult Protection issue has arisen within the project or elsewhere. 
6.2 Friends of In Touch has a recognised procedure for volunteers, staff, trustees and committee 

members to follow when a Safeguarding issue has arisen within the groups or elsewhere. See 
Appendix 1. 

6.3 Friends of In Touch will make parents/carers and children or adults accessing groups and 
activities aware of their statutory obligation to record and report any incidents relating to 
Safeguarding and Child/Adult Protection. This will be done when joining the groups and at annual 
intervals thereafter (the information will be included in the annual update of records form issued 
to members). 

6.4 The Project Coordinator will take note of, record, assess and take any appropriate action (as 
defined in this policy) regarding any safeguarding risk or incident that has taken place outside of 
Friends of In Touch which they have identified or been informed of. 

7. Providing Advice and Support 
7.1 Friends of In Touch will ensure that its volunteers and staff receive the supervision and support 

they require when they are working with Safeguarding incidents or concerns. 
7.2 Friends of In Touch also understand that if the HSCB or HSAB becomes aware of any failings or 

non-compliance with recognised procedures and good practice concerning its procedures or 
practice in relation to Safeguarding, it will act in one or a combination of the following ways, as 
appropriate and reasonable: 
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• Enhanced support and training for the charity. 
• Agreement for further action by the charity. 
• Notification of partner organisations that are making referrals to and/or funding the charity. 

8. Use of technology 
8.1 Mobile phones: 

Staff/volunteers are not permitted to have their mobile phones turned on unless they have the 
express permission of their coordinator/group leader. Staff/volunteers are not permitted to show 
any images from their phone to the people we support. 

8.2 Cameras and Video Cameras: 
Only Friends of In Touch purchased videos and cameras, including iPads, phones, etc. can be 
used to take photos of the people we support. Under no circumstances are photographs or 
videos to be taken on personal devices, unless suitably secure. 

Before photographs or videos can be taken of the people we support, the individual or, in the 
case of under 18s, parent/carer shall be consulted with and consent obtained each year. Friends 
of In Touch Photo Permission forms are available and should be completed by the individual we 
support or, in the case of under 18s, parent/carer. 

Photographs and videos of the people we support remain the property of the individual and 
cannot be used externally without the appropriate permission in writing.  

Fictional names must be used in respect of people we support, staff or parents by any member of 
staff/volunteer/trustee/committee member giving talks or attending courses. 

Under no circumstances should Friends of In Touch staff take devices home/off-site outside of 
working hours that contain images of the people we support. 

9. Equal Opportunities 
9.1 Friends of In Touch staff, volunteers, trustees and committee members shall not discriminate 

against any person on the grounds of race, nationality, age, religious or similar philosophical 
beliefs, sexual orientation, gender or social standing and shall work in such a way as to give 
equal opportunity for each person we support to achieve the maximum benefit and potential 
consistent with respecting the dignity and value of fellow human beings. Refer to the 
Opportunities and Diversity Policy (FOIT4) for further information. 

10. Distribution  
10.1 A current copy of this policy will be included in the guidance notes given to volunteers, staff, 

trustees and committee members. Copies of the policy will also be available to referrers, families 
accessing project/groups and other organisations through the Friends of In Touch website.  
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11. Review of this policy 
11.1 This will take place annually. Additional changes are to take account of new legislation and 

practice guidance. 
 
Related Documents 

Safeguarding policy Appendix 1 – Staff and Volunteers’ Responsibilities 
Safeguarding policy Appendix 2 – Abuse 
Safeguarding policy Appendix 3 – Allegations made against Staff or Volunteers 
Safeguarding statement of commitment form (F001) 
Incident form (F002) 
Opportunities and Diversity Policy (FOIT4) 
Recruitment of ex-offenders policy (FOIT 07) 


