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Protection of Beneficiaries and Incident Management

Policy Statement
Teesdale Day Clubs (hereafter referred to as the charity) is aware of the duty

of care to all its beneficiaries which, for the purpose of clarity, in this policy
includes volunteers. We will take every practical measure and/or precaution
to protect people from harm.

We are committed to providing an environment where any incident (e.g., a
medical emergency, or other incident where there is actual harm or risk of
harm to a person) will be mitigated where possible, or when unavoidable or
unforeseen, is handled in as calm and effective manner as possible, without
undue distress to beneficiaries, volunteers, other staff, or attendant guests.

It is the policy of the charity to do everything that is reasonably practicable to
protect people from harm, whilst any person is using or taking part in any of
our services or activities.

And it is our policy to provide support and an appropriate level of training and
guidance to staff and volunteers to ensure they have good enough awareness
of what to do in the event of an incident or accident.

The charity will comply with all relevant legal obligations.

Principles

» The Strategic Manager will maintain an awareness of current legislation and
guidelines relating to keeping people safe and bring any changes to the
attention of the Board of Trustees and the Finance and Risk (F&R
Committee) as appropriate.

» All activities and services will undergo a Risk Assessment by the member
of staff responsible, and when appropriate by the Strategic Manager. All
Risk Assessments should be signed off by the Strategic Manager or the
Finance and Risk Committee as appropriate.

» All regular venues will be risk reviewed by the Operational Club Coordinator
or an alternative nominated experienced person, at regular intervals, and
will include fire evacuation practice when appropriate.

» Any outings that take place in another venue (e.g., when going on a lunch
outing to a public restaurant or café) will be individually risk assessed by
the member of staff responsible for that outing.

» All significant ongoing organisational risks identified will be registered on
the Risk Register which is reviewed twice each year by the Finance and Risk
Committee and approved by the Board of Trustees annually.
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All incidents and events where anyone has come to harm, or been at risk
of harm MUST be reported to the Strategic Manager as soon as practical
and possible by the lead member of staff, or volunteer.

All accidents MUST be entered into the Accident Book held at the office and,
when appropriate or requested, any Accident or Incident log at a venue.

All significant risks or incidents will be reported to Trustees at a Board
meeting under the standing agenda item for health and safety and
safeguarding.

A health and safety report covering regular lunch club venue safety will be
submitted to Trustees annually.

Members of staff responsible for recruitment and induction of new staff or
volunteers will ensure that Disclosure Barring Service (DBS) checks are
carried out for those staff or volunteers who are undertaking regulated
activity, regularly support or supervise adults at risk (e.g., club leaders
supporting volunteers who are older adults), or are lone working with
beneficiaries (e.g. volunteer drivers, lunch club members).

Where staff, or volunteers have already been internally DBS-checked in
connection with another activity, and that check is current, a further check
on behalf of the charity is not required.

The charity will have in place the following policies and procedures relating
to the safety of beneficiaries and volunteers:

e Safeguarding and Protection of Members at Risk
e Health and Safety

e Confidentiality / Data protection

e Hygiene and Food Safety

e Whistle Blowing

e Lone Working

Travel and transport organised and funded or part-funded by the charity
for the use of beneficiaries to get to and from lunch club sessions or other
groups organised by the charity will only be provided by DBS checked
volunteer drivers or by registered and licenced taxi companies.

Lunch Club Leaders and any other staff responsible for running group
activities will have a recent first aid certificate.

There will be at least one member of office-based staff with a First Aid
certificate.
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» Lunch club leaders and activity lead staff must ensure that there is a means
of contacting the emergency services from the venue e.g., a functioning BT
line in venue, or mobile telephone network availability, and check that the
post code of the venue is readily available to give to emergency call centre
staff.

» Lunch Club Leaders, Chefs and other activity lead staff must be aware of
the capacity and competency skills of volunteers and be able to request
support from them at any group session or outing, to help with the general
welfare of beneficiaries and participants and guests, and to act generally as
a responsible person if needed in the event of an emergency.

> Action will be taken in respect of any misconduct on the part of staff or
volunteers that could give rise to a risk to others. The Safeguarding or
Disciplinary Policies and Procedures will be invoked where appropriate to
the incident or risk.

> All staff, volunteers and beneficiaries are encouraged to report any of their
concerns regarding activity, venue and travel safety.

» Staff should follow all and any venue safety procedures and all procedures
in this policy or other policies as appropriate.

» This policy will be reviewed on a regular basis and changes instituted as
necessary.

Procedure

In the event of an incident at a lunch club meeting at a regular public venue,
a group activity at a public venue, or when on an outing, staff should be fully
aware of the following guidelines.

These guidelines cannot be completely comprehensive and an element of
“Good Sense” must apply.

e The priority of the staff will be the welfare of lunch club members,
group participants, and volunteers.

e If the incident is a medical emergency or accident concerning an
individual, or a very small number of individuals, staff members should
always follow the procedures demonstrated in First Aid training.

e In all but minor matters, be ready to call an ambulance unless the
person concerned has a real objection. Even so, you must rely on your
judgement and call one if your assessment tells you that this is
justifiable and/or necessary.

e In the event of any loss of consciousness of a person an ambulance
must be called.
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e If any suspicion of fire or similar danger exists, the venue must be
evacuated, and the emergency services contacted.

e Keep your own demeanour and body language as calm and business-
like as possible to minimise distress and follow the drills as practiced or
directed for that venue.

e If an incident involves a person who should not be present, or there is
a person behaving in such a way as to cause a distress or upset to
others, try to isolate that person away from the others as quickly and
calmly as possible, and call the office, manager, or another trusted
person (such as a responsible volunteer) for help

e If someone goes missing on an outing do your best to find them after
you have ensured the care and well-being of the other members in the
group.

e Be prepared to call the police if any person is, in your judgement, in
danger.

e Be prepared to contact next of kin or the listed emergency contact
where appropriate.

e Do not, in any circumstances, place yourself or anyone else at risk.

e Make sure that your colleagues and volunteers know what to do in any
incident.

e Give clear and direct instructions when needed.

e If you have any concerns about any situation, or how a situation arose,
raise them as soon as possible with the Strategic Manager, or another
senior member of the team, or with a trustee.

e Staff MUST always notify the strategic manager as soon as possible or
within 24 hours after an incident has taken place.

e A written report should be prepared and submitted to the Strategic
Manager within 48 hours of the incident happening, and accidents
recorded in the Accident Book in the office

e In the absence of the Strategic Manager the Chair must be notified and
be sent the report within the same time frames as above.

Approved by the Board of Trustees and signed on their behalf by the
Chairman:

Date: 23" October 2024
Review due: August 2027



