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1. SAFEGUARDING



Child Protection Policy

Date Reviewed: 29th July 2020

Noah’s A.R.T. believes that it is always unacceptable for a child or young
person to experience abuse of any kind, and recognises its responsibility to safeguard the
welfare of all children and young people. All staff and volunteers will be trained in child
safeguarding awareness. Some of our young clients access Noah’s A.R.T. within or supported by
agencies such as schools, who have their own safeguarding policies, which Noah’s A.R.T. will
respect.

We recognise that:

● the welfare of the child/young person is paramount
● all children, regardless of age, disability, gender, racial heritage, religious belief, sexual

orientation or identity, have the right to equal protection from all types of harm or
abuse

● working in partnership with children, young people, their parents, carers and their
agencies is essential in promoting young people’s welfare.

The purpose of the policy:

● To provide protection for the children and young people who receive Noah’s A.R.T.
services, including the children of adult clients.

● To provide staff and volunteers with guidance on procedures they should adopt in the
event that they suspect a child or young person may be experiencing, or be at risk of,
harm.

This policy applies to all staff, including the board of trustees, paid staff, self-employed staff,
volunteers, students or anyone working on behalf of Noah’s A.R.T.

We will seek to safeguard children and young people by:

● valuing them, listening to and respecting them



● adopting child protection guidelines through
procedures and a code of conduct for staff and
volunteers

● recruiting staff and volunteers safely, ensuring all necessary checks are made and new
staff and volunteers have read and understood this policy

● sharing information about child protection and good practice with children, parents,
staff and volunteers

● sharing information about concerns with agencies who need to know, and involving
parents and children appropriately

● providing effective management for staff and volunteers through supervision, support
and training

We are also committed to reviewing our policy and good practice annually.

Definitions and Signs of Abuse

Definition of Abuse
For the purpose of our policy, an abused child is any boy or girl, under 18 years of age, who has
suffered from, or is believed likely to be, at risk of significant risk of physical injury, neglect,
emotional abuse or sexual abuse.

Sexual Abuse

Definition
Actual or likely sexual abuse / exploitation of a child or young person. Sexual abuse involves
forcing or enticing a child or young person to take part in sexual activities, whether or not the
child is aware of what is happening. The activities may involve physical contact, including
penetrative (e.g. rape or buggery) and non-penetrative acts. They may include non-contact
activities such as involving children in looking at, or in the production of, pornographic material
or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.

Signs
Although these signs do not necessarily indicate that a child has been abused, they may help
adults recognise that something is wrong. The possibility of abuse should be investigated if a
child shows a number of these symptoms, or any of them to a marked degree:

Being overly affectionate or knowledgeable in a sexual way inappropriate to the child's age



Medical problems such as chronic itching, pain in the genitals,
venereal diseases

Other extreme reactions, such as depression, self-mutilation, suicide attempts, running away,
overdoses, anorexia

Personality changes such as becoming insecure or clinging

Regressing to younger behaviour patterns such as thumb sucking or bringing out discarded
cuddly toys

Sudden loss of appetite or compulsive eating

Being isolated or withdrawn

Inability to concentrate

Lack of trust or fear of someone they know well, such as not wanting to be alone with a
babysitter or child minder

Starting to wet again, day or night/nightmares

Become worried about clothing being removed

Suddenly drawing sexually explicit pictures

Trying to be 'ultra-good' or perfect; overreacting to criticism

Physical Abuse

Definition
Actual or likely physical injury to a child, or failure to prevent physical injury (or suffering), to a
child. Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating, or otherwise causing physical harm to a child. Factitious Illness may also
constitute physical abuse



Signs
Although these signs do not necessarily indicate that a child
has been abused, they may help adults recognise that
something is wrong. The possibility of abuse should be investigated if a child shows a number of
these symptoms, or any of them to a marked degree:

Unexplained recurrent injuries or burns

Improbable excuses or refusal to explain injuries

Wearing clothes to cover injuries, even in hot weather

Refusal to undress for gym

Bald patches

Chronic running away

Fear of medical help or examination

Self-destructive tendencies

Aggression towards others

Fear of physical contact - shrinking back if touched

Admitting that they are punished, but the punishment is excessive (such as a child being beaten
every night to 'make him study')

Fear of suspected abuser being contacted

Emotional Abuse

Definition
The persistent emotional ill-treatment of a child such as to cause severe and persistent adverse
effects on the child’s emotional development. It may involve conveying to children that they are
worthless or unloved, inadequate, or valued only insofar as they meet the needs of another
person. It may involve causing children
frequently to feel frightened or in danger, or the exploitation or corruption of children. Some
level of emotional damage is involved in all types of ill-treatment of a child, though emotional
abuse may occur alone

Signs



Although these signs do not necessarily indicate that a child
has been abused, they may help adults recognise that
something is wrong. The possibility of abuse should be
investigated if a child shows a number of these symptoms, or any of them to a marked degree:

Physical, mental and emotional development delay

Sudden speech disorders

Continual self-depreciation ('I'm stupid, ugly, worthless, etc')

Overreaction to mistakes

Extreme fear of any new situation

Inappropriate response to pain ('I deserve this')

Neurotic behaviour (rocking, hair twisting, self-mutilation)

Extremes of passivity or aggression

Neglect

Definition
The persistent failure to meet a child’s basic physical and or psychological needs, likely to result
in the serious impairment of the child’s health or development. Neglect may occur during
pregnancy as a result of parent or carer failing to provide adequate food and clothing, shelter
including exclusion from home or abandonment, failing to protect a chid from physical and
emotional harm or danger, failure to ensure adequate supervision including the use of
inadequate care-takers, or the failure to ensure access to appropriate medical care or
treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional
needs.

Signs
Although these signs do not necessarily indicate that a child has been abused, they may help
adults recognise that something is wrong. The possibility of abuse should be investigated if a
child shows a number of these symptoms, or any of them to a marked degree:

Constant hunger

Poor personal hygiene

Constant tiredness



Poor state of clothing

Emaciation

Untreated medical problems

No social relationships

Compulsive scavenging

Destructive tendencies

Online Abuse

Definition
Online abuse is any type of abuse that happens on the internet, facilitated through technology
like computers, tablets, mobile phones and other internet-enabled devices. It can happen
anywhere online that allows digital communication.

Children and young people can be revictimised (experience further abuse) when abusive
content is recorded, uploaded or shared by others online. This can happen if the original abuse
happened online or offline.

Children and young people may experience several types of abuse online:

● bullying/cyberbullying
● emotional abuse (this includes emotional blackmail, for example pressuring children and

young people to comply with sexual requests via technology)
● sexting (pressure or coercion to create sexual images)
● sexual abuse
● sexual exploitation

Children and young people can also be groomed online: perpetrators may use online platforms
to build a trusting relationship with the child in order to abuse them. This abuse may happen
online or the perpetrator may arrange to meet the child in person with the intention of abusing
them.

Children can be at risk of online abuse from people they know as well as from strangers. Online
abuse may be part of abuse that's taking place in the real world such as bullying or an abusive
relationship. Or the abuse may happen online only.

Signs
A child who is experiencing abuse online may:



● spend much more or much less time than usual
online, texting, gaming or using social media

● be withdrawn, upset or outraged after using the internet or texting
● be secretive about who they’re talking to and what they're doing online or on their

mobile phone
● have lots of new phone numbers, texts or e-mail addresses on their mobile phone,

laptop or tablet.

Note: A child may be subjected to a combination of different kinds of abuse. It is also possible
that a child may show no outward signs and hide what is happening from everyone

Designated Child Safeguarding Lead
The designated person is responsible for acting as a source of advice on child protection
matters, for co-ordinating action within the organisation and for liaising with health, children’s
services and other agencies about suspected or actual cases of child abuse.

At every session at the Noah’s A.R.T. base and at outreach sessions there will be a designated
Child Safeguarding Lead. The designated person/s will be aware of the Local Safeguarding
Children’s Board, the multi-agency child protection procedures and the Safeguarding Manager
and Development Officer, LSCB. In Tameside, this is the Tameside Safeguarding Children
Partnership (https://www.tamesidesafeguardingchildren.org.uk/).

The designated person will be knowledgeable about child protection and will have undergone
any training considered necessary to keep themselves updated on new developments.

The role of the designated person is to:

● Establish contact with the senior member of social work staff responsible for child protection
in Noah’s A.R.T.’s catchment area. This should be a first step before an incident occurs.

● Provide information and advice on child protection, and ensure policy and procedures are
implemented and followed.

● To inform social work/health board of relevant concerns about individual children.

● Be aware of the Tameside Safeguarding Partnership Child Protection Procedures.

https://www.tamesidesafeguardingchildren.org.uk/


● Ensure that appropriate information is available at the
time of referral and that the referral is confirmed in
writing, under confidential cover as quickly as possible (e.g. within 24 hours).

● Liaise with children’s service authorities and other agencies, as appropriate.

● Keep relevant people within the organisation, particularly the head or leader of the
organisation, informed about any action taken and any further action required. For example,
disciplinary action against a member of staff.

● Ensure that an individual case record is maintained of the action taken by the organisation, of
the liaison with other agencies, and of the outcome.

● Undertake training regarding child protection.

● Deal with the aftermath of incident in the organisation

Child Protection Procedures

What to do if you suspect a child is being abused

If a member of Noah’s A.R.T. suspects that a child is being abused, they will seek advice from the
designated child protection person. They will help decide what further actions should be taken.

All members of Noah’s A.R.T. are aware of, and have contact details for, the designated child
protection person.

Knowing how damaging abuse is to children, it is up to the adults working with Noah’s A.R.T. to
take responsibility for stopping it.

See diagrams at the back of this policy

What we would do if a child engaging with Noah’s A.R.T. tells us about abuse

Stay calm and be reassuring

Find a quiet place to talk



Believe what you are being told

Listen, but do no press for information

Inform the child that you are glad that they have told you, but you will have to share this
information with other professionals who will help to keep the child safe and the information
confidential

Inform the designated child protection person at the session.

Contact the Child Protection Social Work Team and/or the Police.

Seek medical advice if required

Complete reporting allegations or suspicions of abuse form (see appendix A & B)

What to do if you have witnessed a child being abused
Inform the designated child protection worker for the session

Contact the Child Protection Social Work Team and or Seek medical advice if required

Seek medical advice if required

Complete reporting allegations or suspicions of abuse form (see appendix C and D)

Remember: It is important that everyone in the organisation is aware that the person who
first encounters a case of alleged or suspected abuse is not responsible for deciding whether
or not abuse has occurred. That is the task for the professional child protection agencies
following a referral to them of concern about a child.

Good practice

Before any activity starts, the designated person shall ensure that adequate child protection
procedures are in place, as follows.

● A register must be kept of all people attending Noah’s A.R.T. activities, including all
children/young people. This must include information about arrival and departure times.

● Team members will record any unusual events on the accident/incident form or in the
daily diary, unless this includes anything confidential.



● Where possible, staff/volunteers should not be alone
with a child/young person, although it is recognised
that there may be times when this may be necessary or
helpful.

● Noah’s A.R.T. recognises that physical touch between adults and children/young people
can be healthy and acceptable in public places. However, staff/volunteers will be
discouraged from this in circumstances where an adult and child/young person are alone
together.

● All team members should treat all children/young people with dignity and respect in their
attitude, language and actions.

All personnel should be encouraged to demonstrate exemplary behaviour in order to protect
themselves from false allegations. The following are common sense examples of how to create a
positive culture and climate:

● always working in an open environment (for example, avoiding private or unobserved
situations and encouraging open communication with no secrets)

● treating all children/young people equally, and with respect and dignity

● always putting the welfare of each child/young person first

● maintaining a safe and appropriate distance with children/young people (for example, it is
not appropriate for staff/volunteers to have an intimate relationship with a child/young
person)

● building balanced relationships based on mutual trust, empowering children/young
people to share in the decision-making process

● making activities, fun, enjoyable and safe

● keeping up to date with skills, qualifications and insurance

● involving parents/carers wherever possible – for example, by asking them to take
responsibility for children/young people in changing rooms or bathrooms

● being an excellent role model, including not smoking or drinking alcohol in the company of
children/young people

● giving enthusiastic and constructive feedback rather than negative criticism

● recognising the developmental needs and capacity of children/young people and not
pushing them against their will

● securing written consent from parents/carers for staff to act in loco parentis, if the need
arises to administer emergency first aid and/or other medical treatment

● keeping a written record of any injury that occurs, along with the details of any treatment
given



Transport to/from Noah’s A.R.T. premises

In some circumstances, a child/young person may travel in a
hired taxi or Action Together volunteer transport vehicle to attend the Pop Inn at the Noah’s
A.R.T. base.

● All vehicles hired must be insured, roadworthy and fitted with seatbelts.

● All drivers should travel with at least one escort. Drivers and escorts should have
up-to-date DBS checks and should have been subject to appropriate recruitment
procedures. All drivers and escorts should agree to abide by these guidelines.

Use of premises by other organisations

In the event of a room or rooms on the premises being used by other organisations, the letting
agreement should ensure that the hiring organisation works to approved child protection
procedures and/or that those hiring the room(s) read and agree to abide by these guidelines.



Appendix A

Reporting Child Protection Concerns



Appendix B

Reporting Child Protection concerns in relation to staff and volunteers, including incidents of
inappropriate online behaviour (by staff, volunteers or child)



Appendix C

Reporting Child Protection concerns when visiting a school or external setting



Any concerns should be reported promptly the Tameside’s Multi Agency Safeguarding Hub
(MASH) on 0161 342 4101 (Mon-Fri office hours) or 0161 342 222 (out of hours)

Appendix D

Responding 2: Reporting allegations or suspicions of abuse

Everyone in your organisation should be aware of the designated person within the organisation
who should immediately always be informed of any concerns about a child being abused:

Child Protection Designated Person Details:

Name: Sharon Hall

Role: Managing Director



Address: 4 Linden Way, Droylsden, Manchester, M43 6QJ

Telephone no: 07973453942

Designated Person - Wednesday sessions at Loxley House:

Name: Tom Hall

Role: Pet Connect Liaison Coordinator; Therapy Assistant

Address: Loxley House, 287 Birch Lane, Dukinfield, SK16 5AU

Telephone no: 077507399822

Designated Online Safety Coordinator:

Name: Catherine Brown

Role: Pet Connect Liaison Coordinator; Therapy Assistant

Address: Loxley House, 287 Birch Lane, Dukinfield, SK16 5AU

Telephone no: 07505474390

And if appropriate, contacts outside the organisation:

Tameside Multi Agency Safeguarding Hub:

Telephone no. 0161 342 4101 / 0161 342 2222 (out of hours)

Police: 101 or 999

NSPCC Child Protection Helpline: 0808 800 5000

Appendix E

Checklist for reporting suspected abuse

Name of child:

Age and date of birth: Ethnicity

Religion First language



Disability                                                              Any special
factors

Parent’s/carer’s name(s)

Home address (and phone no. if available).

Are you reporting your own concerns or passing on those of somebody else?
Give details.

Brief description of what has prompted the concerns: include dates, times etc.
of any specific incidents.

Any physical signs? Behavioural signs? Indirect signs?

Have you spoken to the child? If so, what was said?

Have you spoken to the parent(s)? If so, what was said?

Has anybody been alleged to be the abuser? If so, give details.

Have you consulted anybody else? Give details.

Your name and position.

To whom reported and date of reporting.

Signature

USEFUL CONTACTS



Tameside Safeguarding Children’s Board
www.tamesidesafeguardingchildren.org.uk

Disclosure and Barring Service
DBS Communications - PO Box 110, Liverpool, L69 3EF, United Kingdom
 www.gov.uk/dbs

NSPCC Child Protection Helpline
0808 800 5000
0800 056 0566 – deaf or hard of hearing
0800 096 7719 – Asian Child Protection Helpline
help@nspcc.org.uk

The Churches’ Child Protection Advisory Service, Part of PCCA
Christian Child Care PO Box 133, Swanley, Kent BR8 7UQ
www.ccpas.co.uk
www.pcca.co.uk

The Muslim Parliament of Great Britain, 109, Fulham Palace Road,
London W6 8JA.
www.muslimparliament.org.uk

The Voluntary Sector Children’s Hub, Action Together, Unit 12 Manchester Chambers, West
Street, Oldham, OL1 1LF
adele.thomson@actiontogether.org.uk

APPENDIX F

GUIDANCE FOR SAFER RECRUITMENT & SELECTION

Introduction
Safe employment processes go beyond recruitment to include an organisation’s ethos about
safeguarding children.

A safe employment process will help promote a safe culture generally and complement other
‘safety’ elements such as health and safety and security issues, such as access to buildings.

Recruiting the best volunteers and staff to your organisation not only helps to reduce the risk to
children and young people, it also helps to raise standards overall. It ensures that even more

http://www.tamesidesafeguardingchildren.org.uk
http://d.seis.purlsmail.com/sendlink.asp?HitID=1376662908355&StID=22036&SID=6&NID=445902&EmID=44390487&Link=aHR0cDovL3d3dy5nb3YudWsvZGJz&token=566fee4d9db8a7912571a7d6a9db06c5e9a31a59
mailto:help@nspcc.org.uk
http://www.ccpas.co.uk
http://www.pcca.co.uk
http://www.muslimparliament.org.uk
mailto:adele.thomson@actiontogether.org.uk


care is taken amongst those working in an environment
which brings staff into contact with children and young
people

Our organisation recognises the importance of Safeguarding when we recruit and select staff
and volunteers, we do this by:

Developing Procedures for Safe Employment – The beginning to end process

Role Description / Person Specification

Before the job is even advertised, we will:

Consider the role of the volunteer / staff member, the skills and qualities which will be
necessary to become a volunteer / staff member in the organisation and what kind of person is
most suited to the post to support the safeguarding agenda.

Ascertain what level of contact the volunteer / staff will have with either children/vulnerable
adults.

Think about some specific behaviours, attitudes and values regarding
safeguarding children and young people which we incorporate
into:

● The job description / person specification

● An advert or advertising material

● Criteria for short listing

● Planned interview questions or selection methods

Advertisement / Recruitment Publicity

The words and messages used in recruitment campaigns, the organisation’s literature, and the
expectations of our volunteers/staff help make safeguarding a reality. People who want to do
harm are more likely to operate in places where it is made easy for them. We will:

● Include information about the safe and secure environment we provide for children and
young people

● Make it explicit that the wellbeing of children and young people is high on our agenda



● Explain to volunteers that safeguarding controls are in
place

● Volunteer / staff adverts and promotional publicity should state that a CRB check is required
for the role of the volunteer

● When talking to parents reinforce the safeguarding message

● Have a clear statement within adverts / publicity about our commitment to safeguarding

● Plan and monitor the campaign

Application Form / Response

We will ensure our application forms ask prospective volunteers / staff to:

● Supply names of two references that are not family members, ideally the current or most
recent employers (preferable covering the past 5 years of employment)

● Supply their National Insurance number and / or proof of eligibility to work in the UK

● Declare past convictions or cases pending

● Indicate their interests and any other voluntary activities in which they are involved

A copy of the Child Protection Procedure is sent out when people request to be a volunteer /
staff.

Selection

We will undertake a brief interview with the prospective volunteers / staff to ascertain the
volunteers / staff opinions of children / young people. We will also check all documentation
regarding the volunteers / staff’s identity and relevant qualifications.

DBS checks



We will undertake DBS enhanced checks following a
successful interview, selecting the appropriate barred list
checks. We will not employ anyone who’s DBS check reveals
they have been barred from working with children.

References are checked following a successful interview.

Induction

Staff/volunteer inductions will include:

● Roles and Responsibilities of the volunteers / staff.
● Awareness about child protection procedures.
● A discussion around the ‘Guidance for safe working practice for adults who work with

children and young people’.
● Inform the volunteers / staff who is the designated / named child protection lead and what

their role consists of
● Inform the volunteers / staff who the senior manager for allegations against people working

with children and young people is and the Local Authority Designated Officer (LADO) and
what their roles are.

● Make the volunteers / staff aware of the organisations complaints procedure, the
Whistle-Blowing Policy, Anti-Bullying Policy and Online Child protection Policy.

Supervision

Agreed regular supervision depending upon the nature of work /volunteering will take place,
including observations of the volunteers / staff at work.

Interview Questions for Volunteers

● Tell us about any experiences that have been difficult for you when working with children or
young people and how you handled them.

● Tell us how you respond to aggression or young people who are especially challenging.

● Suppose you are working with a young person who confided their worries that they might be
gay. How would you respond?



● Tell us how you go about advising a young person about
sexual matters, especially if, in law they are under 16 years
old.

● How would you respond to a young person who confides in you that they have been sexually
abused?

● What would you do if a young person informs you that they are being bullied?

● Could you explain about any unaccounted-for periods in your job history? (If this is
appropriate)

● Any other questions that are appropriate to the role of the volunteer.

Child Protection Code of Conduct for Staff and Volunteers

Date reviewed: 31st August 2020

Purpose



This behaviour code outlines the conduct Noah’s A.R.T.

expects from all our staff and volunteers. This includes board

members, agency staff, interns, students on work placement

and anyone who is undertaking duties for the organisation, whether paid or unpaid.

The behaviour code aims to help us protect children and young people from abuse and reduce

the possibility of unfounded allegations being made. It has been informed by the views of

children and young people.

Noah’s A.R.T. is responsible for making sure everyone taking part in our services has seen,

understood and agreed to follow the code of behaviour, and that they understand the

consequences of inappropriate behaviour.

The role of staff and volunteers

In your role at Noah’s A.R.T., you are acting in a position of authority and have a duty of care

towards the children and young people we work with. You are likely to be seen as a role model

and are expected to act appropriately.

Responsibility

You are responsible for:

● prioritising the welfare of children and young people

● providing a safe environment for children and young people:

○ ensuring equipment is used safely and for its intended purpose

○ having good awareness of issues to do with safeguarding and child protection

and taking action when appropriate.

● following our principles, policies and procedures

○ including our policies and procedures for child protection/safeguarding,

whistleblowing and online safety - see Child Protection Policy, Whistleblowing

Policy and Online Safety Policy Statement

● staying within the law at all times

● modelling good behaviour for children and young people to follow

● challenging all unacceptable behaviour and reporting any breaches of the behaviour

code to the Safeguarding Lead (Sharon Hall) or designated Online Safety Coordinator

(Catherine Brown)



● reporting all concerns about abusive behaviour,

following our safeguarding and child protection

procedures - See Child Protection Policy

○ this includes behaviour being displayed by an adult or child and directed at

anybody of any age.

Rights

You should:

● treat children and young people fairly and without prejudice or discrimination

● understand that children and young people are individuals with individual needs

● respect differences in gender, sexual orientation, culture, race, ethnicity, disability and

religious belief systems, and appreciate that all participants bring something valuable

and different to the group/organisation

● challenge discrimination and prejudice

● encourage young people and adults to speak out about attitudes or behaviour that

makes them uncomfortable.

Relationships

You should:

● promote relationships that are based on openness, honesty, trust and respect

● avoid favouritism

● be patient with others

● exercise caution when you are discussing sensitive issues with children or young people

● ensure your contact with children and young people is appropriate and relevant to the

work of the project you are involved in

● ensure that whenever possible, there is more than one adult present during activities

with children and young people

○ if a situation arises where you are alone with a child or young person, ensure

that you are within sight or hearing of other adults.

○ if a child specifically asks for or needs some individual time with you, ensure

other staff or volunteers know where you and the child are.

● only provide personal care in an emergency and make sure there is more than one adult

present if possible



○ unless it has been agreed that the provision of

personal care is part of your role and you have

been trained to do this safely.

Respect

You should:

● listen to and respect children at all times

● value and take children’s contributions seriously, actively involving them in planning

activities wherever possible

● respect a young person’s right to personal privacy as far as possible.

○ if you need to break confidentiality in order to follow child protection

procedures, it is important to explain this to the child or young person at the

earliest opportunity.

Unacceptable behaviour

When working with children and young people, you must not:

● allow concerns or allegations to go unreported

● take unnecessary risks

● smoke, consume alcohol or use illegal substances

● develop inappropriate relationships with children and young people

● make inappropriate promises to children and young people

● engage in behaviour that is in any way abusive

○ including having any form of sexual contact with a child or young person.

● let children and young people have your personal contact details (mobile number, email

or postal address) or have contact with them via a personal social media or email

account

● act in a way that can be perceived as threatening or intrusive

● patronise or belittle children and young people

● make sarcastic, insensitive, derogatory or sexually suggestive comments or gestures to

or in front of children and young people.

Upholding this code of behaviour



You should always follow this code of behaviour and never

rely on your reputation or that of our organisation to protect

you.

If you have behaved inappropriately you will be subject to our disciplinary procedures.

Depending on the seriousness of the situation, you may be asked to leave Noah’s A.R.T. We may

also make a report to statutory agencies such as the police and/or the local authority child

protection services.

If you become aware of any breaches of this code, you must report them to the designated

safeguarding lead (Sharon Hall). If necessary you should follow our whistleblowing procedure

and safeguarding and child protection procedures.



Children and Young People’s Anti-Bullying Policy
Date reviewed: 3rd August 2020

The purpose and scope of this policy statement

Noah’s A.R.T. works with children and families as part of its activities. This includes: as

volunteers, clients at our base, clients in settings including schools, hospitals and mental health

units, and as children of clients. The purpose of this policy statement is:

● to prevent bullying from happening between children and young people who are a part

of our organisation or take part in our activities

● to make sure bullying is stopped as soon as possible if it does happen and that those

involved receive the support they need

● to provide information to all staff, volunteers, children and their families about what we

should all do to prevent and deal with bullying.

This policy statement applies to anyone working on behalf of Noah’s A.R.T., including senior

managers and board members, paid staff, volunteers, sessional workers, and students. Separate

documents set out:

● our code of behaviour for children, young people and adults - see: Child Protection Code

of Conduct

● our policies and procedures for preventing and responding to bullying and harassment

that takes place between adults involved with our organisation - see: Adult Anti-Bullying

Policy and Safeguarding Vulnerable Adults Policy

What is bullying?

Bullying includes a range of abusive behaviour that is

● Repeated

● intended to hurt someone either physically or emotionally.

More detailed information about bullying is available from

learning.nspcc.org.uk/child-abuse-andneglect/bullying

Legal framework

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to

protect children in the UK. The NSPCC provides summaries of the key legislation and guidance

on:



● bullying

learning.nspcc.org.uk/child-abuse-and-neglect/bullying

● online abuse learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

● child protection learning.nspcc.org.uk/child-protection-system

We believe that:

● children and young people should never experience abuse of any kind

● we have a responsibility to promote the welfare of all children and young people, to

keep them safe and to practise in a way that protects them.

We recognise that:

● bullying causes real distress. It can affect a person’s health and development and, at the

extreme, can cause significant harm

● all children, regardless of age, disability, gender reassignment, race, religion or belief, sex

or sexual orientation, have the right to equal protection from all types of harm or abuse

● everyone has a role to play in preventing all forms of bullying (including online) and

putting a stop to bullying.

We will seek to prevent bullying by:

● developing a code of behaviour that sets out how everyone involved in our organisation

is expected to behave, in face-to-face contact and online, and within and outside of our

activities - see: Child Protection Code of Conduct

● holding regular discussions with staff, volunteers, children, young people and families

who use our organisation about bullying and how to prevent it. These discussions will

focus on:

○ group members’ responsibilities to look after one another and uphold the

behaviour code

○ practising skills such as listening to each other

○ respecting the fact that we are all different

○ making sure that no one is without friends

○ dealing with problems in a positive way

○ checking that our anti-bullying measures are working well

● providing support and training for all staff and volunteers on dealing with all forms of

bullying, including racial, sexist, homophobic and sexual bullying

● putting clear and robust anti-bullying procedures in place



● making sure our response to incidents of bullying

takes into account:

○ the needs of the person being bullied

○ the needs of the person displaying bullying behaviour

○ needs of any bystanders

○ our organisation as a whole.

● reviewing the plan developed to address any incidents of bullying at regular intervals, in

order to ensure that the problem has been resolved in the long term.

We recognise that bullying is closely related to how we respect and recognise the value of

diversity.

We will be proactive about:

● seeking opportunities to learn about and celebrate difference

● increasing diversity within our staff, volunteers, children and young people

● welcoming new members to our organisation.

More information about responding effectively to bullying is available:

● protecting children from bullying and cyberbullying

learning.nspcc.org.uk/child-abuse-andneglect/bullying

● recognising and responding to abuse

learning.nspcc.org.uk/child-abuse-andneglect/recognising-and-responding-to-abuse

Related policies and procedures

This policy statement should be read alongside our organisational policies and procedures

including:

● Child protection policy, which includes procedures for responding to concerns about a

child or young person’s wellbeing, dealing with allegations made against a child or young

person, and managing allegations against staff and volunteers.

● Child protection code of conduct for staff and volunteers.

● Online safety policy and procedures for responding to concerns about online abuse.

● Equality and diversity policies.

● Adult Anti-Bullying Policy

Contact details



Senior lead for safeguarding and child protection

Name: Sharon Hall

Phone/email: sharon@noahs-art.co.uk / 07973453942

NSPCC Helpline 0808 800 5000

We are committed to reviewing our policy and good practice annually.

Safeguarding Vulnerable Adults Policy

mailto:sharon@noahs-art.co.uk


Date reviewed: 3rd August 2020

Policy Statement
Most of the adult clients who use Noah’s A.R.T. are vulnerable due to disability of some kind;
mental health, learning disability or dementia. Many live in settings that have their own
safeguarding policies which staff and volunteers at Noah’s A.R.T. will respect.

The policy exists to ensure that Noah’s A.R.T. implements appropriate arrangements, systems
and procedures to ensure that the organization has the right skills, means and resources to
protect and safeguard adults.

Noah’s A.R.T. recognises that safeguarding means protecting an adult’s right to live in safety,
free from abuse and neglect.

Definitions
A vulnerable adult is a person aged 18 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 him or herself against significant
harm or exploitation.’ 

OR

‘Any adult who is vulnerable because of mental disorder, learning difficulties, physical and/or
sensory impairment, other impairment or older age and who is unable to take care of him or
herself or unable to protect him or herself against significant harm or exploitation”- ‘No Secrets-
DOH 2000’

A child is defined as a person under the age of 18. Although disabled young people may remain
in children’s health and education services beyond this age, in law they are an adult at 18
regardless of any impairment.

The Care Act 2014 provides a definition and framework for Safeguarding Adults

Safeguarding means protecting an adult’s right to live in safety, free from abuse and neglect. It is
about people and organizations working together to prevent and stop both the risks and
experience of abuse or neglect, while at the same time making sure that the adult’s wellbeing is
promoted including, where appropriate, having regard to their views, wishes, feelings and
beliefs in deciding on any action. This must recognise that adults sometimes have complex
interpersonal relationships and may be ambivalent, unclear or unrealistic about their personal
circumstances.
Aim



The aims of adult safeguarding are to:

● Stop abuse or neglect wherever possible;
● Prevent harm and reduce the risk of abuse or neglect to adults with care and

support needs;
● Safeguard adults in a way that supports them in making choices and having control

about how they want to live
● Promote an approach that concentrates on improving life for the adults concerned
● Raise public awareness so that communities as a whole, alongside professionals, play

their part in preventing, identifying and responding to abuse and neglect
● Provide information and support in accessible ways to help people understand the

different types of abuse, how to stay safe and what to do to raise a concern about the
safety or well-being of an adult

● Address what has caused the abuse or neglect

Legislation - The Care Act 2014

Safeguarding Duties

The Care Act 2014 introduced statutory safeguarding duties. The safeguarding duties apply to
an adult who:

(a) Has needs for care and support (whether or not the authority is meeting any of those
needs),
(b) Is experiencing, or is at risk of, abuse or neglect, and
(c) As a result of those needs is unable to protect himself or herself against the abuse or
neglect or the risk of it.

Key Principles for adult safeguarding
In the safeguarding of adults, Noah’s A.R.T. are guided by the principles set out in The Care Act
2014 and aim to demonstrate and promote these principles in our work:

● Empowerment – People being supported and encouraged to make their own decisions
and informed consent

● Prevention – It is better to take action before harm occurs.
● Proportionality – The least intrusive response appropriate to the risk presented.
● Protection – Support and representation for those in greatest need.
● Partnership – Local solutions through services working with their communities.
● Communities have a part to play in preventing, detecting and reporting neglect

and abuse.
● Accountability – Accountability and transparency in delivering safeguarding.



Recognising the signs of abuse
Staff / volunteers may be particularly well-placed to spot abuse and neglect, the adult may say
or do things that hint that all is not well. It may come in the form of a complaint, or an
expression of concern. Everyone within the organisation should understand what to do, and
where to go locally to get help, support and advice. It is vital that everyone within the
organisation is vigilant on behalf of those unable to protect themselves, including:

● Knowing about different types of abuse and neglect and their signs
● Supporting adults to keep safe
● Knowing who to tell about suspected abuse or neglect and
● Supporting adults to think and weigh up the risks and benefits of different options when

exercising choice and control.

The Care Act 2014 defines the following areas of abuse and neglect; they are not exhaustive but
are a guide to behaviour that may lead to a safeguarding enquiry. This includes:

Physical abuse
The physical mistreatment of one person by another which may or may not result in physical
injury, this may include slapping, burning, punching, unreasonable confinement, and pinching,
force-feeding, misuse of medication, shaking, inappropriate moving and handling.

Signs and indicators

Over or under use of medication, burns in unusual places; hands, soles of feet, sudden
incontinence, bruising at various healing stages, bite marks, disclosure, bruising in the shape of
objects, unexplained injuries or those that go untreated, reluctance to uncover parts of the
body.

Sexual abuse
Any form of sexual activity that the adult does not want and or have not considered, a sexual
relationship instigated by those in a position of trust,
rape, indecent exposure, sexual harassment, inappropriate looking or touching, sexual teasing
or innuendo, sexual photography, subjection to pornography or witnessing sexual acts, indecent
exposure and sexual assault or sexual acts to which the adult has not consented or was
pressured into consenting.



Signs and indicators

Signs of being abused may include recoiling from physical contact, genital discharge, fear of
males or female, inappropriate sexual behaviour in presence of others, bruising to thighs,
disclosure, and pregnancy. Abusers may take longer with personal care tasks, use offensive
language, work alone with clients, or show favouritism to clients.

Financial or material abuse
Financial or material abuse – including theft, fraud, internet scamming, coercion in relation to
an adult’s financial affairs or arrangements, including in connection with wills, property,
inheritance or financial transactions, or the misuse or misappropriation of property, possessions
or benefits

Signs and indicators

This may include not allowing a person to access to their money, not spending allocated
allowance on the individual, denying access to their money, theft from the individual, theft of
property, misuse of benefits. There may be an over protection of money, money not available,
forged signatures, disclosure, inability to pay bills, lack of money after payments of benefits or
other, unexplained withdrawals. An abuser may be evasive when discussing finances, goods
purchased may be in the possession of the abuser, there may be an over keenness in
participating in activities involving individuals money

Psychological and/or Emotional abuse
This abuse may involve the use of intimidation, indifference, hostility, rejection, threats of harm
or abandonment, humiliation, verbal abuse such as shouting, swearing or the use of
discriminatory and or oppressive language.  A deprivation of contact, blaming, controlling,
coercion, harassment, cyber bullying, isolation or unreasonable and unjustified withdrawal of
services or supportive networks. There may be a restriction of freedom, access to personal
hygiene restricted, name calling, threat to withdraw care or support, threat of institutional care,
use of bribes or threats or choice being neglected

Signs and indicators

Stress and or anxiety in response to certain people, disclosure, compulsive behaviour, reduction
in skills and concentration, lack of trust, lack of self-esteem, someone may be frightened of
other individuals, there may be changes in sleep patterns

Neglect and acts of omission
Behaviour by carers that results in the persistent or severe failure to meet the physical and or
psychological needs of an individual in their care. This may include ignoring



medical, emotional or physical care needs, failure to provide access to appropriate health-care
and support or educational services, the withholding of the necessities of life, such as
medication, adequate nutrition and heating, wilful failure to intervene or failing to consider the
implications of non-intervention in behaviours which are dangerous to them or others, failure to
use agreed risk management procedures, inadequate care in residential setting, withholding
affection or communication, denying access to services,

Signs and indicators

There may be disclosure. Someone being abused may have low self-esteem, deterioration,
depression, isolation, continence problems, sleep disturbances, pressure ulcers. There may be
seemingly uncertain attitude and cold detachment from a carer, denying individuals request,
lack of consideration to the individuals request, denying others access to the individual health
care professionals

Self-neglect
This covers a wide range of behaviour neglecting to care for one’s personal hygiene, health or
surroundings and includes behaviour such as hoarding.

Discriminatory Abuse
This includes forms of harassment, slurs or similar treatment; because of race, gender and
gender identity, age, disability, sexual orientation, and religion or health status and may be the
motivating factor in other forms of abuse. It can be personal, a hate crime or institutional.

Signs and indicators

There may be a withdrawal or rejection of culturally inappropriate services e.g. food, mixed
gender groups or activities. Individual may simply agree with the abuser for an easier life, there
may be disclosure, or someone may display low self-esteem. An abuser may react by saying “ I
treat everyone the same”, have inappropriate nick names, be uncooperative, use derogatory
language, or deny someone social and cultural contact.

Institutional or Organisational Abuse
Neglect and poor care practice within an institution or specific care setting such as a hospital or
care home, for example, or in relation to care provided in one’s own home. This may range from
one off incidents to on-going ill-treatment. It can be through neglect or poor professional
practice as a result of the structure, policies, processes and practices within an organisation.



Signs and indicators

This may include a system that condones poor practice, deprived environment, lack of
procedures for staff, one commode used for a number of people, no or little evidence of
training, lack of staff support/supervision, lack of privacy or personal care, repeated
unaddressed incidents of poor practice, lack of homely environment, manager implicated in
poor practice. There may be a lack of personal clothing, no support plan, lack of stimulation,
repeated falls, repeated infections, unexplained bruises/burns, pressure ulcers, unauthorised
deprivation of liberty. Abusers may have a lack of understanding of a person’s disability, misuse
medication, use illegal controls and restraints, display undue/inappropriate physical
intervention, and inappropriately use power/control.

Domestic abuse
The cross-government definition of domestic violence and abuse is: 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. The abuse can encompass, but is not limited to:

● Psychological
● Sexual
● Financial
● Emotional

A new offence of coercive and controlling behaviour in intimate and familial relationships was
introduced into the Serious Crime Act 2015. The offence will impose a maximum 5 years
imprisonment, a fine or both.

Signs and indicators

May include many of those indicators listed under previous categories in this document,
including unexplained bruising, withdrawal from activities, work or volunteering, not being in
control of finances, or decision making

Modern slavery
Encompasses slavery, human trafficking, and forced labour and domestic servitude. Traffickers
and slave masters use whatever means they have at their disposal to coerce, deceive and force
individuals into a life of abuse, servitude and inhumane treatment.



Signs and indicators

There may be signs of physical or psychological abuse, victims may look malnourished or
unkempt, or appear withdrawn. Victims may rarely be allowed to travel on their own, seem
under the control, influence of others, rarely interact or appear unfamiliar with their
neighbourhood or where they work. They may be living in dirty, cramped or overcrowded
accommodation, and / or living and working at the same address. Victims may have no
identification documents, have few personal possessions and always wear the same clothes day
in day out. What clothes they do wear may not be suitable for their work. People may have little
opportunity to move freely and may have had their travel documents retained, e.g. passports.
They may be dropped off / collected for work on a regular basis either very early or late at night.
Victims may avoid eye contact, appear frightened or hesitant to talk to strangers and fear law
enforcers for many reasons, such as not knowing who to trust or where to get help, fear of
deportation, fear of violence to them or their family.

Radicalisation to terrorism
The Government through it’s PREVENT programme has highlighted how some adults may be
vulnerable to radicalisation and involvement in terrorism. This can include the exploitation of
vulnerable people and involve them in extremist activity. Radicalisation can be described as a
process, by which a person to an increasing extent accepts the use of undemocratic or violent
means, including terrorism, in an attempt to reach a specific political/ideological objective.
Vulnerable individuals being targeted for radicalisation/recruitment into violent extremism is
viewed as a safeguarding issue.

Signs and indicators

May include being in contact with extremist recruiters. Articulating support for violent extremist
causes or leaders. Accessing violent extremist websites, especially those with a social
networking element. Possessing violent extremist literature. Using extremist narratives to
explain personal disadvantage. Justifying the use of violence to solve societal issues. Joining
extremist organisations. Significant changes to appearance and/or behaviour.

Who might abuse?
Abuse of adults at risk, may be perpetrated by a wide range of people including relatives, family
members, professional staff, paid care workers, volunteers, other service users, neighbours,
friends and associates, people who deliberately exploit vulnerable people and strangers.

Incidents of abuse may be one-off or multiple, and affect one person or more. Professionals and

others should look beyond single incidents or individuals to identify patterns of harm.



Patterns of abuse vary and include:
● Serial abusing in which the perpetrator seeks out and

‘grooms’ individuals. Sexual abuse sometimes falls

into this pattern as do some forms of financial abuse;

● Long-term abuse in the context of an ongoing family relationship such as domestic

violence between spouses or generations or persistent psychological abuse;

● Or opportunistic abuse such as theft occurring because money or jewelry has been left

lying around.

Promoting Adult Safeguarding within Noah’s A.R.T.

Prevention of abuse

To assist in the prevention of abuse the following factors should be considered:

● Rigorous recruitment practices (including volunteers)
● Internal guidelines for staff
● Training
● Making Safeguarding Personal and empowering service users

Safe Recruitment & Selection
We have policies and procedures which cover recruitment of all potential paid staff and
volunteers – see: Volunteer Policy and Staffing Policy. Noah’s A.R.T. ensures that all potential
new staff and volunteers:

● Complete an application form. This includes: address, evidence of relevant
qualifications, paid work and voluntary work experience and all criminal convictions.

● Undergo an interview (formal or informal) involving at least two interviewers.
● Provide at least two references which are followed up before a post is offered. One

reference is from the last employer or an organization that has knowledge of the
applicant’s work.

● Undertake a Disclosure and Barring Service check

Noah’s A.R.T:

● Understand that a person who is barred from working with children or vulnerable adults
is breaking the law if they work or volunteer, or try to work or volunteer with these
groups.



● Understand that an organisation which knowingly
employs someone who is barred to work with those groups will also be breaking the law.

● Understand that if our organisation dismisses a member of staff or volunteer because
they have harmed a child or vulnerable adult, or would have done so if they had not left,
we must make referral to the Disclosure and Barring Service.

● About - Disclosure and Barring Service - Inside Government - GOV.UK

Please see the relevant Staff Policy or Volunteer Policy for further details.

Training
Noah’s A.R.T. will promote awareness of Adult Safeguarding issues, to its Staff, Volunteers,
carers/professionals and services users

Staff and Volunteers all receive Adult Safeguarding training appropriate to their role.
For all staff who are working or volunteering with adults at risk this requires them as a minimum
to have awareness training that enables them to:

● Understand what safeguarding is and their role in Safeguarding Adults
● Recognize an adult potential in need of safeguarding and take action
● Understand the procedures for making a Safeguarding Alert
● Understand dignity and respect when working with individuals
● Have knowledge of policy, procedures and legislation that supports safeguarding

adults activity

Making Safeguarding Personal
Making safeguarding personal means it should be person-led and outcome-focused. It engages
the person in a conversation about how best to respond to their safeguarding situation in a way
that enhances involvement, choice and control as well as improving quality of life, wellbeing
and safety.

We aim to empower our service users and provide them with the information they need to
make decisions into how to be safe from abuse and reduce risks.

We recognise that adults may make decisions that might be perceived as risky or unwise.

Adults must be assumed to have capacity to make their own decisions and be given all
practicable help before anyone treats them as not being able to make their own decisions.
Where an adult is found to lack capacity to make a decision then any action taken, or any
decision made for, or on their behalf, must be made in their best interests.

https://www.gov.uk/government/organisations/disclosure-and-barring-service/about


We need to understand and always work in line with the
Mental Capacity Act 2005 (MCA). We will seek support and
guidance when we have concerns regarding an adult’s capacity.

Reporting procedures
The following procedure refers to abuse or suspicion of abuse of that staff and volunteers

become aware of during their work with Noah’s A.R.T.

Early sharing of information is the key to providing an effective response where there are
emerging concerns. To ensure effective safeguarding arrangements, no member staff or
volunteer should assume that someone else will pass on information which they think may be
critical to the safety and wellbeing of the adult.

Any member of staff or volunteer who becomes aware that an adult is or is at risk of, being

abused or has safeguarding needs should raise the matter immediately with the Lead

Therapist on the day/session, or with the designated safeguarding lead (Sharon Hall).

Residential settings; inpatient wards or care homes

● Any member of Noah’s A.R.T. staff and/or volunteer who has concerns about a particular
vulnerable adult or child must inform the lead therapist/staff and safeguarding lead
Sharon Hall of their concerns.

● An action plan will be agreed including assessments to be made, more information etc.
● Sharon Hall will decide whether to report the abuse to the residential facility unit

manager or to statutory services/Police. 
● The residential facility will utilise its own safeguarding policy and procedures as

appropriate.

At Noah’s A.R.T. bases

If any member of staff and/or volunteer has concerns about a particular vulnerable person
attending at our bases, they should discuss their concern at the earliest opportunity with
safeguarding lead Sharon Hall, or if this is not possible, the lead therapist/staff on site.  A
decision will then be made as to whether these concerns are passed to the safeguarding lead in
the trust or organisation to which this person’s care resides, or contact the police as
appropriate.  For those who live alone and without supporting organisation concerns may be
passed to Social Services (councils safeguarding team).



Private homes (Pet Connect)

● Any member of staff and/or volunteer who has concerns about a particular vulnerable
adult while on a visit to a private home should make these concerns known to the Pet
Connect Coordinators. Coordinators will then report to the Safeguarding Lead (Sharon
Hall).

If a vulnerable person is in immediate danger or a crime has been committed the Police should
be contacted directly.

Concerns about professionals working with vulnerable persons

Concerns directly related to the behaviour of a professional, a care provider or volunteer,
towards a vulnerable person should be passed in the first instance to the safeguarding lead for
further consideration.  This may result in contact being made with the local Safeguarding Adults
Team, The Care Quality Commission (CQC) or the Local Area Designated officer (LADO) for
children. 

Reporting: confidentiality and information sharing
Noah’s A.R.T. expects all staff and volunteers to maintain confidentiality at all times.  In line with
Data Protection law, Noah’s A.R.T. does not share information if not required.

It should however be noted that information should be shared with authorities if an adult is
deemed to be at risk of immediate harm. Sharing the right information, at the right time, with
the right people can make all the difference to preventing harm.  For further guidance on
information sharing and safeguarding see:
https://www.scie.org.uk/care-act-2014/safeguarding-adults/sharing-information/keymessages.a
sp

Noah’s A.R.T. will:

● Inform the adult of the action we propose to take.
● Seek their agreement for any referral.
● Ensure that they are kept informed about what will happen next, so they can be

reassured about what to expect.
● Endeavour to ensure that they are safe and supported before proceeding with any other

action.
● Inform the adult if Noah’s A.R.T. are planning to seek advice from or report concerns to

an external agency.

https://www.scie.org.uk/care-act-2014/safeguarding-adults/sharing-information/keymessages.asp
https://www.scie.org.uk/care-act-2014/safeguarding-adults/sharing-information/keymessages.asp


Refusal to consent – you may still lawfully share confidential information without consent if you

judge it is in the public interest. e.g. To protect children from significant harm or adults from

serious harm

In most situations there will not be an immediate threat and the decision about protecting the

person with safeguarding needs will be taken in consultation with themselves and/or Social

Services.

Contact details:

● Tameside Adults Safeguarding Partnership Board 0161 342 5217/5229/5243 

● Tameside Adult Social Care Tel: 0161 342 2400 to report abuse and for further advice.

● Manchester City Council Adult Social Care Contact Centre.  Tel: 0161 255 8250

There are some cases that require an urgent response

● If you suspect a serious criminal act has taken place, telephone 999. Tell them if you
think it might be adult abuse.

● If the individual is injured seek immediate medical treatment. Tell the ambulance
personnel or A&E staff that this is a potential adult abuse situation.

Child Protection
If at any time you become concerned that a Child might be at risk you need to follow the Child
Protection Procedure outlined in Noah’s A.R.T.’s Child Protection Policy.

Or if a child is in immediate danger of being harmed, the police should be called on
999.

What happens if someone discloses something or makes an allegation 

● Remain calm; don’t show any strong reactions such as shock and disgust. 

● Reassure the person that they are doing the right thing by telling you, and it is not their

fault. 



● Take the allegation seriously. Do not promise

confidentiality, explain that you will have to share this

information, but only to people who need to know

such as the safeguarding lead. 

● Accept what is said without comment or judgement. 

● Take time to listen carefully to what is being said. Do not ask leading questions – use

words such as what, who, when and how. This will allow them to share their story freely.

Demonstrate a sympathetic approach by acknowledging regret and concern that what

has been reported has happened

● Do not ask too many questions or press for more details. Do not interrupt them – allow

them to share whatever is important to them. 

● It is crucial that you record what was said/ what you saw, where it was said/ where you

saw it and who was there, including their relationship to you. 

● Any questions you have asked and their views and wishes. In the case of a vulnerable

adult also record what they want to be done. Do this as soon as you can so that none of

the detail is lost – make sure you use the individual’s own words as much as possible –

do not add any interpretations, reactions, evaluations or conclusions. 

● Inform them that they will receive feedback as to the result of the concerns they have

raised and from whom

● This information should be kept confidential and passed onto your safeguarding lead as

soon as possible. Do not keep a copy for yourself. 

Recording
A written record must be kept in regard to any concern regarding to an adult with safeguarding
needs. This must include details of the person involved, the nature of the concern and the
actions taken.

The recordings must be signed and dated. All records must be securely and confidentially filed.

Designated Safeguarding Lead

Name Contact Details

Sharon Hall sharon@noahs-art.co.uk
07973453942

We are committed to reviewing our policy and good practice annually

mailto:sharon@noahs-art.co.uk


Appendix A – Useful Resources

http://www.manchestersafeguardingboards.co.uk/

http://elderabuse.org.uk/

https://www.gov.uk/government/publications/safeguarding-adults-the-role-of-health-services

https://www.nspcc.org.uk/preventing-abuse/

http://www.manchestersafeguardingboards.co.uk/
http://elderabuse.org.uk/
https://www.gov.uk/government/publications/safeguarding-adults-the-role-of-health-services
https://www.nspcc.org.uk/preventing-abuse/


Online Safety Policy
Date reviewed: 31st August 2020

This policy should be read alongside Noah’s A.R.T.’s policies and procedures on child protection

and safeguarding.

Introduction

In recent times, Noah’s A.R.T. has introduced various online services and begun working with

clients remotely. In addition, Noah’s A.R.T. routinely uses social media and other online channels

to promote itself and to communicate with its clients, volunteers, staff and other parties.

The purpose of this policy statement is to:

● provide staff and volunteers with the overarching principles that guide our approach to

online safety

● ensure that, as an organisation, we operate in line with our values and within the law in

terms of how we use online devices

● ensure the safety and wellbeing of children and young people is paramount when

adults, young people or children are using the internet, social media or mobile devices.

This policy applies to all staff, volunteers, children and young people and anyone involved in

Noah’s A.R.T.’s activities.

Legal framework

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to

protect children in England. Summaries of the key legislation and guidance are available on:

● online abuse: learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

● bullying: learning.nspcc.org.uk/child-abuse-and-neglect/bullying

● child protection: learning.nspcc.org.uk/child-protection-system

Good practice guidelines: Zoom

Noah’s A.R.T. uses Zoom for online meetings with staff and volunteers, and for delivering online

sessions.

General Zoom guidelines

When using Zoom for any reason, the following guidelines should be observed by

staff/volunteers:



● only download from zoom.us

● take time to become familiar with Zoom guidance

● young people under age of 14 should not use online meetings unsupervised, and must

only take part in Zoom meetings with a parent/guardian present.

● give password and meeting IDs to attendees via secure methods, such as email/text –

never publicly advertise the meeting links e.g. on Facebook

● use the waiting room facility and only let in people that you are expecting to attend

● lock the meeting when everyone has arrived

● disable screen sharing – if documents are to be discussed they should be sent to the

host to share

● all participants should use video so we can see they are who they say they are. If video is

disabled, we can remove them

● meetings should not be recorded

● put attendee on hold if private consultation is required

Zoom hospital settings / schools / care home procedure

Noah’s A.R.T. delivers online sessions via Zoom to group settings including care homes, schools

and hospitals. In these sessions, staff/volunteers must follow all the above procedures, AND:

● Start the Zoom meeting 5 minutes prior to the agreed time, to ensure Noah’s A.R.T. is

ready before the client group joins

● Invite the additional Noah’s A.R.T. staff member assigned to camera duties

○ They should join using their device, then turn off their audio and video

● When the client group joins, ‘spotlight’ the Noah’s A.R.T. video feed

● Mute the client group on joining

Zoom social group considerations:

Some Noah’s A.R.T. sessions delivered via Zoom take the form of group meetings where

individuals can book their own place, meaning that individuals unknown to each other can

attend the same session. These include the Summer Social sessions and Children’s Summer

Club. In these sessions, the host must follow all the above procedures, AND:

● Mute all participants on arrival

● Monitor the chat facility, and remove any participants using unsuitable or offensive

language

Considerations for making online services inclusive:

Staff should consider the following points when arranging and delivering online services:

● Does the client have access to the right equipment and broadband capacity?

● Do they have a quiet and safe space at home to engage?



● Do they have access to materials (e.g. arts and crafts)?

● What plan have you made for the client where there may be language barriers?

● Do you need to think about the client’s confidentiality when parents, carers or others

may have access to their engagement with the project

● What happens to the clients you are currently supporting who may not wish to engage

online, or whose parents/carers are unwilling to consent?

Children and young people

This section of the policy specifically applies to the use of online services and communication

methods by and with children and young people.

We believe that:

● children and young people should never experience abuse of any kind

● children should be able to use the internet for education and personal development, but

safeguards need to be in place to ensure they are kept safe at all times.

We recognise that:

● the online world provides everyone with many opportunities; however it can also

present risks and challenges

● we have a duty to ensure that all children, young people and adults involved in our

organisation are protected from potential harm online

● we have a responsibility to help keep children and young people safe online, whether or

not they are using Noah’s A.R.T.’s network and devices

● all children, regardless of age, disability, gender reassignment, race, religion or belief, sex

or sexual orientation, have the right to equal protection from all types of harm or abuse

● working in partnership with children, young people, their parents, carers and other

agencies is essential in promoting young people’s welfare and in helping young people to

be responsible in their approach to online safety.

We will seek to keep children and young people safe by:

● appointing an online safety coordinator - Catherine Brown

● providing clear and specific directions to staff and volunteers on how to behave online

through our behaviour code for adults - see Child Protection Code of Conduct for Staff

and Volunteers



● supporting and encouraging the young people using

our service to use the internet, social media and

mobile phones in a way that keeps them safe and

shows respect for others

● supporting and encouraging parents and carers to do what they can to keep their

children safe online

● developing clear and robust procedures to enable us to respond appropriately to any

incidents of inappropriate online behaviour, whether by an adult or a child/young

person - see Child Protection Policy

● reviewing and updating the security of our information systems regularly

● ensuring that usernames, logins, email accounts and passwords are used effectively

● ensuring personal information about the adults and children who are involved in our

organisation is held securely and shared only as appropriate

● ensuring that images of children, young people and families are used only after their

written permission has been obtained, and only for the purpose for which consent has

been given

● providing supervision, support and training for staff and volunteers about online safety

● examining and risk assessing any social media platforms and new technologies before

they are used within the organisation.

● Only ever using Noah’s A.R.T. social media to contact clients – never staff or volunteer

personal accounts

If online abuse occurs, we will respond to it by:

● having clear and robust safeguarding procedures in place for responding to abuse

(including online abuse) - see Child Protection Policy

● providing support and training for all staff and volunteers on dealing with all forms of

abuse, including bullying/cyberbullying, emotional abuse, sexting, sexual abuse and

sexual exploitation

● making sure our response takes the needs of the person experiencing abuse, any

bystanders and our organisation as a whole into account

● reviewing the plan developed to address online abuse at regular intervals, in order to

ensure that any problems have been resolved in the long term.

Related policies and procedures

This policy statement should be read alongside our organisational policies and procedures,

including:



● Child Protection Policy, which includes procedures for responding to concerns about a

child or young person’s wellbeing, dealing with allegations of abuse made against a child

or young person, managing allegations against staff and volunteers

● Code of Conduct for staff and volunteers

● Anti-Bullying Policy and Procedures

● Photography and Image-Sharing Policy

Contact details

Online safety coordinator

● Name: Catherine Brown

● Phone/email: 07505474390 / catherine@noahs-art.co.uk

Senior lead for safeguarding and child protection

● Name: Sharon Hall

● Phone/email: 07973453942 / sharon@noahs-art.co.uk

NSPCC Helpline: 0808 800 5000

We are committed to reviewing our policy and good practice annually.

mailto:catherine@noahs-art.co.uk
mailto:sharon@noahs-art.co.uk


Photography and Image-Sharing Policy V2.0
Date reviewed: 31st August 2020

Introduction

Noah’s A.R.T. takes and uses photos and videos for a number of different purposes, including of

children, young people and vulnerable adults. Noah’s A.R.T. may use these images in printed

publications such as leaflets and publicity material, press releases, promotional videos and

online publications including the website, Twitter, Instagram, and Facebook accounts.

The collection and use of photographs and video is governed by the Data Protection Act (2018).

The purpose of this policy is to:

● protect children, young people and vulnerable adults who take part in Noah’s A.R.T.’s

services, events and activities where photographs and videos are taken

● set out the overarching principles that guide Noah’s A.R.T.’s approach to

photographs/videos being taken of all individuals, to ensure that we operate in line with

our values and within the law when creating, using and sharing images and video.

● set out how Noah’s A.R.T. will gain consent, take, store and share photos and videos of

adults, children, young people and vulnerable adults.

This policy statement applies to all staff, volunteers and other adults associated with Noah’s

A.R.T.

Legal framework

This policy has been drawn up on the basis of legislation, policy and guidance that seeks to

protect individuals in England. Summaries of key legislation and guidance is available on:

● online abuse - learning.nspcc.org.uk/child-abuse-and-neglect/online-abuse

● child protection - learning.nspcc.org.uk/child-protection-system

● Data Protection Act (2018) -

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-

protection-regulation-gdpr/

https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/
https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/


Adults

Photos and videos of adult staff, volunteers, clients, carers and professionals are routinely taken

during Noah’s A.R.T. sessions and events. Before taking photos/videos of adults, Noah’s A.R.T.

will:

● Seek specific verbal consent from the adult and let them know how their image will be

used

● Let the adult know that the photo/video may also be used in future publications or

promotion

● Before using any photographs/video for any purpose, show them to the person/people

concerned for approval

● Let the adult know that they can withdraw their consent for the use of their image/video

at any time by contacting any member of Noah’s A.R.T. staff, but that it may not be

possible to delete images that have already been shared or published

Vulnerable adults

Noah’s A.R.T. regularly works with vulnerable adults. A vulnerable adult is defined as a person

aged 18 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 him or herself against significant

harm or exploitation.”

OR

“Any adult who is vulnerable because of mental disorder, learning difficulties, physical and/or

sensory impairment, other impairment or older age and who is unable to take care of him or

herself or unable to protect him or herself against significant harm or exploitation”- ‘No

Secrets’- DOH (2000)

Legally, the only person who can offer consent for the use of their image is the adult

themselves. If the vulnerable adult cannot give consent, Noah’s A.R.T. will not use their image.

If Noah’s A.R.T. has any concerns that an adult does not have the capacity to give consent to



photography or filming, or understand that photographs or

films are being taken during an activity, we will:

● Discuss this with them, and if appropriate, any

support person or personal assistant for the adult

● Provide information about how the images will be used in an accessible format, e.g.

using easy read language or pictures

If after this Noah’s A.R.T. feels that the adult still cannot give consent, Noah’s A.R.T. will not

use their photo.

Family members such as adult children, parents, spouses or siblings and support workers/

personal assistants should not be approached to sign consent forms for adults.

Children and young people

Noah’s A.R.T. regularly works with children and young people as clients, volunteers or children

of clients, and photos and videos are regularly taken during sessions.

Noah’s A.R.T. will seek to keep children and young people safe by:

● always asking for written consent from a child and their parents or guardians before

taking and using a child’s image - See ‘Photography and Filming Consent Form’.

○ If a young person is 16 or 17 years old and deemed able to give consent, they can

grant their own consent.

● always explaining what images will be used for, how they will be stored and what

potential risks are associated with sharing images of children

● making it clear that if a child or their family withdraw consent for an image to be shared,

it may not be possible to delete images that have already been shared or published

● changing the names of children whose images are being used in our published material

whenever possible (and only using first names if we do need to identify them)

● never publishing personal information about individual children and disguising any

identifying information (for example the name of their school or a school uniform with a

logo)

● making sure children, their parents and carers understand how images of children will be

securely stored and for how long (including how we will control access to the images and

their associated information)

● reducing the risk of images being copied and used inappropriately by:



○ only using images of children in appropriate

clothing (including safety wear if necessary)

○ avoiding full face and body shots of children

taking part in activities such as swimming where there may be a heightened risk

of images being misused

● using images that positively reflect young people’s involvement in the activity.

We will also develop a procedure for reporting the abuse or misuse of images of children as part

of our child protection procedures. We will ensure everyone involved in our organisation knows

the procedures to follow to keep children safe - see ‘Child Protection Policy’

Procedure for outreach sessions

Noah’s A.R.T. regularly visits schools and other external organisations. In this case, Noah’s A.R.T.

will ensure they seek guidance from an official representative of the school/organisation

regarding that school/organisation’s photography and filming policies before taking, using or

sharing images of the children or young people present.

Photography and/or filming of children/young people for personal use

When children themselves, parents, carers or spectators are taking photographs or filming at

our events and the images are for personal use, we will publish guidance about image sharing in

the event programmes and/or announce details of our photography policy before the start of

the event. This includes:

● reminding parents, carers and children that they need to give consent for Noah’s A.R.T.

to take and use their images

● asking for photos taken during the event not to be shared on social media, or asking

people to gain permission from children, their parents and carers before sharing

photographs and videos that include them

● recommending that people check the privacy settings of their social media account to

understand who else will be able to view any images they share

● reminding children, parents and carers who they can talk to if they have any concerns

about images being shared - Online Safety Coordinator (Catherine Brown)

Photography and/or filming of children/young people for Noah’s A.R.T.’s use

If we hire a photographer or videographer for one of our events, we will seek to keep children

and young people safe by:



● providing the photographer/videographer with a clear brief about appropriate content

and behaviour

● ensuring they wear identification at all times

● informing children, their parents and carers that a photographer will be at the event and

ensuring they give written consent to images which feature their child being taken and

shared

● not allowing the photographer to have unsupervised access to children

● not allowing the photographer to carry out sessions outside the event or at a child’s

home

● reporting concerns regarding inappropriate or intrusive photography following our child

protection procedures.

Photography and/or filming of children/young people for wider use

If people such as local journalists, professional photographers (not hired by Noah’s A.R.T.) or

students wish to record one of our events and share the images professionally or in the wider

world, they should seek permission in advance. They should provide:

● the name and address of the person using the camera

● the names of children they wish to take images of (if possible)

● the reason for taking the images and/or what the images will be used for

● a signed declaration that the information provided is valid and that the images will only

be used for the reasons given.

Noah’s A.R.T. will verify these details and decide whether to grant permission for

photographs/films to be taken. We will seek consent from the children who are the intended

subjects of the images and their parents and inform the photographer of anyone who does not

give consent.

At the event we will inform children, parents and carers that an external photographer is

present and ensure they are easily identifiable, for example by using them with a coloured

identification badge. If Noah’s A.R.T. is concerned that someone unknown to us is using their

sessions for photography or filming purposes, we will ask them to leave and (depending on the

nature of the concerns) follow our child protection procedures.



Storing images

The collection and use of photographs and video is governed by the Data Protection Act (2018).

We will store photographs and videos of all individuals securely, in accordance with our

safeguarding policy and data protection law. We will keep hard copies of images in a locked

drawer and electronic images in a protected Google Drive folder with restricted access. Images

will be stored for a period of ____3_____ years.

Noah’s A.R.T. staff may take photos and recordings of children using personal equipment such as

mobile phones; however, they must adhere to the following procedure:

● As soon as possible after the image/recording has been taken, staff must upload it to the

designated folder within the secure Noah’s A.R.T. Google Drive.

● They must then delete the image from their device, also ensuring that it has not been

automatically backed up to iCloud, Google Photos or equivalent online platforms.

Noah’s A.R.T. does not permit volunteers to use personal equipment to take photos or

recordings of children.

Withdrawal of consent

Noah’s A.R.T. will respect the wishes of individuals who wish to withdraw consent for the use

and storage of their image. If photographs or videos are on display on the Noah’s A.R.T. website

or other online publication, or in a public area, they will be removed as soon as practicable.

However, it may not be possible to delete images that have already been shared or recall

publications in which an image has already occurred. In this case, Noah’s A.R.T. will not make

further use of the person’s images.



2. STAFF AND VOLUNTEER POLICIES



Volunteer Policy
Date reviewed: 14th June 2021

Introduction
Noah’s A.R.T. places volunteers at the core of its approach. We rely on the generosity of our
volunteers and are very grateful to them. But we firmly believe it is a reciprocal process.
Volunteers who give their time freely to support therapy animals and clients of Noah’s A.R.T.
may experience many benefits such as an increase in self-esteem and growth in confidence.

Noah’s A.R.T. is committed to involving volunteers directly within our organisation.

● We encourage feedback from volunteers to improve the diversity and quality of volunteer
placements.

● We aim to provide access to a variety of volunteering opportunities.
● We aim to support disadvantaged and vulnerable individuals to volunteer who may

traditionally have been excluded from volunteering opportunities.

We ask our volunteers to consider:
● Contributing to the delivery of our services
● Taking roles on our board of management when opportunities occur
● Providing feedback so that we can make sure we are responsive to the needs of our service

users.
● Challenging their skill sets so that they may try different skills and reach a different

perspective about their abilities.

This volunteer policy sets out the principles and practice by which we involve volunteers. Please
refer to VOLUNTEER HANDBOOK. This includes details about the support and procedures in
place for volunteers.

Principles
Noah’s A.R.T.:

● Recognises that voluntary work brings benefits to volunteers themselves, to service users
and to paid staff.

● Will ensure that volunteers are properly integrated into the organisational structure and
that mechanisms are in place for them to contribute to the organisation’s work.

● Will not introduce volunteers to replace paid staff.
● Expects that staff at all levels will work positively with volunteers and, where appropriate,

will actively seek to involve them in their work.
● Recognises that volunteers require satisfying work and personal development and will seek

to help volunteers meet these needs, as well as providing the training for them to do their
work effectively.



● Will endeavour to identify and cover the costs of involving
volunteers.

● Recognises that the management of volunteers requires
designated responsibilities within specific posts.

● Will endeavour to involve volunteers from a wide range of backgrounds and abilities and
ensure our volunteering opportunities are as accessible as possible

Recruitment
Recruitment of volunteers will generally be from all sections of the community and will be in
line with our Equality, Diversity and Inclusion Policy. Positive action in recruitment may be used
where appropriate.

● People interested in becoming volunteers with Noah’s A.R.T. will be invited to complete
an application form

● We will then meet with them for an informal talk. If possible at least two people should
be part of the selection process.

● They will be given an information pack including general information about the
organisation and specific information on the volunteer post in which they are interested.

● All volunteers will be asked to supply two references.
● Every volunteer role will undergo a risk assessment.
● For volunteer roles which involve ‘regulated work’ such as care giving and/or sustained

and direct contact with children or vulnerable adults, Noah’s A.R.T. has a legal obligation
to ensure that volunteers are not barred from working with children or vulnerable
groups. We will complete a DBS check which will be paid for by Noah’s A.R.T. This
information will be dealt with in the strictest confidence and will not necessarily
prejudice the person being accepted for voluntary work.

All volunteers are asked to complete at least four weeks cleaning at base if possible. This is a
way of getting to know the therapy animals before attending any therapy sessions at base or
visits.

Where possible we will offer places on our eight-week training course. After this period of
probation, we will consider availability in roles they requested. If there are no current vacancies,
we will keep them informed about possible vacancies.

Where applicants are not placed in the role applied for, either after interview or after probation,
they will be provided with feedback and given the opportunity to discuss alternative
volunteering roles both with Noah’s A.R.T. and other volunteer-involving organisations.

Volunteer who need extra support
Some volunteers will need a longer time and extra help to settle into the role. As a small
organisation we are only able to support a few people in this role. Where possible, they will be



invited on the 8-week training programme. After completion,
if there are no current vacancies we will keep them updated
if vacancies occur.

Staff will be available to offer additional support and help to make the volunteer successful in
the role. Where we feel it is not possible to offer a volunteer role, feedback will be given.

Working environment and vulnerable volunteers
While we are inclusive in supporting volunteers of all abilities, it is important for volunteers to
note that the nature of activities at Noah’s ART are often lively and noisy. Pet Connect is a
project that can offer visits in a clients home but even this be noisy depending on the dogs and
home environment. We are supportive of clients who have a vulnerable immune system but
again due to the social nature of our work they will be asked to support group activities and
may be at risk of infection from other attendees. We ask vulnerable volunteers to consider all
these factors before volunteering. Any volunteer who has had a relapse in health either mental
or physical will be welcomed back into the volunteer role providing appropriate discussion are
had with volunteer coordinators and appropriate roles are vacant.

Volunteer Agreements and Voluntary Work Outlines
Volunteers will receive a role description and volunteer agreement containing full information
about their chosen area of work and a clear idea of their responsibilities to Noah’s A.R.T.

Appropriate responsibilities for volunteers
While our philosophy is to enable volunteers to challenge themselves and take on lead roles in
projects within Noah’s ART, this mut be carefully balanced against the needs of our clients. We
would therefore expect to see a period of loyalty commitment and ability before responsibility
is given. Noah’s ART staff and volunteer coordinators should be satisfied that the volunteer has
the correct skills set and mental attitude to deliver the new projects. This will also protect the
volunteer and is designed to ensure their involvement in this progression is appropriate and
successful. From a client perspective, we can be assured that the project will be of a high
standard and will occur regularly as planned.

Induction and Training
Volunteers will be given induction and training appropriate to the specific tasks to be
undertaken.
All volunteers are expected to attend training events that will cover at least mandatory training:

● Safeguarding
● Confidentiality
● Health & Safety
● Grievance



● Animal welfare

Support
Staff involved in supporting volunteers will meet monthly and review any issues arising from
volunteering.

Volunteers will be assigned a named contact person who will provide regular support. Support
sessions will provide the opportunity for ongoing dialogue about the development of the
volunteering role and any advice and guidance as needed. Where the volunteering role is
emotionally demanding these sessions also give volunteers the opportunity to access emotional
support from the organisation through regular peer supervision or 1:1 contact.

The Volunteer’s Voice
Volunteers will be consulted in decisions which affect them. Noah’s A.R.T. is committed to
developing consultation and representational procedures for volunteers.

Additional Points Regarding Specific Volunteering Roles

a. Paws and Paints Pop Inn
This community café started out as a Lottery funded project. Its purpose was to provide
meaningful volunteer opportunities for people with additional support needs. The idea was to
provide a flexible support programme allowing people to step onto the road of recovery sooner;
to build up time volunteering and develop skills in a safe supportive environment. The
programme has had an excellent retention rate with few drop outs. But as a consequence, we
have stopped recruiting and have a waiting list running.

Volunteers are offering training in:

● Food hygiene
● Animal care
● Customer service

The café is roughly split by:

● Café space – customer service, making teas and coffees and serving cake or simple
lunches, collecting dirty pots, chatting with customers

● Art room – supporting clients to access art work and activities, telling people about
small animals, keeping animal pens clean and ensuring fresh hay and water is available,
health checks (time permitting)



● Kitchen – washing pots, serving food, fridge care,
making simple meals, budgeting and shopping

● Events – music group, mindful paws, seasonal events,
fundraising, Read2Rabbits scheme, leaflets drop, marketing

Each volunteer is assigned a buddy who explains the tasks allocated to them, meets with them
at the end of the day to discuss progress/issues and sets goals for next session. They are also
the point of contact if the volunteers are unsure or feel unwell.

b. Pet Connect
Pet Connect is a dog-assisted befriending scheme, where volunteers take their own pet dogs to
visited lonely/socially isolation individuals in their homes.

Further information regarding Pet Connect volunteer policy and procedures can be accessed in
‘Pet Connect Volunteer Procedures’.

Records
Minimum details will be kept on volunteers. This will include the application form, references,
placement details, crisis contact, correspondence and any other relevant information in
accordance with Noah’s A.R.T.’s Data Protection Policy and Procedures. Details obtained in
relation to volunteer DBS checks will be handled in line with our Handling of DBS Certificate
Information Policy.

Expenses
Noah’s A.R.T. will ensure that there is a clear and accessible system to enable volunteers to
claim out of pocket expenses providing they can provide receipts for expenses incurred.

Insurance
Volunteers will be covered by Noah’s A.R.T.’s insurance while carrying out agreed duties.

Health and Safety
Noah’s A.R.T. will take all reasonably practicable steps to ensure the volunteers’ health, safety
and welfare while at work in accordance with the centre’s Health and Safety policy.



Equal Opportunities
Volunteers and staff will work in accordance with Noah’s
A.R.T. Equality , Diversity and Inclusion Policy and will work to
prevent discrimination on any grounds.

Problems
Noah’s A.R.T. has a policy to help deal with grievances that volunteers may have. In line with
this policy, volunteers have the right to discuss any concerns they may have with their named
contact at any time or to escalate concerns to board members as appropriate.

Endings
When volunteers move on from their role at Noah’s A.R.T., they will be asked to provide
feedback on the volunteering experience by way of an exit questionnaire. They will also be
given the opportunity to discuss their responses to the questionnaire more fully.
On the basis of their voluntary work, volunteers will have the right to request a reference.
Volunteers will be supported to move on to other options.

Noah’s A.R.T. has a policy on how it will deal with any disciplinary issue regarding a volunteer.

Monitoring and Evaluation
Noah’s A.R.T. will systematically monitor and evaluate its use of volunteers with reference to this
Volunteer Policy.

This policy will be reviewed annually.



Staffing Policy

Date reviewed: 20th August 2020

Introduction

In line with its aims, Noah’s A.R.T seeks to involve suitable, well-qualified and experienced staff
to lead activities. In recruiting and appointing staff, we shall follow our Equality, Diversity and
Inclusion Policy, our Health and Safety Policies, and our Child Protection Policy.

Recruitment

We will aim to ensure, as far as is possible, that anyone, paid or voluntary, who seeks to work
with children/young people or who gains substantial access to them, is as safe to do so in
child protection terms as can be guaranteed.

All staff will be appointed by at least two staff or board members. Staff members will;

● be supervised by a named manager

● be given a clear job description or role description, setting out expectations for their work
and conduct

● show that they meet a person specification for the post or role

● fill in an application form, that includes their personal details, previous and current
work/volunteering experience and qualifications

● supply the names of two referees who will be contacted personally

● complete an enhanced DBS check on appointment, and every three years
thereafter(unless they are on the update service)

● be given an induction into the organisation and into their own area of work, covering:

- health and safety and child protection policies and procedures

- the role of volunteers

- a list of all staff and volunteers

- a list of management and explanation of the management structure

- access to all relevant policies

- essential procedures, such as those relating to timekeeping and the rota

- schemes of work, session materials and positive management of behaviour

- the training and development of staff/volunteers

- other information, as appropriate.

There will be a trial period of four weeks, to give the organisation and new member of staff time
to discover whether they are suited to each other. A review will be undertaken midway through
the trial period and at the end.



Contract of employment

On commencement of employment, staff will be issued with a Contract of Employment, stating
the terms and conditions of their employment and all relevant details of their employment, we
shall follow current UK employment law on this.

Supervision, support and training

We at Noah’s A.R.T. are committed to the provision of training for all members of staff.
Guidance, schemes of work and session materials will be provided by the session lead. Staff will
be observed at work and will meet a senior member of staff for feedback on their performance,
where they can raise any issues or problems and discuss their training needs.
We shall hold a meeting of staff/volunteers every month to discuss general support and
supervision needs and to give information about training opportunities.

Insurance

All staff are covered by the organisation’s insurance policy while they are on the premises or
engaged in work on the organisation’s behalf.

Health and safety

All staff are covered by, and must implement, the organisation’s health and safety policy.
Further guidance can be found in our Health and Safety Policy.

Confidentiality

Staff, including members of the board, are required to observe the rules and procedures set out
in our Data Protection Policy and Procedures at all times. All personal details of staff members
will be handled and stored securely in accordance with the Data Protection Act (2018).

Problem solving

If we feel that if there is a concern about the work of a member of staff or a volunteer, we shall
attempt to resolve it by following the guidelines and procedures set out in the following
policies:

● Grievance Policy and Procedure
● Disciplinary Procedure
● Prevention of Harassment and Bullying at Work Policy

In brief:

● Informal resolution: If a member of staff or a volunteer has concerns about another
member of staff/volunteer and feels able to approach them about the issue, we would
encourage this, as it may have been a simple oversight which can be addressed.



● Formal resolution: If this does not resolve the concern, the member of staff/volunteer
concerned should speak with a senior member of staff to discuss their concerns.  The
senior member of staff will then make necessary decisions.

● If the issue cannot be resolved by the senior member of staff then a formal meeting will
be arranged with a member of the board. The member of staff concerned will be asked to
attend with representation/support if needed.

In the case of staff members, we shall follow current UK employment law.

In the case of volunteers, if the issue cannot be resolved, we shall sever the organisation’s
formal links with the person.

At all times, staff and volunteers will be able to state their case freely, and can have a friend to
accompany them to meetings.



Code of Conduct for Staff and Volunteers

Date reviewed: 26th August 2020

Purpose

This behaviour code outlines the conduct Noah’s A.R.T. expects from all our staff and volunteers.

This includes board members, agency staff, interns, students on work placement and anyone

who is undertaking duties for the organisation, whether paid or unpaid.

The behaviour code aims to help us protect our clients from abuse and reduce the possibility of

unfounded allegations being made. It is also in place to provide a consistent and professional

standard of behaviour for everyone working for Noah’s A.R.T.

Noah’s A.R.T. is responsible for making sure everyone taking part in our services has seen,

understood and agreed to follow the code of behaviour, and that they understand the

consequences of inappropriate behaviour.

The role of staff and volunteers

In your role at Noah’s A.R.T., you are acting in a position of authority and have a duty of care

towards the people we work with. You are likely to be seen as a role model and are expected to

act appropriately.

Responsibility

You are responsible for:

● prioritising the welfare of our clients

● providing a safe environment for our clients:

○ ensuring equipment is used safely and for its intended purpose

○ having good awareness of issues to do with safeguarding and taking action when

appropriate.

● following our principles, policies and procedures

○ including our policies and procedures for child protection/safeguarding, adult

safeguarding, child protection code of conduct, whistleblowing and online safety

- see Child Protection Policy, Whistleblowing Policy and Online Safety Policy

Statement

● staying within the law at all times

● challenging all unacceptable behaviour and reporting any breaches of the behaviour

code to the Safeguarding Lead (Sharon Hall) or designated Online Safety Coordinator

(Catherine Brown)



● reporting all concerns about abusive behaviour, following our safeguarding and child

protection procedures - See Child Protection Policy

○ this includes behaviour being displayed by an adult or child and directed at

anybody of any age.

Rights

You should:

● treat our clients fairly and without prejudice or discrimination

● understand that our clients are individuals with individual needs

● respect differences in gender, sexual orientation, culture, race, ethnicity, disability and

religious belief systems, and appreciate that all participants bring something valuable

and different to the group/organisation

● challenge discrimination and prejudice

● encourage everyone to speak out about attitudes or behaviour that makes them

uncomfortable.

Relationships

You should:

● promote relationships that are based on openness, honesty, trust and respect

● avoid favouritism

● be patient with others

● exercise caution when you are discussing sensitive issues with vulnerable individuals

● ensure your contact with our clients is appropriate and relevant to the work of the

project you are involved in

● only provide personal care in an emergency and make sure there is more than one staff

member present if possible

○ unless it has been agreed that the provision of personal care is part of your role

and you have been trained to do this safely.

Respect

You should:

● listen to and respect our clients at all times

● value and take our client’s contributions seriously, actively involving them in planning

activities wherever possible

● respect our client’s right to personal privacy as far as possible.



○ If you need to break confidentiality in order to follow child protection,

whistleblowing or safeguarding procedures it is important to explain this to the

individual at the earliest opportunity.

Unacceptable behaviour

When working with our clients, you must not:

● allow concerns or allegations to go unreported

● take unnecessary risks

● smoke, consume alcohol or use illegal substances

● develop inappropriate relationships

● make inappropriate promises

● engage in behaviour that is in any way abusive

● let clients have your personal contact details (mobile number, email or postal address) or

have contact with them via a personal social media or email account

● act in a way that can be perceived as threatening or intrusive

● patronise or belittle clients

Conduct and dress standards

Dress should be smart casual; at present we don’t offer a uniform apart from a green tabard; we

may offer t-shirts and hoodies as part of funded projects and when we have the budget. No

items of clothing should display any content that breaks the above code of conduct.

Upholding this code of behaviour

You should always follow this code of behaviour and never rely on your reputation or that of our

organisation to protect you.

If you have behaved inappropriately you will be subject to our disciplinary procedures. See

Noah’s A.R.T. Disciplinary Procedure.

If you become aware of any breaches of this code, you must report them to the designated

safeguarding lead (Sharon Hall). If necessary you should follow our whistleblowing procedure

and safeguarding and child protection procedures.



Whistle Blowing Policy V.1.1

Date Reviewed: 3rd August 2020

Introduction
All staff at one time or another have concerns about what is happening at work.
Usually these concerns are easily resolved. However, when they are about unlawful conduct, financial
malpractice, health and safety, risk to the public or to other staff members, damage to the environment,
possible fraud or corruption, or any other unethical conduct, it can be difficult to know what to do.

You may be worried about raising such issues or may want to keep the concerns to yourself, perhaps
feeling it is none of your business or that it is only a suspicion. You may feel that raising the matter would
be disloyal to colleagues, managers or to Noah’s A.R.T.
You may decide to say something but find that you have spoken to the wrong person or raised the issue
in the wrong way and are not sure what to do next. You may also fear that you could be harassed or
victimised.

There is legislation in place to protect paid staff and volunteers who disclose issues in the public interest.

Noah’s A.R.T. is committed to the highest possible standards of openness and accountability. It expects
that staff and volunteers who have serious concerns about anything that is happening in Noah’s A.R.T.
will come forward and raise those concerns.
Noah’s A.R.T. recognises that individuals need to be supported and have confidence that any concerns
will be treated appropriately. The purpose of this policy is to enable you to raise your concerns about
such malpractice at an early stage and in the right way.

Safeguards
This policy is designed to offer protection to employees and volunteers of Noah’s A.R.T. who disclose
concerns, provided the disclosure is made;

● In good faith
● In the reasonable belief of the individual making the disclosure that it intends to show

malpractice or impropriety
● If they make the disclosure to an appropriate person (see below).

It is important to note that no protection from internal disciplinary procedures is offered to those who
choose not to use the procedure.

Noah’s A.R.T. will not tolerate any harassment or victimisation (including informal pressures) and will
take appropriate action to protect staff and volunteers when they raise a concern in good faith.



If you make an allegation frivolously, maliciously or for personal
gain, disciplinary action may be taken against you.

An investigation into allegations of potential malpractice will not influence or be influenced by any
disciplinary or redundancy procedures that already affect staff and volunteers.

Confidentiality
Noah’s A.R.T. will treat such disclosures in a confidential and sensitive manner. The identity of the
individual making the allegation may be kept confidential so long as it does not hinder or frustrate any
investigation. However, the investigation process may reveal the source of the information and the
individual making the disclosure may need to provide a statement as part of the evidence required.

How to raise a concern internally
Concerns should be reported to the Lead Staff for the session, the immediate manager or their manager.
This will depend on the seriousness and sensitivity of the issues involved and who is suspected of the
malpractice. For example, if the allegation is about management then concerns should be directed to the
Board.

Concerns may be raised verbally or in writing. Staff/volunteers who wish to make a written report should
mention the following

● Background and history of the concern (giving relevant dates)
● The reason for the concern.

Staff/volunteers should report the concern at the earliest opportunity so that action can be taken.

Although staff and volunteers are not expected to prove beyond doubt the truth of an allegation, they
will need to demonstrate to the person contacted that there are reasonable grounds for concern.

Actions that Noah’s A.R.T. will take / Investigating procedure
An impartial  investigating officer will be appointed. The investigating officer should follow these steps:

● Obtain full details and clarification of the concern.
● In order to protect individuals and those accused of misdeeds or possible malpractice, initial

enquiries will be made to decide whether an investigation is appropriate and, if so, what form it
should take.

● Within 10 working days, acknowledge the complaint has been received; indicate how it is
proposed to deal with the matter and inform them whether further investigation will take place
and if not, why not.

● Inform the member of staff or volunteer against whom the complaint is made as soon as
practically possible. The member of staff or volunteer will be informed of their right to be
accompanied by a trade union or other representative at any future interview or hearing held
under the provision of these procedures.

● If there is any evidence of criminal activity then the investigating officer should inform the
police. Noah’s A.R.T. will ensure that any internal investigation does not hinder a formal police
investigation.



● The allegations should be fully investigated by the investigating officer.
● A judgement concerning the complaint and validity of the complaint will be made by the

investigating officer. This judgement will be detailed in a written report containing the findings of
the investigations and reasons for the judgement.

● The Chair of the board will decide what action to take if any.
● If the investigation finds the allegations unsubstantiated and all internal procedures have been

exhausted, but the complainant is not satisfied with the outcome of the investigation, Noah’s
A.R.T. recognises the lawful rights of staff and volunteers to make disclosures to other agencies.

Independent Advice
If you are unsure whether to use this procedure or you want independent advice at any stage, you may
contact:

● Your Union; or
● The Citizens Advice Bureau; or Public Concern at Work, who are an independent body, partly

founded by charitable donations, on 0207 404 6609, whose advice is free.

See also:
● Prevention of Harassment and Bullying at Work Policy
● Volunteer Policy and Staffing Policy
● Grievance Policy and Procedure

This policy will be reviewed annually.



Prevention of Bullying and Harassment at Work
Policy

Date reviewed: 20th August 2020

Statement of Policy

Noah’s A.R.T.is committed to encouraging and maintaining good employee and volunteer
relations within a working environment which fosters team working and encourages employees
to give of their best. Everyone at Noah’s A.R.T. and those who have dealings with Noah’s A.R.T.
has a responsibility to maintain good working relationships and not use words or deeds that
may harm the wellbeing of others. In addition to the obligations placed upon both employers,
employees and volunteers by equality and human rights legislation, everyone has the right to be
treated with consideration, fairness, dignity and respect. This contributes to a workplace
environment in which individuals feel safe and can work effectively competently and
confidently.

Noah’s A.R.T. policy applies to all staff and volunteers working within the organisation and to all
employees and volunteers working off the premises. It extends to include non-permanent
workers such as contractors, sessional staff, consultants and any other workers. The policy, in
addition, covers the behaviour of staff and volunteers outside working hours which may impact
upon work or working relationships.

Noah’s A.R.T. has a “zero tolerance” policy and will investigate vigorously any allegations of
bullying or harassment, regardless of whether the matter has been raised formally or informally.

Key Principles

Noah’s A.R.T. will provide and sustain a safe working environment in which everyone is treated
fairly and with respect. Those working, volunteering or dealing with Noah’s A.R.T. must not
encounter harassment, intimidation or victimisation on the basis of gender, race, colour, ethnic
or national origin, sexual orientation, marital status, religion or belief, age, trade union
membership, disability, offending background or any other personal characteristic.

Everyone carries a personal responsibility for their own behaviour and for ensuring that their
conduct is in accordance with the principles set out in this policy. In addition, each person has a
responsibility to report any instance of bullying or harassment which they witness or which
comes to their attention. Employees and volunteers have a responsibility to act as role models,
pro-actively addressing instances of bullying and harassment. Managers should also make
themselves aware of their responsibility.

Harassment may be defined as any conduct which is:

● unwanted by the recipient
● is considered objectionable
● causes humiliation, offence, distress or other detrimental effect.



Harassment may be an isolated occurrence or repetitive; it
may occur against one or more individuals. Harassment may
be, but is not limited to:

● Physical contact – ranging from touching to serious assault, gestures, intimidation,
aggressive behaviour.

● Verbal – unwelcome remarks, suggestions and propositions, malicious gossip, jokes
and banter, offensive language.

● Non-verbal – offensive literature or pictures, graffiti and computer imagery, isolation
or non-co-operation and exclusion or isolation from social activities.

Bullying is unlikely to be a single or isolated instance. It is usually, but not exclusively repeated
and persistent behaviour which is offensive, abusive, intimidating, malicious or insulting.
Bullying includes but is not limited to:

● Conduct which is intimidating, physically abusive or threatening
● Conduct that denigrates, ridicules or humiliates an individual, especially in front of

colleagues
● Humiliating an individual in front of colleagues
● Picking on one person when there is a common problem
● Shouting at an individual to get things done
● Consistently undermining someone and their ability to do the job
● Setting unrealistic targets or excessive workloads
● “cyber bullying” i.e. bullying via e-mail or social media. (This should be borne in

mind where employees are working remotely and are managed through online
means. Care and sensitivity should be practised with regard to the choice of context
and language).

● Setting an individual up to fail e.g. by giving inadequate instructions or unreasonable
deadlines.

Harassment and bullying may be summarised as any behaviour that is unwanted by the
person to whom it is directed. It is the impact of the behaviour rather than the intent of the
perpetrator that is the determinant as to whether harassment or bullying has occurred.

Any employee or volunteer who wishes to make a complaint of harassment or bullying is
encouraged to first discuss matters informally with the Lead Therapist on that day/session,
provided that they feel able to do so. Should the issues not be resolved at this stage, or the
employee/volunteer feels unable to raise the issue informally, then a formal resolution should
be sought.

When a complaint of harassment or bullying is brought to the attention of a manager at any
level, whether informally or formally, prompt action must be taken to investigate the matter.



Corrective action must be taken where appropriate and this
may require an investigation under Noah’s A.R.T.’s Disciplinary
Procedure.

If it is considered that one of the parties concerned in a harassment or bullying case should be
moved from their current workplace, then as a matter of principle Noah’s A.R.T. will normally
remove the alleged perpetrator rather than the complainant. However, the final decision on
who should be moved should reflect the particular circumstances of the case and advice from
senior management. It should be noted and explained to those concerned that the moving of
either party is not an implication of guilt or culpability and no detriment to either party will be
construed as a consequence.

All matters relating to the investigation of complaints of harassment or bullying will be treated
in strict confidence. Any breach of confidentiality in this regard may render those responsible
liable to disciplinary actions. However, it will be necessary that any alleged perpetrator is made
aware of the allegations against them and the name(s) of those making the allegations together
with the name(s) of any witnesses.

No employee or volunteer will be victimised or suffer detriment for making a complaint of
harassment or bullying and no manager shall threaten either explicitly or implicitly that an
employee’s or volunteer’s complaint will be used as the basis for decisions affecting that person.
Such conduct will be treated as a very serious disciplinary offence. Similarly, managers are
required to act on any complaint of harassment or bullying. Failure to do so will be regarded as
misconduct which if proven, will result in disciplinary action.

This policy and procedure will be reviewed yearly, giving due consideration to any legislative
changes.

Procedures

Informal Resolution

Very often people are not aware that their behaviour is unwelcome or misunderstood and an
informal discussion can lead to greater understanding and agreement that the behaviour will
cease.

Complainants are therefore encouraged to try, if they feel able to do so, to resolve the problem
informally by making it clear to the alleged harasser that his/her actions are unwanted and
should not be repeated. This may be done verbally or in writing in which case the complainant
should keep a copy of the documentation and, where possible, the times and dates of incidents
should be recorded.



If the complainant feels unable to approach the alleged harasser, a work colleague or
representative could be asked to speak to the alleged harasser on the complainant’s behalf. A
note should be made of the action taken and the matter notified to senior management.

An individual who is made aware that their behaviour is unacceptable should:
● Listen carefully to the complaints and the particular concerns raised;
● Respect the other person’s point of view; everyone has a right to work in an

environment free from harassment/intimidation;
● Understand and acknowledge that it is the other person’s reaction/perception to

another’s behaviour that is important;
● Agree the aspects of behaviour that will change;
● Review their general conduct/behaviour at work and with workplace colleagues.

Formal Resolution

If the alleged harassment continues, the complainant feels unable or unwilling to deal with the
matter informally, or the allegation is so serious as to prevent use of the informal procedure, a
grievance should then be raised formally. (See Grievance Policy and Procedure)

Records

Where the complaint is informal and resolved at this stage, no record will be kept on personal
files.

Following formal investigation, where the complaint is not substantiated, no records will be
retained.

Where a complaint is substantiated or partially substantiated and leads to a grievance meeting,
a letter confirming the outcome will be retained on the perpetrator’s personal file and
supporting documentation retained in a separate file for a period of 12 months.

Where the matter proceeds to a disciplinary hearing then the storage of records should be in
accordance with the Disciplinary Procedure.



Grievance procedure

Date reviewed: 21st August 2020

Purpose of the procedure/Introduction
Noah’s A.R.T.’s aim is to ensure that volunteers/volunteer/employees with a grievance relating
to their volunteering/volunteering/employment can use a procedure which can help to resolve
grievances as quickly and as fairly as possible.

Informal discussions
If a volunteer/employee has a grievance about their volunteering/employment or fellow
employees/volunteers they should discuss it informally with a senior member of staff. We hope
that the majority of concerns will be resolved this way.

Stage 1 - Formal Procedure
Details of the grievance should be submitted in writing to Noah’s A.R.T. Director, Sharon Hall.
However, if the employee/volunteer feels unable to do this they should submit the complaint in
writing to the Noah’s A.R.T. Board.

When dealing with a grievance, an impartial senior staff member is assigned to enact the
following procedure:

● Take full details of the incidents in writing from the complainant and their representative
(if appropriate);

● Take full details from any witnesses/other complainants who come forward and may
have witnessed the alleged issue

● Inform the alleged of the complaints against him/her, advise the alleged to seek
representation and invite him/her to a meeting in order that they can comment on the
allegations against them.

● Invite all parties to the grievance meeting within 5 days of submission of formal
grievance.

● Inform all parties in writing of the outcome and any action that may be required.

If the working situation warrants it, the alleged may be suspended prior to the grievance
meeting (in accordance with established disciplinary procedure), depending on the severity of
the alleged behaviour.

The appointed senior staff member will conduct an investigation into the grievance. With any
allegation, the need for a thorough and objective investigation is paramount. Consequently, if
through the course of the investigation evidence demonstrates that the allegation has been
made frivolously, maliciously, or for personal gain, then the individual making the complaint will
be subject to Disciplinary proceedings as outlined in the Disciplinary Policy.



Stage 2 – The grievance meeting
Within 5 working days the appointed senior staff member will respond, in writing, to the
written grievance, inviting the volunteer/employee to attend a meeting where the alleged
grievance can be discussed. This meeting should be scheduled to take place as soon as possible
and 5 working days notice of this meeting will be provided to the volunteer/employee.The
complainant will normally be required to attend the disciplinary hearing as a witness, unless
there are exceptional circumstances which prevent them from doing so. If the complainant is
required to attend, they are entitled to be accompanied by either a representative or work
colleague and have any questions directed through that person.

Volunteer/employees must take all reasonable steps to attend the meeting, but if for any
unforeseen reason the volunteer/employee, or the employer, can’t attend, the meeting must be
rearranged.

Should a volunteer/employee’s companion be unable to attend then the volunteer/employee
must make contact within 5 working days of the date of the letter to arrange an alternative date
that falls within 5 days of the original date provided. These time limits may be extended by
mutual agreement.

After the meeting the senior staff member hearing the grievance must write to the
volunteer/employee informing them of any decision or action and offering them the right of
appeal. This letter should be sent within 5 working days of the grievance meeting and should
include the details on how to appeal.

Disciplinary action may result from the grievance meeting (see Disciplinary Procedure).

Step 3 – appeal
If the matter is not resolved to the volunteer/employee’s satisfaction they must set out their
grounds of appeal in writing within 10 working days of receipt of the decision letter.

Within 5 working days of receiving an appeal letter, the volunteer/employee should receive a
written invitation to attend an appeal meeting. The appeal meeting should be taken by a more
senior manager not involved in the original meeting.

After the appeal meeting, the senior manager must inform the volunteer/employee in writing of
their decision within 10 working days of the meeting. Their decision is final.



Board members
Name Email contact Roles
Sharon Hall sharon@noahs-art.co.uk Director

Lead therapist
Owner

Alana Tennent Alana@noahs-art.co.uk Director
Volunteering and creative arts

Thomas Hall tom@noahs-art.co.uk Director
Funding

Natalie Yates Natalie @noahs-art.co.uk Director
Volunteering

Jane Lowerson Jane@noahs-art.co.uk Director
Management and personnel



Compliments, Complaints and Comments Policy
Date reviewed: 21st August 2020

A complaint is An expression of dissatisfaction about the service, or about the standard
of our service. It is important to acknowledge customer complaints in
order to learn and make changes for the better.

A compliment
is…

Defined as a customer statement of positive recognition or praise for a
service or individual. It is important to acknowledge any compliments
for both the individual or for Noah’s A.R.T. in general.

A comment is Personal opinion or belief, feedback or remark expressed by a customer.
Where the customer indicates they expect a reply, or where it is
otherwise thought appropriate to do so, this should be dealt with as
general correspondence or via email or social media as appropriate.

Customer comments and compliments procedure
We always celebrate compliments no matter how small. If any client gives you positive feedback
please let staff know so that we can record this on our evaluations sheets. Please be specific as
possible:

Name of recipient: Joe Bloggs Venue: Hope Unit
Details of
comment or
compliment

Please describe situation:

Volunteer/staff
involved

Animals involved:



This information may be used when we review volunteer
experiences and consider future opportunities and roles.
It is also really useful to us to know what we are doing well.

Likewise, if you get any negative feedback, this is also valuable in helping us to shape our
service. This will in no way go against the person reporting the feedback. We understand our
clients at times become stressed and unresponsive. Often negative feedback is not about us at
all but a reflection of their mental state.

We are grateful to record any comments also.  Please notify us if a reply is suggested by the
comment.

Customer complaints procedure
If you have a complaint about our organisation we want to hear about it and we will do our best
to put it right.

Our Customer Complaints Procedure has the following goals:

● To deal with complaints fairly, efficiently and effectively;
● To ensure that all complaints are handled in a consistent manner throughout;
● To increase customer satisfaction;
● To use complaints constructively in the planning and improvement of all services.

Who can complain?

Anyone who is:

● Receiving a service from Noah’s A.R.T.
● Caring for someone who has a complaint;
● Has been refused a service which they think they may need.

How to complain

Noah’s ART would like to sort out any complaint as soon as possible.

Many complaints can be resolved informally. In the first instance contact Noah’s ART and, if you
feel able, speak to the member of staff who is working with you or ask to speak to their
manager, who will try to sort the matter out.

If you make contact in person or by phone, make a note of the name of the person you speak
to. If a solution is offered at this point, make a note of this as well.

If you are not satisfied or do not wish an informal solution, you may pursue a formal complaint.
Write down your complaint and send it to:

Sharon Hall,  Noah’s A.R.T., The Together Centre, 287 Birch Lane, Dukinfield, SK16 5AU
Phone Number  07973453942



What happens next?

You will receive acknowledgement of your complaint within 5 working days. You may be
contacted to make sure that we have understood your complaint properly. You may be
interviewed by the person investigating the complaint.

You will receive a response to your complaint within 28 working days of its receipt. Any
extension of this time limit requires your consent.

Does this always happen?

In all cases, a complaint will be given full and fair consideration. However, if as a result of your
complaint, disciplinary proceedings are taken against a member of staff, an internal procedure
will apply. You will be informed that disciplinary proceedings have taken place, but as these
proceedings are confidential, you will only be informed of the details or outcome of matters
outside of this procedure. If a criminal offence is alleged, then the police will be informed.

Can you have someone with you when your complaint is discussed?

Yes, you can.

Can you take your complaint elsewhere?

Once we have dealt with your complaint, if you are not happy with the outcome you can refer

your complaint to Action Together: sian.goodwin@actiontogether.org.uk

You may also contact Citizen’s Advice for help with taking your complaint to an ombudsman:

https://www.citizensadvice.org.uk/consumer/get-more-help/how-to-use-an-ombudsman-in-en

gland/

mailto:sian.goodwin@actiontogether.org.uk
https://www.citizensadvice.org.uk/consumer/get-more-help/how-to-use-an-ombudsman-in-england/
https://www.citizensadvice.org.uk/consumer/get-more-help/how-to-use-an-ombudsman-in-england/


Disciplinary procedure
Date reviewed: 21st August 2020

Purpose of the procedure/Introduction
Noah’s A.R.T’s aim is to encourage improvement in individual conduct and performance. This
procedure sets out the action which will be taken when the company rules are broken and
provides a fair, effective and consistent method of dealing with disciplinary matters.

The procedure is designed not as a dismissal procedure but as a means of
encouraging employees/volunteers to conform to acceptable standards.

Principles

● Standard of Conduct: Employees/volunteers are expected to know the standard of
conduct or work expected of them. (This should be laid out in the contract of
employment, the employee handbook and volunteer handbook).

● Fairness: The application of this procedure will be consistent, prompt, impartial,
reasonable and applied without discrimination. No employee/volunteer will be
dismissed for a first breach of discipline, except in cases of gross misconduct.

● Confidentiality: Information relating to an allegation of misconduct will not be divulged
to any parties not involved in the disciplinary process. Statements, letters and other
communications will be strictly confidential to those involved in the disciplinary
procedure and records will be kept in accordance with the Data Protection Act 1998.

● Natural justice: At every formal stage of the disciplinary procedure, the
employee/volunteer will be advised of the nature of the complaint, and will be given the
opportunity to state his / her case. Where a warning is given, the employee/volunteer
will be provided with appropriate support to improve his / her conduct.

● Equal opportunities: This policy will be applied without any distinction to protected
characteristics as defined by the Equalities Act 2010. Noah’s A.R.T. monitors the use of its
disciplinary procedure by the protected characteristics of those against whom action is
taken to ensure that its implementation does not impact unfairly on any one group.

● Right to appeal: Employees/volunteers have the right to appeal against any disciplinary
action taken.

1. Informal discussions

Before taking formal disciplinary action, the director/volunteer coordinator will make
every effort to resolve the matter by informal discussion with you. Only where this fails
to bring about the desired improvement should the formal disciplinary procedure be
implemented.



2. First or formal verbal warning

If conduct or performance is unsatisfactory, the employee/volunteer will be given a
written warning or performance note. Such warnings will be recorded but disregarded
after three months of satisfactory service, providing there have been no subsequent
disciplinary issues.

3. Disciplinary hearing

If the conduct is regarded as more serious or the employees/volunteers work or conduct
are considered unsatisfactory after they have received a formal verbal warning, a
disciplinary meeting may be called.

● Rationale: Employees/volunteers will be provided with details of the allegations and any
evidence in support of this prior to any disciplinary hearing and they will be given the
opportunity to state their case.

● Representation: The employee/volunteer has the right to be accompanied by a
companion who is a work colleague or trade union representative at every stage of the
formal procedure.

The companion shall have an opportunity to address the hearing, put and sum
up the employee's/volunteer’s case, respond on behalf of the
employee/volunteer to any views expressed at the meeting, and confer with the
employee/volunteer during the hearing. The companion does not have the right
to answer questions on the employee's/volunteer’s behalf, address the hearing if
the employee/volunteer does not wish it, or prevent management from
explaining the case.
Any request to be accompanied at a meeting must be reasonable i.e. the
companion should not be someone who may have a conflict of interest or who
may prejudice the hearing. The employee/volunteer should notify the chair of
the panel of his / her chosen companion prior to a meeting.

Where the chosen companion is not available at the time proposed for the
meeting, the employee/volunteer has the right to request that the meeting be
postponed and to suggest an alternative time within five working days of the
original hearing date and all such reasonable requests will be agreed on one
occasion only. In exceptional circumstances where the postponement of a
meeting is due to circumstances beyond the employee’s/volunteer’s control, a
second postponement will be agreed and a third meeting arranged.



● Right of appeal: An employee/volunteer has a
right of appeal against any formal disciplinary
sanction, except an oral warning, and appeals
will be managed by a senior member of staff.

● Recordings: Audio / Visual recordings of the proceedings by the
employee/volunteer, his/her companion or management is acceptable at any
stage of the disciplinary procedure, provided all parties agree.

● Discipline and Grievance: Any concerns that an employee/volunteer has
regarding disciplinary action being taken against her or him should be raised as
part of his / her response to the disciplinary action and will normally be
considered within this procedure. Any grievance raised by an
employee/volunteer relating to the disciplinary process or the reasons for the
disciplinary hearing, will normally be investigated concurrently with the
disciplinary process and heard on completion of the disciplinary procedure.

4. Disciplinary Actions

● First written warning
Where it is found that a disciplinary offence has occurred, a written warning will
be given to the employee/volunteer and a copy placed on his / her personal
record. After a period of 6 months, if no further disciplinary action has been
found necessary and the minor breach has been resolved, the warning will
expire.

● Final written warning
If the employee’s/volunteer’s work or conduct fails to improve, or where the
allegation is particularly serious, the manager will follow the same procedure for
a written warning. If proven, a final warning, will be given to the
employee/volunteer warning that any further misconduct will result in a
dismissal with appropriate notice. Employees/volunteers will be paid for this
notice period. After a period of 12 months, if no further disciplinary action has
been found necessary and the issue has been resolved, the warning will expire.

● Mandatory Training
The employee/volunteer may be required to attend any training courses as

deemed necessary by Noah’s A.R.T.

● Dismissal
The employee/volunteer can be dismissed if an allegation of gross misconduct is
found to be proven or there is no improvement in the conduct within the
specified period which has been the subject of a final written warning or another
instance of misconduct has occurred during the currency of a previous warning
and a final written warning has already been issued.



5. Gross misconduct

An employee/volunteer can be dismissed without notice on grounds of gross
misconduct. The employee/volunteer will be suspended with pay while the
circumstances of the alleged incident are investigated.

A dismissal must be confirmed in writing within 10 working days of the date of the
disciplinary interview.

Noah’s A.R.T. describes the following list as examples of gross misconduct, however this
list is not exclusive or exhaustive;

● Serious or gross negligence resulting in unacceptable loss, damage or injury
● Intentional serious breach of Noah’s A.R.T. policy or regulations or improper

conduct in relation to job responsibilities
● Serious breach of a employee/volunteer code of conduct
● Bringing Noah’s A.R.T. into serious disrepute
● Serious breach of Noah’s A.R.T. policy on Harassment and Bullying
● Theft, fraud or deliberate falsification of records or Noah’s A.R.T. documents
● Assault or attempted assault of a physical or sexual nature
● Malicious damage to Noah’s A.R.T. property
● Deliberate refusal to comply with reasonable instructions or requests made by a

senior member of staff within the workplace
● A breach of health and safety rules which places a member of staff, clients or

animals in danger
● Intentional misuse of confidential information
● Fraudulent misuse of Noah’s A.R.T. property or name
● Unauthorised entry to computer records or inappropriate use of Noah’s A.R.T.

data or computing equipment.

Where a member of staff is dismissed from the organisation or internally
disciplined because of misconduct relating to a child, we inform the Department
for Children, Schools and Families, other relevant agencies and follow Local
Safeguarding Children’s Board guidelines.

6. The right to appeal

If the employee/volunteer wishes to appeal against any disciplinary decision, they must
appeal, in writing, within five working days of being notified of the decision.



Noah’s A.R.T. Conflict of Interest Policy
Date reviewed: 11th November 2020

All staff, volunteers, and Directors of Noah’s ART will strive to avoid any conflict of interest
between the interests of the Organisation on the one hand, and personal, professional, and
business interests on the other. This includes avoiding actual conflicts of interest as well as the
perception of conflicts of interest.

The purpose of this policy is to protect the integrity of the Organisation's decision-making
process, to enable our stakeholders to have confidence in our integrity, and to protect the
integrity and reputation of volunteers, staff and Directors.

Examples of conflicts of interest include:
1. A Director who is also a user who must decide whether fees from users should be

increased.
2. A Director who is related to a member of staff and there is a decision to be taken on staff

pay and/or conditions.
3. A Director who is also on the Board of another organisation that is competing for the

same funding.
4. A Director who has shares in a business that may be awarded a contract to do work or

provide services for the organisation.

Upon appointment each Director will make a full, written disclosure of interests, such as
relationships, and posts held, that could potentially result in a conflict of interest. This written
disclosure will be kept on file and it will be updated as appropriate.

In the course of meetings or activities, Directors will disclose any interests in a transaction or
decision where there may be a conflict between the organisation’s best interests and the
Directors’ best interests or a conflict between the best interests of two organisations that the
Director/s is/are involved with.

After disclosure, the director understands that they may be asked to leave the room for the
discussion and may not be able to take part in the decision depending on the judgement of the
other committee members present at the time.

Any such disclosure and the subsequent actions taken will be noted in the minutes.
This policy is meant to supplement good judgment, and staff, volunteers and Directors should
respect its spirit as well as its wording.

Date Adopted: 10/06/2020



EQUALITY AND DIVERSITY



Equality, diversity and inclusion policy

Reviewed:  21st August 2020

Noah’s A.R.T. is committed to encouraging equality, diversity and inclusion among our workforce

and volunteers, and eliminating unlawful discrimination.

The aim is for our workforce to be truly representative of all sections of society and our clients,

and for each employee and volunteer to feel respected and able to give their best.

Noah’s A.R.T. - in providing services - is also committed against unlawful discrimination of

clients, customers, and the public.

The policy’s purpose is to:

• provide equality, fairness and respect for all in our employment, whether temporary,

part-time, full-time or voluntary

• not unlawfully discriminate because of the Equality Act 2010 protected characteristics of

age, disability, gender reassignment, marriage and civil partnership, pregnancy and

maternity, race (including colour, nationality, and ethnic or national origin), religion or

belief, sex and sexual orientation

• oppose and avoid all forms of unlawful discrimination. This includes in pay and benefits,

terms and conditions of employment, dealing with grievances and discipline, dismissal,

redundancy, leave for parents, requests for flexible working, and selection for

employment, promotion, training or other developmental opportunities

Noah’s A.R.T. commits to:

• Encourage equality, diversity and inclusion in the workplace, as they are good

practice and make business sense

• Create a working environment free of bullying, harassment, victimisation and

unlawful discrimination, promoting dignity and respect for all, and where individual

differences and the contributions of all staff and volunteers are recognised and

valued.

This commitment includes training managers and all other employees about their

rights and responsibilities under the equality, diversity and inclusion policy.

Responsibilities include staff conducting themselves to help the organisation provide



equal opportunities in employment, and prevent

bullying, harassment, victimisation and unlawful

discrimination.

All staff should understand they, as well as their employer, can be held liable for acts

of bullying, harassment, victimisation and unlawful discrimination, in the course of

their employment, against fellow employees, customers, visitors, clients, volunteers

and the public.

• Take seriously complaints of bullying, harassment, victimisation and unlawful

discrimination by fellow employees, clients, volunteers customers, visitors, the public

and any others in the course of the organisation’s work activities.

Such acts will be dealt with as misconduct under Noah’s A.R.T.’s grievance and/or

disciplinary procedures, and appropriate action will be taken. Particularly serious

complaints could amount to gross misconduct and lead to dismissal without notice.

Further, sexual harassment may amount to both an employment rights matter and a

criminal matter, such as in sexual assault allegations. In addition, harassment under

the Protection from Harassment Act 1997 – which is not limited to circumstances

where harassment relates to a protected characteristic – is a criminal offence.

• Make opportunities for training, development and progress available to all staff, who

will be helped and encouraged to develop their full potential, so their talents and

resources can be fully utilised to maximise the efficiency of the organisation.

• Decisions concerning staff being based on merit (apart from in any necessary and

limited exemptions and exceptions allowed under the Equality Act).

• Review employment practices and procedures when necessary to ensure fairness,

and also update them and the policy to take account of changes in the law.

• Monitor the make-up of the workforce regarding information such as age, sex, ethnic

background, sexual orientation, religion or belief, and disability in encouraging

equality, diversity and inclusion, and in meeting the aims and commitments set out

in the equality, diversity and inclusion policy.



Monitoring will also include assessing how the equality,

diversity and inclusion policy, and any supporting action plan,

are working in practice, reviewing them annually, and

considering and taking action to address any issues.

Details of the organisation’s grievance and disciplinary policies and procedures are available in

the Policies Handbook on the shared staff Google Drive and as a hard copy at the Noah’s A.R.T.

base at The Together Centre. This includes details of how an employee should raise a grievance.

All of our employees, volunteers, customers and clients will be informed that an equality and

diversity policy is in operation and are bound to comply with its requirements.  This policy will

also be drawn to the attention of funding agencies, stakeholders and job applicants through

appropriate communication channels.

Use of the Noah’s A.R.T.’s grievance and/or disciplinary procedures does not affect an

employee’s right to make a claim to an employment tribunal within three months of the alleged

discrimination.



FINANCIAL POLICIES



Donations Policy
Date reviewed: 31st August 2020

See also: ‘Sponsorship From Pharmaceutical Companies Policy’

Introduction

Noah’s A.R.T. is a nonprofit organisation. As such, we receive donations and carry out

fundraising activities. This policy details the procedures for acceptance or refusal of donations

of money and gifts, and the procedures for processing them.

All Noah’s A.R.T. staff members take responsibility for decisions relating to acceptance or refusal

of donations. All decisions must be made with consideration of the best interests of both Noah’s

A.R.T. and the donor. Noah’s A.R.T. staff have a duty to consider carefully, on the basis of the

evidence made available to them, whether these interests would be better served by accepting

or refusing the donation, and to act accordingly. Staff members must ensure that their decisions

are not based on possible personal benefit (individually or collectively).

Where there is uncertainty over whether a donation should be accepted or refused, the matter

will be discussed by the Noah’s A.R.T. Board.

Cash donations procedure

Noah’s A.R.T. may receive cash donations into our permanent collection boxes at The Together

Centre, during outside fundraising events such as supermarket collections and summer fairs, or

as a gift. The following procedures should be followed in relation to cash donations:

● Unsecured cash must not be left unattended

● Cash donations must be placed in a sealed container or collecting box

● Cash must be counted and recorded in a secure place, in the presence of at least

two people, as soon as possible after the event

● Where it is not possible to securely count cash on-site (e.g. at a summer fair

event), the event lead must transport the cash in a sealed, secure container, to a

safe location and count and record it as soon as possible.

● Cash must be banked as soon as possible, following the correct procedure:

○ The event lead must deliver the cash in a secure container to the Noah’s

A.R.T. director as soon as possible.

○ The director will then bank the cash directly into the Noah’s A.R.T.

account and record the amount appropriately

https://www.fundraisingregulator.org.uk/code/all-fundraising/processing-donations#
https://www.fundraisingregulator.org.uk/code/all-fundraising/processing-donations#


○ Where cash cannot be banked

immediately, the Noah’s A.R.T. director

must store it in a safe or other secure

place

● Noah’s A.R.T. must provide a receipt for all cash donations that are not put in the

sealed collection tins.

Cheques

Cheques must be banked as soon as possible, following the correct procedure:

● The cheque must be delivered to the Noah’s A.R.T. director as soon as possible, in

a secure manner.

● The director will then bank the cheque directly into the Noah’s A.R.T. account and

record the amount appropriately

● Where cheques cannot be banked immediately, the Noah’s A.R.T. director must

store them in a safe or other secure place

Noah’s A.R.T. must provide a receipt for all cheques.

Online giving platforms

Noah’s A.R.T. sometimes utilises crowdfunding platform JustGiving to facilitate online giving

from supporters in relation to specific fundraising campaigns. JustGiving transfers all donations

to a nominated bank account, which must be a personal rather than business account. This

necessitates the use of Noah’s A.R.T. staff personal accounts rather than the Noah’s A.R.T.

business account. As such, the following procedure must be adhered to:

● Noah’s A.R.T. staff member sets up a JustGiving page for the purpose of

fundraising for a Noah’s A.R.T. campaign

● All staff agree that the nominated bank account will be the staff member’s

personal account

● Once the campaign is over, JustGiving transfer all donations to the staff

member’s nominated account

● Staff member transfers the full sum to the Noah’s A.R.T. business bank account

● Noah’s A.R.T. provides a receipt to the staff member.

Accepting donations from vulnerable individuals

Mental capacity is the ability to make a decision. There is a presumption that a person has

capacity unless it is established that he or she lacks capacity. Just because a decision seems

unwise, does not necessarily mean that the person does not have capacity to make that

decision.



If Noah’s A.R.T. reasonably believes that an individual lacks mental capacity, then we will not

accept a donation from that person. If the donation has already been made, and at the time of

donating the individual lacked capacity (and Noah’s A.R.T. receives evidence of this) we will

return that donation.

An individual who requires additional support, or may be considered as vulnerable, can still

have capacity to choose to donate. Where we receive a donation from a vulnerable individual,

the Noah’s A.R.T. staff team will meet to consider the specific context and circumstances of that

individual, before accepting or returning their donation. If there is still uncertainty over the

individual’s capacity, Noah’s A.R.T. will offer additional support to the individual, such as:

● Delaying acceptance of the donation to give the individual further time to

consider their donation

● Including a ‘cooling off’ period if the donor changes his or her mind

● Suggesting they take advice from a third party

Proceeds of crime

Anonymous cash donations or donations through suspect third parties may be a means of

disposing of the proceeds of crime. Noah’s A.R.T. will report unusually large, unusual or

otherwise suspicious donations to Action Fraud and/or other appropriate authorities, before

accepting the donation.



Financial Controls Policy

Date reviewed: 23rd June 2021

Financial Records and Accounts

1) Financial records must be kept so that:

● The organisation meets its legal and other statutory obligations as a CIO, such as

Organisation Acts, Her Majesty’s Revenue & Customs and common law.

● The board members have proper financial control of the organisation.

● The organisation meets the contractual obligations and requirements of funders.

2) The books of accounts must include:

● A cashbook (spreadsheet) analysing all the transactions appearing in the bank accounts

● A petty cash book if cash payments are being made.

● Inland Revenue deduction cards P11 (for PAYE when the organisation has employees)

3)  Accounts must be drawn up at the end of each financial year within 3 months of the financial

year end and presented to the next Annual General Meeting.

4) Prior to the start of each financial year, the board directors will approve a budgeted income

and expenditure account for the following year.

5) A report comparing actual income and expenditure with the budget should be presented to

the board annually or whenever meetings take place.

6) The AGM will appoint an appropriately qualified auditor/ independent examiner to audit or

examine the accounts before presentation at the AGM.

Banking

1) The Organisation will bank with Coop Bank plc at its Ashton u Lyne Branch and accounts will

be held in the name of the Noah’s ART. The following accounts will be maintained:

● Noah’s A.R.T. current.

● Noah’s A.R.T. Saving Account.

2)  The bank mandate (list of people who can sign cheques on the organisations behalf) will

always be approved and minuted by the board as will any changes to it.

3)  The organisation will require the bank to provide statements every month and these will be

reconciled with the cash book at least every three months and the treasurer will spot check that

this reconciliation has been done at least twice a year, signing the cash book accordingly.



4) The organisation will not use any other bank or financial

institution or use overdraft facilities or loan without of the

agreement of the board members.

5) Sharon Hall and Tom Hall will undertake a weekly check of the account statements, in order

to quickly identify any unusual or fraudulent transactions. Sharon will download the statement

once per week, check it, then forward this to Tom to double check.

Income

1)  All monies received will be recorded promptly in the cash analysis book and banked without

delay (this includes sundry receipts such as payment for telephone calls, photocopying etc.). The

Organisation will maintain files of documentation to back this up including payments and

expenditure

2) The aim is to ensure that all income and expenditure are on the organisation's business

account and is properly authorised and that this can be demonstrated. The latest approved

budget provides the cheque signatories with authority to spend up to the budgeted

expenditure, not beyond it.

3) The treasurer will be responsible for holding the cheque books (including unused and partly

used cheque books) which should be kept under lock and key.

4) Blank cheques will NEVER be signed.

5) The relevant payee's name will always be inserted on the cheque before signature and the

cheque stub will always be properly completed.

6) No cheques should be signed without original documentation (see below).

Payment documentation

1) Every payment out of the charity's bank account(s) will be evidenced by an original invoice

(never against a supplier's statement or final demand). That original invoice will be retained by

the Organisation and filed. The cheque signatory should ensure that it is referenced with:

Cheque number Date cheque drawn Amount of cheque

2) The only exceptions to cheques not being supported by an original invoice are Items such as

advanced booking fees for a future course, deposit for a venue, VAT, etc. Here a cheque

requisition form will be used, and a photocopy of the cheque kept.



3) Wages and Salaries (when employing staff). There will be a

clear trail to show the authority and reason for EVERY such

payment; e.g. a cheque requisition form asking for payment

to an employee, HMRC etc. All employees will be paid within the PAYE and National Insurance

regulations.

4) All staff appointments/departures will be authorised by the board members, minuting the

dates and salary level. Similarly, all changes in hours and variable payments such as overtime,

etc, will be authorised either by the board members.

5) Petty cash will always be maintained on the imprest system whereby the administration1

worker is entrusted with a float as agreed by the board members. When that is more or less

expended, a cheque will be drawn for sufficient funds to bring up the float to the agreed sum,

the cheque being supported by a complete set of expenditure vouchers, totalling the required

amount, analysed as required.

6) The treasurer has authority to agree expenditure up to £100, While three board members to

agree between £101 and £250, anything over £250 must be agreed by the board.

7) Expenses / allowances. the Organisation will, if asked, reimburse expenditure paid for

personally by staff, providing:

● Travel fares are evidenced by tickets

● Other expenditure is evidenced by original receipts, and accompanied by an expenses

form

Car mileage is based on local authority scales. No cheque signatory signs for the payment of

expenses to themselves.

Cheque Signatures

1) Each cheque will be signed by at least two people.

2) A cheque must not be signed by the person to whom it is payable (you will have to ensure

that you have enough signatories on your bank mandate)

Other rules

1) The Organisation does not accept liability for any financial commitment unless properly

authorised. Any orders placed or undertakings given which are likely to cost the Organisation in

1 See petty cash procedure



excess of (agree amount of money here) must be authorised

and minuted by the board members .

2) In exceptional circumstances such undertakings can be made with the Chairperson's approval

who will then provide full details to the next meeting of the board members. (This covers such

items as the new service contracts, office equipment, purchase and hire).

3) All fundraising and grant applications undertaken on behalf of the organisation will be done

in the name of the Organisation with the prior approval of the board members or in urgent

situations the approval of the Chairperson who will provide full details to the next trustee's

meeting.

4) The Organisation will adhere to good practice in relation to its finances always, e.g. when

relevant it will set up and maintain a fixed asset register stating the date of purchase, cost, serial

numbers and normal location of assets. Additionally, the Organisation will maintain a property

record of items of significant value, with an appropriate record of their use.

Petty cash procedure

● We will keep a small float of £75 for small payments e.g. outreach parking charges,
purchasing stamps or refreshments. We will keep the float separate from incoming cash and
draw cash from the bank to make up the float subject to provision of receipts for sums
spent.

● Cash withdrawn from the petty cash tin must be recorded in the petty cash log book.
● Payments above £100 will be made by cheque or BACS.
● We will record payments on petty cash slips and keep till receipts, bus tickets, etc.
● We will enter in the petty cash book the amount of cash drawn from the bank and details of

payments.
● The Pop Inn dog-friendly coffee morning has an additional float tin containing a £45 float,

kept separate from the petty cash tin. Volunteers/staff taking money from Pop Inn
customers must put the cash into the donation tin, and take change from the float tin.

● We may occasionally establish a special cash float for the purpose of organizing a special
event where committee members need to pre-purchase prizes, food or other services.
Should this be necessary we will set a budget for essential items in advance, agree the sum
of the petty cash float and who is authorized to spend against this and they will be
responsible for providing receipts for all items on which they spend and returning the
balance to the treasurer.

4) The Organisation will adhere to good practice in relation to its finances always, e.g. when

relevant it will set up and maintain a fixed asset register stating the date of purchase, cost, serial

numbers and normal location of assets. Additionally, the Organisation will maintain a property

record of items of significant value, with an appropriate record of their use.



Use of company debit card and online payments with the

card

● The company has two debit cards
● One card is used for day to expenses such as vegetables and items under £30. It can only be

used by an authorised user.
● Payments made online must be to reputable companies. With exception of regular orders

such as “save and subscribe with amazon”, card details should not be stored on any website

● All online purchases will be cleared with Sharon Hall before making purchase
● A receipt or invoice for every online purchase must be sent to Sharon Hall as soon as

possible
Authorised card users:
● Sharon Hall
● Tom Hall
● Alana Tennent
● Catherine Hall



Financial Controls Policy - Grant Funding

Date reviewed: 21st August 2020

Financial Records and Accounts

1) Grant funding is paid into the Noah’s ART Co-Operative bank account but must be

represented on the excel spreadsheet as income as well as having its own spreadsheet for

the individual project

2) Financial records must be kept so that:

● The funder can see how the grant fund has been spent

● The organisation meets its legal and other statutory obligations as a CIO, such as

Organisation Acts, Her Majesty’s Revenue & Customs and common law.

● The board members can understand any potential issues with over or under spends and

can act appropriately before issues occur.

3) The books of accounts must include:

● A cash book (spreadsheet) analysing all the transactions appearing in the bank accounts

that have been cash only

● All receipts and invoices created as part of the funded project

● All receipts should be recorded under the appropriate budget heading e.g. wages,

session costs, animal costs etc

4) Management of funds:

● Any amendments to the way the funding was agreed must be discussed with the funders

and changes agreed

● Receipts will be noted in both Noah’s ART’s main spreadsheet as well as the Project

spreadsheet. Entry should be made as soon as possible but at least weekly.

● All project receipts should be kept for up to 7years

● Project manager should review budget spending at least monthly and act if any

discrepancy are noted

● Managing changes within budget categories should be raised with grant funders as soon

as possible

Considerations

● Receipts and paid invoices: these should be clearly marked as being connected to

the project. Tutor, room hire and refreshment invoices should state the dates of the

relevant project activity. Certified copies are acceptable provided the originals are

retained and available for audit.



● Quotes for single items of capital expenditure over £500: these must demonstrate

value for money in the choice between suppliers.

● Copies of Payroll Records (including pay slips) for all staff working on the project.

● Time sheets (signed originals) for all salaried staff working on the project, clearly

showing project , for each week, for the duration of the project, signed by both staff

member and project manager or trustee.

● Copies of Letters of Appointment and Job Descriptions for all staff working on the

project, clearly relating to the dates of the project’s contract and (if relevant) any

changes to role or hours of work from previous job.

● Copies of Bank Statements relating to the period of the project, with items being

claimed as clearly numbered and highlighted

● Copies of Petty Cash records relating to the period of the project, with items being

claimed as clearly numbered and highlighted

● Travel Expense claims and receipts for any other payments to volunteers, staff or

participants, showing name, address and amount, signed by both claimant and

project manager or trustee.

● Evidence of how you have calculated Overheads and Indirect Costs e.g. share of

internal room hire and utility bills (‘apportionment methodology’).



Reserves Policy
Date reviewed: 21st August 2020

Noah’s A.R.T. requires a level of free reserves to safeguard the organisation, protect options for
future development and to achieve the following:

● The option to develop new services or expand current ones in line with the
changing needs of the community.

● To ensure that delays in the receipt of expected income do not interrupt services
or cause serious financial difficulty for the charity.

● The ability to survive unexpected setbacks and problems arising from internal or
external causes

● To maintain at least two months of wages, rent and animal costs (approx. £6700)

Reserves from last accounting period: £8000

Procedure
At end of the accounting period Noah’s A.R.T. should:

● State the amount of total funds

● Identify what funds are restricted
○ Grant funding projects
○ Rent and ongoing costs
○ Wages
○ Animal costs

● Identify the amount of reserves that can only be realised by disposing of tangible assets

● State the amount of reserves held after making allowances for restricted funds and the
amount of designations, commitments or functional assets

● Compare this figure with the desired reserves and identify ways to rectify any issues
with the reserves

Unrestricted funds, including fixed asset investments but excluding pension deficits
Less:

● Tangible assets
● Programme related investment
● Commitments that have not been provided as a liability
● Designated amounts for essential future funding

Equals: Free reserves



Policy considerations for accepting donations from
pharmaceutical companies

Date reviewed: 21st August 2020

At Noah’s ART, we take animal welfare seriously. We have taken the decision to accept
sponsorship from pharmaceutical companies for the following reasons:

● Lack of funding within the NHS has resulted in contracts not being renewed. This

has resulted in a gap in our income within Noah’s ART putting our own animals at

risk. Accepting funding will ensure we can feed them and be able to pay vet bills as

required.

● Many of our clients are on the medication being produced by pharmaceutical

companies and to refuse the funding on ethical grounds may make them feel like

we are sitting in judgement of them for using the medication that they need

● Accepting funding will allow us to offer services to clients who are in need and to

develop projects from which they will benefit

● We will only accept funding from companies that observe high standards of animal

welfare for the animals they use to test the drugs (see Appendix A).

● Under no circumstances would we accept funding from cosmetic companies.

As a mental health nurse and previously as a research nurse, Noah’s A.R.T.’s director knows the

importance of discovering new medications that are effective in the treatment of schizophrenia

and other ailments. Current medication has some extremely debilitating side effects and new

solutions are essential. An unfortunate consequence of this research is the testing of drugs on

animals.  We do not condone the use of animals for this purpose but it is a legal requirement

that all drugs are tested before use. Unless the law changes, there is no way round this.

In the current funding environment, it is becoming extremely difficult to find new revenue

streams. Our clients who benefit greatly from interactions with the animals are unable to pay

the full amount that we require to be self-sufficient. A possible solution would be to accept

donations from pharmaceutical companies that would allow us to continue the service at a

subsidised rate.

Noah’s ART will not accept sponsorship from companies that test on animal in the development

of cosmetics

Noah’s ART will not accept sponsorship in the form of meals, gifts, hospitality, hotel and

transport costs.

All accepted donations will be used to ensure:



● the welfare of our therapy animals

● and to deliver services that will benefit patients with

mental health issues and other issues.

We will keep an audit trail that will clearly identify how any investment will be spent. This will

be available for anyone to look at on request.

Appendix A - Legislation for the protection of animals used for scientific purposes

http://ec.europa.eu/environment/chemicals/lab_animals/legislation_en.htm

Directive 2010/63/EU revising Directive 86/609/EEC on the protection of animals used for

scientific purposes was adopted on 22 September 2010.

The Directive is firmly based on the principle of the Three Rs, to replace, reduce and refine the

use of animals used for scientific purposes. The scope is now wider and includes foetuses of

mammalian species in their last trimester of development and cephalopods, as well as animals

used for the purposes of basic research, higher education and training.

It lays down minimum standards for housing and care, regulates the use of animals through a

systematic project evaluation requiring inter alia assessment of pain, suffering distress and

lasting harm caused to the animals.

It requires regular risk-based inspections and improves transparency through measures such as

publication of non-technical project summaries and retrospective assessment.

The development, validation and implementation of alternative methods is promoted through

measures such as establishment of a Union reference laboratory for the validation of alternative

methods supported by laboratories within Member States and requiring Member States to

promote alternative methods at national level.

http://ec.europa.eu/environment/chemicals/lab_animals/legislation_en.htm


Expenses Reimbursement Policy

Date reviewed: 31st August 2020

This policy is designed to assist employees in reporting expenses incurred while conducting
Noah’s ART business activities.

Noah’s ART expects employees to act responsibly and professionally when incurring and
submitting costs. The organization will reimburse employees for reasonable expenses on
pre-approved business. This includes, for example, travel fares, accommodations, meals,
telephone and fax charges, and purchases made on behalf of the organization.

Noah’s ART does not pay for local travel to and from the office.  If employees use their vehicles
for business travel to attend sessions, mileage will be reimbursed at £0.45 per mile but capped
at £5. Additional costs of appropriate parking fees will be paid. Noah’s ART will not be
responsible for fuel, maintenance, traffic or parking violations.

General guidelines

● Original receipts are required for reimbursement of all expenses. These expenses
include:

o Travel and parking costs while attending sessions or training events
o Session materials bought in agreement with a director.

● Receipts must be accompanied by a summary which outlines:
o The nature of the expense
o The name and titles of the individuals involved
o The purpose for the expense

● Expense summaries must be submitted with receipts and approved by a director.

● All expenses and summaries must be submitted within 30 days to a director for
payment.

Travel guidelines

● Noah’s ART will pay bus fares to attend sessions and petrol costs capped at £5 per
person per session. Where possible we will try to offer lifts to sessions and will cover
costs of volunteers arriving at base via public transport for lifts to sessions and events.

● The following list includes examples of non-reimbursable expenses:

o Personal travel insurance
o Personal reading materials



o Childcare
o Toiletries, cosmetics, or grooming products
o Expenses occurred by spouses, children, or

relatives
o In-room movies or video games
o Sporting activities, shows, etc

Any questions related to the content of this policy or its interpretation should be directed to
Sharon@noahs-art.co.uk or 07973453942

Blank expenses form

MONTH/YEAR

Name of volunteer

Post code of volunteer                       Post code of participant/facility

Date of visit Journey description No.
miles

Costs Receipts

Totals

mailto:Sharon@noahs-art.co.uk


HEALTH AND SAFETY



Noah’s A.R.T. - Health and Safety Policy

Date reviewed: 25th August 2020

See also: ‘Risk Register’

In this document, the term “staff” shall be taken to include volunteers as well as paid
employees.

Statement of Intent

Noah’s A.R.T. will:
● provide adequate control of the health and safety risks arising from our work activities
● consult with our staff on matters affecting their health and safety
● provide and maintain safe working environments and equipment
● provide information, instruction and supervision for staff
● ensure all staff are competent do to their tasks, and to give them adequate training
● prevent accidents and cases of work-related ill health
● maintain safe and healthy working conditions and
● review and revise this policy as necessary at regular intervals

Responsibility and Accountability

The Noah’s A.R.T. Board has overall and final responsibility for health and safety.

Day-to-day responsibility for ensuring this policy is put into practice is delegated to the lead
therapist/staff. All staff are required to:

● cooperate with supervisors and managers on health and safety matters
● not interfere with anything provided to safeguard their health and safety
● take reasonable care of their own health and safety
● report all health and safety concerns to a supervisor

Consultation with the Workforce

We will consult with staff collectively on all matters regarding health and safety, including:

● the introduction of any measure which may substantially affect their health and safety at
work, for example the introduction of new equipment or new systems of work

● arrangements for getting competent people to help them comply with health and safety
laws (a competent person is someone who has sufficient training and experience or



knowledge and other qualities that allow them to help us meet the requirements of health
and safety law)

● the information we are giving them on the risks and dangers arising from their work,
measures to reduce or get rid of these risks and what they should do if they are exposed to
a risk

● the planning and organisation of health and safety training and
● the health and safety consequences of introducing new technology/equipment

Arrangements for health and safety

Health & safety risks arising from our work activities

Key areas of risk at Noah’s A.R.T. are:
● Personal safety, including lone working
● Events
● Carrying / lifting
● Falling objects / collapsing structures
● Fire
● Slips, trips and falls
● Substances hazardous to health (including dust, fumes, etc.)
● Work equipment
● Stress
● Zoonosis from sick or injured animals
● Bites/scratches from animals

Risk assessments and controls/mitigations for the above hazards are recorded in the Noah’s
A.R.T. ‘Risk Register’

Risk Assessments

Risk assessment involves identifying hazards, assessing the risk, and putting measures in place
to control unacceptable risks. Assessing risk requires detailed knowledge of the activities and
working practices normally undertaken by the people doing the work.

Risk assessments will be undertaken for all the activities and environments of work. A new risk
assessment will be undertaken for any new activities or environments.



Risk assessments will be undertaken by lead therapist/staff, in
consultation with staff, following HSE guidance
(www.hse.gov.uk/pubns/indg163.pdf):
1. Identify the hazards
2. Decide who might be harmed and how
3. Evaluate the risks and decide on precautions
4. Record findings and implement them
5. Review assessment and update if necessary

Action required to remove or control risks will be approved by the Noah’s A.R.T.  Board.

The lead therapist/staff is responsible for ensuring the action required is implemented and for
checking with staff that the implemented actions have removed or reduced the risk.

Assessments will be reviewed every year or when the work activity changes, whichever is
soonest. Assessments will also be carried out whenever a new activity is introduced and/or a
new location is used.

Pet Connect Risk Assessment Procedures

Due to the additional hazards associated with lone working in clients’ homes, Noah’s A.R.T. 's
befriending scheme, Pet Connect, implements additional risk assessment procedures. See also:
‘Lone Working Policy’

The risk assessment process will be used for all activities which the participant and volunteer
may be involved in during their meetings.It will also be used as part of the referral process for
the participant, with a section in the referral/application form asking for information regarding
potential risk.

Following the introductory assessment visit, Pet Connect Coordinators will complete a risk

assessment for the participant’s home environment and/or any activity likely to be undertaken

with volunteers, e.g. dog walks.

Once a volunteer has been matched with the participant, they will be provided with a copy of

the risk assessment and/or a summarised risk guidance sheet.

Should the participant and volunteer decide that they wish to participate in any other activity
in the future, the volunteer will seek the approval from the Coordinators so that a further risk
assessment can be undertaken. Volunteers have a responsibility to observe this guidance and
not put themselves in situations where there is undue risk.

http://www.hse.gov.uk/pubns/indg163.pdf


Fire and evacuation

Ensuring that fire safety risk assessments and fire management plans are undertaken and
implemented is the responsibility of The Together Centre. Noah’s A.R.T. has developed a ‘Fire
Evacuation Procedure’ for our portacabin on the site. It is the responsibility of the lead
therapist/staff to ensure that the procedure is followed in the event of a fire.

COSHH

Noah’s A.R.T. is required by law, under the Control of Substances Hazardous to Health
Regulations (COSHH), to adequately control exposure to materials in the workplace that cause ill
health. We will reduce and control the risks associated with substances by:

● identifying harmful substances in the workplace
● carrying out a risk assessment for every new substance brought into use
● providing information, instruction and training to all staff and volunteers
● providing adequate personal protective equipment
● making copies of chemical safety data sheets available to staff and volunteers

Information

The HSE poster Health and safety law (See www.hsebooks.com and key in the ISBN:
0717624935) will be displayed prominently, with the blank sections filled in by the lead
therapist/staff. (For guidance, see www.hse.gov.uk/contact/faqs/lawposter.htm . For local
contact information, see: https://www.hse.gov.uk/forms/health/emasoffices.htm and
www.manchester.gov.uk/site/scripts/documents_info.php?categoryID=419&documentID=2272
&pageNumber=1).

Accidents, first aid and work-related ill health

The first aid box is kept in the kitchen at Noah’s A.R.T’s base, The Together Centre. The
appointed first aider is Alana Tennent.

All accidents and cases of work-related ill health are to be recorded in the accident book. The
book is kept in office at Noah’s A.R.T’s base, The Together Centre. Where outreach venues are in
regular use, staff will familiarise themselves with the location of the first aid box.

Investigating accidents is the responsibility of the lead therapist/staff.

http://www.hsebooks.com
http://www.hse.gov.uk/contact/faqs/lawposter.htm
https://www.hse.gov.uk/forms/health/emasoffices.htm
http://www.manchester.gov.uk/site/scripts/documents_info.php?categoryID=419&documentID=2272&pageNumber=1
http://www.manchester.gov.uk/site/scripts/documents_info.php?categoryID=419&documentID=2272&pageNumber=1


Investigating work-related causes of sickness absences is the responsibility of the lead
therapist/staff.

Acting on findings to prevent a recurrence is the responsibility of the lead therapist/staff.

RIDDOR

Noah’s A.R.T. is legally required to report certain serious workplace accidents, occupational
diseases and specified dangerous occurrences (near misses) under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations (2013).

Reporting accidents, diseases and dangerous occurrences to the enforcing authority is the
responsibility of the lead therapist/staff.

Reportable incidents include:

● The death of any person (Regulation 6)
● Specified Injuries to workers (Regulation 4)
● Injuries to workers which result in their incapacitation for more than 7 days (Regulation

4)
● Injuries to non-workers which result in them being taken directly to hospital for

treatment, or specified injuries to non-workers which occur on hospital premises.
(Regulation 5)

For guidance, see www.hse.gov.uk/riddor

Monitoring

To check working conditions, and ensure our safe working practices are being followed, we will:
● hold quarterly health and safety review meetings, reporting to the Noah’s ART Board
● conduct annual risk assessments, reporting to the Noah’s ART Board
● review the policy annually at Noah’s ART Board level
● Identify staff health and safety concerns during staff supervisions
● take other actions as necessary

http://www.hse.gov.uk/riddor


Lone Working Policy

Date reviewed: 26th August 2020

Relevant Legislation

Under the Health and Safety at Work Act 1974 and the Management of Health and Safety at

Work Regulations 1999, it is the employer’s duty to assess risks to lone workers (including staff

and volunteers) and to take steps to avoid or control risk where necessary.  Employees (and

volunteers) have responsibilities to take reasonable care of themselves and other people

affected by their work and to cooperate with their employers in meeting their legal obligations.

In other words, the staff and volunteers should be aware of and should be trained in
how to respond to lone working emergency procedures.

Staff and volunteers (including Pet Connect volunteers) Lone Working

Having an effective lone working policy for staff and volunteers is crucial management support

in an otherwise unsupervised situation.  Although issues that might arise during lone working

vary between different situations, Noah’s A.R.T. has a legal duty to ensure that their staff and

volunteers benefit from the same health and safety procedures. Staff and volunteers need to

know what the lone working issues are, what the procedures are for dealing with them, who

they can turn to for help, who is managing and supporting them both during office hours and

out with office hours.

Lone Working: Staff and Volunteers Personal Safety

Noah’s A.R.T. will exercise its responsibility for the safety of its lone working staff and volunteers

by:

• Covering Lone Working situations in initial training
• Gathering information from referral agencies on the potential risks involved

in Lone Working on specific service users
• Assessing Lone Working issues when meeting families and service users for

assessment prior to matching (Pet Connect)
• Passing on of specific Lone Working information relating to the volunteer

prior to matching them (Pet Connect)
• Discussing Lone Working situations in support and supervision on an

ongoing basis



Meeting Service Users

Instructions to staff and volunteers who will be Lone Working include:

• Making sure details of the meetings are known to someone, i.e. where they
are going, how they are getting there, (e.g. car, taxi, bus), when they will be
back and who to contact if they are not back at the expected time

• Staff and volunteers are to keep their ID card with details of who they can
contact in an emergency on them at all times

• Staff and volunteers are to ensure they are well prepared and have planned
routes and journeys

• If walking part or all of their journey to the visit, staff and volunteers are to
walk in lighted areas, stay aware of their surroundings, and be cautious
around roads.

• If travelling by car, staff and volunteers should ensure that they have enough
petrol for any car journey and that their car is roadworthy. They should not
leave valuables on show, e.g. on the passenger seat, and ensure the car
doors are locked during the journey. They should try to park in a well-lit
area, and as close to the visit location as possible.

• If travelling to/from visits using public transport, staff and volunteers are to
ensure they plan their journey in advance, stay alert to their surroundings,
and keep valuables on them and out of sight. On trains, they should avoid
sitting in an empty carriage; on buses, they should try to sit near the driver.
If they feel uncomfortable, they should move to a different seat/carriage, get
off the train/bus, or if necessary, call for help from the transport staff or
police.

• Staff and volunteers are to keep their mobile switched on and in an
accessible place. Also, if they have a personal alarm, to carry it with them at
all times

• Staff and volunteers when working with service user, should attempt to
deescalate situations in a non-confrontational manner but in the event that
they feel at risk they should withdraw from the situation and seek support



• Staff and volunteers are to ensure they are
nearest the exit when they are with someone
who is at risk of challenging behaviour

• If a staff member is meeting someone in a higher risk category for an initial
meeting, alternative arrangements can be made to meet with them, i.e. 2
members of staff could attend/meetings held within office hours in a public
area. Careful assessment of risk would occur for a volunteer being
considered to work on a 1:1 basis with the participant

• If personal safety is a significant risk to staff or volunteers, Noah’s A.R.T.
reserves the right to withdraw the participant from the scheme

Pet Connect Volunteers: Entering a Service Users Home

Following initial assessment by both Pet Connect Liaison Coordinators, it will be discussed

further if more safety measures are required for home visits to begin. Where home visits are

agreed, and risk is minimal the following safety points should be observed:

• Volunteers should discuss with Noah’s A.R.T. staff any issues and problems that
might arise during any visit relating to the participants’ circumstances

• Staff and volunteers are not to enter someone’s house if that person or anyone
present is under the influence of drugs or alcohol

• If there are any concerns about the way things are developing, staff and
volunteers are to try and defuse the situation, e.g. by changing the subject

• Staff and volunteers are to remain aware of changes in mood, body language
and behaviour

• Staff and volunteers are to leave if they feel things are getting out of control

• When in the house, staff and volunteers are to always be aware of their
surroundings and place themselves with a clear line to an exit

• It is advised that staff and volunteers sit on a chair rather than a sofa and to not
sit with their back to people

• Staff and volunteers are to be very aware of maintaining appropriate boundaries
at all times



• Staff and volunteers entering with visiting animals, can refuse to enter if other
unknown animals are present

After a Visit

● After the visit has ended and the staff/volunteer has left the client’s home, they should
contact the Coordinators as soon as it is safe to do so, to let them know they are safe
and to provide a post-visit update. This should happen after every visit, regardless of if
there were any issues incidents during the visit.

● If Coordinators do not hear from the staff/volunteers within a reasonable amount of
time, they will try to contact them.

Lone Working at our Base

Occasionally, Noah’s A.R.T. staff may work in the portacabin at The Together Centre alone after
the rest of the Centre has closed. All staff will be trained to adhere to the following guidelines
for this scenario:

● Where possible, try to avoid working at the Portacabin outside of The Together Centre’s
usual opening hours.

● If you need to be there, try to bring another member of staff with you where possible.

● Ensure somebody knows you are there, and keep your phone on you and charged.

● Keep the main door locked.

● When locking up the Portacabin and main Centre building, stay alert to the possible
presence of other people in the car park area. Do not approach anyone.

Reporting a Lone Working Incident

Noah’s A.R.T. adheres to good practice and requires a record of all incidents to be recorded

where a lone working member of staff or volunteer has felt threatened or has had to deal with

an aggressive situation.  Initial training will include information on reporting incidents.

If staff and volunteers need to record an incident they will be given incident forms that will

allow them to fill in any incidents, in confidence. Any incidents will be reported, and



appropriate action will be taken.  The staff member or

volunteer will be notified of the action taken within 7 days.

The staff member or volunteer will also be given additional

support stemming from the incident should it be required.





Infection Control Policy
Date reviewed: 26th August 2020

Pet animals can enhance quality of life for many people. However, animals can carry microbes
and parasites which can occasionally be transmitted to humans, particularly people who are
immunosuppressed or who have other health problems. Some animals may be difficult to
control and may pose a risk to patients or staff due to their behaviour. Therefore a local risk
assessment agreed with infection control is always necessary.

It is the responsibility of Noah’s A.R.T. to ensure that our/our volunteers’ animals:

1.1 Are in good health and where appropriate are vaccinated and wormed; See Appendix A for
managing zoonosis in dogs. All animals will be assessed at the time of selection for
attending therapy sessions – any animals that is showing signs of stress, illness or injury will not
be selected. Details to be maintained in animal care plans. See also: ‘Noah’s A.R.T. Dog
Policy’; ‘Pet Connect Dog Assessment and Health Policy’
1.2 Free of communicable diseases, parasites and external infestation, ringworm or skin
disorders, e.g. mange
1.3 Are on a flea control programme, as appropriate.
1.4 Are kept under control while on the visit and that the animals are kept in a working

environment appropriate to maintaining their health, welfare and biosecurity. This will
include where the animals are kept when not working/resting in therapy sessions

1.5 Temperament of the animal is known e.g. coding system in use and appropriate animal is
used for the specific interventions (see Appendix B)

1.6 Monitored for stress from over use. To prevent an animal from stress from too many
sessions in one week, Noah’s A.R.T. use a rota system. The week’s events are planned at the
beginning of the week ensuring all small animals have at least two days rest break in
between therapy sessions. Noah’s A.R.T. staff will be trained in how to spot signs of
aggression in rabbits and guinea pigs. Any animals showing stress, irritability or aggression
during therapy sessions will be removed from access by participants and placed in
transporting cages.

1.7 Transporting cages will be numbered. Animals will be returned to the same cages they
travelled in. This will ensure containment of any animal specific issues e.g. if an animal has
mites/lice the spread will be minimised and not a risk to other animals. Animals known to
have an infestation will not attend sessions but on occasion it may not be obvious if an
infestation is in the early stages. All animals will have the appropriate course of treatment as
soon as the problem is identified. All fleeces used in transport will be washed after return to
base and not reused until clean. Transport cages will be cleaned regularly.



Noah’s ART expects the inviting facility to:

2.1 Ensure that the patient is fit enough to meet the pet. It is the responsibility of the visiting
unit staff to ask patients whether they have an allergy to specific types of animals and
support the participant in their decision to attend session. Anyone with Asthma should
bring their inhalers to sessions as a precaution. As a general rule, any patient in isolation
or an infectious risk to others should not have pet visits; For dementia patients or
mental health patients, staff should have some knowledge as to the suitability of patient
involvement in therapy sessions

2.2 Ensure all open wounds are covered with a dressing;
2.3 Ensure that the animal is welcome to all patients and staff members in contact with it.

Animals should not be allowed on beds (unless risk assessed) and food must not be
shared with pets

2.4 Report any incidents, accidents or injuries according to local reporting guidelines.
2.5 Ensure that anyone in direct contact with the animal washes their hands with soap & water

afterwards;
2.6 Ensure that the animal is not allowed into areas used for cooking or eating, sterile supply,

treatment areas or any other area considered inappropriate by the Infection Control
policy for that area

2.7 Provide suitable therapy spaces that are away from communal areas allowing clients to
choose whether to enter sessions and protecting people who may have allergies from
direct contact with animals. Noah’s A.R.T. will provide poster indicating “Therapy
Animals At Work” see Appendix D

Extra guidance for immuno-compromised (HIV/AIDS or HepC) people:
▪ Always wash hands with soap and water after handling an animal or cleaning an animal’s

area or toys. This is especially important before eating, preparing food, smoking, or
attending to wounds.

▪ Do not touch any animal’s stool. – Noah’s A.R.T. staff will clean any excrement promptly
▪ Never let a pet lick wounds or open surfaces on the body.
▪ If bitten or scratched by any animal, wash the area with soap and water and seek medical

attention if a fever develops or the area begins to swell.

Noah’s ART staff will be responsible for:

3.1 providing clean towels and pillows for holding the therapy animals

3.2 the cleaning up of any animal waste during therapy sessions



3.3 removing all therapy equipment, animal droppings, straw

and covers and will wash down surfaces that the animals

have used

3.4 managing their own personal hand hygiene while caring for animals and patients attending

sessions

3.5 supporting facility staff to wash bites and scratches immediately with soap and running
water for approximately five minutes and seek medical advice if required



Appendices





Appendix C Rodents (mice, rats, guinea pigs, hamsters) and their droppings.

Lymphocytic choriomeningitis (LCMV) is a rare virus that can be transmitted in rodent urine,
droppings, saliva or nesting material of infected rodents. Virus transmission can also occur when
these materials are directly introduced with broken skin or into the nose, eyes or mouth, or by a
bite from an infected animal.
People can be infected through contact with urine, blood, saliva, droppings or nesting materials
of infected rodents. If a woman has an LCMV infection while pregnant, the unborn baby can
also become infected. LCMV infection can cause severe birth defects or loss of pregnancy
(miscarriage). Although the risk of LCMV infection is low, women who are pregnant or planning
to become pregnant should avoid contact with wild or pet rodents, such as pet mice and guinea
pigs.
To reduce the risk of LCMV infection during pregnancy:
avoid vacuming or sweeping rodent urine, droppings or nesting materials

avoid contact with rodents and ask another person to clean the cage and care for the pet.
Avoid prolonged stays in the room where the rodent lives.

If contact occurs with a wild rodent or its urine, droppings or nesting materials wash hands very
well with soap and running water.
Other infections that also present a risk to pregnant women include Q fever, leptospirosis,

psittacosis and listeriosis.



Fire Evacuation Procedure V1.1

Date reviewed: 18th August 2020

In the event of a fire, the appointed fire safety lead (Catherine Brown) and/or the lead therapist
should:

a) Ensure that the FIRE SERVICE has been summoned.

b) Ensure all visitors and employees have evacuated the building before collecting the therapy
animals for evacuation. Travel cages are kept ready for emergencies and dogs will always have
their leads attached.

c) Obtain the session register and roll call at the fire assembly point (front car park).

d) Inform the fire service of the subject or actual location of the fire, any missing persons, any
dangerous substances present (including pressurised vessels), service isolation points, e.g. gas
mains/valves, electricity etc.

e) Ensure no one re-enters the building until told that it is safe to do so by the Fire Service.

f) Ensure that all discharged fire extinguishers are replaced after the fire has been extinguished.

g) Keep a record of the incident.



Working Together to Promote Respect For Our
Animals - Policy Statement

Date reviewed: 26th August 2020

Background and Philosophy
Noah’s ART is an animal assisted wellbeing service. Our core philosophy is based around the

benefits associated with the development of the human-animal bond.

For the human-animal bond to be effective, both human and animal must be respected. Mostly,

our participants show respect and concern for the welfare of our animals. Where respect is not

observed, this policy will provide guidance for our staff, volunteers and visiting organisations’

staff.

We believe passionately in social inclusion and will work with participants who may need extra

support. When working with a diverse client group, sometimes we take therapeutic risks to

provide opportunities for participants who have complex needs. Through supporting encounters

with animals, we aim to support the growth of empathy and understanding.

However, we also must prioritise the health and safety of our therapy animals. This policy

details our methods and outlines our contractual agreement and codes of behaviour expected

of our partners, their clients and students.

The document will use the term guests to cover participants, clients or students.

Benefits of working with animals

Psychological
Being chosen or accepted by an animal helps to boost self-esteem; the animals can help guests

to feel calm and relaxed; the animals can help guests overcome challenges and learn new skills

Social

The animals provide a safe topic of conversation; people can find shared interests and make

new friends; the humour and energy brought by animals can help relieve awkward moments in

conversations

Educational

Guests feel motivated to try new skills in caring for the animals; many will feel comfortable

when reading to rabbits even if reading aloud has been an issue in class

Cognitive

Animals can support problem solving through motivating guests to find solutions to problems

e.g. design and build a habitat for a mouse/rat



Volunteering and career progression
People who volunteer can gain many personal benefits. They may feel valued and useful; they

may feel part of a community; they may find a strength in the human animal bond; they may

learn new skills. We can offer opportunities to volunteer with us and gain work experience e.g.

supporting care home sessions involves understanding about ageing, dementia, and frailty as

well supporting the therapy animals in a care setting. We can offer work placement experience

in our Pop Inn animal themed café which may result in food hygiene certificates and experience

in catering and retail etc. These experiences and skills can help volunteers make career

decisions.

Partnership expectations
Noah’s ART will endeavour to provide safe opportunities to enhance the human animal bond.

We will do this by:

Animal Considerations

We recognise close bonds may develop between guest and animal. Where possible we will bring

those animals to sessions to encourage the close relationship between animal and human.

However:

● We will only bring healthy animals to sessions, so some favourite animals may not always be

available to attend.

● We also ensure animals have at least one rest day in between sessions and therefore we

may not always be able to bring the favoured animal

● Where an animal has been known to bite or act aggressively, they may be withdrawn from

therapy work while we assess the source of their distress. Reintegration back into therapy

may not always be possible

Noah’s ART Staff Considerations (see also: ‘Staffing Policy’; ‘Volunteer Policy’)

● All staff will be supervised while still training

● All staff will be DBS checked

● Staff will have a working knowledge of the animals that they are supporting including

background stories and risk potential

● Staff will have training to recognise stress in animals and will refuse access to any

animals displaying distress or illness

● Staff will be trained to assess whether allowing handling of animals is appropriate for

guests who are behaving at odds with our “rules of respect” code



● Where there is doubt over the guest’s ability to meet the rules of respect code, Noah’s

ART staff will refer to the pictorial codes displayed on the wall (see Figure. 1). Each guest

will be given an opportunity to modify their behaviour in order to have close animal

contact

Figure 1 / Behavioural  Code of Conduct

● Where a guest is struggling to modify their behaviour, staff will suggest some time out

using their own de-escalation strategies or time-out in the sensory room if it is available.

Noah’s ART staff will be willing to reconsider whether access to close contact with

animals is appropriate after a period of de-stimulation.

Visiting Staff & Guest Considerations

● Any guest who is known to be hostile toward animals should have extra support staff

from that facility when attending The Together Centre. We would also expect the facility

to alert Noah’s ART staff to the potential risks. We defer to the expertise and knowledge

of the supporting staff as to whether the guest’s mental state is such that a session is

appropriate. We will therefore assume that guests attending have been assessed as

well enough to attend.



● The visiting staff should discuss the rules of respect

guests before attending sessions making them aware

of the standard of behaviour expected while working

with the animals at Noah’s ART

● Noah’s ART are happy to share the written & pictorial “rules of respect” so that this can

be adapted as appropriate to support guests

● Where appropriate, Noah’s ART staff are happy to follow adapted guidance for “rules of

respect” and to work closely with supporting staff to maintain a consistent message.

Figure 2 Questions to monitor safety of guests requesting close contact with animals



Basic Animal Safety Considerations

● Only staff from Noah’s ART should open the animal pens and pick up the animals. Where

a guest has been assessed as capable, picking up and handling of the animals should still

be supervised by Noah’s ART staff.

● Animals should only be fed with food provided by Noah’s ART and known to be

appropriate for the breed

● Guests should wash their hands before and after handling animals – this basic method of

hygiene can help prevent infections for both animals and humans

● If an animal does not want to feed, guests should not attempt to force feed them.

Rather they should be encouraged to see this behaviour as the animal communicating

their needs with them e.g. telling you they still don’t feel safe enough to eat

● We advise that guests should use the protective items offered such a towel when

handling animals; this will prevent scratches & cuts. It will prevent any bodily wastes

spoiling clothing.

● We support making of clothes for the animals and are happy to take photos. However,

animals already have fur coats and any garments that may make them overheat will only

be worn for a short period. Likewise, any hats or other items that are restrictive or make

the animal uncomfortable will be worn for only a short time such as to take a photo.



Appendix A - Bee Aware



Appendix B – Rules of Respect

Appendix C – Pictorial rules



DATA PROTECTION AND
CONFIDENTIALITY



Data Protection Policy and Procedures - V2.1

Date reviewed: 1st September 2020

Noah’s A.R.T. is committed to a policy of protecting the rights and privacy of individuals,
voluntary and community group members, volunteers staff and others in accordance with The
Data Protection Act 2018 and the General Data Protection Regulations. This policy applies to all
volunteers and staff at Noah’s A.R.T. Any breach is considered to be an offence and in that
event, disciplinary procedures apply.

As a matter of good practice, other organisations and individuals working with Noah’s A.R.T.,
and who have access to personal information, will be expected to have read and comply with
this policy. It is expected that any staff who deal with external organisations will take
responsibility for ensuring that such organisations agree to abide by this policy.

Definitions

1. Personal data is information about a person which is identifiable as being about

them. It can be stored electronically or on paper, and includes images and audio

recordings as well as written information.

2. Data protection is about how we, as an organisation, ensure we protect the rights

and privacy of individuals, and comply with the law, when collecting, storing, using,

amending, sharing, destroying or deleting personal data.

Responsibility

1. Overall and final responsibility for data protection lies with the data protection lead

(Sharon Hall), who is responsible for overseeing activities and ensuring this policy is

upheld.

2. All staff and volunteers are responsible for observing this policy, and related

procedures, in all areas of their work for Noah’s A.R.T.



Overall policy statement

1. Noah’s A.R.T. needs to keep personal data about its staff, clients, volunteers and

supporters in order to carry out our activities.

2. We will collect, store, use, amend, share, destroy or delete personal data only in ways

which protect people’s privacy and comply with the General Data Protection

Regulation (GDPR) and other relevant legislation. Article 5 of the GDPR requires that

personal data shall be:

○ processed lawfully, fairly and in a transparent manner in relation to

individuals;

○ collected for specified, explicit and legitimate purposes and not further

processed in a manner that is incompatible with those purposes; further

processing for archiving purposes in the public interest, scientific or historical

research purposes or statistical purposes shall not be considered to be

incompatible with the initial purposes;

○ adequate, relevant and limited to what is necessary in relation to the

purposes for which they are processed;

○ 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;

○ 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;

○ 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.



3. We will only collect, store and use the minimum

amount of data that we need for clear purposes, and

will not collect, store or use data we do not need.

4. We will only collect, store and use data for:

○ purposes for which the individual has given explicit consent, or

○ purposes that are in our our group’s legitimate interests, or

○ contracts with the individual whose data it is, or

○ to comply with legal obligations, or

○ to protect someone’s life, or

○ to perform public tasks.

5. We will provide individuals with details of the data we have about them when

requested by the relevant individual.

6. We will delete data if requested by the relevant individual, unless we need to keep it

for legal reasons.

7. We will endeavor to keep personal data up-to-date and accurate.

8. We will store personal data securely.

9. We will keep clear records of the purposes of collecting and holding specific data, to

ensure it is only used for these purposes.

10. We will not share personal data with third parties without the explicit consent of the

relevant individual, unless legally required to do so.

11. We will endeavour not to have data breaches. In the event of a data breach, we will

endeavour to rectify the breach by getting any lost or shared data back. We will

evaluate our processes and understand how to avoid it happening again. Serious data

breaches which may risk someone’s personal rights or freedoms will be reported to

the Information Commissioner’s Office within 72 hours, and to the individual

concerned.

12. To uphold this policy, we will maintain a set of data protection procedures for our

committee and volunteers to follow.



Data protection procedures

Introduction

1. In order to help us uphold the above Data Protection Policy, we have created the

following procedures which outline ways in which we collect, store, use, amend,

share, destroy and delete personal data.

2. These procedures cover the main, regular ways we collect and use personal data. We

may from time to time collect and use data in ways not covered here. In these cases

we will ensure our Data Protection Policy is upheld.

General procedures

1. Data will be stored securely. When it is stored electronically, it will be kept in

password protected files. When it is stored online in a third party website (Google

Drive), we will ensure the third party comply with the GDPR. When it is stored on

paper it will be filed carefully in a locked filing cabinet at The Together Centre.

2. When we no longer need data, or when someone has asked for their data to be

deleted, it will be deleted securely. We will ensure that data is permanently deleted

from computers, and that paper records are shredded.

3. We will keep records of consent given for us to collect, use and store data. These

records will be stored securely.

Supporting clients

1. Noah’s A.R.T. obtains and safely stores personal details about clients via referral forms

or application forms.

2. We will request explicit, signed consent before sharing any personal details with any

relevant third party.



3. We will not keep personal information relating to an

individual for any longer than is necessary for the

purpose of providing them with Noah’s A.R.T. services.

4. Personal data will be stored securely, and not shared among the rest of the staff team

or with volunteers unless necessary for the purpose of providing the requested

service.

5. Individual’s personal details will be treated as strictly confidential.

Contacting volunteers and staff

1. We will maintain a list of contact details of our current volunteers and staff.

2. People will be removed from the list if they have not volunteered or worked for

Noah’s A.R.T. for 12 months.

3. When contacting people on this list, we will provide a privacy notice which explains

why we have their information, what we are using it for, how long we will keep it, and

that they can ask to have it deleted or amended at any time by contacting us.

Review

These procedures will be reviewed annually.



Handling of DBS Certificate Information Procedure
Date reviewed: 1st September 2020

See also: ‘Data Protection Policy and Procedures’

General principles

As an organisation using the Disclosure and Barring Service (DBS) checking service to help

assess the suitability of applicants for positions of trust, Noah’s A.R.T. complies fully with the

code of practice regarding the correct handling, use, storage, retention and disposal of

certificates and certificate information.

It also complies fully with its obligations under the General Data Protection Regulation (GDPR),

Data Protection Act 2018 and other relevant legislation pertaining to the safe handling, use,

storage, retention and disposal of certificate information and has a written policy on these

matters, which is available to those who wish to see it on request.

Storage and access

Certificate information will be kept securely, in a lockable, non-portable, filing cabinet, with

access strictly controlled and limited to those who are entitled to see it as part of their duties.

Scans of applicants’ identity documentation will be stored as encrypted files only accessible by

those entitled to see them as part of their duties, and deleted as soon as the applicant has

safely received their certificate.

Handling

In accordance with section 124 of the Police Act 1997, certificate information is only passed to

those who are authorised to receive it in the course of their duties. We maintain a record of all

those to whom certificates or certificate information has been revealed and it is a criminal

offence to pass this information to anyone who is not entitled to receive it.

Usage

Certificate information is only used for the specific purpose for which it was requested and for

which the applicant’s full consent has been given.

Retention

Once a recruitment (or other relevant) decision has been made, we do not keep certificate

information or certificate application documents for any longer than is necessary, or for up to



six months. This retention will allow for the consideration and

resolution of any disputes or complaints, or be for the

purpose of completing safeguarding audits.

Throughout this time, the usual conditions regarding the safe storage and strictly controlled

access will prevail.

Disposal

Once the retention period has elapsed, we will ensure that any DBS certificate information is

immediately destroyed by secure means, for example by shredding, pulping or burning. While

awaiting destruction, certificate information will not be kept in any insecure receptacle (e.g.

waste bin or confidential waste sack).

We will not keep any photocopy or other image of the certificate or any copy or representation

of the contents of a certificate. However, not withstanding the above, we may keep a record of

the date of issue of a certificate, the name of the subject, the type of certificate requested, the

position for which the certificate was requested, the unique reference number of the

certificates and the details of the recruitment decision taken.



PET CONNECT - ADDITIONAL

POLICIES AND PROCEDURES



Pet Connect Dog Assessment and Health Policy V.1.0
Date reviewed: 18th August 2020

Introduction

The Pet Connect Befriending Scheme involves the use of volunteers’ own pet dogs in visiting individuals

in their own homes or in the community. Whilst Noah’s A.R.T. seeks to celebrate the diversity of

individual dogs, it also recognises the need to ensure the health, safety and welfare of volunteers,

participants and the dogs themselves. This policy outlines how we will achieve this, through undertaking

holistic assessments of each dog’s individual needs, risks, temperament, preferences, personality and

health, alongside careful client matching with the needs, wishes and risks of each client.

Disclaimer

It should be noted that when undertaking voluntary work with their dogs, volunteers sign a ‘Pet

Connect Volunteer Disclaimer’, stating that they take full responsibility for the health, safety, control

and welfare of their own dogs, and of any damage or harm caused by their dog, whilst volunteering.

Volunteers will receive training related to keeping themself, their dog and clients safe whilst

volunteering. This also involves advice on communicating their dogs’ individual needs to participants,

being their dog’s advocate, and recognising signs of stress in dogs.

Assessing dog suitability for home visiting

Prior to commencing any volunteering with Pet Connect, volunteers are invited to bring their

dogs to The Together Centre base to undergo an initial assessment. Pet Connect Coordinators

will spend time with the dogs and interview the owners, and complete a Noah’s A.R.T. ‘Dog

Assessment’ form for each volunteer dog (shown below).







Matching

The information covered in the dog assessment will indicate the dog’s suitability for visiting

individual clients. This should then lead to the optimum situation for both the dog and the

client.

Coordinators will take into account the individual needs, behaviours and personalities of each

dog when matching them with a Pet Connect client, in tandem with consideration of the clients’

needs, wishes and risks. For example, a large, bouncy dog may not be suitable for visiting a

client with mobility issues.

Dog Health & Infection Control Measures

During the initial assessment, Coordinators will also inspect the dogs for signs of disease.

Unhealthy dogs will not be accepted. Dogs with long term conditions may still be able to work

depending on the nature of the condition, and this will be assessed subject to the discretion of

the Coordinators.

In signing the ‘Pet Connect Volunteer Disclaimer’, volunteers accept full responsibility for

keeping their dogs healthy and up to date with all vaccinations and flea, tick and worm

treatments, and undertaking regular veterinary checks.

Infectious diseases

Dogs may contract infectious and/or zoonotic illnesses. It is the volunteer’s responsibility to

regularly check for signs of illness and infection. If their dog contracts such an infectious illness,

they must report this to the Coordinators immediately and must not visit the client until the dog

has fully recovered.

Careful consideration must be made of visits to vulnerable and immune-compromised clients.

Coordinators will carry out a full risk assessment of each client prior to commencing visits. If the

risk of infection is deemed too high, visits will not take place.

See also:

● Infection Control Policy

● Pet Connect Volunteer Disclaimer

● Noah’s A.R.T. Risk Register

● Therapy Dog Policy



Pet Connect Matching Procedure
Date reviewed: 18th August 2020

Introduction

Matching is the process that links volunteer befrienders to the participant.  It involves making

informed decisions on the suitability of two people to be matched to achieve an effective

befriending relationship. We need to also consider the assessment and matching of the pet

within this matching process - see also: ‘Pet Connect Dog Assessment Policy.

The aim of the process is to give the best possible chance of the relationship working by trying
to match the needs and expectations of both parties.

The Importance of Matching

Matching is a process that enables care to be taken in deciding which befriender meets with

which participant.  The aim of the process is to ensure that by personalising each match, they

are given the best opportunity to become established, and meet the needs and expectations of

both parties.  Matching, which involves careful consideration, also enables the organisation to

provide its best service and be accountable for the decisions it takes.

Final matching decisions are to be made by the Pet Connect Liaison Coordinators, who will have
met both the volunteer and the participant.  Matching decisions must take into account the
participant’s need and the volunteer’s capability, and their profiles and preferences.  All
matching decisions are formally recorded.

Giving Choice in Matching

The matching process should involve asking both parties for their opinion on who they would

best relate to and why.  However, this should be done in line with the organisations ‘Equality,

Diversity and Inclusion Policy’, in order that individuals are not discriminated against.

Information Sharing

The matching process will involve the sharing of some personal information both verbally and in

writing.

The project asks volunteers and participants to share some limited information such as their
name and hobbies in order to aid the matchmaking process. Specifically, volunteers will be
asked to share information about their pet (breed, temperament, picture), and participants will
be asked to share their pet preference and any additional support they require.

Sharing of information will take place in line with Noah’s A.R.T.’s ‘Data Protection Policy and
Procedures’, which follows the rules and guidelines set out under the Data Protection Act



(2018) and the General Data Protection Regulations (GDPR).
Volunteers receive training in confidentiality and data
protection prior to commencing the matching procedure.

Issues to Consider in Matching

The issues that can influence choice in matching volunteers and participants can be varied and

complex.  The overall goal is to achieve positive compatibility that meets the needs and

expectations of those involved.

In order to reach a balanced decision, it is important to be aware of the attitudes of everyone
involved. Issues that may need to be taken into account can include:

● Volunteer’s experience and abilities

● Availability – proximity/times available

● Interests

● Opinions of carer/relative of the participant

● Safety of the volunteer and participant

● Commonality of experience – both parties having a shared similar life experience, it
may prove either helpful or unhelpful

In some situations, the volunteer and the participant may wait some time to be matched.  It is
important for scheme staff to keep all parties fully informed of progress and likely outcomes in
such situations.

In some instances, staff will be unable to offer a specific match that has been requested, i.e. a
JRT is requested however there is not one available and a corgi is offered.  In this incident,
encouragement to try the match for a couple of meetings is fully offered with a consideration
for close support and supervision offered in case this match does not work out.

“Gut Feeling”

Often the matching of a specific volunteer with a participant will “feel right”.  Whilst these

feelings can be helpful, it is important to clarify and articulate the underlying reasons.

Matching should not be based on gut feeling alone but should allow much more detailed
consideration of issues relevant to the scheme and those involved in it.



Rejection

Once information has been exchanged both parties should be encouraged to discuss concerns

they may have.  The opportunity to reject the match offered before the meeting takes place is

built in to the matching process.

The potential negative effects of rejection after meeting should be communicated to
volunteers, along with the expectation for them to fulfil the commitment agreed with the
scheme once they have been introduced to the participant.

Beginnings

The handling of beginnings and endings are important elements in a successful relationship.

There are potential issues that need to be acknowledged. At the beginning of the relationship

there is the potential of rejection for both parties, and both parties often report feelings of

“What if they don’t like me?”

The successful handling of beginnings by scheme staff can enable a relationship to get off the
ground, and the sensitive management of endings is important so that any positive
achievements of the relationship are not negated.

First Meetings

The way in which a relationship starts can often set the tone for what is to follow.

It is important for the scheme to be aware that volunteers and participants can be
apprehensive about first meetings and find them stressful. The scheme will be sensitive
towards this and provide the necessary support and close monitoring of the situation.
Consideration will be given to suitable format and locations for first meetings, where both
parties will feel comfortable.

1. Coordinators liaise with the participant and potential volunteer match to arrange a
mutually convenient time for their first meeting.

2. Coordinators accompany the volunteer to the first meeting to introduce both parties,
clarify the goals of the befriending, review the types of activities that are to be
undertaken and help arrange practical issues such as meeting times.

3. Immediately after the initial meeting, Coordinators will  discuss with both the volunteer
and the participant any concerns or anxieties they may have, and establish whether
both parties are happy to go ahead with the match.



4. If so, the Coordinators will liaise with both parties to
set up a mutually convenient time for future visits.

Relationship Development Monitoring

There is no set pattern for how a relationship might develop, but the potential for teething

problems or a settling-down period must be appreciated. Through the regular post-visit updates

and midpoint volunteer and participant reviews, Coordinators will monitor the success of the

match. Support will be available throughout, with an open-door policy for each party to contact

them at any time for support, reassurance and opportunities to talk about how the relationship

is developing, if required.

At any time if the match is not working for either party there is the opportunity to seek support
to talk through things with staff and it may be that the best option is to conclude the match.
Encouragement will always be offered to continue, however, it may be in the best interests of
either party to end the match appropriately and look for an alternative match.

Endings

The importance of the handling of endings cannot be underestimated.  Unless dealt with

appropriately and positively there is the potential for undoing a lot of the good work achieved

throughout a befriending relationship.

It is recognised that endings can be planned or unplanned events.  Ideally endings should come
about as a mutual agreement between both parties and the scheme will encourage this to be
the approach.  The scheme does not necessarily see the end of a match as a negative thing, no
matter how short the match has been.  The decision to end a match will seem right for the
individual making that decision at that time.

People may find endings difficult because of the range and intensity of emotions that can be
attached to them.  There is also the danger in letting a relationship ‘drift’ on through an
unhealthy dependency, or because broaching the notion of an ending feels uncomfortable. It is
vital for staff to acknowledge to all parties that endings can be difficult and complicated, and
sometimes they may elicit feelings of sadness, loss or possibly failure.  On many occasions,
endings can be a reason to celebrate and to look forward to the future, especially if the
relationship has been successful and the individual has been able to “move on”.
Essentially the intention should always be to plan for endings and the scheme encourages as
much notice as possible to be given from either party before a match comes to a formal end.
That will be made explicit in the volunteer initial training.

No matter how the relationship comes to an end both parties will be given the opportunity to
reflect on their relationship.  Scheme staff will meet with both parties to explore these issues



and discuss where they feel they are now and what, if
anything, they feel they have achieved within their original
goals set out.

Once the befriending relationship does end it is important that the scheme makes a formal
statement to both parties clarifying the fact that it is no longer accountable for the relationship.
Great care must be taken to explore the motivations and expectations of people who may
choose to keep in contact with each other.

Endings need to be handled sensitively by the scheme and this is another time when staff must
offer extra support to the volunteer, who will be dealing with their own feelings about the
ending, along with responding to those they were matched with.

Unplanned Endings

It is recognised that the relationship may be terminated without notice and these abrupt

endings may cause the other party to feel abandoned and rejected.

Occasionally the volunteer or participant may terminate the relationship without notice.  An
abrupt ending by the volunteer may be experienced by the participant as a severe rejection,
abandonment or even punishment – particularly if the relationship has been one of their few
experiences of building up trust.  It is crucial that any such feelings are recognised and
responded to.  Similarly, the volunteer may experience feelings of rejection, hurt and anger and
it will be the responsibility for the scheme staff to support the volunteer through their feelings.

In exceptional circumstances, the organisation has the right to, and may have to decide to,
terminate the relationship for the welfare or safety of either party.  Such circumstances must
be very carefully managed by the scheme.

The support of the scheme staff will be important in these instances to ensure that both parties
are able to work through the feelings that this raises.

Demand for further matches
The scheme understands that some participants will be keen to consider a second and even

third match in order to help support them in the long term.  The scheme is also very aware of

the need to move participants forward so that there does not become a dependency on the

service. Where possible, we aim to encourage participants to attend Noah’s A.R.T.’s Pop Inn

community cafe. The purpose of this is to introduce participants to a wider social circle. For

those who are able, we will also suggest volunteering roles within Noah’s A.R.T.

Due to the high demands for the service, the scheme is unable to offer extensive long-term
support to all who access support.



Pet Connect - Procedures for Volunteers

Date reviewed: 18th August 2020

These procedures detail extra information relevant to the role of Pet Connect volunteer,

additional to that outlined in the general Noah’s A.R.T. ‘Volunteer Policy’.

The role of the volunteer is vital to the success of Pet Connect and to the support provided to
the participants.  It is for this reason that we have high expectations of scheme volunteers.

All volunteers are required to work within the policies and procedures of the scheme and to
promote the principles and values by which we work. Failure to do so may result in volunteers
being asked to leave.

This document outlines the policies and procedures relating to:

➢ Commitment and Appraisal
➢ Recruitment and Training
➢ Expenses
➢ Handling of Participants Money
➢ Accountability
➢ Holidays
➢ Sickness
➢ Gifts
➢ Reporting of incidents
➢ Insurance
➢ Using their car whilst volunteering
➢ Grievance Procedure
➢ Code of Conduct for Volunteers

Commitment and Appraisal

There is no mandatory minimum commitment length for volunteers, but a minimum of 6

months is preferred. Matches will be closely monitored by scheme staff (see ‘Pet Connect

Matching Process’).

Every six months, volunteers will undertake a mid-point review with scheme staff. Volunteers
may access additional support from scheme staff at any point.



Recruitment Process

● Applicant makes their initial enquiry, either directly to Coordinators or via the Action

Together online form.

● Coordinators contact the applicant and send them an application form to complete and

return.

● Coordinators review the application form and decide whether the applicant seems

suitable.

● If the applicant seems suitable, Coordinators will arrange an informal face to face

interview with the applicant, including an assessment with the applicant’s dog.

Training

Applicants will then attend a training session, covering:

● Introduction to Noah’s A.R.T. and Pet Connect

● About the role

● Personal safety, including lone working

● Confidentialty

● Safeguarding

● Working with their dog

● Procedures

● Endings

Applicants must then undertake a DBS check.

Expenses

Car travel between the volunteer’s home and the participant’s home will be reimbursed at a

rate of £0.45 per mile. Travel by public transport will be reimbursed if tickets or receipts are

provided. Additionally, there is a budget of £8 per person per session for accompanying

participants to The Together Centre to attend the Pop Inn or Therapy Thursday. This could be

used for volunteer mileage, taxi or public transport. Tickets or receipts will be required.

Expenses should be claimed monthly using the volunteer expenses and mileage form.
Completed forms should be sent to tom@noahs-art.co.uk or catherine@noahs-art.co.uk or via
post.  Receipts must be included for all expenses.

If a volunteer is in doubt about a particular expenditure, they must query it with scheme
coordinators.

mailto:tom@noahs-art.co.uk
mailto:catherine@noahs-art.co.uk


Training will be provided to all new volunteers about how to
complete the monthly expenses and mileage form.

Handling of Participants Money

The volunteer must not be responsible for any of the participants money, cards or card pin

numbers whilst out with the participant.  Should the participant request the volunteer to take

care of any wallets, purses, cards, etc.,, the volunteer must refuse and leave such belongings in

the care of the participant.

Accountability

All parties involved in the scheme are accountable. The volunteers are accountable to the Pet

Connect Liaison Coordinators, who in turn are accountable to the Project Lead. The Project Lead

is accountable to the Noah’s A.R.T board, which is ultimately accountable to the scheme

funders.

The PCLCs provide the Project Lead with a weekly update, including minutes from any meetings
attended, actions completed and actions to complete.

Post-Visit Updates and Incident Reporting

Volunteers are required to supply the Pet Connect Liaison Coordinators with a post-visit update
as soon as possible after every visit, in order to confirm that the visit went well or report any
issues or incidents promptly. This may take the form of a phone call, text, email or face to face
meeting. Coordinators will then complete a post-visit update form using the information
provided by the volunteer.

Volunteers are to report any incidents that occur whilst undertaking befriending activities.
Volunteers must contact the coordinators as soon as possible after the incident with all
relevant information (e.g. time, place, circumstances, names and address of any witness).
Coordinators must then complete an incident form as soon as possible. Coordinators will then
take appropriate action, which may include undertaking a new risk assessment, meeting with
participants and/or volunteers, and bringing the match to an end. Coordinators will provide
immediate support to the volunteer/participant involved if required.

Incidents could include, but are not limited to:
- An event in which a volunteer felt threatened or had to deal with an aggressive

situation during a meeting
- An accident, slip, trip or fall
- An event where emergency services were called
- An unexpected person was present

See also: Pet Connect Incident Form’.



Holidays

Volunteers should let the coordinators and participant know

if they will miss any visits due to holidays.

Sickness

If a volunteer is unable to make a visit, they must inform the coordinators directly as soon as

possible  This should be at least 4 hours, where possible, before the meeting is scheduled to

begin. Coordinators will then inform participants.

Gifts

Volunteers must not accept gifts of cash from participants or their relatives or friends.

Volunteers must explain politely to the participant that as it is their job to help them and they
cannot accept personal gifts of cash for the services given. If the client is insistent on making a
cash gift, volunteers should explain that this can only be accepted as a donation to Noah’s
A.R.T. Volunteers should then inform coordinators of the participants’ wish to make a donation,
and coordinators will then follow the procedures outlined in the Noah’s A.R.T. ‘Donations
Policy’.

If a participant offers a personal gift such as flowers, chocolate, wine/spirits, dog treats/toys or
a gift voucher, this may be accepted unless it is inappropriately large. A notional value of £25
per participant per year is normally the limit for acceptable gifts. Volunteers must inform
coordinators of any gift received. Coordinators will then make a discretionary decision over the
appropriateness and size of the gift and advise the volunteer accordingly.

Insurance

All volunteers with Pet Connect are covered by Towergate Insurance Brokers for the following:

● Public Liability
● Personal Injury

Volunteer Disclaimer
Volunteers are required to read and sign the ‘Pet Connect Volunteer Disclaimer’ prior to
commencing their volunteering role. The disclaimer outlines the volunteer’s personal
responsibility for the health, safety and control of their dog whilst undertaking their volunteer
duties.

Using their Car whilst Volunteering

It is good practice for volunteers to let their car insurers know that they are undertaking

voluntary work that may require the use of their car. If premiums are affected, the volunteer is

responsible for payment of this.



Volunteers must ensure they have suitable insurance cover for the event of an accident or any

damage to their vehicle, and that their vehicle is roadworthy and properly taxed. Noah’s A.R.T.

cannot be held responsible should the volunteer’s car be damaged whilst carrying out their

volunteering role.

Volunteers must not transport participants as passengers in their personal vehicle. If
participants express interest in visiting the Pop Inn cafe, volunteers should advise them that
there is a transport budget of £8pp per day available, which can be used to cover the cost of
taxis, public transport or participants’ own mileage. Volunteers should then inform
coordinators of the participants’ interest, who will then follow this up and arrange transport if
required.

Grievance Procedure

Where volunteers have a grievance relating to their volunteering role, staff and volunteers

should promptly follow the procedure outlined in the Noah’s A.R.T. ‘Grievance Policy and

Procedure’.

Everyone has to be accountable for the roles that people have within the scheme and for

promoting the best service possible.

Failure to comply with the approach outlined in this document may result in action being taken
under the Noah’s A.R.T. ‘Disciplinary Procedure’.

The scheme wishes to develop a positive and supportive relationship with all those involved
and will value the input and views of volunteers working with the Scheme.

As volunteers have one to one contact with a participant, they are in a unique position to
recommend changes in the way that the service functions to ensure that the scheme provides
the best possible opportunities for the participants and volunteers alike. The scheme will value
volunteer’s views on any aspect of the work we do, and wishes to promote an open and
accessible service to all.



Pet Connect Post Packs Procedure

Date reviewed: 1st September 2020

Project Purpose and Description

The Pet Connect Post Pack project is an adaption of the Pet Connect dog assisted befriending

service. This adaptation is in answer to the current COVID-19 global pandemic and the necessity

to shield vulnerable individuals from possible infection. With the need for strict social distancing

and the often vulnerable nature of our participants, we have moved to a remote method of

tackling isolation in Tameside.

Existing Pet Connect clients and newly-referred individuals will receive a weekly ‘pack’,

consisting of various content from members of the public, Noah’s A.R.T. volunteers and local

schools. Content may include: letters, animal themed artwork, stories, crosswords, word

searches, poems, postcards and photos.

Receiving Content

Content can be sent to the Pet Connect Liaison Coordinators via several methods:

● Via email – tom@noahs-art.co.uk / catherine@noahs-art.co.uk

● Via post to the Noah’s A.R.T.’s base at The Together Centre, 287 Birch Lane, Dukinfield

SK16 5AU.

● Coordinators can collect content - this option is exclusively offered to

schools/organisations, due to it requiring potential social contact.

Moderating Content

The Liaison Coordinators will moderate content provided to Noah’s A.R.T. prior to inclusion in a

pack. Content will not be included in packs that displays any offensive or inappropriate subjects

such as hate speech, nudity, expletives or other triggering material. This process is down to the

Coordinators discretion.

Content may be edited to better fit with the overall presentation of the packs.

mailto:admin@noahs-art.co.uk
mailto:catherine@noahs-art.co.uk


Information Storage

Sensitive data, such as client referral information, will be stored securely in line with Noah’s

A.R.T.’s data protection policies and the Data Protection Act (2018), in a locked filing cabinet

and/or on Noah’s A.R.T.’s secure Google Drive.

Pack content will be stored in a locked filing cabinet and/or on Noah’s A.R.T.’s secure Google

Drive.

Noah’s A.R.T. retains the right to use any content in further projects, social media posts or

marketing material. In keeping with Noah’s A.R.T.’s non-profit structure, the content will never

be sold and creators can request their content is destroyed or not used by Noah’s A.R.T. for

anything other than Pet Connect’s Postal Service.

Pack creation and content reserves

Once content has been moderated and deemed suitable and appropriate for inclusion in a pack,

it will go into reserves. Packs will be limited to a certain number of pieces per week, to ensure

we always have new content to send out regardless of any potential lull in content sent in.

Pack inclusion is down to the discretion of the Liaison Coordinators and the types of content

received. Packs sent out each week will be identical for each participant.

Packs will be printed, hole punched and held together by treasury tags. The Liaison

Coordinators will then post them out.

Referral procedure

● Existing Pet Connect clients (referred to the service prior to the pandemic) will be asked

whether they wish to continue receiving post packs

● New referrals will be accepted from Action Together’s Social Prescribing Team, CMHTs

and any other local organisations

● Referrers will be asked to send the new client’s address in a password-protected email.

● New clients will then be added to the mailing list

● New clients will receive an initial introductory pack, then one each week thereafter.

● Clients will be told they can opt out at any time by contacting Noah’s A.R.T.

● Liaison Coordinators will contact recipients monthly to review the service and to offer

the options to be removed from the mailing list.



ENVIRONMENTAL



Sustainability Policy

Date reviewed: 23rd June 2021

Noah’s ART is committed to minimising the impact of our activities on the environment. This

policy outlines the key points of our strategy to achieve this.

Ensuring efficiency

We commit to minimising waste by regularly evaluating our working procedures to ensure they

are as efficient as possible.

Education and training

In order to enhance the take up of our philosophy we incorporate this sustainability policy into

the induction training of staff and volunteers.

Staff will reiterate to volunteers the importance of being mindful of the effect of our working

practices on the environment on an ongoing basis.

Posters and signage throughout our base serve as visual reminders to be mindful of our use of

resources.

Recycling

To encourage the use of recycling we have provided bins within our base at The Together Centre

and everyone is encouraged to place items in the correct bins.

Clients and volunteers are encouraged to collect cardboard boxes that can be upcycled into toys

for our rabbits and guinea pigs and small rodents

Bins are provided in the therapy rooms for people to collect recycled cardboard.

Minimising animal bedding waste

We have replaced bedding in the guinea pig habitats with bath mats - this is more comfortable

and absorbent for the animals, reduces the amount of single-use bedding used, and  allows the

collection of guinea pig waste, hay and uneaten vegetables to be easily composted.



Where paper bedding is used (i.e. in rabbit litter trays), we

use a measuring bag to ensure no more than necessary is

used.

Growing our own food

We are beginning to develop our garden spaces and have raised bed areas where we use the

animal waste as compost to fertilize the soil and grow our own food. This will reduce our

reliance on shop bought vegetables and fruit.

We have also developed our links with local supermarkets and have been the recipient of

almost out of date foods that have been suitable for the animals. Any foods that are not suitable

for consumption are used in the compost bin.

Animal waste disposal

Where we produce larger quantities of animal waste (i.e. at the Droylsden home base), this is

safely disposed of via Fresh Start Waste Services, who are a waste management company

committed to reducing the amount of waste going into landfill.

This policy is subject to at least annual review.




