PLANETARY HEALING CENTRE
GUIDELINE FOR STAFF AND VOLUNTEERS WORKING WITH VULNERABLE PEOPLE
We will endeavour to ensure that Vulnerable adults are protected from harm while they are involved with our Organisation. 

Please note: 

1) Children can only use our services when accompanied by an adult or guardian who is always present and is responsible for the child. 

2) We do not look after children at the reception while parents are having therapy and we do not look after children in the Community and Nature programme. Parents are the responsible for their children when they come to access our services. 

These guidelines apply to:

• All staff, contractors, facilitators, volunteers, therapists working with our charity. This is important information also for people who just rent our premises for their work.   
• Any situation involving children and young people up to age 18, who are accompanied by adults or guardians while in contact with our staff/volunteers. 
VULNERABLE ADULTS

CODE OF BEHAVIOUR AROUND ADULTS AT RISK

People working with The Planetary Healing Centre must always observe the following requirements where vulnerable people are concerned.

Do’s and Don’ts for Working with Vulnerable Adults

DO:

· Be respectful and professional

· Listen, communicate

· Use common sense; be caring, attentive and aware

· Act in an appropriate manner

· Be sympathetic to their needs

· Be aware of your responsibility

· Be aware of policy and procedures

· Know the appropriate contacts and act appropriately

· Be responsible – report and support

· Constantly review and update all parties – positively feed into policy/procedures

DO NOT:

· Treat as children

· Be aggressive

· Physically restrain

· Do anything of a personal nature they can do for themselves

· Re-enforce negative emotions/behaviours

· Engage in inappropriate behaviour

· Place yourself in a vulnerable position

· Have social meetings outside the project work hours

Confidentiality: Information such as addresses and telephones at the Foundation are confidential. The same applies to sensitive information either heard in conversations or read in paper. Under the data protection, the database of our users is confidential and cannot be used for any other purpose rather than for the Foundation’s services. Facilitators and therapists will have access to telephones and sometimes addresses of the people who book for their work.  That information is also confidential and can only be used in connection with your work at the Foundation.   

 PHOTOGRAPHING ADULTS

Adults: permission should be obtained firstly to take the photograph and secondly for written permission if the photograph is to be reproduced or used on websites or any other way. 

If the photographs are to be stored with other personal data then the Data Protection

Act will apply and we will have to act accordingly. 

 You must take all reasonable steps to ensure that no other member of staff or member of the public compromises the health and safety of any adult at risk in contact with the Planetary Healing Centre. 
· This means intervening directly to prevent this, or reporting the situation to someone with more authority to intervene.

· In dealing with the person, bear in mind that the situation is more likely to arise through enthusiasm or thoughtlessness than wilful negligence.

GUIDELINES: WHAT TO DO IN PARTICULAR CIRCUMSTANCES –  ADULTS AT RISK

Sensitive Issues: When working with people, as trust builds up, sometimes they may disclose painful experiences. Incidents disclosed may include hurtful discrimination, abuse, sexual abuse and rape.  This may be a chance for them to begin a process of healing. Below is a guideline on how we will deal with such sensitive issues in case they occur:

· Listen to the person’s information without judgment; 

· It is very important that we do not offer advice on any matter and/or that you comply with the Code of Conduct of the professional body you are registered with for your profession.

· Provide the person with information about places and people in the community that can help him/her; Talk to the project manager to provide you with that information when applicable.  

· If the person is over 16 yrs old, we encourage him/her to seek help. However it is important the person freely make the choice to speak to a counsellor or to join a support group. The freedom to choose will help the person to gain a sense of control over what has happened to him/her.  We are to respect person’s choice even if we would have done things differently and it may take time for him/her  to take further step. We reassure him/her that we support them and encourage them to do only as much as they feel ready.

