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Safeguarding of children and adults at risk of harm                                   
or in need of protection 

 
Introduction 

The Mae Murray Foundation believes that no child, young person or adult ‘at risk or in need 
of protection’ should ever experience abuse of any kind. We have a responsibility to promote 
the welfare of all individuals using our services in a safe and positive manner and to take 
action, where appropriate, referring matters to appropriate statutory agencies in line with the 
criminal justice system. We recognise that abuse can occur within many environments, 
including the home, school and recreational environments and are committed to 
implementing policies and procedures to keep our participants and beneficiaries safe. 

This policy applies to all staff, including the board of directors, senior managers, paid staff, 
volunteers or seasonal workers, agency staff, students or anyone working on behalf of the 
Mae Murray Foundation. 

 

 The purpose of this policy is:  

 To protect children and adults who avail of Mae Murray Foundation’s services; including the 
children of adults who use our services 

 To provide staff and volunteers with the principles to guide our approach their safeguarding;  

 To protect staff and volunteers from allegations of abuse  
 
 
This policy is developed and directed by: 
 
The Chairperson of the Mae Murray Foundation, with whom the responsibility lies, via 
Board of Directors’ for its approval, implementation, dissemination and annual review).  
 

 



 

 

In accordance with: 

The Criminal Law Act (Northern Ireland) 1967 

The Health & Personal Social Services (Northern Ireland) Orders and the Health & Social 
Care (Reform) Act (Northern Ireland) 2009 

The Mental Health (Northern Ireland) Order 1986 

The Police & Criminal Evidence (Northern Ireland) Order 1989 

The Disability Discrimination Act 1995 

The Race Relations (Northern Ireland) Order 1997 

The Public Interest Disclosure (Northern Ireland) Order 1998 

The Family & Domestic Violence (Northern Ireland) Order 1998 

The Northern Ireland Act 1998, Section 75 

The Criminal Evidence (Northern Ireland) Order 1999 

The Human Rights Act 1998 – enacted 2000 

The Health & Personal Social Services Act ( Northern Ireland) 2001 

The Health and Personal Social Services (Quality, Improvement and Regulation) (Northern 
Ireland) Order 2003 

The Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the 
Protection of Freedoms Act 2012) 

The Forced Marriage (Civil Protection) Act 2007 

The Sexual Offences (Northern Ireland) Order 2008 

For the attention of and use by: 

The Mae Murray Foundation Board of Directors, Management/Advisory/Project Committees 
or Teams, staff and volunteers, participants/service users, carers, advocates and visitors. 

 

Review Date :   March 2018 

Initiated by :   Alix Crawford  07900278780 
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Policy Statement 

 

The Mae Murray Foundation is committed to safeguarding the well-being of everyone in 
need of protection participating in its programmes. Everyone has the right to live a life free 
from abuse and exploitation and we uphold this right by promoting zero-tolerance through 
our organisational policies and procedures. Staff and volunteers must at all times show 
respect and understanding of participants’ rights, safety and welfare and take all reasonable 
steps to protect them from harm, discrimination or degrading treatment. We recognise that 
the right to self-determination can involve risk and to ensure that such risk is acknowledged 
and understood by all concerned, being minimised wherever possible. Furthermore, our 
ethos of inclusion and mutual respect means our beneficiaries and their families play an 
active role in our planning and decision-making processes. 

 

Implementing Policy 

The Mae Murray Foundation will endeavour to safeguard children and adults in ‘a vulnerable 
situation’ by: 

x Adhering to our safeguarding policy and ensuring it is supported by robust 
procedures. 

x Carefully following Recruitment and Selection procedures to check the suitability 
of employees and volunteers for selection. 

x Providing effective management for staff and volunteers through supervision, 
support and training. 

x Adopting a ‘Staff/Volunteer ‘Guidelines of Good Practice’  

 

 

 



 

 

 

x Adopting a ‘Staff/Volunteer ‘Code of Behaviour’ 

x Implementing clear procedures for raising awareness of and responding to abuse 
within the Mae Murray Foundation and for reporting concerns to statutory 
agencies that need to know, whilst involving carers, parents and the person in the 
‘vulnerable situation’ where appropriate.
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Glossary 

Beneficiary/Participant:  

A beneficiary or participant of the Mae Murray Foundation is any individual (child, young 
person, adult and family of an individual) who may benefit from being a member, by taking 
part in activities or events, or who may contribute to our vision either in person or via a social 
media platform. 

Child/Young Person: The Mae Murray Foundation defines a child or young person as 
someone of 18 years of age or younger.  

Consent: is a clear indication of a willingness to participate in an activity or to accept a 
service. An adult at risk may signal consent verbally, by gesture, by willingly participating or 
in writing. Decisions with more serious consequences will require more formal consideration 
of consent and appropriate steps should be taken to ensure consent is valid. No one can 
give, or withhold, consent on behalf of another adult unless special provision for a particular 
purpose has been made for this, usually in law.  

If you have any concerns about consent, for example, doubts about whether it has 
been given or whether it is valid, you should always contact your Nominated Manager 
or Designated Safeguarding Officer, who in turn should seek professional advice 
where necessary. 

Guidelines: Advice on how something should be done. 

Parent (including carer): It is assumed this is the person with parental responsibility for the 
child. 

Parental responsibility: the natural mother always has parental responsibility; Furthermore, 
a natural father has parental responsibility; 

a. if married to the natural mother at time of birth 
b. or gains it through agreement, witnessed by a solicitor 
c. through a Parental Responsibility Order 
d. post 15 April 2002 if parents jointly register the baby’s birth 
e. through re-registering the child’s birth 

 



 

 

Policy: is a governing principle of an organisation that requires all those connected with the 
organisation to provide a consistent response to a given situation 

Procedure: is a way of performing a task or conducting activities. Procedures are related to 
the implementation of a policy. 

An ‘adult at risk of harm’: is a person aged 18 or over, whose exposure to harm through 
abuse, exploitation or neglect may be increased by their 

a. personal characteristics AND/OR 
b. life circumstance 

Personal characteristics may include, but are not limited to, age, disability, special 
educational needs, illness, mental or physical frailty and impairment of, or disturbance to, the 
functioning of the mind or brain. Life circumstances may include, but are not limited to, 
isolation, socio-economic factors and environmental living conditions. 

An ‘adult in need of protection’: is a person aged 18 or over, whose exposure to harm 
through abuse, exploitation or neglect may be increased by his/her: 

a. personal characteristics AND/OR 
b. life circumstances AND 
c. who is unable to protect his/her own well-being, property, assets, rights or other 

interests AND 
d. where the action or inaction of another person or persons is causing, or is likely 

to cause, him/her to be harmed 

The decision as to whether the definition of an ‘adult in need of protection’ is met will 
demand the careful exercise of professional judgement applied on a case-by-case basis. 
This will take into account all the available evidence, concerns impact of harm, degree of risk 
and other matters relating to the individual and his or her circumstances. The seriousness 
and the degree of risk of harm are key to determining the most appropriate response and 
establishing whether the threshold for protective intervention has been met. 

Although the Mae Murray Foundation recognises that some adults with disabilities 
may be more vulnerable to abuse for the reasons outlined above, it is important to 
note that not all adults with disabilities are considered ‘at risk’ or ‘in need of 
protection.’ We wish to emphasise that ALL adults should be afforded dignity and 
respect whilst being treated equally and their right to privacy, independence and 
consent should be accepted and supported
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What is Abuse? 

Abuse is any form of physical, emotional or sexual mistreatment or lack of care that leads to 
injury or harm.   It commonly occurs within a relationship of trust or responsibility and 
represents an abuse of power or a breach of trust.   Abuse can happen to a Mae Murray 
Foundation beneficiary regardless of age, gender or race. 

Somebody may abuse or neglect a beneficiary by inflicting harm or by failing to act to 
prevent harm.  Disabled people may be abused in a family or in an institutional or community 
setting by those known to them or, more rarely, by a stranger.  The main forms of abuse are 
outlined below. 

 

Neglect: 

In a general context: 

x Where adults fail to meet an individual’s basic needs like food or warm clothing. 
x In some instances, it may occur if an individual is left alone or unsupervised. 
x Individuals may also be deprived of love and affection. 
 

In a ‘beneficiary taking part’ context 

x Where a beneficiary’s personal or intimate requirements are ignored, for 
example, if an individual needs assistance in having a drink, putting on warmer 
clothing, going to the toilet. 

x Where a beneficiary is excluded due to lack of consideration of specific  
requirements, for example, communication assistance. 

x Where a beneficiary is exposed to a dangerous situation, for example, because 
of sight/hearing impairment or mobility difficulties. 

x Where a beneficiary’s basic needs are withdrawn as a form of punishment, for 
example, disconnecting the battery on a battery powered wheelchair to prevent 
independent movement. 



 

 

Physical Abuse: 

In a general context: 

x Where individuals can be physically hurt by hitting, shaking, squeezing, burning 
and biting. 

x Giving individuals inappropriate drugs, poison or alcohol. 

x Suffocation or drowning. 

x Inappropriate use, or lack of use, of medication. 

x Physical restraint. 

 

In a Mae Murray Foundation ‘beneficiary’  context: 

x Where the nature of the activity may disregard the physical capability of a 
beneficiary’s body or impairment. 

x Where beneficiaries are forced to take part in any activities against their will. 

 

Emotional Abuse: 

In a general context: 

x Persistent lack of love and affection, where an individual is constantly shouted at, 
threatened or taunted which may make the individual nervous and withdrawn. 

x It can also occur where there is constant overprotection, which prevents 
individuals from socialising. 

x Bullying – including verbal bullying and making people do something they do not 
want to do or are uneasy with. 

x Racial or sectarian abuse. 

 

In a Mae Murray Foundation ‘beneficiary’  context: 

x Where a beneficiary is subjected to unrealistic pressure or bullied to perform to 
high expectations. 

x Undermining of a beneficiary’s self-esteem through ridicule about being unable to 
do an activity because of an impairment. 



 

 

x Ignoring a beneficiary’s right to privacy for personal or intimate care, especially if 
the beneficiary is reliant on others for assistance. 

x Any type of bullying by other people. 

x Not taking into account a beneficiary’s race or culture which may affect, for 
example, the type of clothing being worn. 

x Constant domination of, or denial of access to, facilities and equipment on the 
grounds of someone’s disability. 

x Talking about a beneficiary as if he/she is not there. 

 

Sexual Abuse: 

In a general context: 

x Individuals being used by other people, both male and female, to meet their own 
sexual needs.  This could include full sexual intercourse, masturbation, oral sex, 
anal sex and fondling. 

x Individuals being involved in any of the above when they do not want to be or do 
not understand what is happening to them. 

x Individuals being unable to give informed consent about what is happening to 
them.  (The question of informed consent is a difficult one and should be left to 
the experts to deal with). 

x Viewing or contributing to the production of pornographic photographs and 
videos. 

 

In a Mae Murray Foundation ‘beneficiary’  context: 

x The beneficiary requires personal care which involves intimate contact with 
another person.   This situation could provide an opportunity for abuse to take 
place in a seemingly proper context. 

x Photography or videoing of beneficiaries by anyone for their own sexual 
gratification. 

The power of staff and volunteers over beneficiaries, if misused, could also lead to abusive 
situations developing.    

Some beneficiaries may also experience other types of abuse, which are described below: 



 

 

Institutional Abuse:  

This happens when staff or relatives, for example, in some residential homes or institutions 
put the smooth running of the home or institution before the needs of the child or person.   It 
could include sacrificing a person’s own wishes and lifestyle to suit the regime of the home 
or institution.  For example, no respect is shown for a person’s dignity or privacy or there is a 
lack of day-to-day or life choices. 

During a Mae Murray Foundation organised residential or leisure situation, it could mean that 
staff or volunteers follow a previously used regime without due consideration to the individual 
rights and needs of new beneficiaries. 

 

Financial Abuse:  

This is the deliberate misuse or exploitation of a person’s money or possessions.  It could 
mean that a person is not allowed to use money as they wish or have it taken from them and 
used by somebody else, usually to the disadvantage of the person. 

In a situation where the Mae Murray Foundation is responsible for a beneficiary it could 
mean that staff, volunteers or other persons take the beneficiary’s money without consent 
and spend as they wish. 

 

Disability, Vulnerability and Abuse. 

Not every child or adult with disabilities is a vulnerable beneficiary in every situation. 
However it can be said that certain factors may mean that disabled children and some adults 
are more vulnerable and could therefore be more open to abuse. The following list examines 
some of the reasons why disabled people may be more vulnerable: 

x Historically, some disabled people have been encouraged to comply with 
other people’s wishes, for example, in residential homes and hospitals; this 
has made them easily forced, bribed and manipulated. 

x Limited life experiences and social contacts may mean that many disabled 
people have not had the same opportunities to acquire the social skills that 
non-disabled peers have had to assess the behaviour and attitudes of other 
people.  This could lead to them finding it difficult to understand what is 
appropriate / inappropriate adult or peer behaviour. 

x Individuals with dependency and support needs may have found that it is 
easier to be pleasing and compliant than challenge those caring for them 
because of the consequences.   Any challenge or complaint could lead to 
more abusive practice or retribution. 



 

 

x Continuing dependency on others may make some people feel powerless. 

x Lack of education regarding personal, sexual and social skills and lack of 
information about individual rights, together with feelings of isolation and 
rejection, may make some disabled people more vulnerable.  This includes 
those  people with a sensory impairment who have not had the opportunity to 
learn appropriate and inappropriate touching or guiding. 

x A physical impairment may prevent individuals from defending themselves by 
being able to physically move away from a situation. 

x Communication difficulties may make it hard to complain or be understood.  
This could be that the individual is unable to speak to tell anyone or does not 
have the vocabulary to describe what has happened to them, or that the 
person uses assistive technology and is not given time to communicate 
effectively. 

x Individuals requiring intimate care could be in an increased vulnerable 
situation, especially if they have to rely on a number of different carers to 
support their needs. 

x The general thought that no-one would abuse a disabled person, for whatever 
reason, has meant that procedures for reporting abuse have not been in 
place as it has been felt that they are not necessary. 

x There may be misuse of treatments, for example, inappropriate use of 
medication, or carers not being properly instructed or adhering to a care plan. 

x The general thought that disabled people are not abused may make it difficult 
for them to be believed if they report an incident. 

x Intrusion into body space for physical and medical care can lead to disabled 
people never developing ownership of their own bodies. 

x Some individuals may be unable to recognise or understand abusive 
situations and behaviour by others, both potential and actual. 

x Some disabilities may mean that an adult’s emotional and developmental age 
is less than the chronological age. 

x The stress that some parents and carers experience from looking after a 
disabled person may lead to abuse. Parents especially are often seen as 
pillars of strength and wonderfully caring when they are, in fact, struggling to 
manage. 

 

 



 

 

x Some visually impaired people may not be able to read the facial expressions 
or body language or other people around them.  They may also not be aware 
that another person or a number of people are near them. 

x There may be occasions when a visually impaired person would need to ask 
a stranger for help; this could potentially be an opportunity for the person to 
be abused. 
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Recruitment, Selection and Training of Staff and Volunteers 

 

To ensure that unsuitable people are prevented from working with children and vulnerable 
adults, within Mae Murray Foundation programmes, the following recruitment and selection 
process will be implemented for all applicants for paid and voluntary positions which may 
involve regularly caring for, training, supervision or being in sole charge of children or 
vulnerable adults. 

Recruitment & Selection Process  

Employees. 

x Specific jobs will have a tailored application form based on the position  

x All application forms are designed to elicit information about an applicant’s past 
career, including any gaps, and to establish any criminal record in accordance 
with current Rehabilitation of Offenders Act 1974 (exceptions) – Amendment 
Order 1986. 

x Consent is required from applicants (if required depending on the position – see 
guidance on vetting systems) for an ‘Enhanced Disclosure’ check (included in 
application form). This means that applicants will be subject to both DHSS and 
Police checks prior to appointment, using the service provided by Access NI. 

x Two referees are required. The Mae Murray Foundation will check references, in 
writing prior to confirmation of appointment. There are measures in place to 
ensure confidentiality of information received in relation to all applicants. 

x All appointments will be made following interview, and be subject to receipt of an 
‘Enhanced Disclosure’ certificate from Access NI (if necessary for that particular 
job) and two satisfactory references. 

 

 

 



 

 

Volunteers 

x Individual volunteers will be required to complete an application form 
which includes their personal details and the areas of work they would like 
to be involved in. 

x All application forms are designed to illicit information about a volunteer’s 
past career, including any gaps, and to establish any criminal record in 
accordance with current Rehabilitation of Offenders Act 1974 (exceptions) 
– Amendment Order 1986. 

x Volunteers will only be required to give consent for an Access NI check if 
their particular role falls into the ‘regulated activity’ category or is eligible 
for an Enhanced Disclosure Check (see guidance on vetting systems). 

x Two references are required if the role involves working directly with our 
beneficiaries. 
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Training 

All Mae Murray Foundation staff and volunteers will receive training annually in relation to 
the protection of children and adults who may be at risk of harm or in need of protection. 
During training staff will be made aware of their safe-guarding role and how to recognise 
various forms of abuse.  

Other training needs will be identified as part of the induction process eg Lifting & Handling, 
All-ability Awareness Training, First Aid.  

Each volunteer/staff member will be allocated a Nominated Manager Mentor who is 
responsible for reviewing any training needs.  
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Staff/Volunteer Guidelines of Good Practice and Procedures 

 

All staff and volunteers working with children and/or vulnerable adults have a responsibility 
to: 

x Minimize situations where abuse may occur by implementing the procedures and 
guidelines outlined in this guide                . 

x Behave appropriately as outlined in the Staff/Volunteer Code of Behaviour    

x Recognise inappropriate behaviour which can occur between an adult and a child 
and/or vulnerable adult  

x Respond to suspicions of abuse appropriately as outlined in                  

x Report/Record suspicions of abuse as outlined in  

 

Minimizing situations where abuse may occur 

 Staff and volunteers have a responsibility to minimize situations where abuse may occur by 
implementing the following procedures: 

 

General procedures 

x Always be publicly open when working with children or vulnerable adults.  Avoid 
situations where you are alone and completely unobserved. 

x Individual members of staff/volunteers should avoid spending, away from others, 
excessive amounts of time with children or vulnerable adults. 

 

 

 



 

 

x Be aware of the need for consent in all general circumstances, including relating 
to taking part in activities or accepting services or help offered. Obtaining consent 
is a process and does not mean obtaining a signature on a form is necessary on 
every occasion. Consent may be expressly given or signalled by a person’s  

conduct. It can result through dialogue and the understanding gained through the 
provision of information. 

x Staff/volunteers are not permitted to administer any medication except where 
permission has been expressly granted by the Mae Murray Foundation, following 
appropriate consent and training. 

 

If you have any concerns about consent, for example, doubts about whether it has 
been given or whether it is valid, you should always contact your Nominated Manager 
or Designated Safeguarding Officer, who in turn should seek professional advice 
where necessary. 

 

 Procedures for events, participation activities and residential stays 

 

x Registration Forms:  must be completed by the parents/guardians/consenting 
adult(s) before participation commences 

x Staff Ratios: Staff to participant ratios for Mae Murray Foundation events or 
activities will be assessed on an individual basis for each event taking into 
account the following factors: 

 

x The age of the participants involved (ie the lower the age, the greater 
need for supervision) 

x The specific support needs of the participants involved 

x The degree of risk involved in the activity 

x The availability of supervision staff/volunteers at hosting venue or 
organisation 

 

 

 



 

 

x Accident/Injury/Illness: In the event of accident or emergency, contact the duty 
First Aider immediately who will manage the situation. A record of any injury 
sustained during participation in a Mae Murray Foundation event or programme 
or the occurrence of any illness among participants must be recorded by Mae 
Murray Foundation staff/volunteers.   This must be recorded in the Accident Book 
and reported to Governance Manager as soon as possible. Any occurrence of 
injury/illness must be notified to parents/guardians as soon as possible. 

 

x Changing / Intimate Personal Care: Changing and the provision of intimate 
personal care at all Mae Murray Foundation events and programmes must be 
provided by a minimum of two staff or volunteers- together - who are familiar with 
an individual’s needs and have completed training required. New participants will 
only be accepted to events or programmes after the Mae Murray Foundation 
have assessed that their needs can be met, written consent obtained and staff 
have been appraised and trained where needed.    

x Medication: For residential stays, a Nominated Manager should oversee 
provision, safe-keeping and administering of medicine(s). Accurate records 
should be kept. Where individuals other than the participant themselves have to 
administer medication, written consent from GP must be obtained on the 
registration form and assessment of the need must first take place before 
agreement to administer can proceed. The Mae Murray Foundation reserves the 
right to refuse a residential application if it cannot guarantee, or has insufficient 
time to train staff in, the safe administering of medication or medical intervention.  

x Risk Assessments: Ongoing risk assessments are carried out by management 
to identify risks and implement risk reducing measures. It should be recognised 
that individuals with disabilities have the right to take risks provided the activity 
has been assessed on an individual basis, the necessary precautions put in place 
and consent given. Any incident or ‘near miss’ requires an Accident Record Form 
to be completed so that the risk can be reviewed and reassessed. 

x Overnight Accommodation: For residential stays, separate sleeping 
accommodation should be organised for male and female participants. 
Staff/volunteers’ sleeping arrangements should take into account the need to be 
able to respond to individual children/vulnerable adults needs during the night, 
whilst at the same time affording them privacy, independence and respect in so 
far as their individual needs allow. 

x The Lifting, Manual Support and Transferring of Disabled People at all Mae 
Murray Foundation events and programmes must only be provided by those staff 
members or volunteers who have completed Lifting & Handling Training and they 
must execute their duties strictly in line with our Lifting & Handling Policy.  Each 
participant must be consulted and support agreed before being provided. 



 

 

x Managing of a beneficiary’s money: Any participants bringing money to events 
who require help to manage it will be identified in their individual care plan. Upon 
arrival at an event their money should be listed in the record book and stored in a 
locked cupboard by the nominated manager. As money is required it will be 
released to the participant via their appointed staff member/volunteer who should 
keep receipts of any money spent. If no receipt is available the transaction should 
be witnessed and recorded by a second staff member/volunteer. All amounts 
over £2 must have a written receipt. 

x Online Safety: Staff members and volunteers should not share personal social 
media account information with beneficiaries. Never allow a personal handheld 
device to be used by a participant and ensure your screen has a passcode. If 
participants are using their own handheld devices to access the internet it may be 
appropriate to remind them of the participant e-safety guidelines and to alert a 
staff member if they have any concerns. 

 

x Transport: Where transport is provided/organised by Mae Murray Foundation, 
vehicles should be appropriate to the needs of children and vulnerable adults, 
with particular reference to restraints and wheelchair tie downs. It is the 
responsibility of parents/guardians to advise on the booking form, whether or not 
a wheelchair is crash tested and therefore approved for transit of an individual in 
situ. Mae Murray Foundation staff or volunteers should be in attendance on the 
transport in the assessed ratio, but always a minimum of two. 

x Collection from Events or Participation Programmes is the responsibility of 
parents/guardians.  

 

If a child or adult who is at risk of harm or in need of protection is not picked up after an 
event or programme, staff/volunteers should take the following action: 

x Try to contact the parent, guardian or carer. 

x A minimum of two staff members or volunteers must wait with the child or 
vulnerable adult at the venue until collection by the pre-authorised person. 

Do Not:  

x Take the child or vulnerable adult to your own home or another location. 

x Ask the child to wait with you in your vehicle or venue with you alone. 

x Send the child home with another person who is not authorised. 

 



 

 

 Procedures for Use of Photographic Filming Equipment at Events or Activities 

There is evidence that some people use leisure events as an opportunity to take 
inappropriate photographs or film footage of young people in vulnerable positions.   There is 
also evidence that some people actively seek out opportunities to photograph or film 
disabled children and young people in particular.    

To minimise the possibility of the misuse of photographs staff/volunteers should: 

x Produce ‘Photography and Video’ consent forms for each event, 
accompanied by the Mae Murray Foundation photography policy, which must 
be signed by the parent/guardian of the individual(s) being 
photographed/videoed. 

x Do not allow unsupervised access to participants or ‘one to one’ photo 
sessions at events.  Do not approve photo sessions outside the events or at a 
participant’s home. 

x Agree written expectations with any visiting professional photographers or the 
press, in line with our safeguarding commitments, making clear our 
expectations of them. 

x Check photographers’ identities and that their attendance has been agreed 
with a Director of our Board. 

 

Procedures for Use of Images on the Mae Murray Foundation website  

There have been concerns about the risks posed directly and indirectly to children and 
young people through the use of photographs on web sites. 

For example photographs can be used as a means of identifying children when they are 
accompanied with personal information, potentially making a child or adult vulnerable to an 
individual who may wish to “groom” that child for abuse. 

Secondly, photographs can be used or adapted for inappropriate use and there is evidence 
of this adapted material finding its way onto child pornography sites. 

To avoid the inappropriate use of images of children and vulnerable adults involved in Mae 
Murray Foundation programmes, staff/volunteers should: 

x Avoid naming individuals in photographs. This reduces the risk of 
inappropriate, unsolicited attention from people outside the programme.   
An easy rule to remember is: 

x If the participant is named, avoid using his/her photograph. 

x If the photograph is used, avoid naming the participant. 



 

 

x Ask for parental or guardian permission to use an image of a young 
person.  This ensures that parents and guardians are aware of the way 
the image of their child is representing the programme or event.    

x Ask for the participants’ permission to use their image(s).   This ensures 
that they are aware of the way the image of themselves are to be used to 
represent the programme or event.   

x Only use images of participants in suitable dress to reduce the risk of 
inappropriate use.  This is difficult to define because of the wide diversity 
of activities.  However, there are clearly some sports activities eg: 
swimming, when the risk of potential abuse is much greater than for 
others.   With these sports, the content of the photograph should focus on 
the activity, not on a particular participant and should avoid full face or 
body shots.   Age should also be considered as this may affect what is 
appropriate. 

x Some disabled participants may be unaware that the attire they are 
wearing is unsuitable for the activity in which they are about to participate.  
Others may not be able to see if their attire is being worn correctly.   Staff 
should provide advice to participants to ensure embarrassing or 
compromising situations do not arise. 
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Staff/Volunteer Code of Behaviour 

Staff and volunteers working with children or vulnerable adults have a responsibility to 
behave appropriately as outlined in the following ‘Code of Behaviour’: 

Staff and volunteers should: 

x Treat everyone with dignity and respect. 

x Provide an example you wish others to follow. 

x Plan activities so that they involve more than one other person being present, or 
at least in sight or hearing of others. 

x Respect a young person’s or vulnerable adult’s right to personal privacy. 

x Provide access for young people and vulnerable adults to feel comfortable 
enough to point out attitudes or behaviour they do not like and provide a stress-
free atmosphere. 

x Use common sense when demonstrating skills e.g. discuss and explain your 
actions with young people and vulnerable adults when physical contact is 
necessary. 

x Remember that someone else might misinterpret your actions, no matter how 
well intentioned. 

x Recognise that caution is required especially in sensitive moments of counselling, 
such as when dealing with bullying, bereavement or abuse.  

x Report any inappropriate behaviour regarding the use of the internet  

x Carefully follow Mae Murray Foundation’s procedures for minimizing situations 
where abuse may occur  

x Any potential breach should be raised with Mentor/Nominated Manager 

x Understand that breaching the code is a serious issue which will be investigated 
and may result in disciplinary action or dismissal 



 

         

Staff and volunteers should never: 

x Engage in rough, physical or sexually provocative games, including horseplay 
with children or vulnerable adults. 

x Allow or engage in inappropriate touching of any form. 

x Allow children or vulnerable adults to use inappropriate language unchallenged. 

x Permit allegations a child or vulnerable adult makes go unchallenged, unrecorded 
or not acted upon. 

x Do things of a personal nature that a child or vulnerable adult can do for his/her 
self. 

x Allow abusive youth peer activities (e.g. ridiculing, bullying). 

x    Have inappropriate physical or verbal contact with others. 

x    Allow yourself to be drawn into inappropriate attention seeking behaviour such as 
tantrums or crushes but deal firmly and fairly with such behaviour at all times. 

x    Exaggerate or trivialise child abuse issues. 

x    Show favoritism to any individual. 

x    Make sexually suggestive remarks or gestures or tell jokes or stories of a ‘smutty’ 
nature, to children or vulnerable adults. 

x    Rely on your good name to protect you :- it may not be enough! 

x    Believe “it can never happen to me” :-  it can! 

x    Get close to or have physical contact with a young person without clearly 
explaining what you are doing (e.g. correcting the position of a foot, showing a 
skill in the water) etc. 

x    Never photograph/video a participant, even by mobile phone. 

If a member of staff accidentally hurts or distresses a child or vulnerable adult in any way or 
if a child or vulnerable adult appears to become sexually aroused or misunderstands 
something which that person has done it should be reported as soon as possible to another 
colleague and a brief written note made.  Parents or carers should be informed of the 
incident. 

 

 



 

 

Recognition of inappropriate behaviour  

Staff and volunteers have a responsibility to recognise the following types of inappropriate 
behaviour which can occur between an adult and a child and/or vulnerable adult: 

x Petting or Fondling   

x Inappropriate physical contact between an adult and a child and/or vulnerable 
adult 

x Sexually explicit behaviour in games etc. 

x Adults behaving suspiciously e.g. watching children in changing 
area/cubicle/toilet area when no obvious reason for their presence there. 

x Those who are spending an inordinately long time in changing 
area/cubicle/toilet area 

x Adults who have strayed into an area restricted for children or vulnerable 
adults only 

x Those who are seen looking over/under cubicles 

x Those who appear to have an interest in more than one cubicle 

x Adults whose behaviour is causing distress to children or vulnerable adults 
e.g. rough play, horse play 

x Use of inappropriate language in the presence of children 

 

Staff or volunteers witnessing any of this behaviour should report their observations 
immediately, in line with the reporting procedures in this guidance. 

BUT REMEMBER DO NOT ACCUSE OR LEAP TO CONCLUSIONS 

It is not the responsibility of staff/volunteers to decide whether or not abuse has taken place.   
It is important however, that they report any concerns/suspicions to the appropriate person. 
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Responding to suspicions or allegations of abuse / inappropriate 
behaviour                                                                                                                         

   

 Listening to the child or  adult: 

x React calmly so as not to frighten the child/vulnerable adult. 

x Tell the child/adult that they are not to blame and that it was right to tell. 

x Take what the child/adult says seriously, recognising the difficulties inherent in 
interpreting what a child or adult ‘at risk’, with learning or communication 
difficulties, and/or differences in language, says.  Do not probe.  Do not lead. 

x Keep questions to an absolute minimum necessary to ensure a clear and 
accurate understanding of what has been said. 

x Always re-assure the child, but do not make promises of confidentiality, which 
might not be feasible in the light of subsequent developments. 

x Make a full record of what has been said, heard and/or seen as soon as possible, 
as outlined below in paragraph 6.5. 
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Recording  suspicions or allegations of abuse/ 
inappropriate behaviour                                                                                                                         
Staff/volunteers are instructed to record all information and actions taken in relation to the 
reported incident on a Mae Murray Foundation ‘Safeguarding Incident Record Form’. 

Information to be recorded should include: 

x The nature of the allegation. 

x A description of any visible bruising or other injuries. 

x The child’s account and/or account of any accompanying adult of what has 
happened. 

x Any times dates or other relevant information. 

x A clear distinction between what is fact, opinion or hearsay. 

x Immediately contact, Safeguarding Officer or Deputy Safeguarding Officer – see 
contact numbers. 

x Reporting the matter to the Police or Social Services should however not be 
delayed if there is an immediate risk. 

x Records should be securely maintained and only viewed by appropriate 
personnel, Social Services or the Police. 

 

Wherever possible, referrals should be confirmed in writing within 24 hours.  A record should 
also be made of the Social Services member of staff or Police Officer to whom the concerns 
were passed, together with the date and time of the call, in case any follow up is needed. 

 

If the participant is a child and you feel you need further support and advice, contact the 
NSPCC Helpline on 0808 800 500.
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Reporting Suspicions or Allegations of Abuse/Inappropriate 
Behaviour 

What to do if … 

A participant says or indicates that he or she is being abused: 

If a participant says or indicates that he or she is being abused, or information is obtained 
which gives concerns that a disabled sports person is being abused, the person receiving 
the information should: 

x React calmly so as not to frighten the participant. 

x Take what the participant says seriously, recognising the difficulties inherent 
in interpreting what is said by a participant who may have speech impairment 
and/or differences in language. 

x Keep questions to an absolute minimum necessary to ensure a clear and 
accurate understanding of what has been said. 

x Do not ask leading questions, for example, as ‘Were you hit?” rather than “Did 
John hit you?”. 

x Reassure the participant but do not make promises of confidentiality which might 
not be feasible in the light of subsequent developments. 

x Make a full record of what had been said, heard and/or seen as soon as possible 
and explain that you will have to take this information to the Mae Murray 
Foundation Designated Officer for Protection of Children and Adults at risk or in 
need of protection.. 

x Treat the written record as being strictly confidential. 

x Report your concerns immediately to the Mae Murray Foundation Designated 
Safeguarding Officer who can then take appropriate action or advise you on the 
action to take.  

 

 



 

 

 

The Mae Murray Foundation Designated Safeguarding Officer is: 

 

Alix Crawford   (Governance Manager) 

Telephone (Daytime/Evening/Weekends):        07900 278 780 

  

Deputy Designated Safeguarding Officer is: 

 

Kyleigh Lough  

Telephone (Daytime/Evening/Weekends):  07775647965   

   

  

It may be that a participant has indicated to you in ways other than speech, or his/her 
preferred method of communication, that abuse may be occurring.   If this is the case, record 
what you have seen in detail. 

It is never easy to take action in cases of abuse.  You may be upset and worried about the 
impact of reporting the concern of the participant, the club and/or the organisation to which 
you belong, the individual suspected of being an abuser and so on.   You may also be 
unsure as to whether you have understood the participant properly because, for example, of 
a speech impairment.  

 

Remember – it is not your responsibility to decide whether or not abuse has taken place but 
it is your responsibility to act on what a participant tells you to protect yourself and the 
participant. 

 

 

 

 

 

 



 

 

What to do if … 

You are concerned about the behaviour of a parent or relative: 

 

Wherever possible, there should be a commitment to work in partnership with parents, 
relatives or guardians when there are concerns about participants.  However, in some 
circumstances, a participant may be placed at even greater risk if such concerns were 
shared, if, for example, the concerns were about the parents, relatives or guardians being 
responsible for the abuse. 

 

The following action is suggested: 

x Report your concerns to Mae Murray Foundation’s Designated Safeguarding 
Officer or Deputy Officer.  If neither are available, then the person discovering or 
being informed of the abuse should immediately contact local Social Services or 
the local Police. 

Information passed to the Social Services department or the Police should be as helpful as 
possible, hence the necessity for making a detailed record on the Safeguarding Incident 
Record Form. 

If an adult participant wishes to report an incident to the Police or Social Services, they do 
not need permission to do so.  If an adult participant does not wish to report an incident to 
the Police or Social Services they also have that right.   This may be overridden in some 
circumstances, for example, where the alleged perpetrator is a threat to other people, the 
person’s life is in danger or the person does not have the ability to make such decisions. 

 

What to do if… 

You are concerned about the behaviour of a member of staff or a volunteer. 

 

This would include anyone working with our participants in a paid or voluntary capacity, for 
example, coaches, drivers, activity organisers, facilitators etc. 

 

x Report your concerns to the Mae Murray Foundation Designated Safeguarding 
Officer who will then take appropriate action in accordance with the organisation’s 
procedures. 

 



 

 

If the Mae Murray Foundation Designated Safeguarding Officer, or Deputy Safeguarding 
Officer, is not available, the person discovering or being informed of the suspected abuse 
should immediately contact the local Social Services department or the local Police. They 
should be able to give you support and advice. 

If the participant is an adult who is capable of making informed decisions, it may be 
inappropriate to talk to parents or relatives. 

The judgement as to whether a participant is capable of making informed decisions may 
sometimes be difficult to make.  As far as possible, action taken should be in agreement with 
the participant but if there is any doubt over the safety of the participant, then it may be 
necessary to report the incident to Social Services or Police. 

If the adult participant has a learning disability, or has significant support needs, it is always 
preferable to work in partnership with parents or guardians in the first instance, although this 
may not always be possible, for example, if a parent is suspected of abuse.  If there is doubt 
over what to do, contact local Social Services for advice. 

Sometimes parents find it very hard to believe that an adult they know and trust could have 
abused their son or daughter.   This may especially be the case if the suspected abuser has 
been able to give the family some respite from caring for the participant, by for example, 
taking him or her to events or outdoor activity holidays.   If parents do not feel there is a need 
for further action and you believe that there is, report your concerns to local Social Services.  
If this is not possible, report the matter to your local Police station. 

Remember:  if the adult participant who has been abused wants to tell Police, he or she 
does not need permission to do so.   If the participant does not want to inform the police, 
they also have that right.   For exceptions, see previous section. 

A complaint of abuse against a member of staff could result in three types of investigation: 

1. A disciplinary or misconduct investigation. 

2. A Safeguarding investigation. 

3. A criminal investigation. 

The results of the police and child protection investigation may well influence the disciplinary 
investigation, but not necessarily. 

It is recognised that it is not easy to believe that a colleague or friend may be abusing a 
participant.  The organisation should assure all staff and volunteers that they will be fully 
supported and protected if they have, in good faith, reported their concerns over a 
colleague’s behaviour towards a participant. 

If an allegation if found to be false, the organisation should do all that it can to enable the 
staff member or volunteer to continue working within social recreation. 



 

 

What to do if… 

You are concerned about the behaviour of another participant 

 

A participant could act in an inappropriate way for a number of reasons, for example: 

 

x They may have learned the behaviour from copying another person or 
experienced it themselves. 

x They have the opportunity to control another person. 

x They may be feeling angry or frustrated about something and cannot find another 
way to express their feelings. 

x They may have difficulty in communicating with others and against become 
frustrated. 

x They may be frightened or anxious about something. 

x They may not be aware of what is the right way and the wrong way to act. 

x They may have limited knowledge about relationships and accepted sexual 
boundaries. 

x They may not be supervised appropriately. 

x They may have limited personal space and privacy. 

x They may not like the people they are being asked to mix with. 

x Their medication may be affecting their behaviour. 

 

Record the behaviour you are concerned about using the form (Appendix 1).   Report your 
concerns to the Mae Murray Foundation Designated Safeguarding Officer who can advise 
you on the next step which could be: 

 

x Talking to the participant or observing the situations when their behaviour causes 
concern – it may be easy to change the behaviour by, for example, moving the 
participant from one group to another if there is a clash of personalities.  

 



 

 

x Discussing the behaviour which causes concern with relatives and carers, if 
relevant, to see if they have noticed it and what steps could be taken together 
with the participant to change it. 

x Referring your concerns to other professionals if the behaviour is too challenging 
to manage in the above ways. 

x Referring the participant to the terms of membership of your club or organisation 
which refer to the conduct of members to other members, coaches, volunteers 
and staff. 

x Working through the procedures outlined in the section dealing with ‘What to do 
if a participant indicates that he or she is being abused’. 
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Safeguarding Incident Record Form 

                          

 

Participant’s Name:    ______________________________________________  

 

Participant’s Address:  _____________________________________________  
    

 

_________________________________________________________________  

  

Date of Birth:         ________________________________________  

Date of Report:     _________________________________________ 

 

The Report:  (Please continue on a spare sheet if required) 

1a. When was the disclosure made? (Dates/Times) 

 

 

1b. To whom was the disclosure made? 

 

 

1c. What did the individual actually say? 

 

 

 



 

 

2a. Describe any signs or indicators of abuse (with times and dates)  

 

 

 

2b. Has the individual alleged that any particular person is the abuser? (if so, please record 
details and the relationship, if any, below) 

 

 

 

3. Concerns expressed by another person about an individual. Record the 

concerns that were passed to you. (with dates and times  and if possible ask the person 

who expressed the concerns to confirm that the details as written are correct) 

 

 

 

4. Details of any immediate action taken, e.g. first aid, etc 

 

 

 

5.  Has the individual expressed any reservations about you talking to the Line 
Manager or Nominated Manager about the matter? 

 
 
 
 
6.  Does the individual have any particular needs, e.g. communication, etc? (If so, explain 

which communication method was used and any areas you are not clear about) 
 
 
 
 
 
 
 



 
 
 
 
7.  Details of any witnesses: 
 
 

 

 

__________________________________________________________________________ 

Remember: 

x Keep questions to a minimum, obtain enough information to ensure you 
understand what is being said or communicated – you are reporting a concern, 
not investigating it. 

x A clear distinction must be made between fact, opinion and conjecture and this 
must be clearly stated in the report. 

x State the nature of the possible abuse – physical, sexual, emotional or neglect or 
any combination of these. 

x Include a description of any physical marks (including the site) or of any visible 
bruising or injuries. 

x Include the participant’s account of what has happened and how any bruising or 
injuries occurred.   Let the participant tell you in his or her own way. 

x Make sure relevant times and dates are included. 

x Continue on separate sheet if necessary. 

x This information is confidential. 

x  Contact the Safeguarding Officer or Nominated Manager immediately. 

x If you feel an individual is at immediate risk and you cannot reach the 
Safeguarding Officer, do not delay – use the contact list attached.  

x Detail who you have spoken to ie Social Services personnel, Police personnel or 
parents or relatives; include their telephone numbers. 

___________________________________________________________________ 

 

 

 

 



 

 

This form should be signed by the person completing and given immediately to the 
Safeguarding Officer. 

 

Name ………………………………………………………………………………………  

Job Title/Volunteer Role …………….………………………………………………….. 

Date and time given to Safeguarding Officer ……………..…………………………. 

 

 

Safeguarding Officer to sign and date receipt below 

Name ………………………………………………………………………………………….. 

Date and time record form received ……………………………………………………….. 

Action required  Yes/No 

Action taken (dates/times/contacts) 
………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

 

Any further updates or action required   ….……………………………………………… 

………………………………………………………………………………………………… 

……………………………………………………………………………………………….... 

………………………………………………………………………………………………… 

………………………………………………………………………………………………… 

…………………………………………………………………………………………………..
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Safeguarding issue 

 

Staff/Volunteer                  
has concerns 

Report without delay, using 
Incident Report Form  

                                            
To Safeguarding Officer 

 Emergency situation/cannot 
reach Safeguarding Officer 

Safeguarding Officer                         
decides if it’s a  

Safeguarding issue 

Call local authority – 
use telephone contact 
list provided and report 
to Safeguarding Officer 

as soon as possible 
Seek advice from   

HSC Trust 

 
Is this a safeguarding 

issue? 

 Yes 

 

No 

 

Refer to HSC and 
record using 

Safeguarding Referral 
Form          

Investigation by HSC 
Trust and/or PSNI as 

needed     

Keep a record of 
concerns on file in 

accordance with Data 
Protection legislation      

Take  any 
necessary/appropriate

action 

                          
Ongoing monitoring of 

the situation 
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Safeguarding Contact Numbers 

 

Safeguarding Officer    Alix Crawford   07900 278 780 

Deputy Safeguarding Officer  Kyleigh Lough     07775 647 954 

HSC Trusts    Normal working hours (9am-5pm) 

Belfast     (028) 9056 5707   

Northern    (028) 2563 5558   

South Eastern    (028) 9266 5181 extension 4544 

Southern    (028) 3083 2650 

Western    (028) 7131 4090 

 

HSC Trusts     (evenings, weekends, bank or public holidays) 

Regional Out of hours   (028) 9504 9999 

PSNI 

Emergency    999 

Non Emergency   0845 600 8000 

General Enquiries   0845 600 8000 

 

NSPCC    0808 800 500  Text 88858 

(Childline     0800 1111 - children under 18  can use this number) 

CEOP     Visit ceop.police.uk
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ACCIDENT, NEAR-MISS & SAFEGUARDING 
SUMMARY GUIDELINES 

 
ACCIDENT OR NEAR MISS GUIDELINES 

 
x Stay calm but act swiftly and observe the situation. Is there danger of further injuries? 

x Listen to what the injured person is saying. Do you need help with interpretation of 
communication? 

x Alert the first aider who should take appropriate action for minor injuries. 

x In the event of an injury requiring specialist treatment, call the emergency services. 

x Deal with the rest of the group and ensure that they are adequately supervised. 

x Do not move someone with major injuries. Wait for the emergency medics. 

x Contact the injured person's parent/carer. 

x Complete an accident report form. 

 
 
SAFEGUARDING INCIDENT GUIDELINES 
 
x Record all incidents reported or observed on a Safeguarding Incident  Record Form 

x Inform Designated Safeguarding Officer immediately 

x Consult with Gateway team/ PSNI if required. 

x 1 copy to designated safeguarding officer within 24 hours. 

x Ensure confidentiality - only "need to know basis"  

x Inform parents or carer, unless to do so may put the individual at further risk. 

 

The designated safeguarding officer will be responsible for storing any report in a safe and 
secure environment. 
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Accident/Near-Miss 

Record Form 
 
 
 
Name of person involved/injured ……………………………………………………………… 
 
Date of incident……………………… Time  …………………………………………. 
 
Name of person reporting ………………………………………………………………………  
 
Job Title ………………………… Date recording ………………………………………… 

 (N.B. If more than one person involved, use separate forms for each person) 
 
 
 
Status 
 
Participant under 18 (   ) Participant over 18  (   ) Employee  (   )  
 
Volunteer  (   ) Visitor           (   ) Other         (   ) 
 
If Other, please specify: 
 
 
 
 
Details of accident/near miss 

 
(Please include what happened prior, event details and what was done immediately/by whom? Please include a 
drawing on a spare sheet if helpful) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
Details of injuries or damages and any first aid/medical treatment given 
 
 
 
 
 
 
 

 
Manager  Section 
 
 
 
Long term action plan 
(What action is to be carried out to prevent the accident/near miss happening again?) 
 
 
 
 
 
 
 
 
 
 
 
Is a risk assessment review required as a result of the accident /near miss? 
 
Yes     No 
 
 
 
 
 
 
Action to be carried out by:     By date: 
 
 
 
…………………………………………………………………………………………………………………………………… 
 
Reviewed by(Manager):     Review date: 
 
 
 
…………………………………………………………………………………………………………………………………. 
 
RIDDOR Report confirmed by:    Date 
 
 
 
 
………………………………………………………………………………………………………………………………………………. 
 
(The reporting of Injuries, Diseases and Dangerous Occurrences Regulation 1995 RIDDOR, place a legal duty to report work-
related deaths, major injuries or over–three day injuries, work related diseases and dangerous occurrences(near-miss 
accidents)
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Safeguarding Referral 
CONFIDENTIAL 

This form should be completed by the Safeguarding Officer and the information provided to 
the local HSC Trust immediately when there is a concern of abuse or suspected abuse of a 
vulnerable adult that has been drawn to your attention. You should provide as much detail as 
possible but do not investigate the abuse/suspected abuse. 

I ………………………… being the Safeguarding Officer for the Mae Murray Foundation 
hereby make the below referral. I can be contacted on 07900 278 780 or email 
info@maemurrayfoundation.org.               Date         ………………………………………. 

CHILD/VULNERABLE ADULT INFORMATION  

FULL NAME:     Known By:  

Age or Date of Birth:     

Address:     

Postcode:     Tel No:     

Gender:      Current Location:  

     

GP NAME:     

Address:     

Postcode:     Tel No:     

NEXT OF KIN:     

Address:     

Postcode:     Tel No:     

mailto:info@maemurrayfoundation.org


 

 

 

 

Is the child/vulnerable adult aware that the abuse/suspected abuse has been reported:  

Yes                   No 

 

ABUSE/SUSPECTED ABUSE INFORMATION 

Describe the nature of the harm and the reasons for your suspicions of abuse, providing as 
much information as possible: (e.g. dates, times, locations) 

 

 

 

 

 

 

 

 

 

 

 

Any known previous concerns or evidence of abuse?   Yes   No 

If yes, please provide details:   

 

 

 

 

 

 



 

 

Was medical attention necessary?   Yes  No 

If yes, please provide details 

 

 

:   

 

 

 

 

 

 

Briefly describe any other action taken: 

 

 

 

 

 

Concern reported by: 

Tel No: 

Date Reported:      Time Reported: 

Does the vulnerable adult have any particular needs? e.g. communication, disability etc? 

Yes  No 

If yes, please provide details 

 

 

 



 

 

 

 

ALLEGED PERPETRATOR INFORMATION 

Name: 

Age: 

Gender:   

Address/Current Location: 

 

 

Relationship to Vulnerable Adult  

 

 

Is the alleged perpetrator aware of the allegation? 

Yes  No  Don’t know 

 

Is the alleged perpetrator aware that a referral has been made? 

Yes  No  Don’t know 

 

 

 

REPORTED to the HSC Trust 

Date Reported:    Time Reported: 

Nominated Manager Signature: 

Date 

 

 

Registered Charity No NIC100842
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Equality and Diversity Policy 
 
 
We believe that everyone at the Mae Murray Foundation has a duty to ensure equality and 
diversity legislation is followed and implemented. Recognising, embracing and valuing 
difference leads to improvements for all, including: 

x a  more vibrant staff and volunteer population; 
x a better working and volunteering environment;  
x a wide range of viewpoints and experience to influence our services; 
x attracting and retaining the very best staff and volunteers; 

 
We are committed to promoting equality of opportunity for all staff, all trustees and all 
applicants (for paid employment or as a volunteer). 
 
We will always promote diversity in employment and volunteering and we will never tolerate 
any form of discrimination. 
 
Applicable 

This policy is applicable to all employees, agency staff, contractors, volunteers, job applicants, 
directors and those engaged in any advisory or consulting capacity. 

Why the policy is important 

The Mae Murray Foundation is committed to providing an environment free from 
discrimination, bullying, harassment or victimisation, where all members of the Mae Murray 
Foundation family are treated with respect and dignity. Our aim is to create a culture of 
diversity and inclusion, providing a dynamic working and volunteering environment, where all 
members are valued for their contribution and individuality. 

 

 

 

 

 



 

 

 

 

We are committed to providing equality of opportunity for all, irrespective of;  

x sex 

x age 

x disability 

x medical condition 

x gender reassignment 

x marriage or civil partnership status 

x pregnancy or maternity 

x race, colour, nationality, ethnic or national origin 

x religion or belief 

x sexual orientation.  

 
The Mae Murray Foundation will comply with all relevant anti-discrimination legislation in 
force in Northern Ireland. 

1.2 We will ensure we do not discriminate against you on any of the above grounds when we 
recruit you (job applicants, staff and volunteers), when we promote internally, when we 
allocate training, when we appraise you; when we choose selection criteria for redundancy 
or when we make any other decisions about your employment with us. 

 

What the policy involves  

a The principles of non – discrimination, equality of opportunity and inclusion also 
applies to the way in which staff and volunteers should treat each other, visitors, 
contractors, sub-contractors, suppliers, former staff and any other persons 
associated with the functions of the Mae Murray Foundation. 

We will work to ensure that all of our volunteers, employees and visitors, as well as 
those who seek to apply to work or volunteer with us or who have previously worked 
or volunteered with us, are treated fairly and are not subjected to unlawful 
discrimination by the Mae Murray Foundation. 

b Discrimination (whether direct or indirect), harassment and victimisation are harmful 
to staff and can impact negatively on an individual’s welfare, effectiveness, business 
success and may ultimately have an adverse effect on our abilities to help people. 
We aim to provide a working environment that is suited to the individual needs of our 
staff, volunteers, management committee and board of directors and in which 
unacceptable behaviour, including discrimination, harassment or bullying does not 
occur.   

 



 

 

 

 

c Discrimination by or against a member of staff, a volunteer or a director is generally 
prohibited unless there is a specific legal exemption. 

d  Direct discrimination occurs where a person is treated less favourably because of 
one or more of the protected characteristics set out above. For example, rejecting an 
applicant on the grounds of race because he/she would not "fit in" would be direct 
discrimination. 

e Indirect discrimination occurs where an apparently neutral provision, criterion or 
practice is applied equally to all groups of people but puts a particular group sharing 
a protected characteristic at a disadvantage when compared with other people. For 
example, a requirement to work full time may put women at a disadvantage because 
they generally have more childcare commitments than men. Such a requirement 
would need to be objectively justified. 

f  Discrimination by association is a type of direct discrimination. It occurs where a 
person is treated less favourably because they associate with someone who 
possesses a protected characteristic. 

g  Perception discrimination is also a form of direct discrimination against an individual 
because others think they possess a particular protected characteristic. It applies 
even if the person does not actually possess that characteristic. If you discriminate 
against people because you think they are transsexual or gay, for example, then they 
will be protected even if they do not have these protected characteristics. 

 

How to comply 

Responsibility:  

All staff, volunteers and directors have a duty to act in accordance with this policy, treat 
colleagues with dignity at all times, and not to discriminate against or harass other members 
of staff, regardless of their status.  

You have a personal responsibility to help create an environment at work in which dignity is 
maintained.  You can do this by complying with this policy, and by promptly reporting 
conduct that is inconsistent with this policy. 

Your responsibilities will extend to social events and your dealings with colleagues outside of 
the workplace if they are considered to us to fall within the course of your employment, 
volunteering or other relation with the Mae Murray Foundation or adversely impact materially 
on it. 

All managers, trustees and others in charge of groups of staff are responsible for ensuring 
that discrimination, harassment and victimisation do not occur in their work areas. We will 
ensure that all Mae Murray Foundation staff are trained and are aware of our commitment to 
Equality and Diversity. 

The Board of Directors has overall responsibility for this policy and must authorise any 
changes to this policy. 

 



 

 

 

 

Staff and volunteers have a responsibility to: 

• Understand this policy and to contact their manager or volunteer supervisor if there 
are any questions 

• Challenge inappropriate behaviour or any discrimination; 

 

Board Members and Managers have a responsibility to: 

• Set a good example by treating all members of the Mae Murray Foundation with 
dignity and respect 

• Challenge inappropriate behaviour or any discrimination 

• Ensure staff and volunteers know how to report discrimination, bullying and 
harassment 

• Ensure that reporting incidents does not result in victimisation 

• Deal with complaints fairly, thoroughly, quickly and confidentially 

• Ensure that due consideration is given to equality, diversity and inclusion within their 
sphere of influence. 

How to raise a concern:  

Whilst the aim of the policy is prevention, if you believe you have been the subject of 
discrimination, harassment or victimisation you are encouraged to report it.  You may use 
the Grievance Procedure detailed in your employee or volunteer manual. 

Alleged breaches of this policy will always be taken very seriously and anyone found to have 
breached it will face disciplinary action. 

I confirm that I have read and understood Mae Murray Foundation’s Equality & Diversity 
Policy and will act in accordance with it. 

I am connected with this organisation in my capacity as a  

(  ) Member of Staff 

(  ) Volunteer 

(  ) Director of the Board 

Signature: …………………………….     Print: ………………………...  Date: ………… 

One copy: Mae Murray Foundation – staff/volunteer personnel file                                     
One copy: Individual staff/volunteer – personal MMF Information Manual 

This policy will be reviewed annually.      Issued: March 2017
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Equality and Diversity Statement 

The Mae Murray Foundation fully supports the rights and opportunities of all staff and 
volunteers to seek, obtain and hold paid employment or a volunteer role and to enjoy equal  
opportunities without discrimination.  A diverse working environment is encouraged in which 
everyone, regardless of their background, feels respected and able to work to reach their full 
potential being treated equally, fairly and with dignity. 

The Mae Murray Foundation is particularly committed to maintaining respect and dignity in 
all areas of operations. Discrimination (whether direct and/or indirect), harassment and 
victimisation are harmful to everyone and can impact negatively on individual welfare, 
organisational effectiveness,  business success and may ultimately have an adverse effect 
on our abilities to help people. Bullying is equally unacceptable: see Anti-bullying Policy.  We 
therefore welcome our responsibility to provide a working environment (including places 
outside our usual work place where we may perform services and which are under our 
control) that is reasonably suitable for our employees/volunteers and in which, unacceptable 
behaviour, including discrimination, harassment or bullying does not occur.  Such conduct 
leads to an intimidating and (possibly) humiliating working environment for the recipient, and 
is wholly unacceptable. 

We also recognise that responsibilities are owed by and to third parties coming into our 
working environment. 

This statement and associated policy forms part of, and will be reviewed in line with, our 
Policies and Procedures. 

 

Alix Crawford 

Chairperson        Reviewed: March 2017
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Data Protection Policy & Key Procedures 
 
 

 
Aims of this Policy 
 

 
The Mae Murray Foundation needs to hold certain information about its employees, volunteers, 
service users and board members to carry out its day to day operations, to meet its objectives 
and to comply with legal obligations. 
 
The organisation is committed to ensuring any personal data will be dealt with in line with the 
Data Protection Act 1998. To comply with the law, personal information will be collected and 
used fairly, stored safely and not disclosed unlawfully to any other person.   
 
The aim of this policy is to ensure that everyone handling personal data is fully aware of the 
requirements and acts in accordance with data protection procedures. This document also 
highlights key data protection procedures within the organisation. 
 
This policy covers employed staff, volunteers, members, advisory groups, service users and 
board members. 
 
 



 

 

 
Definitions 
 

 
In line with the Data Protection Act 1998 principles, the Mae Murray Foundation will ensure that 
personal data will be: 

x obtained fairly and lawfully and shall not be processed unless certain conditions are met 
x obtained for a specific and lawful purpose 
x adequate, relevant but not excessive 
x accurate and kept up to date 
x Not held longer than necessary 
x processed in accordance with the rights of data subjects 
x subject to appropriate security measures 
x Not transferred outside the European Economic Area (EEA) 
 

The definition of ‘Processing’ is obtaining, using, holding, amending, disclosing, destroying and  
deleting personal data. This includes some paper based personal data as well as that kept on 
computer. 
 
The Personal Data Guardianship Code suggests five key principles of good data governance 
on which best practice is based. The organisation will seek to abide by this code in relation to 
all the personal data it processes, i.e.  

x Accountability: those handling personal data follow publicised data principles to help 
gain public trust and safeguard personal data.  

x Visibility: Data subjects should have access to the information about themselves that 
an organisation holds. This includes the right to have incorrect personal data corrected 
and to know who has had access to this data.  

x Consent: The collection and use of personal data must be fair and lawful and in 
accordance with the DPA’s eight data protection principles. Personal data should only 
be used for the purposes agreed by the data subject. If personal data is to be shared 
with a third party or used for another purpose, explicitly obtained consent must be 
gained from the data subject. 

x Access: Everyone should have the right to know the groups and roles of people within 
an organisation who have access to personal data and who has used this data.  

x Stewardship: Those collecting personal data have a duty of care to protect this data 
throughout the data life span. 
 



 

 

 
 
Type of information processed 

 

The Mae Murray Foundation processes the following personal information:  

x Information on applicants for posts, including references 
x Employee/Volunteer information – contact details, bank account number, payroll 

information, supervision and appraisal notes 
x Members – contact details 
x Advisory Panels – contact details  
x Service Users – individual need support plan 
x Personal information - kept in paper based and computer based systems 

 

Groups of people within the organisation who will process personal information are:  

x board members 
x nominated managers 

 
 
Responsibilities 
 

 

Under the Data Protection Guardianship Code, overall responsibility for personal data in a not 
for profit organisation rests with the governing body. In the case of the Mae Murray Foundation, 
this is the Board of Directors. 

The governing body may delegate tasks to Nominated Managers providing they have received 
appropriate training. All Directors and Nominated Managers who process personal information 
must ensure they not only understand but also act in line with this policy and the data 
protection principles at all times. 

It is the responsibility of the Board of Directors to produce clear and effective procedures, to 
identify any potential problem areas or risk and to ensure the review of this policy. 

Breach of this policy will result in disciplinary proceedings. 



 

 

 
 
Policy Implementation 
 

 

To meet our responsibilities Directors and Nominated Managers will: 

x Ensure any personal data is collected in a fair and lawful way 
x Explain why it is needed at the start 
x Ensure that only the minimum amount of information needed is collected and used 
x Ensure the information used is up to date and accurate 
x Review the length of time information is held 
x Ensure it is kept safely 
x Ensure the rights people have in relation to their personal data can be exercised  

 

We will further ensure that: 

x Everyone managing and handling personal information is trained to do so  
x Anyone wanting to make enquiries about handling personal information, whether a 

member of staff, volunteer or service user, knows what to do 
x Any disclosure of personal data will be in line with our procedures 
x Queries about handling personal information will be dealt with swiftly and politely 

 
 
 
Training 
 

 

Training and awareness raising about the Data Protection Act and how it is followed in this 
organisation will take the following forms:  

On induction -  

x Data Protection Policy and awareness training 
x Safeguarding training 
x Staff/Volunteer Information Manual (full set of policies and procedures) 
x Recipients sign satisfactory completion of training and receipt of manual 
x Information queries regarding Individual Need Plans always through Nominated 

Manager  



 

 

 

General training/ awareness raising -  

x Service User Care Plan training – highlighting the service user’s rights regarding staff 
and volunteer adherence to Safeguarding and Data Protection guidance and laws 

x All training reviewed at 6 month appraisal and annually thereafter 
x Updates disseminated by Nominated Managers 

 
 
 
Gathering and checking information 

 

Before personal information is collected, we will consider: 

x What details are necessary for our purposes 
x How long we are likely to need this information 

 

We will inform people whose information is gathered about the following:  

x Why the information is being gathered 
x What the information will be used for 
x Who will have access to their information (including third parties) 

 

We will take the following measures to ensure that personal information kept is accurate:  

x Issue reminders to ask people to check their details 
x Service user information will be reviewed on each occasion prior to Mae Murray 

Foundation assuming responsibility at any event  
 

Personal sensitive information will not be used apart from the exact purpose for which 
permission was given. 



 

 

 
 
Data Security 
 

 

The organisation will take steps to ensure that personal data is kept secure at all times against 
unauthorised or unlawful loss or disclosure. The following measures will be taken:  

x Use of lockable cupboards (restricted access to keys) 
x Password protection on personal information files 
x Computer systems with restricted access to certain areas 
 
 
x Personal data not taken off site (as hard copy, on laptop or on memory stick) except where 

needed expressly for the purposes of executing our work and authorised by a Director e.g. 
Individual Care Plan for residential stay 

x Any paperwork essential to the safe delivery of an event or residential will be transported by 
the Nominated Manager or Director on his/her person and placed immediately in the 
previously arranged locked cupboard – paperwork will be coded where possible, by the 
Nominated Manager so as not identifiable to a particular individual 

x Back up of data on computers onto a separate hard drive  kept off site 
x Password protected attachments for sensitive personal information sent by email  
 

Any unauthorised disclosure of personal data to a third party by an employee may result in 
disciplinary proceedings. 

Any unauthorised disclosure of personal data to a third party by a volunteer may result in the 
termination of the volunteering agreement. 

The Mae Murray Foundation Board of Directors are accountable for compliance with this policy. 
A Director could be personally liable for any penalty arising from a breach that he/she made. 

 

  



 

 

 
 
Subject Access Requests 
 

 

Anyone whose personal information we process has the right to know: 

x What information we hold and process on them 
x How to gain access to this information 
x How to keep it up to date 
x What we are doing to comply with the Act. 

 

They also have the right to prevent processing of their personal data in some circumstances 
and the right to correct, rectify, block or erase information regarded as wrong. 

Individuals have a right under the Act to access certain personal data being kept about them on 
computer and certain files.  Any person wishing to exercise this right should apply in writing to: 
Alix Crawford, Chairperson, Mae Murray Foundation, 49 Drumnagreagh Road, Ballygally, BT40 
2RP.   

We will issue any initial information request free of charge, but reserve the right to make a 
charge of £10 on any further occasions that data is requested.  

The following information will be required before access is granted: 

x  Full name and contact details of person making request 
x Relationship with the organisation e.g. staff, volunteer, service user etc 
x Any preferred timescale  

  

 

 

 



 

 

 

We may also require proof of identity before access is granted. The following forms of ID will be 
required:  

x Current passport or driving licence 
x Recent utility bill with current address 

 

Queries about handling personal information will be dealt with swiftly and politely. 

We will aim to comply with requests for access to personal information as soon as possible, but 
will ensure it is provided within the 40 days required by the Act from receiving the written 
request and relevant fee.   

 
 
Review 
 

 

This policy will be reviewed once per year to ensure it remains up to date and compliant with 
the law.  



 

 

 
 
Declaration 

 

I confirm I have read and understood Mae Murray Foundation’s Data Protection Policy and will 
act in accordance with it. 

I am connected with this organisation in my capacity as a 

� Member of staff 
� Volunteer 
� Director of the Board 

 

Signature: 

Print name:                                                                         Date: 

One copy to be retained by: Mae Murray Foundation - staff/volunteer personnel file  

One copy to be retained by: Individual staff/volunteer -  personal MMF Information Manual 
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Complaints, compliments and feedback policy 

 
We have an ethos of inclusion, transparency and openness in all that we do and 
welcome feedback from our beneficiaries, families using our services, and staff or 
volunteers. Our priority is to provide high quality services so we would encourage you to 
tell us ‘how we are doing.’  
 
We would like you to:  

x tell us if something goes wrong, so we can work to raise our standards   
x pass on a compliment when we get things right  
x give us your suggestions for improving our services  

 
We aim to ensure that:  

x you know how to easily give us feedback, complain or compliment us  
x you understand our timescales and when to expect an update, if you make a  

complaint  
x if you have cause to complain, then you will receive a full explanation and, where 

appropriate, an apology  
x we will manage your complaint fairly, sensitively and constructively  
x we minimise stress by dealing with your complaint as efficiently and effectively as 

possible  
x feedback, compliments, complaints are used to continuously improve our 

services  
 
Anonymous complaints are harder to fully investigate than named complaints. We will do 
our best to investigate and take action on anonymous complaints. However, there will be 
practical difficulties in doing so as full information is not available and clarification cannot 
be obtained from the complainant.  
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
How can you complain?  
 
All complaints should be made by letter (or an alternative formal means of 
communication) and sent to the Chairperson of the Mae Murray Foundation.  
 
If the complaint is about the Chairperson of the Mae Murray Foundation, the letter of 
complaint should be addressed to another member of the Board of Directors. Details of 
alternative board members can be found on our website. 
 
Your letter of complaint should: 
 

x include full details of the nature of your complaint. 
x include your full name and address. 
x be signed and dated.  

 
 
How will we deal with your complaint? 
 
Stage 1 
 
Within 7 days of receiving your letter, you will receive a letter from us, acknowledging 
receipt of your complaint and enclosing a copy of this policy and procedure.  
 
Stage 2 
 
We will then investigate your complaint and this procedure will be managed by a 
member of our Board of Directors.  
 
Stage 3 
 
Within 4 weeks of receiving your original letter of complaint, you will be invited to a 
meeting to discuss and hopefully resolve your complaint. You are welcome to bring a 
friend or relative along with you. 
 
Stage 4 
 
Within one week of the meeting, we will write to you to confirm what took place and any 
solutions we have agreed with you.  
 
If you do not want to attend a meeting or it is not possible for you to do so, we will send 
you a detailed written reply to your complaint within 6 weeks of the date of your original 
letter of complaint. If you accept our response, the complaint process is completed. 
 
 
 
 
 
 



 

 

 
 
 
 
Stage 5 
 
If you feel that the Mae Murray Foundation has not treated you fairly, or not done what 
we reasonably could, then you should write to us again and request a review. A review 
means that we will ask a minimum of, three Mae Murray Foundation Directors to 
examine your complaint again. The review process is undertaken to see if the 
investigation was reasonably and fairly conducted and that the response to the 
investigation was adequate given the nature of the original complaint.  
 
We will acknowledge your request within two working days, and will issue you with a full 
response within 20 working days.  This is the final stage of the process. 
 
 
The Mae Murray Foundation will strive to meet procedure and timescales outlined above; 
however if we are unable to do so, we will contact you to explain the reasons why. 
 
Your feedback, complaints and compliments will be used to review our services. We 
are committed to analysing this information at a Board level on a frequent and 
ongoing basis so as to implement continuous improvement  
 

 
 

Registered charity No NIC100842 
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Whistleblowing Policy 
 
 
The Mae Murray Foundation is committed to the highest standards of openness and accountability.  
We hereby actively encourage staff and volunteers to report concerns and suspicions about fraud, 
malpractice or wrong doing within our organisation and assure we will take any allegations seriously. 
 
This policy is intended to assist individuals who believe they have discovered malpractice or 
impropriety. It should not be used to reconsider any matters which have already been addressed 
under grievance, complaint, disciplinary or other procedures. The Public Interest Disclosure Act, 
which came into effect in 1999, gives legal protection to employees against being dismissed or 
penalised by their employers as a result of publicly disclosing certain serious concerns. 
 
Concerns should be disclosed in the first instance to the Nominated Manager, particularly if the 
concern is a relatively minor one. (In the event of immediate safeguarding concerns, follow 
Safeguarding Procedures, including contacting the Designated Officer - see Safeguarding policy, 
procedure and contact numbers in staff/volunteer information manual. Safeguarding information is 
also displayed at events) 
 
However, no member of staff/volunteer should feel at a disadvantage in raising legitimate concerns 
and so if the individual is not comfortable raising the matter(s) with the Nominated Manager, or if 
indeed the issue concerns the Nominated Manager, then it is quite acceptable to write directly to Mrs 
Alix Crawford, Chairperson, Mae Murray Foundation, 49 Drumnagreagh Road, Ballygally, BT40 2RP. 
 
Once a "whistleblowing” procedure has been initiated, the staff member or volunteer raising the 
matter should exercise discretion and respect the Mae Murray Foundation confidentiality guidelines 
whilst the investigation process is ongoing. 
 
Concerns may include: 
 

x Financial malpractice or impropriety or fraud  
x Failure to comply with a legal obligation or Statutes  
x Dangers to Health & Safety or the environment  
x Criminal activity  
x Improper conduct or unethical behaviour  
x Attempts to conceal any of these 

 

 

 

 



 

 

 

 

Safeguards 
 
1.  Protection 
This policy is designed to offer protection to those employees of the Company who disclose 
such concerns provided the disclosure is made: 

x in good faith  

x in the reasonable belief, of the individual making the disclosure, that it tends to show 
malpractice or impropriety and 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. In an extreme 
case malicious or wild allegations could give rise to legal action on the part of the 
person(s) complained about.  

 
 
 
2.  Confidentiality 
The Mae Murray Foundation will treat all 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. 
 
3.  Anonymous Allegations 
This policy encourages individuals to put their name to any disclosures they make. Concerns 
expressed anonymously are much less credible, but they may be considered at the discretion of the 
Board of Directors. 
 
In exercising this discretion, the factors to be taken into account will include: 

x the seriousness of the issues raised  
x the credibility of the concern  
x the likelihood of confirming the allegation from attributable sources  
 

4.  Untrue Allegations 
If an individual makes an allegation in good faith, which is not confirmed by subsequent investigation, 
no action will be taken against that individual. In making a disclosure the individual should exercise 
due care to ensure the accuracy of the information. If, however, an individual makes malicious or 
vexatious allegations disciplinary action may be taken against that individual, particularly if he or she 
persists with making them.  
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
Procedures for Making a Disclosure 
 

1. Any complaint of malpractice should be brought in the first instance to a Nominated Manager. 
He or she will make a written note of the complaint and pass this information as soon as is 
reasonably possible, to the Chairperson. 

2. Complaints of malpractice will be investigated by the Chairperson unless the complaint is 
against the Chairperson or is in any way related to the actions of the Chairperson. In such 
cases, the complaint should be passed to another Director. 

3. The complainant has the right to bypass the Nominated Manager and take the complaint 
directly to the Chairperson by writing to Mrs Alix Crawford, Chairperson, Mae Murray 
Foundation, 49 Drumnagreagh Road, Ballygally, Larne, BT40 2RP. In the case of emergency 
or where there is an immediate risk of harm, the Chairperson can be contacted directly on 
07900 278 780.  

 
If there is evidence of criminal activity then the investigating officer will inform the Police. The Mae 
Murray Foundation will ensure that any internal investigation does not hinder a formal Police 
investigation. 
 
Timescales 
 
Due to the varied nature of these sorts of complaints, which may involve internal investigators and / or 
the Police, it is not possible to lay down precise timescales. The investigating officer will ensure that 
the investigations are undertaken as quickly as possible without affecting the quality and depth of 
those investigations. 
 
The investigating officer, will as soon as practically possible, send a written acknowledgement of the 
concern and thereafter report back to complainant in writing with the outcome of the investigation and 
on the action that is proposed. If the investigation is a prolonged one, the investigating officer should 
keep the complainant informed, in writing, as to the progress of the investigation and as to when it is 
likely to be concluded. 
 
All responses to the complainant should be in writing and sent to his/her home address. 
 
 
Investigating Procedure  
 
The investigating officer will: 

x obtain full details and clarifications of the complaint  
x immediately inform the Board of Directors 
x inform the member of staff against whom the complaint is made as soon as is practically 

possible 
x advise the member of staff of the right to be accompanied at any future interview or hearing 

held under the provision of these procedures 
x carry out a full investigation with assistance where appropriate, from other individuals/bodies 
x submit a detailed written report to the Board of Directors on the outcome of the investigation   
x bring forward any agreed action  

 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
If the complaint is shown to be justified, then disciplinary or other appropriate Mae Murray Foundation 
procedures will be initiated, including any review the Board of Directors deems necessary. 
 
The complainant will be kept informed of the progress of the investigations and, if appropriate, of the 
final outcome.  
 
If the investigation finds the allegations unsubstantiated and all internal procedures have been 
exhausted, but the complainant is still not satisfied with the outcome of the investigation, the Mae 
Murray Foundation recognises the lawful rights of employees and ex-employees to make disclosures 
to prescribed persons (such as the Charities Commission N.I. or the Health and Safety Executive) or, 
where justified, elsewhere. 
 
 
This policy forms part of, and will be reviewed in line with, Mae Murray Foundation Policies and 
Procedures. 
 
 
Alix Crawford 
Chairperson        Reviewed: March 2017 



 
 

 

 

 

 

 

Registration & General Consent Form (Under 18) 
 

Name of  young person   __________________________________________________   

Likes to be called   _______________________________________________________ 

Date of birth   ___________________________ Age   __________________________ 

Address   ______________________________________________________________ 

________________________________________ Postcode   _____________________ 

Mobile telephone number (if they have one)   ________________________________ 

With whom does the child/young person live?  ______________________________ 

Relationship to the child/young person   ____________________________________ 

 

 

Who has parental responsibility for the child/young person? 

 

Name   ________________________________________________________________ 

Address (if different to above) ______________________________________________ 

______________________________________ Postcode  ________________________ 

Contact number(s)   ______________________________________________________ 

Email address  __________________________________________________________ 

 



 
 

 

 

Emergency contact details (this should be the person who would be able to respond in 
the case of an emergency). 

1st Contact 

Name   _____________________________________________________________ 

 

Contact number(s)   ___________________________________________________ 

___________________________________________________________________ 

 

Address   ___________________________________________________________ 

___________________________ Postcode   ______________________________ 

Relationship to child   _________________________________________________ 

 

 

2nd Contact 

Name   ____________________________________________________________ 

 

Contact number(s)   __________________________________________________ 

__________________________________________________________________ 

 

Address   __________________________________________________________ 

___________________________ Postcode   ______________________________ 

Relationship to child   _________________________________________________ 

 



 
 

 

Medical details 

 

Is tetanus injection up to date?              Yes/No 

Any known medical conditions or disability? Please give full details ______________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Describe your mobility and list any mobility equipment used and frequency                      
eg wheelchair user just for long distances, powered wheelchair used all the time, walk unaided etc  

__________________________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

Food allergies or special requirements   ____________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Details of any medication currently being taken ______________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Can the young person self-administer medication?     Yes/No                                          

Will any medication be needed whilst at event?          Yes/No 

If assistance is needed with medication please contact us on 07900 278780. 

 



 
 

 

Doctor information 

 

Name of family doctor  ________________________________________________                      

Telephone number   __________________________________________________ 

Address   ___________________________________________________________ 

_____________________________    Postcode   ___________________________ 

 

 

More detail 

Feeling Included - specific likes and dislikes, having a particular person identified to provide 
support, the session not being too noisy, participation in groups. Food I like. Food I don’t like. 
Activities I like / don’t like. My interests and dislikes   
_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Choices/Decisions – Is support required to help with choices and decision making?                
eg. choosing own food or drinks, staying safe generally 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Communication - this may include: sign interpretation, makaton, communication boards, 
assistive technologies, symbols, induction loops, braille, simple language etc. Preferred 
communication method, other methods, Communication equipment required, any other 
considerations 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

 



 
 

 

Personal care requirements - these may include support with going to the toilet, dressing, 
eating, drinking, means of transferring, support handling money and any other specific 
directions you wish to give: 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 



 
 

 

Parent/guardian Authorisation 

 

I give permission for ………………………………………… to take part in the normal activities 

of this group. I understand that separate permission will be sought for certain activities, 

including outings lasting longer than the normal meetings times of the group. 

In an emergency and/or I cannot be contacted, I am willing for my child to receive necessary 

hospital or dental treatment including anaesthetic as deemed necessary by medical 

professionals. 

Signature of parent/guardian (or adult with parental responsibility): 

………………………………………………………………… 

Print name:        Date:  

…………………………………………………………………………………………………….. 

 

Data protection 

 

The Mae Murray Foundation values personal privacy and all information collected will be 

stored in line with our Data Protection Policy and Procedures. A copy is available upon 

request. Young people can request to see information we hold about them at any time.  This 

information will always be kept safe and secure.  

Please delete as appropriate: 

x I give my permission for this information, which is essential for Safe-guarding to be stored 

in line with Data Protection procedures. 

 

Signature of parent/guardian (or adult with parental responsibility): 

………………………………………………………………… 

Print name:        Date:  

……………………………………………………………………………………………………… 

Registered Charity No. NIC 100842 



 
 

 

 

Medical/Nursing Assistance or Intervention 

 

If  assistance with administration of medication is needed, or if our staff will be required to assist with any specific 
medical or nursing need - which may require specific training, then please ask your GP to complete the details 
below and submit it to us as soon as possible. We will need to assess this need to ensure we have staff with 
appropriate training before confirming participation in a residential. Thank you. 

Medication    Dosage    Frequency 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Please state any medical/nursing need eg.colostomy etc or any assistance which may need to be given 
to the below named patient which requires specific medical training; eg epileptic seizures etc 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

I   ………………………………………………..    (GP Name  Block Capitals)  confirm that the above information 
hereby given in respect of the below named patient is correct as of  (date)        ……………………………. 

(Name of patient )………………………………….         D.O.B.    ……………………………………… 

GP Signature …………………………………………………………………………………………………….  

 

I ……………………………….. (Parent/Guardian Name) being the legal guardian of the above named person 
hereby agree to immediately inform the Mae Murray Foundation of any changes to this information. 

SIGNED ……………………………………………  Date    ………………………………………… 

Registered Charity No NIC100842
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Registration & General Consent Form  (Adult) 
 

Full Name       __________________________________________________________   

Likes to be called   _______________________________________________________ 

Date of birth   ___________________________ Age   __________________________ 

Address   ______________________________________________________________ 

________________________________________ Postcode   _____________________ 

Mobile telephone number       _________________ _____________________________ 

Other telephone nos.       __________________________________________________ 

Email address   _________________________________________________________ 

 

 

Next of Kin 

 

Name   ________________________________________________________________ 

Address (if different to above) ______________________________________________ 

______________________________________ Postcode  ________________________ 

Contact number(s)   ______________________________________________________ 

Email address  __________________________________________________________ 

 



 
 

 

 

Emergency contact details (this should be the person who would be able to respond in 
the case of an emergency). 

1st Contact 

Name   _____________________________________________________________ 

 

Contact number(s)   ___________________________________________________ 

___________________________________________________________________ 

 

Address   (if different to previous) ________________________________________ 

___________________________ Postcode   ______________________________ 

Relationship to person  _________________________________________________ 

 

 

2nd Contact 

Name   ____________________________________________________________ 

 

Contact number(s)   __________________________________________________ 

__________________________________________________________________ 

 

Address   __________________________________________________________ 

___________________________ Postcode   ______________________________ 

Relationship to person   _________________________________________________ 

 



 
 

 

Medical details 

 

Is tetanus injection up to date?              Yes/No 

Any known medical conditions or disability? Please give full details ______________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Describe mobility and list any mobility equipment used and frequency                               
eg wheelchair user just for long distances, powered wheelchair used all the time, walk unaided etc  

__________________________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Food allergies or special requirements   

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Will any medication be needed whilst at event?          Yes/No 

Can you self-administer medication?     Yes/No                                           

If assistance is needed with medication please contact us on 07900 278780. 

 



 
 

 

Doctor information 

 

Name of family doctor  ________________________________________________                      

Telephone number   __________________________________________________ 

Address   ___________________________________________________________ 

_____________________________    Postcode   ___________________________ 

 

More detail 

Personal care requirements – please give us as much detail as possible regarding any 
support you wish us to provide ie help whilst using a bathroom, dressing, eating, drinking, 
means of transferring, support handling money and any other specific directions you wish to 
give. If you are independent, please also tell us. Please feel free to continue on a separate 
page. 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 



 
 

 

Further Information – please use this space to inform us of anything else you would like us to 
know; likes and dislikes, anything which we can try to do to help you participate at our events 
(eg. provision of a shower chair or a changing bed etc) 

 ________________ _______________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

 

Communication - this may include: sign interpretation, makaton, communication boards, 
assistive technologies, symbols, induction loops, braille, simple language etc. Preferred 
communication method, other methods, Communication equipment required, any other 
considerations: 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 



 
 

 

 

Data protection 

The Mae Murray Foundation values personal privacy and all information collected will be stored 
in line with our Data Protection Policy and Procedures. A copy is available upon request. You 
can request to see information we hold about you at any time.  This information will always be 
kept safe and secure.  

Please delete as appropriate: 

• I give my permission for this information, which is essential for Safe-guarding to be 
stored in line with Data Protection procedures. 

 

Signature of participant)                      ……………………………………………………… 

 

Print name:        Date:  

……………………………………………………………………………………………………… 

 

 

Participant Authorisation 

I (name) ………………………………………… wish to take part in activities of the Mae Murray 
Foundation and undertake to ensure that any equipment which I bring along, for my own 
personal use, will be kept in good working condition. 

In an emergency I consent to receiving essential hospital or dental treatment including 
anaesthetic as deemed necessary by medical professionals. 

 

Signature                  ……….. ………………………………………………………………… 

 

Print name:        Date:  

…………………………………………………………………………………………………….. 

 

Please note: The form is now completed unless you are a vulnerable adult or adult in 
need of any assistance with decision making regarding personal safety. If this applies to 
you then you must ask your legal guardian to also complete the following pages and 
associated consent.  

 



 
 

 

 

** This portion of the form only needs to be completed by a guardian for 
adults who may be at risk of harm or in need of protection ie those who need 
assistance with decision making to stay safe ** 

Choices/Decisions – Tell us about the support required to help with choices and decision 
making and anything else you feel it is important we know and relevant to safe and enjoyable 
participation at Mae Murray Foundation events ? eg.choosing own food, staying safe generally, dislike of 
loud noises, danger awareness. Please continue on a separate page if necessary 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

__________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 



 
 

 

Guardian Authorisation – only if applicable 

 

I give permission for ………………………………………… to take part in the normal activities 

of this group. I understand that separate permission will be sought for certain activities, 

including outings lasting longer than the normal meetings times of the group. 

In an emergency and/or I cannot be contacted, I consent to essential hospital or dental 

treatment including anaesthetic being given, as deemed necessary by medical 

professionals. 

Signature of guardian (with legal responsibility): 

………………………………………………………………… 

Print name:        Date:  

…………………………………………………………………………………………………….. 

 

Data protection 

 

The Mae Murray Foundation values personal privacy and all information collected will be 

stored in line with our Data Protection Policy and Procedures. A copy is available upon 

request. Participants can request to view information we hold about them at any time.  This 

information will always be kept safe and secure.  

Please delete as appropriate: 

x I give my permission for this information, which is essential for Safe-guarding to be stored 

in line with Data Protection procedures. 

 

Signature of guardian (with legal responsibility): 

………………………………………………………………… 

Print name:        Date:  

……………………………………………………………………………………………………… 

 

Registered Charity No. NIC 100842 



 
 

 

Medical/Nursing Assistance or Intervention 

 

If  assistance with administration of medication is needed, or if our staff will be required to assist with any specific 
medical or nursing need - which may require specific training, then please ask your GP to complete the details 
below and submit it to us as soon as possible. We will need to assess this need to ensure we have staff with 
appropriate training before confirming participation. Thank you. 

Medication    Dosage    Frequency 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Please state any medical/nursing need eg.colostomy etc or any assistance which may need to be given 
to the below named patient which requires specific medical training; eg epileptic seizures etc 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

I   ………………………………………………..    (GP Name  Block Capitals)  confirm that the above information 
hereby given in respect of the below named patient is correct as of  (date)        ……………………………. 

(Name of patient )………………………………….         D.O.B.    ……………………………………… 

GP Signature …………………………………………………………………………………………………….  

__________________________________________________________________________________ 

I ……………………………….. (Participant Name) being the above named person hereby agree to 
immediately inform the Mae Murray Foundation of any changes to this information. 

SIGNED ……………………………………………  Date    ………………………………………… 

__________________________________________________________________________________ 

OR / If appropriate 

I ……………………………….. (Guardian Name) being the legal guardian of the above named person 
hereby agree to immediately inform the Mae Murray Foundation of any changes to this information. 

SIGNED ……………………………………………  Date    ………………………………………… 

Registered Charity No NIC100842 
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Photography Policy & Consent 

 
The Mae Murray Foundation recognises the need to ensure the welfare and safety of all our 
beneficiaries.  

 

We are committed to: 

x avoiding using an individual’s name (first name or surname) in photograph captions. 
If the person is named, we will avoid using his or her photograph. If the photograph is 
used, we will avoid naming the individual.  

x obtaining the individual’s permission to use his/her imagery, or gain consent from a 
parent or carer; if either under the age of 18, or is an adult requiring safeguarding. 

x only using images of individuals in suitable dress to reduce the risk of inappropriate 
use. Some activities – swimming, drama, gymnastics and athletics for example – 
present a much greater risk of potential misuse.  

x addressing the use of images of individuals on our website or social media platforms. 
Images will not be accompanied by personal information, eg, this is X who likes to 
collect stamps – could be used by an abuser to learn more about an individual prior 
to grooming them for abuse.  

x agreeing written expectations in conjunction with professional photographers or the 
press who are invited to an event, making our expectations of them clear, in relation 
to safeguarding.  

x not allowing photographers unsupervised access to any individuals.  
x not approving photography sessions outside the event or at an individual’s home.  

 

In accordance with our safeguarding policy we will not permit photographs, video or other 
images of individuals to be taken without consent.  

 

The Mae Murray Foundation will take all steps to ensure these images are used solely for 
the purposes they are intended. If you become aware that these images are being used 
inappropriately you should inform the Mae Murray Foundation immediately.  



 
 

 

 

Please complete one of the following statements: 

 

 

I (Name of person in capitals)………………………………………………………………….consent to  

the Mae Murray Foundation using photographs or videos with my image 

 

.  

Date: _______________________          Sign          ______________________________ 

 

 

 

I   (Name of parent/carer)  ……………………………………………………………………consent to                                                                       

the Mae Murray Foundation using photographs or  videos with the image of  

(Name of person in capitals)……………………………………………………………………………….  

 

 

Date: _______________________          Sign          ______________________________ 
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Code of Behaviour for Participants 

 
The Mae Murray Foundation wants you to enjoy a welcoming environment and have a 
positive experience whilst attending our events. We are committed to keeping everyone safe 
and  believe it is important that all our participants, staff, volunteers and parents/guardians 
should, at all times, show respect for and understanding of, one another’s welfare. If you are 
worried about anything at all, please speak directly to a staff member/volunteer or ask to 
speak directly to the Manager of the event you are attending.  
 
 
Please follow our Code of Behaviour when participating in or attending any Mae Murray 
Foundation event:  
 
  

x Be kind  
 

x Help make newcomers feel welcome 
 

x Do not try to push others into something they do not want to do  
 

x Do not leave an event without letting a member of staff know  
 

x Listen to any instructions, they are likely to be for your own safety 
 

x Take care with all equipment  
 

x Respect the rights, dignity and worth of others regardless of age, gender, ability, 
race, cultural background religious beliefs or sexual identity 

 
x Do not use bad language or racial/sectarian references - including bullying, using 

mobile devices or social media, like chat-rooms or texting 
 

x Use e-safety guidelines provided  
 

x Do not bully anyone or persistently use rough and dangerous play 
 

x Keep to agreed timings for events and let us know if you are running late  
 

x Do not smoke   
 

x Do not drink alcohol or take drugs of any kind  
 

x Be trustworthy and fair  
 



 
 

 

x Report any bullying that you see  
 

x Never use violence or aggression 
 

x Make your environment a welcoming place to be  
 
 
 
 
 
YOU HAVE THE RIGHT TO:  
  

x Be safe and happy in your chosen activity 
 

x Be listened to  
 

x Be respected and treated fairly 
 

x Privacy 
 

x Be referred to professional help if needed  
 

x Be protected from abuse   
 

x Participate   
 

x Be believed  
 

x Ask for help  
 
 
If you are unhappy or are worried about anything at all, please speak a member of staff or 
volunteer. The Mae Murray Foundation will not allow bullying or upsetting behaviour to 
continue.  
 
Please sign this form to confirm you will abide by this Code of Behaviour. If you are under 
18, a parent or guardian must also sign with you. 
 
Signature of Participant  _________________________________________________  
 
Printed name of Participant         ______________________________________________  
 
Signature of Parent/Guardian (if applicable)     __________________________________  
 
Printed name of Parent/Guardian (if applicable)    _______________________________  
 

Date: _______________
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Anti-Bullying Policy 
 
 
The Mae Murray Foundation aims to provide inclusive environments where everyone 
can participate side by side, accepting one another to be of equal and inseparable 
value. Our participants, service users, staff and volunteers have a right to a 
welcoming and supportive experience and we each have a responsibility to 
contribute to this, in whatever way we can. We are completely opposed to bullying 
and will not tolerate it. 
 
 
Our principles: 

x participants have a right to enjoy leisure time free from intimidation or fear 
x the needs of any victim is paramount 
x bullying behaviour will not be tolerated 
x bullied participants will be listened to 
x reported incidents will be taken seriously and thoroughly investigated 

 
 
Definition of bullying 
Bullying is an act of aggression, causing embarrassment, pain or discomfort to 
another person. It can take a number of forms; physical, verbal, gestures, extortion 
and exclusion. It is an abuse of power. It may be planned and organised, or it may 
unintentional. It may be perpetrated by individuals or by groups. 
 
 
Forms of bullying behaviour towards another individual 

x physical violence such as hitting, pushing or spitting  
x interfering with property, by stealing, hiding or damaging it 
x using offensive names  
x teasing or spreading rumours  
x belittling  abilities or achievements 
x writing offensive notes or graffiti  
x excluding from a group activity 
x ridiculing appearance, way of speaking or personal mannerisms 
x misusing technology (internet or mobiles) to hurt or humiliate  

 
 
 
 



 
 

 

 
 
 
Responsibilites  
Our staff will: 

x be alert to signs of distress and other possible indications of bullying, ready to 
listen, support  and report using the Incident Report Form 

x follow up any complaint by a parent about bullying, and report back promptly 
and fully on the action which has been taken 

 
Our participants and service users should: 

x not become involved in any kind of bullying 
x report to a member of staff or volunteer, any witnessed or suspected 

instances of bullying 
 
A target of bullies should: 

x not suffer in silence, but have the courage to speak out. You will be listened 
to, supported and your concerns will be fully investigated.  
 
 

Procedures for dealing with incidents of bullying behaviour 
x listen carefully and record information on an Incident Report Form 
x pass to Safeguarding Officer as soon as possible( if identified as a 

safeguarding issue then safeguarding procedure will take precedent)  
x all concerned in the incident will be contacted 
x investigation 
x feedback to those concerned 
x action sanctions if appropriate 

 
 
 

This Anti-Bullying Policy forms part of, and will be reviewed in line with, our 
Safeguarding policies and procedures. 
 
Alix Crawford        
Chairperson        Reviewed: March 2017
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E-Safety – how to stay safe 
• Do not give out any personal information such as name, address, telephone 

number(s), age, school name or bank card details  
 

• Make sure that when using social networking sites, privacy settings are checked so 
that not just anyone can see your page/photos  
 
 

• Only contact people that you have actually met in the real world  
 

• Never arrange to meet someone that you have only met on the internet  
 
 

• Only use a webcam with people you know  
 

• Think very carefully about any pictures that you post online  
 
 

• Never be mean or nasty to anyone on the internet or when using a mobile phone. If 
you know of someone being mean to another person, tell a trusted adult  
 

• Only open e-mails from people that you know  
 

• Immediately close any webpage that you are uncomfortable with  
 
 

• Tell a trusted adult if you see anything that makes you feel uncomfortable  
 

• If you use Facebook, follow CEOP – click CEOP to report anything which concerns 
you if you don’t wish to talk to a trusted adult 
 

• Avoid using websites that you wouldn’t tell anyone about and use a student friendly 
search engine such as http://www.askforkids.com 
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Volunteer Application Form 

If you require this form in a different format, please ask. 

Name ………………………………………………………………………………………………………………………………………………. 

Address   …………..……………………………………………………………………………………………………………………………… 

Town   ……………………………………………………………….  Postcode  ……………………………………………………………. 

Tel. No. ……………………………………………………………..   Email Address   ………………………………………………….. 

Please note: the specific volunteer role in which you have expressed an interest is listed below, along 
with details of any checks required. If you wish to apply for a different role, please contact us.                                   

For office use only: 

Volunteer Role Title (if applicable) …………Personal Assistant………………………………………………………………. 

Is this post eligible for an Enhanced Disclosure Check?       Yes  

Is this post in ‘regulated activity’ ie. eligible for  a ‘barred check?’ Yes  

 

What motivated you to apply to volunteer with the Mae Murray Foundation? 

…………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………………….. 

……………………………………………………………………………………………………………………………………………………….. 



 
 

 

 

What previous work experience, including voluntary work, do you have? 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

 

Do you have any hobbies/interests relevant to this post? 

………………………………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………………………. 

 

What skills/knowledge/experience do you feel you could bring to this role? 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………….. 

 

Are there any reasonable adjustments which we could make, as part of your recruitment process, to 
enable you to enjoy equality of opportunity when volunteering with us? Please specify. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 



 
 

 

……………………………………………………………………………………………………………………………………………………………. 

Please provide details of two people who have known you for at least 2 of the last 5 years but are 
not related to you and would be happy to provide a reference. 

 

Name ……………………………………………………………. Contact No. ………………………………………………………………. 

Address  ……………………………………………………………………………………………………………………………………………… 

Postcode  …………………………………………………….  Email …………………………………………………………………………. 

 

Name ……………………………………………………………. Contact No. ………………………………………………………………. 

Address  ……………………………………………………………………………………………………………………………………………… 

Postcode  …………………………………………………….. Email …………………………………………………………………………. 
 
 
 
List any preference of geographical areas/sites in which to volunteer: 
 
……………………………………………………………………………………………….……………………………………………. 
 
…………………………………………………………………………………………………………………………………………….. 
 
 
 
Print Full Name ……………………………………………………………………………… 
 
Signature  .……………………………………………. Date ……………………………… 
 
 
Thank you for your interest, please remember to also complete the Declaration & Consent 
attached and we will be in touch soon.  
 
Please return completed form to: 
Volunteer Organiser, Mae Murray Foundation, 49 Drumnagreagh Road, Ballygally, Larne, 
BT40 2RP. 
 
Please note:  
All information received will be dealt with in confidence, consistent with our 
Safeguarding Policy and held and processed in accordance with data protection 
legislation.  

 



 
 

 

 

Declaration and Consent Form 

Please note this application form complies with the AccessNI ‘Code of Practice’, which can be found at: 
https://www.nidirect.gov.uk/publications/accessni-code-practice. Having a criminal record will not 
exclude you from being considered for a role within the Mae Murray Foundation. Please also see our 
‘AccessNI Policy Statement, AccessNI Security Policy, and our Access NI Policy Statement on the 
recruitment of Ex-Offenders, available in the Policies and Procedures Document on our website 
www.maemurrayfoundation.org or available in print form upon request. 

We are committed to safeguarding children and adults at risk of harm and to ensuring equal opportunity for all 
applicants. Information about criminal convictions is requested to assist the selection process and will be taken 
into account only when the conviction is considered materially relevant to the position applied for. This application 
form will state the title of the position and what checks, if any, are appropriate.  If you have any questions 
regarding whether or not the position you are applying for falls into ‘regulated activity’ or is eligible for an 
‘enhanced disclosure check’, then please contact the Safeguarding officer:  

Alix Crawford on 07900 278 780. 

If you have applied for a position that is defined as Regulated Activity under the Safeguarding Vulnerable Groups 
(NI) Order 2007, as amended by the Protection of Freedoms Act 2012, then please note this post is not open to 
anyone who has been barred from work with vulnerable adults by the Disclosure and Barring Service and your 
application will therefore not be progressed. 

OR 

If you have applied for a position that is eligible for an Enhanced Disclosure Check under the Safeguarding 
Vulnerable Groups (NI) Order 2007, as amended by the Protection of Freedoms Act 2012 then please note it falls 
within the position of an ‘excepted’ position under The Rehabilitation of Offenders (Exceptions) Order (NI) 1979. 
This means that you must tell us about all offences and convictions, including those considered ‘spent’. 

If you have received a formal caution or are currently facing prosecution for a criminal offence you should also 
bring this to our attention given the “excepted” nature of the role. If you leave anything out it may affect your 
application. 

This information will be verified through an AccessNI Enhanced Disclosure Check (EDC) if you are considered 
to be the preferred candidate and are being offered the position. The EDC will tell us about your criminal record 
history (and, where the post is regulated activity, if your name has been included on a Barred List). It is to make 
sure that individuals who are considered a risk to vulnerable adults and/or children are not appointed. 

The information received will be treated confidentially and will be assessed alongside normal selection criteria to 
determine suitability for the position. A separate meeting will be held with you if clarification is required to discuss 
any issues around your disclosure before a final decision is reached. After the decision has been made the 
information will be destroyed. 

Please complete the attached form and return it with your application. The form also asks you to give your written 
consent to the AccessNI Check and to agree to further enquiries being made relevant to the declaration, which 
will only be obtained if you are the preferred candidate. If you do not consent we will not accept your application. 

Applicants can also submit a separate statement of disclosure if they wish. This may include details such as the 
particular circumstances around the conviction(s); how circumstances may have changed; and what has been 
learnt from the experience. Applicants can contact the Northern Ireland Association for the Care and 
Rehabilitation of Offenders (NIACRO) for more information. 

 
 
 
 

https://www.nidirect.gov.uk/publications/accessni-code-practice
http://www.maemurrayfoundation.org/


 
 

 

Declaration of Criminal Convictions, Cautions and Bind-Over Orders  
In Confidence 

 

1. Have you been barred from working with vulnerable individuals and therefore had your 
name place on the Barred List?    Yes (  )   No (   ) 

If yes, give details  

……………………………………………………………………………………………………………………………………………………… 

 

2. Do you have any prosecutions pending?   Yes  (   )   No (    ) 

If yes, give details  

 ………………………………………………………………………………………………………………………………………………………. 

 

3. Have you ever been convicted by a court or cautioned over any offence? 

       Yes   (   )   No   (   ) 

If yes, please list below details of all convictions, cautions, or bind-over orders. Give as much 
information as you can, including, if possible, the offence, the approximate date of the court hearing 
and the court which dealt with the matter. 

 ………………………………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………….. 

 

4. Declaration of abuse investigation(s) 

Have you ever been the subject of an adult or child abuse investigation where it was alleged that you 
were the perpetrator of any adult/child abuse?  Yes   (   )   No   (   ) 

If yes, please list full details below including the name of police unit or HSC Trust involved in the 
investigation. If possible please provide the approximate date/s. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 



 
 

 

 
Declaration and Consent  
 
I declare that the information I have given is complete and accurate. I understand that I will be 
asked to complete an AccessNI Disclosure Certificate Application Form if I am considered to be the 
preferred candidate. I consent to the appropriate AccessNI check being made and I agree to 
enquiries relevant to this declaration. 

 
 
Signature: Date: 

 
 

Print name: 

 

Any name or surname previously known by: 

 

Position applied for: 

 

 

 

 

For office use only: 

AccessNI check required Yes/No 

Date AccessNI check initiated/By whom    ………………………………………………………………………………………….  

Reference Received  Yes/No  Date Received   ..…………………………………………………... 

Application referred  to MMF board for approval  Yes/No  Date ………………………………… 

Application successful  Yes/No  Date …………………………………………………………………… 

Induction Training Required Yes/No  Date planned ………………………………………………………… 

Guidelines, Policies & Procedures Pack  Date issued ……………………………………………………………. 
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 Staff Personal Record 

Induction Registration 

Name ……………………………………………………………………………………………….. 

Address ……………………………………………………………………………………… 

……………………………………………………………………………………………………….. 

Contact No      ……………………………………………………………………………………… 

 

Employment Role      …..…………………………………………………………………………….. 

INDUCTION PACK ISSUED/DATE ……………………………………………………………. 

NAMED MENTOR ……………………………………………………………………………….. 

TRIAL PERIOD START DATE …………………………………………………………………. 

TRIAL PERIOD END DATE (6 months later)………………...................................................... 

 

Training       Tick once completed      Date 

Safeguarding children and adults at risk or harm or in need of protection (    ) ……………… 

Lifting and handling                 (   ) ………………. 

Policies, procedures, code of behaviour and awareness training               (   ) ………………. 

 

 

 

 



 
 

 

 

 

 Any concerns or further training needs identified: 

....................................................................................................................................... 

....................................................................................................................................... 

....................................................................................................................................... 

REVIEW DATE (6 months time, then annually): ………………………………………………………….. 

Signed ……………………………………….  Date ………………………………….. 

By or authorised by Volunteer 

 

Signed ……………………………………….  Date ………………………………….. 

Mentor 

__________________________________________________________________________________________ 

Review Date ………………………….. 

Matters arising, if any ………………………………………………………………………….......... 

…………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………. 

Action required   ………….………………………………………………………………………… 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

Next review date ……………………………………………………………………………… 

 

Signed ……………………………………. Date …………………………………………… 

By or authorised by Volunteer 

Signed …………………………………… Date ………………………………………….. 

Mentor 
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Reference Request Form 

In Confidence 

 

Name of applicant: 

Position applied for: 

 

1  In what capacity do you know the applicant, e.g. line manager, supervisor, 
professional colleague? 

 

 

 

2 How long have you known the applicant? 

 

 

 

3 Please comment on the applicants strengths and weaknesses as relevant to the 
post.  

 

 

  

 

 

 



 
 

 

 

4 Do you have any concerns about the applicant’s suitability to work with vulnerable 
people? 

 Yes   No   

 If yes, please give details    

 

Under the Data Protection Act, I am aware that this reference may be made available to the 
applicant, if requested. 

 

Signature ……………………………….  Date     …………………………………… 

Position Held 

 

Organisation/Business………………………………………………………… 

 

Tel No……………………………………………………………………………. 

 

Email Address…………………………………………………………………… 

 

Note: We may contact you to clarify any of the information provided. 

 

 

 

 

 

 

 

Registered Charity NIC100842
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Volunteer Specification 
 

The Mae Murray Foundation strives to be a diverse and inclusive organisation. We want to 
provide equal opportunities for people of all abilities and feel everyone should be treated with 
equal respect. We will endeavour to make materials available in a format accessible to any 
individual or group, upon request. Furthermore, the Mae Murray Foundation regularly 
reviews the make-up of the volunteer team to identify and target any under-represented 
group(s).  
 
We would like to take this opportunity to thank you for considering a volunteer role within the 
Mae Murray Foundation (MMF). Volunteers are managed and supported by the MMF Board 
of Directors and a minimum of one Director will always be present at any event. 
 
This document aims to give you an overview of the expectations and responsibilities upon 
both the volunteer and the Mae Murray Foundation. This of course is a voluntary 
arrangement – it is binding in honour only and you are free to withdraw at any time.  
 
 

What you can expect from Mae Murray Foundation: 
 
-  a friendly and welcoming environment where your assistance is truly valued 
 
- support and a nominated manager/mentor  

 
- training, if relevant to the volunteer role 

 
- to be treated with respect and in line with MMF's policies in general and 

to be protected in line with our ‘Safeguarding Policy’ 
 

-  that we will effectively monitor the work that you do and how you are managed. A 
personal file will be maintained for all you, including contact details, agreements 
made, training undertaken and any complaints or grievances made or received. All 
such information is treated in accordance with the data protection law and you are 
entitled to inspect all such information pertaining to your own involvement. 

 
- to be reimbursed for travel expenses once funding becomes available. 

 
- to be covered, during your role, by public liability and personal accident insurance. 

However, drivers using their cars in connection with their voluntary work must 
inform their own insurance company to ensure adequate cover is in place. 

 



 
 

 

 
 
What we expect from you:  
 

-  to treat other volunteers, our beneficiaries and the general public with equal dignity 
and respect at all times when representing the Mae Murray Foundation 
 

- that you will abide by all of MMF's objectives, policies and procedures as outlined by 
the Board of Directors 
 

- that you will volunteer at the times agreed or inform us if this is not possible 
 

- that you treat all written and verbal information which is discussed, collated or 
disseminated  in respect of MMF in the strictest confidence. No information should be 
disclosed or given to a third party at any time. It is prohibited to take photographs or 
video footage at MMF events except where previously agreed by the Board of 
Directors in line with the MMF photography policy 
 

- that you do not comment, either verbally or in writing on behalf of MMF, unless 
expressly permitted to do so by the MMF Board of Directors.  A minimum of TWO 
Directors must agree EVERY proposal before any action is taken to ensure 
consistency in terms of our branding and delivering our message 
 

- that all intellectual property rights of original work produced by volunteers 
automatically transfers to Mae Murray Foundation 
 

-  that should you have any difficulties or concerns regarding anything or anyone within 
the MMF they can be brought to your mentor in the first instance to find a resolution. 
However, we recognise our duty to protect the wellbeing and interests of all our 
stakeholders and therefore operate a formal complaints procedure in the case of 
more serious complaints. To initiate, please contact any Director or request a copy 
our Complaints, compliments and feedback policy. Where a criminal offence is 
suspected, the matter will be handed over to the Police. 

 
 
Please note: If you are interested in a position which is deemed ‘regulated activity’ or 
requires an ‘Enhance Disclosure Check’ then it is  essential to give consent for the 
necessary checks to be carried out with AccessNI in order to progress your application to 
volunteer. Application forms will stipulate any checks required. 
 
 

This document may be reviewed at any time with your consent and altered accordingly by 
the Mae Murray Foundation Board of Directors. 

We value your interest in the Mae Murray Foundation. Please complete a Volunteer 
Application Form if you would like to join us. Thank you most sincerely for your support. 
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Volunteer Application Form 

If you require this form in a different format, please ask. 

Name ………………………………………………………………………………………………………………………………………………. 

Address   …………..……………………………………………………………………………………………………………………………… 

Town   ……………………………………………………………….  Postcode  ……………………………………………………………. 

Tel. No. ……………………………………………………………..   Email Address   ………………………………………………….. 

Please note: the specific volunteer role in which you have expressed an interest is listed below, along 
with details of any checks required. If you wish to apply for a different role, please contact us.                                   

For office use only: 

Volunteer Role Title (if applicable) …………Personal Assistant………………………………………………………………. 

Is this post eligible for an Enhanced Disclosure Check?       Yes  

Is this post in ‘regulated activity’ ie. eligible for  a ‘barred check?’ Yes  

 

What motivated you to apply to volunteer with the Mae Murray Foundation? 

…………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………………….. 

……………………………………………………………………………………………………………………………………………………….. 



 
 

 

 

What previous work experience, including voluntary work, do you have? 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

 

Do you have any hobbies/interests relevant to this post? 

………………………………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………………………………….. 

………………………………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………………………. 

 

What skills/knowledge/experience do you feel you could bring to this role? 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………….. 

 

Are there any reasonable adjustments which we could make, as part of your recruitment process, to 
enable you to enjoy equality of opportunity when volunteering with us? Please specify. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 



 
 

 

……………………………………………………………………………………………………………………………………………………………. 

Please provide details of two people who have known you for at least 2 of the last 5 years but are 
not related to you and would be happy to provide a reference. 

 

Name ……………………………………………………………. Contact No. ………………………………………………………………. 

Address  ……………………………………………………………………………………………………………………………………………… 

Postcode  …………………………………………………….  Email …………………………………………………………………………. 

 

Name ……………………………………………………………. Contact No. ………………………………………………………………. 

Address  ……………………………………………………………………………………………………………………………………………… 

Postcode  …………………………………………………….. Email …………………………………………………………………………. 
 
 
 
List any preference of geographical areas/sites in which to volunteer: 
 
……………………………………………………………………………………………….……………………………………………. 
 
…………………………………………………………………………………………………………………………………………….. 
 
 
 
Print Full Name ……………………………………………………………………………… 
 
Signature  .……………………………………………. Date ……………………………… 
 
 
Thank you for your interest, please remember to also complete the Declaration & Consent 
attached and we will be in touch soon.  
 
Please return completed form to: 
Volunteer Organiser, Mae Murray Foundation, 49 Drumnagreagh Road, Ballygally, Larne, 
BT40 2RP. 
 
Please note:  
All information received will be dealt with in confidence, consistent with our 
Safeguarding Policy and held and processed in accordance with data protection 
legislation.  

 



 
 

 

 

Declaration and Consent Form 

Please note this application form complies with the AccessNI ‘Code of Practice’, which can be found at: 
https://www.nidirect.gov.uk/publications/accessni-code-practice. Having a criminal record will not 
exclude you from being considered for a role within the Mae Murray Foundation. Please also see our 
‘AccessNI Policy Statement, AccessNI Security Policy, and our Access NI Policy Statement on the 
recruitment of Ex-Offenders, available in the Policies and Procedures Document on our website 
www.maemurrayfoundation.org or available in print form upon request. 

We are committed to safeguarding children and adults at risk of harm and to ensuring equal opportunity for all 
applicants. Information about criminal convictions is requested to assist the selection process and will be taken 
into account only when the conviction is considered materially relevant to the position applied for. This application 
form will state the title of the position and what checks, if any, are appropriate.  If you have any questions 
regarding whether or not the position you are applying for falls into ‘regulated activity’ or is eligible for an 
‘enhanced disclosure check’, then please contact the Safeguarding officer:  

Alix Crawford on 07900 278 780. 

If you have applied for a position that is defined as Regulated Activity under the Safeguarding Vulnerable Groups 
(NI) Order 2007, as amended by the Protection of Freedoms Act 2012, then please note this post is not open to 
anyone who has been barred from work with vulnerable adults by the Disclosure and Barring Service and your 
application will therefore not be progressed. 

OR 

If you have applied for a position that is eligible for an Enhanced Disclosure Check under the Safeguarding 
Vulnerable Groups (NI) Order 2007, as amended by the Protection of Freedoms Act 2012 then please note it falls 
within the position of an ‘excepted’ position under The Rehabilitation of Offenders (Exceptions) Order (NI) 1979. 
This means that you must tell us about all offences and convictions, including those considered ‘spent’. 

If you have received a formal caution or are currently facing prosecution for a criminal offence you should also 
bring this to our attention given the “excepted” nature of the role. If you leave anything out it may affect your 
application. 

This information will be verified through an AccessNI Enhanced Disclosure Check (EDC) if you are considered 
to be the preferred candidate and are being offered the position. The EDC will tell us about your criminal record 
history (and, where the post is regulated activity, if your name has been included on a Barred List). It is to make 
sure that individuals who are considered a risk to vulnerable adults and/or children are not appointed. 

The information received will be treated confidentially and will be assessed alongside normal selection criteria to 
determine suitability for the position. A separate meeting will be held with you if clarification is required to discuss 
any issues around your disclosure before a final decision is reached. After the decision has been made the 
information will be destroyed. 

Please complete the attached form and return it with your application. The form also asks you to give your written 
consent to the AccessNI Check and to agree to further enquiries being made relevant to the declaration, which 
will only be obtained if you are the preferred candidate. If you do not consent we will not accept your application. 

Applicants can also submit a separate statement of disclosure if they wish. This may include details such as the 
particular circumstances around the conviction(s); how circumstances may have changed; and what has been 
learnt from the experience. Applicants can contact the Northern Ireland Association for the Care and 
Rehabilitation of Offenders (NIACRO) for more information. 

 
 
 
 

https://www.nidirect.gov.uk/publications/accessni-code-practice
http://www.maemurrayfoundation.org/


 
 

 

Declaration of Criminal Convictions, Cautions and Bind-Over Orders  
In Confidence 

 

5. Have you been barred from working with vulnerable individuals and therefore had your 
name place on the Barred List?    Yes (  )   No (   ) 

If yes, give details  

……………………………………………………………………………………………………………………………………………………… 

 

6. Do you have any prosecutions pending?   Yes  (   )   No (    ) 

If yes, give details  

 ………………………………………………………………………………………………………………………………………………………. 

 

7. Have you ever been convicted by a court or cautioned over any offence? 

       Yes   (   )   No   (   ) 

If yes, please list below details of all convictions, cautions, or bind-over orders. Give as much 
information as you can, including, if possible, the offence, the approximate date of the court hearing 
and the court which dealt with the matter. 

 ………………………………………………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………….. 

 

8. Declaration of abuse investigation(s) 

Have you ever been the subject of an adult or child abuse investigation where it was alleged that you 
were the perpetrator of any adult/child abuse?  Yes   (   )   No   (   ) 

If yes, please list full details below including the name of police unit or HSC Trust involved in the 
investigation. If possible please provide the approximate date/s. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………………. 



 
 

 

 
Declaration and Consent  
 
I declare that the information I have given is complete and accurate. I understand that I will be 
asked to complete an AccessNI Disclosure Certificate Application Form if I am considered to be the 
preferred candidate. I consent to the appropriate AccessNI check being made and I agree to 
enquiries relevant to this declaration. 

 
 
Signature: Date: 

 
 

Print name: 

 

Any name or surname previously known by: 

 

Position applied for: 

 

 

 

 

For office use only: 

AccessNI check required Yes/No 

Date AccessNI check initiated/By whom    ………………………………………………………………………………………….  

Reference Received  Yes/No  Date Received   ..…………………………………………………... 

Application referred  to MMF board for approval  Yes/No  Date ………………………………… 

Application successful  Yes/No  Date …………………………………………………………………… 

Induction Training Required Yes/No  Date planned ………………………………………………………… 

Guidelines, Policies & Procedures Pack  Date issued ……………………………………………………………. 

 

Registered Charity No NIC100842
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Volunteer Personal Record 

 

Induction Registration 

Name ……………………………………………………………………………………………….. 

Address ……………………………………………………………………………………… 

……………………………………………………………………………………………………….. 

Contact No      ……………………………………………………………………………………… 

 

Volunteer Role      …..…………………………………………………………………………….. 

INDUCTION PACK ISSUED/DATE ……………………………………………………………. 

NAMED MENTOR ……………………………………………………………………………….. 

TRIAL PERIOD START DATE …………………………………………………………………. 

TRIAL PERIOD END DATE (6 months later)………………...................................................... 

 

Training       Tick once completed      Date 

Safeguarding children and adults at risk or harm or in need of protection (    ) ……………… 

Lifting and handling                 (   ) ………………. 

Policies, procedures, code of behaviour and awareness training               (   ) ……………….  

First Aid training                                                                                          (   ) ……………….  

                                                                                                                    (   ) ……………….  

                                                                                                                    (   ) ……………….  

                                                                                                                    (   ) ………………. 

                                                                                                                    (   ) ……………….  



 
 

 

 Any concerns or further training needs identified: 

....................................................................................................................................... 

....................................................................................................................................... 

....................................................................................................................................... 

....................................................................................................................................... 

REVIEW DATE (6 months time, then annually): ………………………………………………………….. 

Signed ……………………………………….  Date ………………………………….. 

By or authorised by Volunteer 

Signed ……………………………………….  Date ………………………………….. 

Mentor 

 

__________________________________________________________________________________________ 

 

Review Date ………………………….. 

Matters arising, if any ………………………………………………………………………….......... 

…………………………………………………………………………………………………………. 

…………………………………………………………………………………………………………. 

Action required   ………….………………………………………………………………………… 

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

 

Next review date ……………………………………………………………………………… 

 

Signed ……………………………………. Date …………………………………………… 

By or authorised by Volunteer 

Signed …………………………………… Date ………………………………………….. 

Mentor 

 

Registered Charity No. NIC100842
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Risk Assessment Procedure 
The Mae Murray Foundation is committed to using the 5 step process of risk 
assessment, as detailed below, as part of our overall safeguarding procedures. 
Every event will be risk assessed and reviewed on an ongoing basis. We will 
carefully exam what could potentially cause harm to people, identifying the hazards 
present and then evaluating the extent of the risk they pose. 

By carrying out a risk assessment, it should be easier to assess whether or not 
enough precautions have been taken to reduce the potential risk and assess 
whether or not more controls are needed to prevent harm. 

Step One: identify hazards  
A HAZARD is anything that can cause harm, a RISK is the chance, high or low, that 
somebody will be harmed by the hazard. 

Draw up a preliminary checklist of all significant hazards (ignore the trivial): 

x Walk around the workplace, venue, grounds, etc. and look at what could 
reasonably be expected to cause harm 

x Ask employees, volunteers or users for their help in identifying hazards, bearing 
in mind that some hazards may seem familiar and some individuals may not be 
aware that they can cause harm 

x Look in the accident book as a guide to risks that individuals have already been 
exposed to. 

An example of a preliminary checklist for an office: 

Hazards and issues to consider 

x Display screen equipment - Level of use, comfort of staff, training. 
x Electrical equipment - Visual checks, routine maintenance. 
x Fire - Means of escape, fire alarm and firefighting, housekeeping, storage, 

smoking. 
x Slips, trips, falls - Maintenance, housekeeping, training. 
x Others - Toilets, temperature, welfare. 

Once you have identified the hazards, then you need to look at associated issues 
that need further consideration and think about the people who might be harmed. 



 
 

 

Step Two: identify people who might be harmed and how 

It is not necessary to identify individuals by name, think about groups of people. Bear 
in mind that the following groups are especially at risk: 

x Young 
x New employees/volunteers 
x Pregnant 
x Inexperienced volunteers/employees 
x Disabled 
x Lone workers 
x Contractors 
x Maintenance workers 
x Visitors 
x The public. 

Step Three: analyze risk 
Now that you have identified all the significant hazards, consider how likely it is that 
each hazard could cause harm and determine the likelihood and severity of the risk. 

Likelihood 

x High – ‘certain or near certain’ 
x Low – ‘seldom’ 

Severity 

x Major – ‘death, major injury, etc.’ 
x Minor – ‘all other injuries, illness’ 

Likelihood: rating system 

Some people tend to put too much emphasis on the likelihood of a risk; they should 
also consider the severity of the risk. 

x Rating 1 = Low 
x Rating 2 = Moderate 
x Rating 3 = High 

Severity 

The biggest risk is NOT the hazard that may happen most frequently. 

x Rating 1 = Minor 
x Rating 2 = Serious 
x Rating 3 = Major 

 
 
 



 
 

 

Calculating risk 

Multiply likelihood and severity. For example, the likelihood of office staff getting a 
paper cut is moderate but the severity of it would be minor, therefore in order to find 
the risk rating multiply 2 by 1 which gives you 2. 

If it is a high risk, then it is a high priority. 

Risk rating and priority 

In the example of the paper cut the risk rating is 2 which is a low priority action as 
can be seen from the figures below. 

x 1 = No action, low priority 
x 2 = Low priority action 
x 3 and 4 = Medium priority action 
x 6 = High priority 
x 9 = Urgent action 

The only value of attributing a number is to help to assess the greatest risk. 

Evaluate risk 

When evaluating the risk, consider existing precautions in place: 

x Do they meet the standards set by legal requirements? 
x Do they comply with industry/ organisation standards? 
x Do they reduce risk so far as is reasonably possible? 
x Do controls work in practice, are the procedures being followed? 
x Do they represent good practice? 
x Do you provide sufficient information and/or training? 

If the risk is not adequately controlled, then draw up an action list of further controls 
or precautions needed. 

Risk control hierarchy 

You should use the following hierarchy to eliminate/minimise risk e.g. if it is not 
possible to eliminate the hazard at once, you should reduce the hazard and so on 
down the hierarchy 

x Eliminate hazard at source 
x Reduce hazard at source 
x Remove person from hazard 
x Contain hazard by enclosure 
x Reduce employee exposure 
x Change systems of work 
x Personal protective equipment (PPE) - if you can’t reduce the risk, protect 

against it. 

Inform other individuals and/or organisations about any risks your work could cause 
them and precautions being taken. 



 
 

 

Step Four: records 
Keep a written record of all risk assessments and tell employees and volunteers 
about the findings.  

Risk assessments should show that: 

x A proper check was made 
x You asked who might be affected 
x You dealt with all the obvious significant hazards, taking into account the 

number of people who could be involved 
x The precautions are reasonable and the remaining risk is low. 

Step Five: review 
When reviewing the process, you need to consider: 

x Does it work? 
x Has it been effective? 
x Is it up to date? 
x Circumstances could change... 

There could be a situation where one risk may conflict with another risk e.g. a health 
and safety precaution may override an equality consideration. 

Need to decide/consider: 

x Who will take action and when 
x How to inform employees, volunteers, etc. 
x Effectiveness of control measures 
x Review for new hazards. 
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Risk Assessment 
Destination of outing: (insert name, address and phone number)  

Date and time:  

Transport arrangements:  

Purpose of outing:  

Names of volunteers attending and their contact details: 

Names and ages of children/young people attending:  

Names and contact details of parents/carers attending with their children:  

 

 



 
 

 

Information about the destination/venue 

Does it have its own risk assessment? If so, is a copy available?  

Do they have public liability insurance? If so, is a copy available to see?  

Do the staff members at the venue have CRB checks, if appropriate?  

Do our staff members/volunteers have CRB checks?  

 

Fire drill arrangements 

Our volunteers will be aware of fire drill procedures, exit points and assembly points of the venue, and will follow 
instruction of the venue staff. 

 

Toilets 

Find out where they are. Are there disabled toilets?  

What arrangements, if any, will need to be made to take children to the toilet? 1 volunteer will stay with existing 
group, in the public domain, the other 2 volunteers will assist to the toilet.  Each young persons needs will be 
determined with their parent/guardian in line with our Lifting and handling policies. 

 

 



 
 

 

Information about transport arrangements 

If a transport company or staff members/helpers’ cars are being used, complete the following details. 

Mode of transport: 

If a coach or taxi firm, insert the name of the company name, the driver’s name and the company address and phone 
number. 

If private cars are being used, insert the name and details of the drivers. 

For both private cars and for coach/taxi firms, confirm that: 

x the vehicle has a valid MOT certificate 

x the vehicle has adequate insurance to cover the trip 

x seat belts and children’s car seats (if needed) are available 

x the right number of seats are available x the driver has been CRB checked, if necessary. 

 

 

 

 

 



 
 

 

Additional risks associated with the journey or the destination itself 

 

What is the hazard? 
(Consider hazards 
posed by the 
physical 
environment, the 
planned activities, 
the equipment and 
possible accidents.) 
 
 

Who might be 
harmed or 
affected? 

What action is 
needed to remove or 
manage the risk? 

Who is 
responsible for 
taking action and 
by when? 

Likelihood/ 
Severity 
Score 

Tick, sign and 
date when 
action has been 
taken 

Young people 
getting lost between 
drop off and the 
venue 

Young persons’ 
attending the 
event 

Details of drop off 
time and place, will 
be confirmed on 
each young persons’ 
registration/ welcome 
pack 

The nominated 
manager on the 
night of the event, 
will be at the 
agreed place of 
drop off 5 mins 
before the young 
people are due to 
arrive. 

  

Young Person 
getting hurt 

Young persons’ 
attending the 
event 

All volunteers have 
been trained on the 
MMF safeguarding 
policies and 
procedures, and 
shall escalate to 

All volunteers 
attending the 
event 

  



 
 

 

nominated First aider 
on duty at the event, 
who if the situation 
requires, will 
escalate to the 
emergency services.  
Then  record in the 
company accident 
reporting log, and 
report to the 
governance manager 
and parent/guardian 
as soon as possible 

Any young persons 
with restricted 
mobility, exiting the 
building  in the 
event of an 
emergency 

Young persons’ 
attending the 
event not in 
power 
wheelchairs 

Volunteers attending 
the event will assist 
any young person in 
a self – propelling 
chair or with walking 
with an aid, to exit 
the building 

All volunteers 
attending the 
event. 

  

Young person 
misconstrues the 
help offered/given 
by a volunteer 

All volunteers 
attending the 
event  

At no time will any 1 
volunteer be 1 on 1 
with any of the young 
person attending, 
unless in the public 
domain.  Only help 
will be offered in line 
with the volunteers 

All volunteers 
attending the 
event 

  



 
 

 

Code of Behaviour 
Parents/guardian 
are late returning to 
collect the young 
person  

Young persons’ 
attending the 
event 

The time and place 
of collection will be 
clearly stipulated on 
the 
registration/welcome 
pack.  Should any 
parent be late at 
least 2 volunteers 
will remain with the 
young person, in line 
with the company’s 
safeguarding policy. 

All volunteers 
attending the 
event. 

  

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

Risk assessment for trips and outings 

Action required Tick if complete 

Check organisation’s public liability insurance is in place. 
Check everyone is aware who is responsible for leading the trip. 
Check all adults and older children are aware who the first aider is. 
Accident book/forms have been taken and stored safely in order to record accidents as soon as possible. 
All are aware of procedures to follow in emergencies, eg a child getting lost. 
List of attendees and their contact details is readily available and is stored confidentially. 
First aid kit has been taken and is adequately stocked. 
All necessary medication has been taken and is named and stored appropriately. 
All are aware of any special precautions needed. 
Mobile phone has been taken and is charged/has credit. 
Contact wristbands with leader’s phone number have been issued to children attending. 
Adult to child ration is in accordance with requirements. 
Volunteer helpers confirmed. 
CRB checked staff members confirmed. 
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                               Access N.I. Policy Statement 

 
General Principles  
As an organisation using Access NI to help assess the suitability of applicants for 
positions of trust, the Mae Murray Foundation, complies fully with Access NI’s Code of 
Practice regarding the correct handling, use, storage retention and disposal of 
Disclosure Applications and Disclosure information. We also comply fully with obligations 
under the Data Protection Act 1998 and other relevant legislative requirements in regard 
to the safe handling, storage, retention and disposal of Disclosure Information.  
 
Storage and Access  
Disclosure information is be kept securely, in lockable, non-portable, storage containers 
with access strictly controlled and limited to those who are entitled to see it as part of 
their duties. Disclosure certificates will not be retained – see ‘Retention’ below. 
 
Handling  
In accordance with section 124 of the Police Act 1997, Disclosure 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 Disclosures or Disclosure information has been 
revealed. We recognise it is a criminal offence to pass this information to anyone who is 
not entitled to receive it.  
 
Usage  
Disclosure 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 appointment, regulatory or licensing) decision has 
been taken, we do not keep Disclosure information for any longer than is necessary. We 
comply with the AccessNI Code of Practice requirement to ensure that all Disclosure 
certificates will be destroyed once a decision, recruitment or otherwise has been made 
and will be retained no longer than six months from the date of issue. 

 
 
 



 
 

 

Disposal  
Once the retention period has elapsed, we will ensure that any Disclosure information is 
immediately destroyed by secure means ie by shredding, pulping or burning. While 
awaiting destruction, Disclosure information will not be kept in any unsecured receptacle 
(eg waste-bin or confidential sack). We will not keep any photocopy or other image of 
the Disclosure or any copy or representation of the contents of a Disclosure or any other 
relevant non-conviction information supplied by police. However, despite the above, we 
may keep a record of the date of issue of a Disclosure, the name of the subject, the type 
of Disclosure requested, the position for which the Disclosure was requested, the 
AccessNI unique reference number of the Disclosure Certificate and the details of the 
recruitment decision. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Appendix 9.1 
  
 

 
 
 
                     Access N.I. Security Policy 
 
 In seeking to ensure compliance with the Access NI Code of Practice, the Mae Murray 
Foundation implements the following steps when handling and storing Disclosure 
information.  
The Mae Murray Foundation will ensure that:  

x Disclosure information is not passed to persons who are not authorised to 
receive it under section 124 of Part V of the Police Act;  

x Disclosure information is available only to those in the organisation who need 
to have access in the course of their duties; 

x it will not retain Disclosure certificates for longer than is required for the 
particular purpose. This will be no longer than six months after the date on 
which recruitment or other relevant decisions have been taken; or after the 
date on which any dispute about the accuracy of the Disclosure information 
has been resolved. This period will only be exceeded in very exceptional 
circumstances which justify retention for a longer period;  

x all sensitive and personal Disclosure information is stored when not in use in 
a locked and non-portable container in a secure environment;  

x it co-operates with Access NI to undertake assurance checks as to the 
proper use and safekeeping of Disclosure information; and  

x it reports to Access NI any suspected malpractice in relation to this policy or 
any suspected offence concerning the handling or storage of Disclosure 
information. 

 
 
 

                                                                                                       Reviewed: March 2017



 
 

 

 
 
 
 
Appendix 9.2 
 
 
 
 
 
 
 
 
 

ACCESSNI POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS 
 
1, The Mae Murray Foundation complies fully with the Code of Practice, issued by the Department of 
Justice, in connection with the use of information provided to registered persons, their nominees and 
other recipients of information by Access NI under Part V of the Police Act 1997, for the purposes of 
assessing Applicant’s suitability for employment purposes, voluntary positions, licensing and other 
relevant purposes. We undertake to treat all applicants for positions fairly and not to discriminate 
unfairly or unlawfully against the subject of a Disclosure on the basis of conviction or other 
information revealed. 
 
2. This policy is made available to all Disclosure applicants at the outset of the recruitment process. 
 
3. The Mae Murray Foundation are committed to equality of opportunity, (see Equal Opportunities 
Policy TCF/HR/006), to following practices, and to providing a service which is free from unfair and 
unlawful discrimination*. We ensure that no applicant or member of staff is subject to less favourable 
treatment on the grounds of gender, marital status, race colour, nationality, ethnic or national origins, 
age, sexual orientation, responsibilities for dependants, physical or mental disability political opinion 
or offending background, or is disadvantaged by any condition which cannot be shown to be relevant 
to performance. 
 
4. The Mae Murray Foundation actively promotes equality of opportunity for all with the right mix of 
talent, skills and potential, and welcomes applications from a wide range of candidates, including 
those with criminal records. The selection of candidates for interview will be based on those who 
meet the required standard of skills, qualifications and experience as outlined in the essential and 
desirable criteria. 
 
5. We will request an Access NI Disclosure only where this is considered proportionate and relevant 
to the particular position. This will be based on a thorough risk assessment of that position and 
having considered the relevant legislation which determines whether or not a Standard or Enhanced 
Disclosure is available to the position in question. Where an Access NI Disclosure is deemed 
necessary for a post or position, all applicants will be made aware at the initial recruitment stage that 
the position will be subject to a Disclosure and that The Mae Murray Foundation will request the 
individual being offered the position to undergo an appropriate Access NI Disclosure check. 
 
6. In line with the Rehabilitation of Offenders (Northern Ireland) Order 1978, The Mae Murray 
Foundation will only ask about convictions which are defined as "unspent" within the terms of that 
Order, unless the nature of the position is such that we are entitled to ask questions about an 
individual's entire criminal record. 
 
 
 



 
 

 

 
 
 
 
 
 
7. We undertake to ensure an open and measured and recorded discussion on the subject of any 
offences or other matters that might be considered relevant for the position concerned eg the 
individual is applying for a driving job but has a criminal history of driving offences. Failure to reveal 
information that is directly relevant to the position sought could lead to withdrawal of the conditional 
offer of employment. 
 
8. The Mae Murray Foundation may consider discussing any matter revealed in a Disclosure 
Certificate. We are only able to discuss what is contained on a Disclosure Certificate and not what 
may have been sent under separate cover by the Police with the subject of that Disclosure before 
considering withdrawing a conditional offer of employment. 
 
9. We ensure that all those in The Mae Murray Foundation who are involved in the recruitment 
process have been suitably trained to identify and assess the relevance and circumstances of 
Disclosure information. We also ensure that they have received appropriate guidance and training in 
the relevant legislation relating to employment of ex-offenders (e.g. the Rehabilitation of Offenders 
(Northern Ireland) Order 1978). 
 
10. We undertake to make every subject of an Access NI Disclosure aware of the existence of the 
Code of Practice, and to make a copy available on request. 
HAVING A CRIMINAL RECORD WILL NOT NECESSARILY DEBAR YOU FROM WORKING WITH 
THE MAE MURRAY FOUNDATION. THIS WILL DEPEND ON THE NATURE OF THE POSITION, 
TOGETHER WITH THE CIRCUMSTANCES AND BACKGROUND OF YOUR OFFENCES OR 
OTHER INFORMATION CONTAINED ON A DISCLOSURE CERTIFICATE OR PROVIDED 
DIRECTLY TO US BY THE POLICE. 
 
*We are only able to discuss what is contained on a Disclosure Certificate and not what may have 
been sent under separate cover by the Police. 
 

 

 



 
 

 



 
 

 

 

 

Appendix 10.0 

 

 

 

Financial Reserve Policy 

The Mae Murray Foundation enables people to ‘take part’ in activities, experience the world 
and enjoy opportunities for friendship. We tailor specific projects to a variety of age groups 
and provide equipment which improves participation.  

The Mae Murray Foundation Reserves Policy is to maintain sufficient level of reserves to 
enable normal operating activities to continue over a period of up to 4 months should a 
shortfall in income occur and to take account of potential risks and contingencies that may 
arise from time to time. 

Excluded from the Reserves Policy is income associated with: 

• Donor Restricted Funds (Earmarked Income) 

Therefore, in order to demonstrate transparency, accountability and sound financial 
management the Mae Murray Foundation Reserves Policy clearly justifies the amount of 
reserves kept back each year. 

Given our newly formed status, the lack of overheads in terms of salary and premises the 
Mae Murray Foundation Board has deemed it appropriate to have a Reserves Level of 
£1500 but should not drop below £1000. In order to make a judgment on the amount of 
reserve the Board have considered the risks in respect of expenditure, unrestricted income 
and where appropriate restricted income and where funds can only be realised by the 
disposal of a fixed asset. Also taken into consideration are any external identified potential 
major risks to income and expenditure during the year under consideration. All main projects 
are funded through ‘Restricted Income’ so this will amount will be sufficient. 

This policy will be reviewed annually by the Treasurer, drafting documents and supporting 
materials that enables an informed decision, to be made by the Board, about levels of 
Reserves. 

 

Registered Charity No: NIC100842



 
 

 

Appendix 11.0  

 

 

 

 

Declaration 

We will seek to keep all children, young people, adults, volunteers and staff ‘at risk of 
harm’ safe by:  

 

x valuing them, listening to and respecting them  
x adopting child protection practices through procedures and a code of conduct for 

staff and volunteers  
x developing and implementing an effective e-safety policy and related procedures  
x providing effective management for staff and volunteers through supervision, 

support and training  
x recruiting staff and volunteers safely, ensuring all necessary checks are made  
x sharing information about child protection and good practice with children, 

parents, staff and volunteers 
x sharing concerns with agencies who need to know, and involving parents and 

children appropriately.  
x being fair and equal at all times 
x assessing and managing risk 
x ensuring all information is held in line with our data protection policy 
x responding to all complaints in line with our complaints policy 

These policies and procedures are directed and implemented by the Chairperson of the Mae 
Murray Foundation in conjunction with the Board of Directors. 

 

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

 

This policy was last reviewed on:  

…5/3/17…………………………………………………………(date)  

Signed: ………………………………………………………………. 

Print ………………………………………………………………….. 


