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Rebuilding Families – Journey to Justice 
Health and Safety Procedure

Purpose:
This document provides practical procedures to help volunteers implement the Health and Safety Policy of Rebuilding Families when working with vulnerable families, either remotely or in person.

1. Preparing for Work
· Ensure your home workspace is comfortable, well-lit, and free from trip hazards.
· Maintain privacy and avoid distractions during remote work or calls with clients.
· Use a password-protected device for accessing client information.
· Keep emergency contact information available and up to date.

2. Scheduling 1-2-1 Meetings
· Only schedule face-to-face meetings if necessary and appropriate for the situation.
· Agree on a meeting time and select a public, neutral, or pre-approved space (e.g., a library meeting room, café, or community center).
· Avoid home visits unless pre-approved and risk assessed.
· Allow enough time between meetings to avoid rushing or overlap.

3. Lone Working Procedure
· Notify a colleague or safeguarding contact of:
· The client’s name
· Meeting location
· Start and end time
· Arrange a check-in call or text before and after the session.
· Use a buddy system when possible, especially for first-time meetings.

4. During a Face-to-Face Meeting
· Arrive early to assess the environment.
· Maintain professional boundaries and avoid sharing personal addresses or phone numbers unless authorised.
· Keep a mobile phone accessible and charged.
· Be aware of exits and surroundings for safety.

5. Responding to Concerns or Emergencies
· In case of an emergency, dial 999 immediately.
· For non-emergency safeguarding concerns, contact the designated safeguarding lead.
· If you feel unsafe during a session, end the meeting politely and leave the location.
· Record any incidents or concerns in a secure log within 24 hours and notify appropriate contacts.

6. Supporting Vulnerable Clients
· Communicate with empathy and patience.
· Be mindful of mental health, disability, language, or cultural factors that could affect understanding or comfort.
· Offer the client choice in where and when to meet, within safety guidelines.
· Never provide medical, legal, or financial advice beyond your training or authority.

7. Reporting Incidents
· Complete an incident report form after any incident, accident, or near-miss.
· Submit the form to the safeguarding lead or group coordinator within 24 hours.
· All reports are confidential and used to improve safety procedures.

8. Data Protection and Confidentiality
· Store records in encrypted or password-protected formats.
· Do not leave printed materials unattended or share information over unsecured platforms.
· Dispose of paper records securely (e.g., via shredding).

Review Schedule:
Procedures will be reviewed annually or sooner if safety incidents suggest revisions are needed.

Contact for Emergencies or Concerns:
sharon.rebuilding@familysupportgroup.info
carrie.rebuilding@familysupportgroup.info
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