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practices.
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Safeguarding Policy

Introduction:

At Ray of Light Teen Mentoring Services, we are committed to ensuring the safety and
well-being of all young people involved in our coaching and mentoring services. This
safeguarding policy outlines our approach to protecting young people during 1:1
coaching and mentoring sessions. We take our duty of care seriously and follow best
practices in safeguarding, as required by UK law.

1. Policy Aims:

- To protect young people from harm, abuse, or neglect.

- To provide clear guidelines for staff on safeguarding responsibilities.

- To ensure proper procedures are in place for identifying, reporting, and managing
safeguarding concerns.

2. Definitions:

- Safeguarding: Protecting the health, well-being, and human rights of individuals,
particularly children and vulnerable adults, to live free from abuse, harm, and neglect.
- Child/Young Person: For the purposes of this policy, a "child" or "young person" is
anyone under the age of 18.

3. Safeguarding Lead:

- A designated Safeguarding Lead will be responsible for overseeing safeguarding within
the business. This individual is trained in child protection and is the main point of contact
for any safeguarding concerns.

4. Code of Conduct for Coaches and Mentors:

- Always act in the best interest of the young person.

- Maintain appropriate boundaries during 1:1 sessions.

- Avoid physical contact unless necessary and appropriate (e.g., in emergencies).
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- Never meet with young people outside of scheduled sessions.

- Ensure sessions are held in a safe, professional environment, such as a designated
office, online, or a secure public space.

- Ensure all online sessions are conducted using secure, private platforms with
parental/guardian knowledge.

- Maintain confidentiality but understand that safeguarding concerns must be reported.

5. Parental/Guardian Involvement:

- Consent must be obtained from a parent or guardian before commencing
coaching/mentoring with any young person.

- Parents/guardians must be informed about the nature of the sessions and have contact
information for the business and Safeguarding Lead.

- Parents/guardians will be notified of any significant concerns raised during sessions,
unless doing so could increase the risk to the young person.

6. Reporting Safeguarding Concerns:

- If any safeguarding concerns arise, the coach or mentor must inform the Safeguarding
Lead immediately.

- All concerns will be documented, and appropriate actions will be taken, including
reporting to external agencies (e.g., social services, police) if necessary.

- All concerns must be treated confidentially and shared only with relevant authorities or
parties.

- If a young person is at immediate risk of harm, the coach or mentor will take necessary
steps to protect them, which may include contacting emergency services.

7. Training:

- All coaches and mentors will receive safeguarding training relevant to their role.

- The Safeguarding Lead will undertake advanced safeguarding training and update it
regularly.
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8. Confidentiality and Data Protection:

- Information shared during sessions will be treated with respect and confidentiality,
except in cases where there is a safeguarding concern.

- Records of sessions and safeguarding concerns will be securely stored in line with GDPR
regulations.

9. Online Safety:

- For online sessions, coaches and mentors must ensure that sessions take place on
secure platforms with encrypted communication.

- Sessions should be scheduled with prior consent from parents/guardians, and they
should be aware of the session timings.

- Young people should never be asked to share personal information such as passwords
or sensitive data.

10. Monitoring and Review:
- This policy will be reviewed annually to ensure it remains up to date and in line with UK
safeguarding laws and guidelines.

Contact Information:

- Safeguarding Lead: Philip Ray

- Contact Details: Rayoflightteenmentoring@hotmail.com 07990 558063
- Local Safeguarding Authority: Southend-on-Sea
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Safeguarding Online Policy
(For Virtual Coaching Sessions)

Purpose:
To ensure the safety of young people during online coaching and mentoring
sessions.

Policy:

- Online sessions will only be conducted using secure and encrypted
platforms.

- Parents/guardians will be informed of the platforms used and must consent
to online sessions.

- Coaches will ensure a professional environment and maintain privacy during
online sessions.

- Young people will be advised on safe online practices.

- Any safeguarding concerns identified during online sessions will be reported
in line with the safeguarding policy.
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Confidentiality Policy

Purpose:
To ensure that all information shared during coaching and mentoring sessions
remains confidential, except where safeguarding concerns arise.

Policy:

- All personal information shared by young people in sessions will be kept
confidential.

- Information will only be shared with others (e.g., parents, authorities) if
there is a safeguarding concern.

- Confidentiality may be breached if a young person is at risk of harm, but this
will be done following safeguarding procedures.

- Records of sessions will be securely stored and only accessible by authorised
personnel.

Exceptions:
- Safeguarding concerns.
- Legal requirements to disclose information.

Q 07990 558063 0 11 Park Gate, Park Road, Southend e rayoflightteenmentoring@hotmail.com




W

RAY OF LIGHT

TEEN MENTORING SERVICES

Data Protection and Privacy Policy

Purpose:
To ensure compliance with the General Data Protection Regulation (GDPR)
and protect the privacy of young people and their families.

Policy:

- Personal data will be collected, used, and stored only for the purpose of
providing coaching/mentoring services.

- Consent from parents/guardians will be obtained for data collection for
young people under 18.

- Data will be stored securely and will only be shared with necessary parties
(e.g., safeguarding authorities).

- Clients have the right to access, correct, or delete their personal data.

- All online communication will take place on secure platforms.
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Code of Conduct for Coaches and Mentors

Purpose:
To ensure professional and ethical behaviour by all coaches and mentors.

Policy:

- Maintain professional boundaries with young people.

- Always act in the best interest of the young person.

- Avoid personal relationships or inappropriate contact with young people.
- Keep sessions focused on the coaching/mentoring objectives.

- Ensure any physical or online sessions are conducted in a safe and
appropriate environment.
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Health and Safety Policy

Purpose:
To provide a safe environment for both in-person and online sessions.

Policy:

- Risk assessments will be carried out for all physical locations where sessions
are held.

- Fire exits and first aid will be available during in-person sessions.

- For online sessions, secure platforms will be used to protect young people’s
safety.

- All coaches will be aware of emergency procedures and health and safety
requirements.

- Young people and parents will be informed of any health and safety risks in
advance of in-person sessions.
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Anti-Bullying and Harassment Policy

Purpose:
To ensure a safe environment free from bullying, harassment, or
discrimination.

Policy:

- Bullying, harassment, or discrimination will not be tolerated in any form.

- Coaches will immediately address any instances of bullying or harassment.
- Any complaints will be investigated thoroughly and promptly.

- Support will be offered to any young person who experiences bullying or
harassment.
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Complaints Policy

Purpose:
To provide a clear process for handling complaints from clients or parents.

Policy:

- Complaints can be submitted verbally or in writing to the Safeguarding Lead
or management.

- Complaints will be acknowledged within 5 working days.

- A full investigation will be conducted, and the outcome will be
communicated within 14 days.

- If the complaint is unresolved, it may be escalated to external authorities,
such as local safeguarding bodies.
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Behaviour Policy

1. Purpose

At Ray of Light Youth Mentoring Services, we are committed to providing a safe, inclusive, and
supportive environment where young people can develop confidence, resilience, and essential life
skills. This behaviour policy sets out our expectations for all participants, staff, and visitors to ensure
positive interactions and a respectful atmosphere.

2. Scope
This policy applies to all individuals involved in mentoring and life coaching sessions at:

e Schools/Care Homes where our services are delivered
e Ray Of Light Youth Mentoring Services premises
e Any other venue where mentoring is undertaken

It includes students, staff, volunteers, parents, guardians, and external visitors.

3. Expectations of Behaviour

We expect all individuals to:

e Treat others with respect, kindness, and understanding
o Use appropriate language and actions

o Follow instructions given by staff and mentors

o Engage positively in sessions and activities

e Respect personal boundaries and differences

e Uphold the values of inclusivity, fairness, and safety

4. Supportive Approach to Behaviour Management

Our approach is proactive and based on positive reinforcement rather than punishment. We use
the following strategies to support positive behaviour:

e Encouragement and praise for good behaviour and effort

o Clear expectations and structured routines

o Restorative practices to resolve conflicts in a constructive way
e Individualised support for students with SEMH and SEND needs
e Open communication with students, parents, and schools
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5. Managing Challenging Behaviour

We recognise that some students may face difficulties regulating their emotions and behaviour.
When challenges arise, we will:

Assess the situation calmly and de-escalate where possible

Engage the student in a supportive conversation to understand their needs

Apply appropriate interventions, including sensory breaks or tailored strategies

Involve relevant professionals (teachers, SEND coordinators, mental health practitioners) if
needed

5. Record and review incidents to continuously improve our practices

AwnN e

6. Safeguarding and Wellbeing

o All staff members are trained in safeguarding and child protection

e Any concerns will be reported in line with statutory safeguarding procedures

o Confidentiality will be respected, except where disclosure is necessary for safety

e Support will be provided to students who require additional emotional or mental health
assistance

7. Collaboration with Schools and Families

e Regular updates will be shared with parents/guardians and school staff
e Joint strategies will be developed to support students’ individual needs
e Feedback will be encouraged to improve the mentoring and coaching experience
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Equal Opportunities and Diversity Policy

Purpose:
To promote equality and inclusion in all aspects of the coaching and

mentoring business.

Policy:

- The business does not discriminate on the grounds of race, gender, sexual
orientation, disability, or religion.

- All young people will have equal access to services.

- Coaches will receive training to avoid unconscious bias.

- Efforts will be made to promote diversity within the business and its

activities.
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Whistleblowing Policy

Purpose:
To encourage the reporting of unethical or illegal behaviour without fear of
reprisal.

Policy:

- Any concerns about misconduct or illegal activity within the business should
be reported to the Safeguarding Lead.

- Reports will be treated confidentially.

- Individuals making reports will be protected from retaliation.

- Concerns will be thoroughly investigated, and external authorities may be
contacted if necessary.
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Staff Allegation Procedure Policy

1. Purpose

The purpose of this policy is to provide a clear, fair, and transparent process for managing
allegations against staff members at Ray of Light Youth Mentoring Services. It ensures compliance
with safeguarding regulations, employment law, and best practices.

2. Scope

This policy applies to all employees, volunteers, and contracted professionals working with Ray of
Light Youth Mentoring Services. It covers allegations related to misconduct, safeguarding concerns,
or breaches of professional standards.

3. Reporting an Allegation

All allegations against staff must be reported promptly to:

e Designated Safeguarding Lead (DSL)
o If safeguarding-related, reported in accordance with local authority and statutory guidelines
e If applicable, external authorities such as the Local Authority Designated Officer (LADO)

Reports should include:

e The nature of the allegation
e Details of the individuals involved
e Any supporting evidence

4. Initial Response & Investigation

Upon receiving an allegation, we will:

1. Acknowledge and assess the report

2. Conduct an initial review to determine if further investigation is necessary

3. Follow legal and regulatory procedures, including notifying the LADO where safeguarding concerns
arise

4. Protect confidentiality, ensuring fair treatment for all involved

Investigations may involve:
e Internal fact-finding processes

e External agency involvement where required
e Interviews with relevant parties
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5. Support & Safeguarding During Investigations

e The employee involved will be supported and informed of their rights

e The reporting individual will receive appropriate safeguarding considerations

o Interim measures may be implemented where necessary, such as adjusted duties or temporary
suspension (without assumption of guilt)

6. Conclusion & Outcome

Following investigation, possible outcomes include:

e No further action

e Training or disciplinary measures

e Referral to external authorities if necessary
e Appeals procedure if appropriate

7. Confidentiality & Fairness
All allegations and investigations will be handled with sensitivity and discretion. Decisions will be

made fairly, following due process, and ensuring compliance with employment rights and
safeguarding principles.
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Lone Working Policy

Purpose:
To ensure the safety of both coaches and young people when working one-
on-one.

Policy:

- Coaches must notify the Safeguarding Lead of any lone working situations
and session details (e.g., location, time).

- Sessions should take place in a safe environment

- All lone working must follow safeguarding and confidentiality guidelines.

- Parents/guardians will be informed of session times and locations for all in-
person or online meetings.

PLEASE ALSO SEE:

“Life Coaching Session Recording Policy” for 1:1 sessions held at Ray
of Light Youth Mentoring HQ
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Life Coaching Session Recording Policy

To ensure the safety and well-being of both students and staff during 1:1 life coaching sessions, all sessions will be recorded.
This policy is in place to protect both the students and the mentors and to maintain a professional and secure environment.

Policy Guidelines:
1. Recording of Sessions:

. All life coaching sessions will be recorded via audio or video for safeguarding purposes. These recordings are strictly
confidential and are taken to protect both the student and the mentor.

2. Notification and Consent:

e Parents/guardians and students will be informed in advance that sessions will be recorded. By participating in the
coaching sessions, parents/guardians and students consent to the recording.

. A consent form acknowledging this policy must be signed by the parent/guardian before any coaching sessions begin.
3. Access to Recordings:
. Recordings will only be viewed by the life coach, relevant safeguarding personnel, or higher authorities within the
organisation, and only if deemed necessary.
. Recordings will not be shared with any third parties unless required by law or as part of a safeguarding investigation.

4. Storage and Retention:

. All recordings will be securely stored and retained for a period of 12 months before being permanently deleted, unless
required for ongoing safeguarding concerns.

5. Use of Recordings:

. Recordings are solely for the purpose of ensuring the safety and protection of both students and staff. They will not be
used for any promotional, educational, or other purposes without prior consent.

6. Parental/Guardian Rights:

. Parents/guardians have the right to request access to any recordings in which their child participates, under
circumstances deemed appropriate by safeguarding personnel.

7. Dispute Resolution:

. If a student or parent/guardian has any concerns regarding the recording of sessions, they may contact Phil Ray to
discuss these concerns.
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Life Coaching Session Recording Consent Form

This consent form confirms that |, the undersigned parent/guardian, understand and agree to the recording of my child’s life
coaching sessions for safeguarding and protection purposes, in accordance with the Life Coaching Session Recording Policy.

Parent/Guardian Agreement

1. | acknowledge that all 1:1 life coaching sessions will be recorded via audio or video for the purpose of ensuring the
safety of both my child and the mentor.

2. | understand that these recordings are confidential and will only be viewed by the life coach, relevant safeguarding
personnel, or higher authorities within the organisation as necessary. | further acknowledge that these recordings will
not be shared with any third parties, except where required by law or in safeguarding investigations.

3. | understand that the recordings will be securely stored and retained for a period of 12 months and will be deleted after
this period, unless required for an ongoing investigation.

4, I acknowledge that these recordings will not be used for any promotional or educational purposes without my explicit
written consent.

5. | understand that | have the right to request access to any recordings involving my child, under circumstances deemed
appropriate by safeguarding personnel.

6. I confirm that I have read and understood the Life Coaching Session Recording Policy and that | agree to the terms stated
within.

Child’s Information

. Child’s Full Name:

. Date of Birth:

Parent/Guardian Information

. Parent/Guardian Full Name:
. Relationship to Child:
. Contact Number:
. Email Address:
Signatures

By signing this consent form, | give my full consent to the recording of my child’s life coaching sessions, as outlined in the policy.

Parent/Guardian Signature: Date:
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Parental Consent and Involvement Policy

Purpose:
To involve parents/guardians in the coaching process and ensure their

consent.

Policy:

- Parental/guardian consent must be obtained before any coaching sessions
begin.

- Parents/guardians will be informed of the goals of the coaching/mentoring.
- Regular updates will be provided to parents on the progress of the young
person, without breaching confidentiality unless there are safeguarding
concerns.

- Parents will have contact details for the Safeguarding Lead in case of

concerns.
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Session Cancellation and Refund Policy

Purpose:
To provide clear guidelines on session cancellations and refunds.

Policy:

- Cancellations must be made at least 24 hours in advance of a session to
avoid charges.

- If the coach/mentor cancels a session, an alternative date will be offered, or
a refund provided.

- Refunds for missed sessions will only be offered in extenuating
circumstances, such as illness or emergencies.

- In cases of persistent cancellations by the client, the business reserves the
right to terminate the coaching agreement.
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Professional Boundaries Policy

Purpose:
To establish and maintain professional boundaries between coaches/mentors

and young people.

Policy:

- Coaches will maintain clear boundaries and avoid relationships that could be
seen as personal or inappropriate.

- All communication outside of sessions will be for professional purposes only.
- Social media interaction between coaches and young people is prohibited
unless directly related to the coaching process and conducted in a
professional manner.

- Coaches must avoid sharing personal contact information with young
people unless necessary for the coaching arrangement.
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Social Media and Communication Policy

Purpose:
To ensure safe and professional communication between coaches and young
people.

Policy:

- Coaches will only use approved methods of communication (e.g., business
email, official messaging platforms).

- Social media contact is discouraged unless directly related to the mentoring
or coaching program.

- Any online communication must adhere to safeguarding guidelines.

- Coaches must not share personal information via social media or engage in
inappropriate conversations online.
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Crisis Management and Incident Reporting Policy

Purpose:
To handle crisis situations or serious incidents effectively.

Policy:

- If a young person is at risk of harm (e.g., self-harm, abuse), coaches must
contact the Safeguarding Lead immediately.

- In an emergency, emergency services (e.g., police, ambulance) will be
contacted immediately.

- All incidents will be documented and reported to the appropriate
safeguarding authorities, where necessary.

- Parents/guardians will be informed unless doing so would increase the risk
to the young person.

Q 07990 558063 0 11 Park Gate, Park Road, Southend e rayoflightteenmentoring@hotmail.com




N
RAY OF LIGHT

TEEN MENTORING SERVICES

Premises Management Policy

1. Purpose

This policy outlines the management and safety procedures for the dedicated premises of Ray of
Light Youth Mentoring Services, specifically the bespoke cabin used for 1:1 mentoring and life
coaching sessions. It aims to ensure a safe, professional, and welcoming environment for all visitors,
staff, and clients.

2. Scope
This policy applies to:

e The bespoke cabin located separately from the residential property
e The access points and surrounding areas used by clients and visitors
e Allindividuals accessing the premises, including staff, clients, visitors, and contractors

3. Health & Safety Procedures

To maintain a safe environment, we implement the following measures:

e Risk Assessments: Regular assessments to identify and mitigate potential hazards.

e Fire Safety: Equipped with fire extinguishers, smoke detectors, and a clear evacuation procedure.
o  First Aid Availability: A fully stocked first aid kit is accessible at all times.

e Emergency Protocols: Clear guidance on handling accidents, emergencies, and medical incidents.

4. Security & Access Control

e Secure Entry: The premises remain locked when not in use, with controlled access for authorised
individuals.

e Visitor Management: Visitors must be pre-approved and scheduled; walk-ins are not permitted.

e Safeguarding Measures: Procedures in place to ensure the safety of vulnerable individuals, including
lone-working protocols.

e Confidentiality: Privacy is maintained to support safe and open discussions during sessions.

5. Maintenance & Hygiene

e Cleaning Schedule: Regular sanitisation of the cabin, including shared surfaces and equipment.

e Ventilation & Comfort: Adequate heating, cooling, and ventilation maintained for a comfortable
environment.

e Routine Inspections: Checks on structural integrity, utilities, and accessibility to ensure the cabin
remains functional and safe.
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6. Client & Staff Guidelines

¢ Session Conduct: Clients and staff are expected to maintain professionalism and respect for the
space.

e Arrival & Departure: Clients should arrive on time and follow designated entry and exit procedures.

e Inclement Weather Plans: Alternative arrangements in case of extreme weather affecting access to
the premises.

Safer Recruitment Policy

1. Purpose

This policy outlines the safer recruitment procedures followed by Ray of Light Youth Mentoring
Services to ensure that all individuals involved in mentoring young people are appropriately vetted.
Our commitment to safeguarding means only suitable and qualified individuals will engage in any
capacity within our organisation.

2. Scope

This policy applies to all individuals who:

e Provide mentoring or life coaching services to young people
e Work or volunteer in any capacity within the business
o Have direct or indirect access to students and vulnerable individuals

3. Recruitment Standards & Vetting
To ensure the safety of young people, all individuals must undergo rigorous screening, including:

Disclosure & Barring Service (DBS) Checks

e An Enhanced DBS Check is required for all individuals working directly with young people.

e Regular DBS renewals will be conducted as per regulatory guidelines.

e Any concerns flagged in a DBS check will be reviewed before an individual is permitted to engage in
any activities.

Reference Checks

e A minimum of two professional references will be obtained and verified.
e References should confirm the applicant’s suitability for working with young people.
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Interview & Assessment Procedures

e Allindividuals will undergo an interview to assess their experience, approach, and suitability for
mentoring.

e Additional safeguarding questions will be included to ensure understanding of child protection
responsibilities.

Safeguarding Training

e All approved individuals must complete safeguarding training before beginning their role.
e Ongoing refresher training will be provided to maintain compliance with current safeguarding best
practices.

4. Code of Conduct & Compliance

All individuals are expected to uphold strict safeguarding standards, including:

e Maintaining appropriate professional boundaries with students.
e Adhering to confidentiality and safeguarding reporting procedures.
e Following all policies related to child protection and ethical conduct.

5. Reporting Concerns
e Any concerns regarding staff or volunteers must be reported to the Designated Safeguarding Lead

(DSL).
e Concerns of serious misconduct will be escalated in line with statutory safeguarding guidelines.
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