L@ Naaps

INDEX FOR POLICIES AND PROCEDURES
IN SMALL COMMUNITY SERVICES

No. |Policy and Procedure
Process for using the service
Al Referrals
A2 Assessment of needs
A3 Introductions
A4 Using the service in an emergency
A5 Individual contracts / Statement of terms and conditions
A6 Individual planning and review
A7 Ending a service
Supporting people in their daily lives
Bl Making choices and decisions
B2 Communication
B3 Contact with family and friends
B4 Cultural and religious customs
BS Daily life and inclusion in the community
B6 Safe friendships and relationships
B7 Personal care
B8 Intermediate care
B9 Staying healthy and making use of resources
B10 Working with people who challenge services
B11 Dealing with emergencies and crises
B12 Keyholding and entering and leaving a person’s home
B13 Being missing from a service
B14 Death and dying
Health and safety
C1 Health and safety
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No. |Policy and Procedure

C2 Risk assessment and risk management

C3 Safe working practices (including moving an handling)
C4 Accidents and dangerous occurrences

C5 First aid

C6 Fire safety

C7 Control of substances hazardous to health (COSHH)
C8 Communicable diseases and infection control

C9 Handling medicines

C10 Food safety and nutrition

Cl1 Aggression towards workers in the service

C12 Lone workers

Safeguarding

D1 Safeguarding against abuse and neglect

D2 Management of people’s money, valuables and financial affairs
D3 Restrictive physical intervention

D4 Restriction of liberty

D5 Harassment and bullying

Good practice throughout the service

El Equal opportunities

E2 Standards of conduct and practice

E3 Complaints and concerns

E4 Whistleblowing

E5 Confidentiality

E6 Continuous improvement in the service

E7 Consultation and participation in running the service
ES8 Record keeping

E9 Access to files

E10 Joint working and information sharing

E1ll Smoking and the use of alcohol and drugs in the service
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E12 Making arrangements to close the service

E13 Environmental policy

Recruiting, employing and developing workers

F1 Recruitment and employment of workers and managers

F2 Grievance procedure (for workers and managers in the
service)

F3 Disciplinary procedure (for workers and managers in the
service)

F4 Working with volunteers

F5 Training and development
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