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DUTY OF CARE POLICY (ADULTS) 
 
1.0. Introduction & Definition  
 

This policy should be read in conjunction with Daisy Chain’s Health and Safety, 
Risk Assessment, Safeguarding for Children and Safeguarding for Adults policies.  

 
A duty of care is a general legal duty that applies to us all to avoid carelessly 
causing injury to another person and it requires we do everything ‘reasonably 
practicable’ to protect the health and safety of those persons in our care.  
 
As a provider of services for autistic and neurodivergent adults, Daisy Chain has 
a duty to provide a safe environment for the individuals accessing those services. 
This includes ensuring that we have a robust risk assessment process in place 
and as part of this have identified any potential risks and put measures in place 
to minimise those risks. 

 
2.0. Policy Statement 
 

Daisy Chain as an Employer and all its staff as Employees have a duty of care to 
the people we support and to each other.  This policy and its associated 
procedures will address the ways in which we as an organisation plan to carry 
out our duty of care by anticipating any potential risks and putting measures in 
place to minimise those risks, to ensure that the adults in our care do not come 
to any harm. 

 
3.0. Policy Scope 
 

This policy applies to all paid staff, including senior managers, sessional and 
agency staff, volunteers, the board of trustees, students and anyone else working 
on behalf of Daisy Chain.  

 
4.0. Responsibilities 
 
4.1. Chief Executive Officer 
 

The Chief Executive Officer will uphold the policy and nominate a member of the 
Senior Leadership Team to investigate if at any time the policy is abused or not 
adhered to. 

 
4.2. Senior Leadership Team 
 

The Senior Leadership Team will ensure that managers are adequately trained 
and supported to implement this policy and its associated procedures. A 
nominated member of the Senior Leadership Team will investigate if at any time 
the policy is abused or not adhered to. 

 
4.3. Managers 
 

Managers will read and ensure they fully understand this policy and associated 
procedures. Managers will ensure that all staff read, fully understand and adhere 
to this policy and its associated procedures at all times and will provide training 
if necessary to ensure that this is the case. 
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4.4. Staff 
 

Staff will read and ensure that they fully understand this policy and associated 
procedures and that they adhere to the procedures laid out in this policy at all 
times. Staff will undertake any training deemed necessary to carry out the 
procedures laid out in this policy. 

 
5.0. Empowerment and Respect 
 

At the core of our duty of care policy is the commitment to providing support to 
autistic and neurodivergent adults in a manner that recognises and upholds their 
rights, autonomy, and dignity. We firmly believe in treating adults as adults, 
promoting empowerment, and embracing a "no decision without me" approach. 
Here are key principles that guide our approach to supporting adults within our 
services: 

 
5.1. Autonomy and Empowerment 
 

We recognise that autistic and neurodivergent adults have the right to make 
decisions about their own lives and be actively involved in the planning and 
implementation of their support. We strive to empower individuals by providing 
them with the necessary information, resources, and support to make informed 
choices. We respect their autonomy and ensure that decisions are made 
collaboratively, with their wishes and preferences at the forefront. 

 
5.2. Person-centred Approach 

 
Our support services are tailored to meet the unique needs, goals, and wishes of 
each individual. We take a person-centred approach, where the adult is an active 
participant in defining their support plan. This approach ensures that support is 
individualised, focused on promoting independence, and respects the individual's 
preferences, values, and aspirations. 

 
5.3. Respect and Dignity 

 
We are committed to treating adults who access our services with the utmost 
respect and dignity. Our interactions and communication with individuals are 
guided by respect, listening, and valuing their opinions. We actively challenge 
any attitudes or behaviours that may work against these principles. Our duty of 
care extends beyond providing physical support; it encompasses fostering self-
advocacy, promoting choice, and nurturing a sense of belonging and self-worth.  

 
6.0. Procedures 

 
6.1. Security on Site 
 

Whilst access to Daisy Chain is restricted to staff, volunteers, service users and 
supervised visitors it is not a completely secure site so the security of the 
children, young people and at-risk adults must be considered at all times. All staff 
and volunteers (including the board of trustees) are required to have a current 
and enhanced DBS certificate. Visitors are required to sign in at reception upon 
arrival and prominently display a visitor’s badge at all times whilst on site. They 
must also be closely supervised by an appropriate person for the duration of their 
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visit. Sight of an enhanced DBS must be obtained before any person will be 
permitted to spend time at Daisy Chain unsupervised. Should a staff member or 
volunteer come across an unsupervised person on-site then they are required to 
immediately confront them and request proof as to the reason for their visit. Staff 
will be given appropriate training to ensure that they have the confidence to do 
this, but should they feel intimidated then they should report their concerns to a 
senior manager who will investigate further on their behalf.  

 
6.2. Arrivals and Departures 
 

Adults accessing Daisy Chain services may arrive and depart completely 
independently either by walking, driving, taxi, or using public transport. Adults 
may also arrive and depart from services via a lift from a parent/carer, friend, or 
other trusted adult.  
 
Although Daisy Chain can try to encourage adult service users to remain onsite, 
they cannot force an adult to remain onsite/in session or stop them from 
departing early, if this is what they wish. If an adult chooses to depart early from 
a session, they are free to make this choice. The only instance where this would 
not be true, is if an adult is deemed to ‘lack capacity’ following an official mental 
capacity assessment. In such a case, there would be specific paperwork, risk 
assessments and arrangements in place for this individual.  
 
For details on how staff should respond if an adult has departed early from site 
and they are concerned about their welfare, please see the section 6.6 below.  
 
If Daisy Chain feel that the person collecting an adult may be under the influence 
of either alcohol or drugs or is behaving in any way that might mean the safety 
and well-being of the at-risk adult may be compromised, they must take steps 
to address this.  
 
Staff should share their concerns with the adult in question and determine 
whether there is an alternative way in which they can depart the session. Staff 
should encourage the adult to make the safest choice. Wherever possible, staff 
will seek support and guidance from a designated safeguarding lead or member 
of the Senior Leadership Team. However, as this is a time critical scenario, this 
may not always be possible.  
 
If the adult is insistent that they want to leave with the individual, despite the 
cause for concern, Daisy Chain staff cannot stop them from doing this. In such a 
circumstance, Daisy Chain staff would take appropriate action to mitigate risk 
which may involve contacting the adults parents/carers/emergency contacts, 
seeking advice from the Adults Safeguarding Hub, or contacting emergency 
services.  
 
Even in the event that the person of concern leaves site without the adult service 
user, the emergency services should be called if staff feel that they are driving 
under the influence of alcohol or drugs, as this is a risk to the general public.  

 
6.3. Non-Collection  
 

If an adult is expecting to be collected by a parent/carer or other trusted adult, 
but they do not arrive within 15 minutes of their arranged pick-up time then a 
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team leader or manager must attempt to make contact with their parent or carer 
to ascertain their whereabouts. 
 
This can be done by locating the adult’s emergency contact information which 
can be found within their care plan. If the parents/carers are contactable then 
the staff member must request that they pick the adult up immediately or make 
alternative arrangements if this is not possible. If no contact can be made, then 
after a period of no more than one hour, the team leader or manager must 
contact adult social services to seek their guidance on what the most appropriate 
action to take next is. Social services can be contacted in the following ways: 

 
Adult’s Social Care Office hours Out of hours Email 

Hartlepool 01429 523 390 01642 524552 iSPA@hartlepool.gov.uk 

Middlesbrough 01642 065 070 01642 524552 adultaccessteam@middlesbrough.gov.uk 

Redcar & Cleveland 01642 771 500 01642 524552 AccessAdultsTeam@redcar-cleveland.gov.uk 

Stockton-on-Tees 01642 527 764 01642 524552 FirstContactAdults@stockton.gov.uk 

North Yorkshire 0300 131 2131 0300 1312131  

Durham 03000 267979 03000 267979  

Darlington 01325 406111 01642 524552 
 

 
At no point should the adult be left unattended, and staff should engage the adult 
in activities and discussions to reduce their anxiety and keep them calm, as much 
as possible. Two members of staff must remain on the premises with the adult 
until the situation has been resolved. A senior manager or the designated 
safeguarding lead must be informed during or as soon as possible after the 
incident and the incident should be logged and uploaded onto CPOMS as soon as 
possible. 

 
6.4. Non attendance 

 
If an adult unexpectedly does not attend a session, this should not be treated as 
a cause for concern unless there are specific, significant, and active concerns 
relating to their welfare and safeguarding.  
 
If the non-attendance is a cause for concern OR an adult has not attended for 
two consecutive sessions, staff will try to make contact with the adult to confirm 
that they are safe and well. If the adult cannot be reached, the staff member will 
attempt to contact their parents/carers/emergency contacts. In extreme 
circumstances, where there is significant cause for concern, staff will contact the 
police to carry out a welfare check.  
 
Where there is no particular cause for concern around the non-attendance, no 
actions will be taken other than to call the adult within a few days of the session 
to check in. If the adult cannot be reached, staff will wait for them to attend the 
following session. It is important that our adult service users do not feel harassed 
if they miss a session unexpectedly. There may have been a change of 
circumstances to their day, they may have needed some time alone, or they may 
be feeling unwell, and we should not add additional stress by repeatedly trying 
to reach them.  
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Where an adult’s non-attendance is persistent, this should be discussed with 
them and/or their named emergency contacts (depending on the adults 
communication preferences). Staff will attempt to understand why the adult is 
not consistently attending and if there is anything we can put in place to support 
them further, including signposting into alternative services.  
 
Persistent non-attendance is an issue because it may be blocking a place in a 
session or service which could be used by someone else. In such cases, the adult 
will be made aware of this, and given clear expectations around their attendance 
and made aware that they risk losing their place in the service if these are not 
adhered to. Where persistent non-attendance occurs where there are also 
safeguarding and/or mental health concerns, this should be addressed as soon 
as possible with the adult and/or emergency contacts as this could be indicative 
or underlying issues and means that the adult is less visible to professionals/not 
receiving support. 

 
6.5. Adult Absconding from Session/Service 

 
Daisy Chain takes its safeguarding responsibilities seriously and ensures that all 
adults are given appropriate supervision whilst accessing Daisy Chain services 
both on-site and in the community. Information about supervision and ratios are 
detailed in section 6.7. 
 
If it is identified on referral paperwork/support plans that an adult is a flight risk, 
specific measures will be put in place to ensure they can engage safely in the 
service, which may include 1:1 support if possible and an individual risk 
assessment. Adults will not be offered a place within service if it is felt that we 
cannot keep them safe and/or support their needs within the context of the 
provision.  

 
If an adult has made a conscious decision to leave site/go home/depart early, 
has made staff aware of this, and there are no concerns around their safety or 
welfare then no action needs to be taken. Staff may choose to check in with the 
adult by phone call or email after the session/the next day, but this may not 
always be appropriate/necessary depending on the specific circumstances.  
 
If an adult unexpectedly disappears/cannot be found during a session, a senior 
manager or designated safeguarding officer must be informed as soon as 
possible. After ensuring that all other service users continue to be supervised 
appropriately, all other available responsible adults must immediately conduct a 
thorough search of the site and surrounding areas. Staff will also attempt to call 
the adult’s phone number to make contact with them.  

 
If the adult still cannot be found after a good search, then the adults named 
emergency contacts must be contacted to advise them of the situation and 
reassure them that everything is being done to locate them.  
 
The decision as to when the police should be called, depends on the specific 
circumstances and the support needs and vulnerabilities of the adult who has 
absconded. If there are significant concerns regarding the adults safety, there 
are active mental health concerns (e.g., suicidal ideation), the adult has a 
learning disability, and/or is unable to keep themselves safe whilst in the 
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community, then the concern should be reported to the police no more than 20 
minutes after the adult was originally found to be missing.  
 
At this point staff must make detailed notes of the circumstances in which the 
at-risk adult went missing, where he/she was last seen and prepare a detailed 
description of the adult including hair and eye colour, approximate height and 
build and the clothing that he/she was wearing. Police guidance should be 
followed, and close contact should be maintained with the police and 
parents/carers/emergency contacts. 
 
If, however, the absconded adult is independent, can access the community 
safely, and there are no active concerns regarding their mental health or 
safeguarding then it may not be necessary or appropriate to quickly call the 
police. Staff will liaise with their parents/carers/emergency contacts AND take 
guidance from Adult Social Care/Emergency Duty Team regarding 
suitable next steps. Staff will quickly and proactively carry out any actions 
advised by Adult Social Care.  
 
Throughout the above process, staff should continue to try and make contact 
with the adult, and if at any point the circumstances change or concern is growing 
around the adults safety, then the police should be contacted.  
 
If the adult is located at any stage during this process, then all adults involved 
including parents/carers/emergency contacts, searchers, police, and designated 
safeguarding lead should be informed as soon as possible.  

 
6.6. Supervision and Ratios  

 
Staff are responsible for the supervision of adult service users at all times, whilst 
they are engaged in our support services. Although adult service users may move 
around the site/settings with more independence, it is the responsibility of staff 
to always have oversight of where people are in order to ensure their welfare and 
maintain duty of care.  
 
When working with groups, staff take responsibility for carrying out regular head 
counts, particularly when transitioning from/to different locations, areas and 
activities, and whilst out in the community. The lead staff member for the group 
will take overall responsibility for this, whilst also ensuring that all supporting 
staff understand what their supervision and head counting responsibilities are.  
 
Staff to service user ratios vary depending on the context of the support being 
offered and the needs of the service users attending. This will always be reviewed 
on a case-by-case basis, but as a general rule ratios should never exceed the 
following: 
 
Offsite/community activities: 1 staff member for every 6 adults (1:6) 
Onsite activities: 1 staff member for every 8 adults (1:8) 

 
The majority of group-based services will require at least two staff members to 
be present. For example, wellbeing groups require two staff even for group sizes 
of 6-8 delivered onsite, due to the fact that sensitive topics are being discussed 
and there is a higher likelihood/instance of safeguarding issues or an adult 
requiring more focussed support. Similarly, regular social groups where adults 
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meet on a weekly basis and venture out into the community, should also always 
be delivered by at least two staff members.  
 
Circumstances where only one staff member is present when delivering a 
provision to a group of adults will occur in specific scenarios where the support 
being delivered is not of a sensitive/personal nature and is a fixed delivery as 
part of a planned and time limited course or workshop. This might include, for 
example, a one-off CV writing workshop, or a 6-week digital life skills course. In 
such circumstances, staff should still take particular precautions which are 
detailed within a risk assessment including: 
 

• Careful review and triage of referral forms and care plans to ensure that 
the clients accessing support do not present with particular risk within this 
context. 

• Ensuring that line manager/colleague knows where the session is being 
delivered and when they are expected to return. 

• Taking a work mobile or using a walkie talkie to ensure that support can 
be reached if needed. 

• Ensuring that, if delivering off site, there are other people in the 
community venue (avoiding lone working), that they are aware the session 
is taking place, and that they can be contacted if needed.  

 
It is the responsibility of delivery staff and managers to agree a suitable ratio for service 
delivery based on careful consideration of context, risk, and service user support needs.  
 
6.7. Sickness & Infection Exclusion  

Daisy Chain operates a strict exclusion procedure for staff, volunteers and service 
users who have encountered an infectious illness. The exclusion periods are 
followed in conjunction with advice set out by The Public Health Agency.  

Both staff and children/young people/at-risk adults must abide by the exclusions 
in order to isolate the infection and reduce the likelihood of others contracting 
the illness. The guidance for exclusion is displayed on a poster in the main office 
and can also be found by following the link below:  

http://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_co
ntrol_in%20schools_poster.pdf 

If a parent/carer or the adult themselves calls to inform us that the adult has an 
illness/infection, this document should be referred to in order to correctly advise 
on when they can safely access Daisy Chain again. Consideration should also be 
given to adequate time for rest and recuperation following an illness.  

If in doubt staff are asked to obtain the following information and then discuss 
further with the Head of Services or a senior member of the care team before 
contacting the parent/carer/adult to advise on an exclusion period: 

• Type of illness  
• Date and time of the onset  
• Date and time of last episode of illness (if applicable)  
• Any medical treatment sought, advice, medication from GP, hospital  
• Emergency contact details 

http://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_control_in%20schools_poster.pdf
http://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_control_in%20schools_poster.pdf
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6.8. Emergency Shut Down  
  

In the event of an emergency where it is not possible for the children, young 
people, or at-risk adults to remain in the building then emergency procedures 
must be followed. A manager or member of the Senior Leadership Team must be 
informed as soon as possible.  
 
If an adult client travels to and from services independently, they should make 
their way home. If any adult clients have higher support needs and/or are usually 
collected from sessions, then parents/carers/emergency contacts must be called 
asked to pick the adult up as soon as possible from either the venue itself or a 
temporary safe location.  

 
If the venue is still habitable and the safety of the children, young people and 
at-risk adults is not an issue then they should be brought together with all their 
belongings to await collection.  Daisy Chain staff will introduce activities to keep 
everyone involved from becoming alarmed i.e., physical exercise to keep warm 
if the heating has broken down.  
 
If the venue is uninhabitable the children, young people and at-risk adults 
will need to be moved to a temporary safe location. If evacuation is necessary, 
emergency contact information, medication, first aid boxes, and personal 
belongings should be collected and taken to the safe location IF it is possible and 
safe to do so. During session delivery, emergency contact information will be 
kept close to hand and in an accessible location where it is easy to collect if 
needed. In circumstances where it has been impossible to gather emergency 
contact information (due to extreme risk and emergency) staff will contact 
colleagues who have access to a computer and can gather emergency contact 
information from Daisy Chain’s CRM system and support with making calls as 
needed. If a service user experiences a medical emergency and does not have 
their medication with them (e.g., a client has an asthma attack and their inhaler 
has been left in the building), staff will administer first aid as per their training 
and contact emergency services.  

 
Staff should be aware that in the event of a failure of the electricity supply, 
the building is fitted with emergency lighting that will activate immediately if the 
mains supply fails. These lights are designed to work for approximately 3 hours 
but at a much-reduced lighting level. The telephone system also works on mains 
electricity so in the event of a mains failure, staff will need to use mobile phones 
for contacting parents or guardians. The door access equipment works on 
electricity so in the event of an electricity failure the locks would all release and 
remain unlocked until the electricity is restored. All exit doors can be locked using 
the relevant keys. Under no circumstances should any member of staff attempt 
to rectify any faults that occur themselves and help should always be sought from 
a manager or member of the Senior Leadership Team. 
 
It may be the case that some adult service users need additional support to 
evacuate in the event of an emergency. For example, individuals may use a 
wheelchair, may have a physical disability that impacts their mobility, may be 
visually impaired, may be particularly triggered by alarms, and/or may 
experience other specific differences which would impact their safe escape.  
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All of the individuals who access Daisy Chain services are either diagnosed as 
autistic/neurodivergent or identify as being autistic/neurodivergent and may 
require additional support in the event of an emergency. Service-wide controls 
around this are included in our General Health and Safety Risk Assessment and 
are reviewed regularly by Daisy Chains Health and Safety Manager and Senior 
Mangers across all child and adult services.  
 
Where an adult service user has additional risks and support needs in relation to 
evacuation (e.g., wheelchair user, visually impaired, etc.) then an individual 
‘Personal Emergency Evacuation Plan’ (PEEP) will be completed with them and/or 
their parents/carers as appropriate. All referral forms and care plans for adult 
services ask clients to identify whether or not they may require any additional 
assistance to evacuate a building in the event of an emergency.  

 
6.9. E-Safety  
 

Daisy Chain recognises that the internet is an invaluable resource for education 
and social interaction but that it also poses a potential risk. Daisy Chain possesses 
a number of devices which can be used with service users to access the internet 
as part of planned session activities. All computer devices used with service users 
(including iPads and laptops) are routinely PAT tested and are equipped with 
suitable security software to ensure that inappropriate websites cannot be 
reached. If it is discovered that an adult has been accessing inappropriate web 
information using a Daisy Chain device, this will be investigated by a Senior 
Manager and if necessary, access to the internet will be limited for all service 
users until this investigation has been completed. Under no circumstances 
should any service user be given access to Daisy Chain's WIFI 
passwords.   

 
Adult service users are encouraged not to use personal devices (e.g., mobile 
phones) during sessions, since this may detract from social activities and 
learning. However, staff cannot prevent adults from bringing or using their mobile 
phone or using it to access the internet during sessions. If mobile phone/internet 
use is causing disruption or issues within services, this will be addressed directly 
with the adult and their parents/carers as appropriate, and a support plan will be 
put in place to assist the adult in engaging more appropriately within the 
provision. If phone and internet use is persistent and is significantly disrupting 
the service for the adult, staff or others, the individual may lose their place in the 
service.  
 
Examples of inappropriate phone use where a staff member may intervene are: 
 

• If an adult is playing music or a video loudly from their phone, they may 
be asked to turn this off or down.  

 
• If an adult is taking photos or videos on their phone, they will be reminded 

that they must seek consent from others first before including them in the 
shot.  

 
If an adult takes a photo or video of another service user who does not want their 
image to be held, the adult will be asked by staff members to delete the image/s 
in question. A photograph is classed as personal data. In the event that an adult 
refuses to delete a photo or video of another service user, and/or posts the photo 
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online, Daisy Chain will seek guidance from our nominated GDPR lead and/or the 
Information Commissioners Office.  

 
6.10. Bullying and Peer on Peer Abuse 
 

Bullying and unkindness, whether physical or emotional, are entirely 
unacceptable at Daisy Chain. Bullying can be defined as any behaviour by an 
individual or group, repeated over time, that intentionally hurts another 
individual or group either physically or emotionally. Daisy Chain recognises that 
bullying can take many forms (for instance cyber-bullying via text messages or 
the internet) and that emotional bullying can be just as damaging as physical 
bullying. Bullying is fortunately not a normal feature of life at Daisy Chain, but 
all staff should be aware that it can happen at any time and be confident in what 
procedures to follow should they become aware of bullying or unkind behaviour 
towards others. 
 
It is important to note that ongoing mistreatment or cruelty from one adult 
service user to another may be classed as peer-on-peer abuse. Peer on peer 
abuse can occur in any communal setting such as a day centre, club, or 
residential care facility. Bullying can be considered a manifestation of peer abuse.  

 
Peer-on-peer abuse includes, but is not limited to: 
 

• physical and sexual abuse 
• sexual harassment and violence 
• emotional harm 
• on and offline bullying 
• teenage relationship abuse 
• grooming for exploitation 

 
Incidents of peer abuse in disability support settings can occur because of a 
conflict over control of resources, relationship difficulties, or because of the 
nature of the disabilities and support needs of the people involved. They can also 
occur in the context of a power differential between the person causing 
concern and the victim of a peer incident. 
 
This is a complex area and any actions taken about bullying/peer on peer abuse 
between adults, need to be decided upon with due consideration to the context 
of the incident/s, the support needs of the parties involved, and the wishes and 
feelings of the adults. With any incidents of bullying/peer on peer abuse, staff 
should notify Designated Safeguarding Staff and Senior Managers. Advice can be 
sought from adult social care/emergency duty team as required.  
 
It is important to note, that if an adult deliberately physically hurts another adult, 
this is classed as physical assault which may be a matter for the police, should 
the victim wish to press charges. Even a threat of harm, which causes emotional 
fear for the victim and where there is reasonable belief that the aggressor was 
going to carry out the threat, is considered assault within law.  
 
All services where adults are going to be working together as a group, will 
establish and discuss ‘ground rules’ which include respectful interactions with one 
another. Adults are always under the supervision of staff members at a minimum 
ratio of 1:8, and staff are required to remain vigilant at all times and look out for 
signs of bullying and/or unkind behaviour. Should a staff member become aware 
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of or be concerned about an adult’s behaviour towards others during a session, 
this should be immediately addressed in a support-focused manner by the 
session lead. It is highly likely that such incidents may be a result of the support 
needs of the adults involved, so staff should aim to address the issue in a support 
focused manner by identifying any triggers within the group and removing or 
minimising them wherever possible. This may also involve speaking with the 
adult in question, assessing their support needs, and reminding them of the 
“ground rules” for the group work.  
 
If this does not work, and the actions continue to cause significant disruption to 
the group or distress to individuals, staff must contact the adult’s emergency 
contacts and request that they are collected from the session. Where staffing 
levels allow, the adult may be given 1:1 support whilst waiting for the emergency 
contacts to arrive, and staff will ensure that the whole group are supervised and 
supported to keep safe. 
 
Where an adult has been sent home from a session and/or their engagement 
within sessions is causing continuous disruption, they and/or their parents/carers 
(depending on the adults’ preferences and consent) will be invited in for a 
meeting with the service lead/a Daisy Chain manager to discuss the 
circumstances and agree a support plan that will assist the adult in continuing to 
access the service and engage in a positive way. The specific actions identified in 
this support plan will be bespoke to the individual and the particular context of 
the situation. 
 
Daisy Chain is an inclusive and accessible service for autistic and neurodivergent 
adults who may experience additional complex support needs including learning 
disability and mental health. Daisy Chain is committed to doing everything in our 
power to assist individuals to engage positively within our services and access 
the support they need. Equally, we also have a duty of care to maintain the safety 
and wellbeing of all other service users accessing our provision, as well as staff 
and volunteers.  
 
If an adult continues to engage with a service in a way that is disruptive, 
distressing, or unsafe for them or others, despite the implementation of an 
agreed support plan, then it may be decided that the service offered by Daisy 
Chain does not, and cannot, meet the adults particular support needs and 
therefore, it is no longer suitable for them to engage. This decision would not be 
taken likely and must only be decided upon after all other options for support 
and reasonable adjustments have been tried. Any decision to close the support 
place of a client must be approved by Daisy Chain’s Head of Services and CEO. 
An adult may be suspended from accessing support until a final decision is 
reached. Where an adult is stopped from accessing Daisy Chain services, staff 
will signpost the adult and/or their parents/carers to alternative internal or 
external support services, wherever possible and appropriate.  
 
In addition to the above reactive measures, Daisy Chain takes a number of 
preventative measures to reduce the risk of such issues occurring within services. 
These include: 
 

• Providing clear criteria for services 
• Asking for information about adults’ specific support needs on referral 

forms and care plans 
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• Reviewing all referral forms and care plans against service criteria before 
offering place, to ensure staff have reasonable belief that they can meet 
need (including follow up phone calls and face-to-face initial assessments 
as necessary). 

• Matching adults with similar interests and preferences in groups together, 
wherever possible.  

• Ensuring suitable supervision and staff ratios at all times.  
• Taking a proactive approach to avoiding conflict by using de-escalation 

techniques based on adults’ individual preferences. 
 

Any and all incidents of bullying, unkindness and peer on peer abuse will be 
recorded as detailed case notes on Daisy Chain’s secure CRMS (AdvicePro) and 
on CPOMS if appropriate.  

 
5.11 Recording and Reporting 
 

Daisy Chain has a duty of care to ensure that any significant incidents, concerns, 
or observations relating to the individuals accessing our services are recorded 
and reported suitably. This duty serves to ensure the well-being, safety, and 
support of those accessing our services, as well as to maintain transparency and 
accountability within the support setting.  

 
Here are some key aspects to consider regarding the duty to record and report: 

 
Accurate Documentation:  
 
Daisy Chain staff ensure that accurate and detailed records are maintained. This 
includes recording relevant information such as personal details, medical 
needs/history, support plans, and any changes in behaviour, health, or 
circumstances. Accurate documentation aids in providing holistic care, facilitating 
effective communication among the services team, and assisting in decision-
making processes where the best interests, wishes, and preferences of adult 
service users are always at the forefront.  

 
Daisy Chain requires all adults to complete a referral form/support plan before 
they can access provision. Referral forms/support plans are tailored to collect 
relevant information for each particular service and to provide sufficient 
information in order for staff to triage the referral and ascertain whether the 
adults support needs can be met within the service. If necessary, staff will contact 
the adult or their parents/carers (depending on the adults contact preferences) 
to gather further information. All referral forms/care plans are downloaded and 
saved within the documents section of each adult’s case file on Daisy Chain’s 
secure CRMS, AdvicePro.  

 
Referral forms/support plans MUST be read by all staff members who will be 
working with/supporting adult service users. Referral forms/support plans must 
be reviewed and updated annually to ensure the information is up to date and 
correct.  

 
Incident Reporting:  

 
It is essential for all staff and volunteers to promptly report any incidents that 
occur within Daisy Chain services to Service Managers/senior staff and/or 
safeguarding leads. This includes accidents, injuries, medical emergencies, or 
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any other event that may impact the well-being or safety of service users. 
Reporting incidents ensures that appropriate action can be taken promptly, 
mitigating potential harm, and preventing similar incidents in the future.  

 
All Daisy Chain staff undergo Health and Safety training as part of their induction, 
which covers the procedure for reporting accidents, injuries, and illness. 
Furthermore, all Daisy Chain services staff are required to complete mandatory 
annual safeguarding training and read Daisy Chain’s child and adult safeguarding 
policies, which explain the procedure for reporting any safeguarding concerns 
disclosed or witnessed.  
 
During office hours, senior staff and/or safeguarding leads are always available 
and should be informed as soon as possible about any incidents occurring or 
which have occurred during service delivery.  
 
Where services are delivered outside of office hours (e.g., evenings and 
weekends) senior managers/safeguarding staff may not be on site. In such 
circumstances, the timeframe within which the incident should be reported 
depends entirely on the circumstances of the incident itself.  
 
For example, safeguarding incidents where there is a concern around safety and 
welfare and/or where a staff member is unsure how to proceed, should be 
reported to a senior manager/safeguarding lead immediately, or as soon as it is 
possible and safe to do so. This includes contacting senior staff outside of office 
hours to seek their advice and guidance and keep them informed of the 
circumstances.  
 
However, if there is an argument between two adult services users which is 
resolved within the session with no major incident or harm, a senior staff member 
does not necessarily need to be contacted out of hours and informed of the 
incident immediately. Instead, the incident should be written up within the 
session notes and a senior manager should be informed as soon as possible the 
next day.  
 
Importantly – reporting incidents is crucial to keeping everyone safe. If in doubt, 
staff should report incidents to senior staff as soon as possible to avoid potential 
harm. If seeking guidance from senior/safeguarding staff about an incident, staff 
MUST NOT leave a voicemail on a colleague’s phone and consider that the 
responsibility has been passed. Staff must ensure that they have directly spoken 
with and sought guidance from senior staff/safeguarding leads/the safeguarding 
hub and carried out all necessary actions to protect the welfare of the at-risk 
adult before discharging themselves of this responsibility. For more details about 
Daisy Chain safeguarding procedures, please read our safeguarding policies.  

 
Confidentiality and Data Protection:  

 
While recording and reporting information, it is crucial to maintain confidentiality 
and adhere to data protection laws and policies. Only share information on a 
need-to-know basis, ensuring that individuals' privacy is respected, and their 
personal data is protected. Daisy Chain staff are required to undertake online 
GDPR training on an annual basis, and to read and sign Daisy Chain’s GDPR and 
Data Protection Policy. All client data is held within secure databases and 
systems, and all staff computer devices are encrypted, and password protected. 
Data protection and data security is considered within Daisy Chain services risk 
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assessments, with particular consideration given to services delivered off-site in 
community venues. In such circumstances, any client data must be stored 
securely in a locked box, supervised at all times by a lead staff member, never 
be left in a staff member’s car overnight, and returned to the Daisy Chain site as 
soon as possible.  
 
On all referral forms and support plans for adult services, individuals are asked 
to provide their specific consent for the storage and use of their special category 
data including medical conditions and ethnicity. Adult clients are also asked to 
provide explicit consent for us to share their data (including special category 
data) with other professionals as required and/or to make a referral into an 
alternative provision. Client’s GDPR consent preferences are stored within their 
case file on AdvicePro and are adhered to at all times by staff.  
 
Communication 
 
Unless advised otherwise, Daisy Chain staff will direct all communication about 
their services and support directly to the adult service user. On referral 
forms/support plans, adults are asked to identify who they would like Daisy Chain 
to communicate with about their support: 
 

- Directly with them (the adult) only 
- Directly with their parents/carers/emergency contacts (only) 
- With both the adult AND their parents/carers/emergency contacts 

 
Daisy Chain staff will NEVER share information about an adult service user’s 
engagement with Daisy Chain or details of their support sessions, with their 
parents/carers or any other individual, unless the adult has given explicit 
consent for this to happen. Even if an adult is still living with and receiving 
support from their parents/carers, they still have a right to confidentiality and 
privacy. Our duty of care in such circumstances is to the adult and not to their 
parents/carers. 
 
This explicit consent must be obtained by the adults completing Emergency 
Contact Permission form alongside the referral forms/support plans. Clients 
consent preference will then be stored in AdvicePro and is always adhered to. If 
for any reason this is unavailable, we will assume no consent is given and 
communicate only with the adult directly. 
 
The only exception to this is if the adult has a specific ‘Deprivation of Liberty’ in 
place, or in emergency/safeguarding situations where it is deemed absolutely 
necessary to communicate with parents/carers/others without the adult’s 
consent in order to keep them or others safe.  
 
Safety and Wellbeing During Community Participation 
 
The safety and wellbeing of all clients are Daisy Chains top priorities. We are 
committed to ensuring that appropriate safeguards are in place whenever 
groups are participating in activities outside of our facilities. 
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Attending Venues with Alcohol 

If a group is visiting a restaurant, pub, or other venue where alcohol is 
available, clients must be informed beforehand. This allows for proper 
arrangements to be made to ensure their safety and wellbeing. 

Clients Intending to Drink Alcohol: 
Clients who plan to consume alcohol at the venue should be advised not to 
drive their personal vehicle to the location. Instead, they should arrange to be 
dropped off and picked up by someone else. 

Service Users Not Intending to Drink Alcohol: 
Clients who do not plan to drink alcohol may use their personal vehicle for 
transportation to and from the venue. 

Change of Plans Regarding Alcohol Consumption: 
If a client initially drives to the venue but later decides to drink alcohol, they 
must leave their vehicle at the venue and arrange for alternative 
transportation. The responsibility for retrieving the vehicle the following day lies 
with the client. 

If a client consumes alcohol and then attempts to drive, staff must immediately 
inform a Designated Safeguarding Officer (DSO). Additionally, the supervising 
staff is required to notify the police to ensure the safety of the client and the 
community. 

This ensures that the safety and wellbeing of all clients is maintained during 
sessions, particularly when alcohol is involved. 
 

 
7.0. Supporting Documents 
 
7.1. This policy must be read in conjunction with Daisy Chain’s Policies on: 

• Health & Safety,  
• Risk Assessment,  
• Safeguarding for Children  
• Safeguarding for Adults. 

 
 
 

 


