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Professional 

boundaries 

Professional boundaries are what define the limits of a relationship between any staff member, 

member (also known as a service user) and volunteer. They are a set of standards we agree to 

uphold that allows this necessary and often close relationship to exist while ensuring the correct 

boundaries are kept in place. Arts Network expects staff to protect the professional integrity of 

themselves and the organisation. 

The following professional boundaries must be adhered to:  

• Any pre-existing relationships should be declared to the Arts Network management team and 

documented in both the staff and members’ files. 

• Entering into a personal relationship between staff (paid or unpaid) and a member is 

prohibited. This includes non-organisational relationships and contact between a staff and 

member through social networking sites such as Facebook, Twitter and Instagram.  

• It is also prohibited to enter into a personal relationship with a person who has been a 

service user over the past 12 months. 

• Transport for members in any personal vehicle regardless of insurance should not be 

provided. 

Staff will receive training and guidance regarding the following: 

• Maintaining appropriate physical boundaries 

• Suitable language and tone 

• Response to inappropriate behaviour / language 

• Handling members' personal contact details 

• Degree of accessibility to service users (e.g. not providing personal contact details, not 

following social media accounts) 

• Not selling to or buying items from members 

• Not accepting responsibility for any valuables on behalf of a member 

• Not accepting money as a gift/borrowing money from or lending money to service users.  

• Declaring pre-existing personal relationships with member or conflicts of interest. 

• The appropriate etiquette for accepting gifts/rewards or hospitality from partner 

organisations and/or members offering items of thanks (which should not be over the value 

of £5). 

If the professional boundaries and/or policies are breached this could result in investigation and 

enactment of the Disciplinary and Grievance Procedure. 



Premises, 

Workshops 

(online and in-

person) and 

activities 

• Members are given set times to attend, arriving no sooner than 15 minutes before the session 

and leaving promptly when the sessions end. 

• Sharps are to be kept locked in a cupboard when in use and/or not supervised by a trained 

facilitator. 

• One-to-one meetings with members will take place at our internal premises and within opening 

hours, supported by multiple additional staff on site if needed.  

• The ratio of staff supervising members will depend on the activity. Two staff members will 

supervise in-person workshops, and additional staff supervision will be required for larger public 

events, trips and activities with higher risk.  

• Online workshops are hosted by staff only from our internal premises following an online 

safeguarding risk assessment. Two staff members will supervise online workshops and multiple 

staff will be onsite and available to support staff if needed. 

• If we operate our activities at external premises, we will request their safeguarding policy and 

produce a risk assessment in advance of the activity. We will not organise one-to-one meetings 

with members at external premises. 

Reporting and 

monitoring 

within Arts 

Network 

The processes outlined below details the stages involved in monitoring, raising and reporting 

safeguarding concerns at Arts Network: 

• If a member has an unexplained absence from Arts Network: 

− Action one – if there are no pre-existing safeguarding concerns, no action is taken in the 

first instance but contact member phone/text or email if the absence persists.  

− Action two – if there is reason for concern, contact member via phone/text or email. 

− Action three – if they are in crisis, contact care team and/or emergency contact or GP to 

report concern. 

If there is no safeguarding concern up to one week can elapse between each action. If there is a 

threat to the individual or others no more than one day should elapse between each action. 

• It is the responsibility all staff, volunteers, trustees and visitors to report incidents, concerns 

or risks to the Safeguarding Lead or Deputy and/or appropriate authority. A report should be 

made in person/via phone if urgent, and a written report supplied via email.  

• Medical attention should be arranged for the person if needed. 

• Disclosure Barring Service should be notified if necessary.  

• If allegations are against staff including the Safeguarding Lead or Deputy, report them to the 

Board of Trustees. 



Working in 

partnership  

(inc. reporting 

externally)  

• In the event of a life-threatening incident the emergency services should be notified in the first 

instance. The care team of individuals will be notified in the second instance once it is safe to do 

so.  

• Obtain permission to make referral if safe and appropriate; if needed seek advice from the local 

authority London Borough of Lewisham. 

• Members will be notified of any communications with external organisations made on their 

behalf, if it is possible to do so. 

• All staff can refer members to the following organisations without support of a manager. All 

referrals must be reported to the management team via email: 

− Local authorities including the Lewisham Adult Gateway and Lewisham Multi 

Agency Safeguarding Hub (MASH) 

− Ambulance  

− Athena 

− Centre 70 

− Community Connections Lewisham 

− Mind (all local branches) 

− NHS services (all) 

− Police 

− Samaritans 

• There will be systematic checking of safeguarding arrangements of partner organisations upon 

agreement of contract. 

• Safeguarding will be a fixed agenda item on any partnership reporting meetings. 

• Contracts and memorandums of agreement for partnership delivery work will include clear 

minimum requirements, arrangements for safeguarding and non compliance procedures. 

• The Safeguarding Lead is responsible to make decisions on whether further referrals are needed 

on a case-by-case basis. In their absence the Safeguarding Deputy or the Board of Trustees are 

responsible. Members will be notified of these reports if it is possible to do so. 

Monitoring 

 

The organisation will monitor the following Safeguarding aspects: 

• Member referral forms request any risk to self or others. 

• Members are asked to sign a membership agreement when joining Arts Network which includes 

safeguarding agreements. 

• Safe recruitment practices – new staff must provide documents to verify identity and have two 

references. 

• Pre-employment checks including Enhanced DBS checks if working with children and adults 

at risk is part of their role. Staff will not work independently with children and adults at risk 

and will be under supervision until this check is completed. 

• Volunteers are also required to have an Enhanced DBS checks if working with children and 

adults at risk is part of their role. 

• Records made and kept of staff supervision sessions. 

• Monitoring whether concerns are being reported and acted on. 

• Checking that all policies are up to date and relevant. 

• Reviewing the current reporting procedure in place annually. 

• Presence and action of management responsible for Safeguarding is in post. 



Managing 

Information 

• Information will be gathered, recorded and stored in accordance with the Data Protection 

Policy. 

• Including but not limited to: paper referrals are kept in locked filing cabinets in locked office. 

Digital files are only accessible to management team. 

• All staff must be aware that they have a professional duty to share information with other 

agencies in order to safeguard children and adults at risk. The public interest in safeguarding 

children and adults at risk may override confidentiality interests. However, information will 

be shared on a need-to-know basis only, as judged by the Safeguarding Lead. 

• All staff must be aware that they cannot promise service users or their families/ carers that 

they will be able to withhold information from other staff or external organisations. Arts 

Network follows ‘no secrets’ guidance. 

Conflict 

resolution and 

complaints 

 

 

 

 

 

 

Arts Network recognises its duty to report concerns or allegations against its staff (paid or 

unpaid) within the organisation or by a professional from another organisation. 

The process for raising and dealing with allegations is as follows: 

• First step - Any member of staff (paid or unpaid) from Arts Network are required to report 

any concerns in the first instance to their line manager or the Board of Trustees.  

• Second step - contact local authority for advice. 

• Third step - follow the advice provided. 

Arts Network recognises its legal duty to report any concerns about unsafe practice by any of its 

paid or unpaid staff to the Disclosure and Barring Service.  

Conflicts in respect of safety of adults at risk will be taken forward by: 

• The Board of Trustees 

Communicating 

and reviewing 

the policy 

Arts Network will make members aware of the Safeguarding Policy through the following means: 

• Making copies of the Safeguarding Policy available upon referral. 

• Having copies available and accessible on the premises for staff, volunteers and members, in 

a designated space. 

• Verbal communication upon engagement with the service. 

• Availability as part of the contract of Participation/Members agreement.  

• Making a copy available and accessible on the Arts Network website. 

• The safeguarding policy will be reviewed every year and when there are changes in 

legislation or to the organisation.  

 


