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Welcome to Selsey Community Forum.
We hope that you will find satisfaction

in helping others and making your valuable
contribution to the local community. This
handbook is based on Selsey Community
Forum's policies & procedures, and offers
guidance which we ask that you follow

when involved in activities on our behalf.

Mike Nicholls
Chairman
Selsey Community Forum         July 2019



Selsey Community Forum

Selsey Community Forum is a partnership of local 
voluntary organisations which, in co-operation with the 
statutory and commercial sectors, seeks to identify and 
meet local needs. Our current major projects are the 
Selsey Care Shop, Selsey Dementia Action Alliance and 
a planned cycle route from Selsey to Chichester.             
In addition, we are proud to administer the awards 
process for the Ferry Farm Community Grant Fund.

Selsey has a relatively elderly population with many 
retirees, a high proportion of whom have lost their 
partners and live alone, often far from their families and 
earlier friends; as a result, there is an increased risk of 
loneliness, social isolation and other vulnerabilities.        
To counter this, the Selsey Care Shop aims to provide 
practical support and befriending activities to those in the 
local area who might be in need, including unpaid carers 
and those living with dementia. Most of the forum's staff 
and volunteers are involved with the Selsey Care Shop.

You can find out more about the forum at:

 www.selseycommunityforum.uk.

Volunteers

Selsey Community Forum places great value on the 
involvement of volunteers in its work; they enhance the 
range and quality of services the forum provides by 
donating their time, skills, knowledge and experience. 
The forum aims to ensure that volunteers are treated 
fairly, feel valued and are thereby motivated to provide a 
professional quality to Selsey Community Forum's 



services and to gain satisfaction from their efforts on the 
forum's behalf.  To protect both parties, volunteers will 
usually be invited to commence working for a trial period 
prior to agreeing a longer term arrangement. Volunteers 
will be encouraged to make suggestions for improving the
quality or range of the services provided by the forum.

All volunteers will be given induction training which 
includes an explanation of Selsey Community Forum's 
activities and clear lines of communication as well as
on-the-job training in the role intended for the volunteer.
Training will also be given to a volunteer subsequently 
entering into any new role.

Selsey Community Forum's policies, practices and 
insurance arrangements give the same protection to 
volunteers as that enjoyed by its staff. In addition, the 
forum will consult volunteers on any major policy or 
operational changes which affect them.

Confidentiality

To meet both legal and moral obligations, Selsey 
Community Forum's policy is to safeguard the personal 
information that it needs to retain in order to undertake its
various projects.  

Except when it is in use, all personnel information 
retained by Selsey Community Forum on paper is to be 
stored in a locked container.  Any information on paper 
for which there is no further requirement should be 
destroyed by shredding. To secure any information stored
electronically, all computers and other devices provided 



by the forum are password protected and must be shut-
down when not in use. Passwords will only be given to 
those with a genuine need. Personal information is not to 
be retained on private computers or other devices. 
Personal telephone numbers and addresses of staff, 
volunteers and service users should not be shared with 
other staff, volunteers, service users or third parties 
unless there is a genuine need and the person whose 
information is to be shared has specifically consented.
In an emergency, necessary personal information can
be released provided the individual releasing it is 
prepared to justify the action after the event. 

Conversations, including those held by telephone and 
particularly those with service users, which involve 
confidential personal information are not to be held where
they might be overheard and must take place in private. 
Similarly, you should, when in public places, avoid any 
discussion which might reveal confidential personal 
information of any kind.

In short, during your involvement with Selsey Community 
Forum, you will become aware of personal information 
about other individuals which is confidential; please 
respect such information and keep it to yourself.  Breach 
of this policy will usually result in individuals being asked 
to leave Selsey Community Forum.

Health & Safety

Selsey Community Forum aims to provide and maintain 
safe and healthy working conditions, equipment, and 
systems of work for its staff, volunteers and trustees as 



well as service users and the general public. However, all
staff, volunteers and service users have a personal 
responsibility to behave in a safe way that isn’t likely to 
cause harm or damage to any other person or property.  
It is also important to recognise that vulnerable adults 
may have a cognitive impairment that can prevent them 
from maintaining their own safety; in these situations 
staff, volunteers and carers have a 'duty of care' to 
ensure that person’s safety. 

If an accident does happen, please let your manager or 
project leader know as soon as reasonably possible.      
In addition, record in the Selsey Care Shop Accident 
Book any instance of any injury suffered by trustees, 
staff, volunteers or service users while involved in Selsey 
Community Forum activities at any location. If applicable, 
the accident should also be recorded in the accident book
held at the location of the accident. In addition, a record 
should be made in the Accident Book of any incident 
involving members of the general public at any event or 
activity in which the forum is involved.

Adult Safeguarding

Adult Safeguarding applies to people aged 18 years or 
over who might be unable to take care of themselves or 
protect themselves from harm or from being exploited.

This might include a person who is elderly and frail, has a
mental illness (including dementia), physical or sensory 
disability or a severe physical illness. Unfortunately, these
individuals can be liable to abuse which can take a 
number of forms and can cause victims to suffer pain, 



fear and distress. Victims might be too afraid or 
embarrassed to raise any complaint and they might be 
reluctant to discuss their concerns with other people or 
be unsure about who to trust or approach with their 
worries.  Furthermore, victims might be unaware that
they are being abused.

Abuse is a violation of an individual’s human and civil 
rights by any other person or persons.  Typically, it can 
take a number of forms such as physical, sexual, 
psychological, financial or, simply, neglect – either by 
those providing care or by self-neglect.  Selsey 
Community Forum's Adult Safeguarding Policy contains 
detailed information about types of abuse and possible 
indicators that it might be occurring.

If you become aware that any individual might be being 
subjected to abuse, you should report the matter to your 
manager or project leader as soon as reasonably 
possible; they will make a written record of the allegation 
or suspicion and initiate further appropriate action.

In emergency situations (for example, where there is the 
risk or occurrence or severe physical injury or a crime has
been committed), where immediate action is needed to 
safeguard the health or safety of an individual, the 
appropriate emergency service should be contacted 
immediately.

Befriending

It is important that befrienders are aware of the 
boundaries involved in befriending and are alert to the 



potential difficulties. These are best simply expressed in 
the form of 'Do' and 'Don't'  lists (they are not exhaustive 
and will be supplemented from time-to-time):

'Do':

 Tell someone where you are going when making a 
befriending visit.

 Be prepared to listen and let the person talk.
 Be helpful and sensitive.
 Observe confidentiality at all times. 
 Let your manager or project leader know if you 

have to repeatedly cancel visits.
 Inform your manager or project leader of any 

concerns or incidents such as behaviour or 
deteriorating health.

 Respect the person as an individual.  

'Don't':

 Accept money from the person.
 Administer medication.
 Undertake any form of personal care e.g. toileting, 

washing, dressing.
 Lift or move heavy objects.
 Become involved in family disputes or personal 

affairs.
 Press your own opinions on the person.
 Give your own contact details to the person without 

due consideration.

The first meeting between the volunteer and the person 
involved can be daunting. The manager or project leader, 



or someone known to the person, will normally 
accompany a volunteer befriender to the first meeting to 
make introductions. The manager or project leader will 
normally make a follow-up check that both the volunteer 
and the person involved are content with the 
arrangement.

Complaints & Grievances

Complaints (from external sources) and grievances (held 
by staff or volunteers) are treated very seriously by 
Selsey Community Forum.  Any member of staff or 
volunteer receiving a complaint from any service user or 
other external source should refer it promptly to the 
appropriate manager or project leader.  
 
Staff or Volunteers wishing to make a complaint, either on
their own behalf or on that of someone else, should do so
using the following grievance procedure:

 Informal Notification.  Staff or volunteers should, 
in the first instance, make their concerns known to 
their manager or project leader who will try to 
resolve the matter.  Failing this, the individual will 
be asked to make a Formal Notification. 

 Formal Notification.  Staff or volunteers should 
submit their grievance in writing for the attention
of the Chairman. If the complaint involves the 
Chairman, the individual can submit their Formal 
Notification to a trustee of their choice.

 Final Notification.   If the individual is not satisfied 



with the outcome of their Formal Notification, they 
can submit their grievance for consideration by the 
trustees. The trustees' decision is considered final.

Any complaints or grievances related to a safeguarding 
issue should be dealt with in accordance with Selsey 
Community Forum's Adult Safeguarding Policy. 

Whistleblowers

Selsey Community Forum encourages staff and 
volunteers to be alert to any wrong-doing and to report 
any matter that they believe to be seriously wrong or 
even illegal. If they choose to do so internally, they should
use the grievances Formal Notification procedure.  
Provided the allegation is made in good faith and with 
reasonable suspicion that the alleged malpractice has 
occurred, is occurring, or is likely to occur, they will not 
normally be penalised in any way as a result of having 
reported the matter.

Equal Opportunities

Selsey Community Forum seeks to ensure that all job 
applicants, staff, and volunteers, together with all those 
individuals that they come into contact with as part of 
their activities on behalf of the forum, are treated fairly, 
equally and with respect. The forum expects that all 
trustees, staff, volunteers and service users will respect 
each other and not indulge in any discriminatory or 
harassing behaviour, either verbally or by their actions, 
during their activities on behalf of the forum. Such 
behaviour will usually result in the individual being



asked to leave Selsey Community Forum.

Quality Assurance

Selsey Community Forum aims to ensure that the 
services it provides are safe, effective and of a high 
standard; monitoring and evaluation systems are in place
to achieve this aim.  However, the services we provide 
can only be as good as staff and volunteers involved in 
providing those services.

Expenses  

In some circumstances, it might be possible to arrange 
reimbursement of legitimate expenses; you must seek 
prior approval to the expenditure from your manager or 
project leader and, subsequently, submit to them the 
relevant receipts. 

Identity Card

You will be issued with a Selsey Community Forum 
Identity Card which you should carry with you when 
carrying out the forum's activities; please keep it safe and 
return it when you are no longer involved with the forum.

Incident Reporting

If you are involved in, or become aware of any incident 
which might reflect badly on Selsey Community Forum, 
please notify your manager or project leader of the 
circumstances as soon as reasonably possible so that
the matter can be investigated.



Inappropriate Behaviour

Inappropriate behaviour by Selsey Community Forum 
staff or volunteers cannot be tolerated and will usually 
result in an individual being asked to leave. If you become
aware of any inappropriate behaviour, please report the 
matter to your manager or project leader.

Policies, Procedure and Guidance

If you would like to know more, you can find all of our 
polices, procedures and guidance on our administrative 
website at: 

     www.admin.selseycommunityforum.uk

We thank you for your valued support and want you to
obtain satisfaction from whatever you do in helping 
Selsey Community Forum achieve its aims in serving

our lovely local community. 


