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Introduction 
This guide explains the purpose and the procedures of the banana trust. 

Overall aims, underlying ethos and philosophy 
The Charity aims to provide activity-based day trips for children and young people who are disabled 
or who have additional needs.  These trips provide a day away and an exciting day for the child that 
they wouldn’t normal be able to have, but also gives a break to parents/guardians and their families 
from caring for the child. 

The Charity aims to give these breaks to Children who have little or no access to other respite care 
services.  No financial contributions are required from the Children, their families, guardians or 
carers. The trust is entirely funded by private donations. 

The activities organised for the Children are intended to enhance the Children’s future development 
and create further opportunities for personal growth. The trust has policies in place to support this 
personal growth from trip-to-trip. The trips encourage participation in events to which they may not 
normally have access to. 

Having these experiences helps to build confidence and optimism in the Children, as well as giving 
them an exciting time away from home. The experience away from home and their carers help them 
to develop and play a fuller role in society and prepare them to live more independently in the 
future.  

Structure of the Trust 
The trust has an executive committee made up of trustees (3 to 12 trustees) and other senior 
volunteers such as trip organisers and the lead nurse. The roles in the trust are as follows: 

Nominated Individual: The nominated individual’s role is to ensure that the trust is registered with 
Ofsted correctly, they are informed of any change and the trust is adequately insured. They must 
ensure the ‘fitness’ of the trust at all times. The nominated individual or delegate should visit trip 
organisers trips at least annually to monitor performance. 

Registered Manager: The registered manager has ultimate responsibility to ensure that on a day-day 
basis the trips run in compliance with legal requirements and guidelines. They are responsible for 
reporting events to Ofsted.  

Trip Manager: The trip manager is ultimately responsible for overseeing all helper and child 
applications. They also monitor the trip organisers and provide oversight and guidance. Sometimes 
the trip manager may be the trip organiser – if this is the case they must designate another trustee 
as the trip manager for the duration of the trip to avoid conflict of interests and allow for 
independent decision making.  

Trip Organiser: The trip organiser is responsible for finding a venue, setting up activities, risk 
assessing activities, selecting approved helpers and children and communicating with helpers and 
guardians about the trip. 

Lead Nurse: The trusts lead nurse provides guidance on the trusts medication and first aid policies 
and procedures, they are also the lead internal decision maker on any internal medical decisions 
related to the children in its care, and whether the trust is capable of handling a child’s medical 
requirements. 
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Independent Safeguarding Trustee: The independent safeguarding trustee does not sit on the 
executive committee or attend trips. Their purpose is to be an independent advisor on child 
safeguarding as detailed in the safeguarding policy. 

For more information see our document detailing the responsibilities of the trustees and executive 
committee. 

Vetting Volunteers 
Due to the vulnerability of the children, all volunteers that act as helpers or have any contact with 
children for the trust must have the following in place: 

• An application form filled in that details the following: 

o Name, address, 5 year work history, relevant experience, motivation to join the 
trust, details of 2 references 

o Allergies, food preferences and details of anything that may affect their ability to 
volunteer for the trust 

o This form is available at the trust’s website following an initial enquiry 

o All records are kept in the Banana trusts secured salesforce database 

• An enhanced DBS check 

o The trust has an account with https://www.disclosureservices.com/ for running DBS 
checks 

o Prior to a DBS submission, all volunteers must have the ID they have used in their 
DBS application checked by another experienced volunteer in the trust 

o DBS’s will be checked for any criminal convictions and other concerns and discussed 
with the trip manager. The trip manager will always act on the side of caution when 
making a decision with the child’s safety being paramount.  Applications will always 
be refused if the person in questions has any conviction relating to child abuse in 
any form. 

• An interview with the trip organiser or an other experienced volunteer: 

o Upon application, every volunteer should be rang by the trip manager or organiser 
to determine their suitability and availability as a volunteer. This interview should 
cover their understanding of what the trust does and the challenges caring for the 
children can present, as well as understanding their experience and motivation for 
joining the trust. This interview should also establish that the applicants level of 
English is enough to communicate in an emergency situation. 

o Subject to a successful phone interview every volunteer should be met by an 
experienced volunteer, this should be an informal interview where the interviewer 
gets a feel for the applicant’s suitability for the trust. They should also use this 
opportunity to verify the individual’s identification used in their DBS check.  

o Records of this interview should be kept in the trusts salesforce system. 

• Following the above being successful all volunteers must then attend a training workshop as 
detailed in the training section below. 

https://www.disclosureservices.com/
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• Subject to all the above being reviewed by the trip manager the individual will be set as an 
“approved” volunteer in the salesforce system 

• For every trip, the organiser must select the volunteers attending and add them to the trip 
campaign in salesforce. It is imperative the trip organiser checks that they have “approved” 
status and their DBS is in-date for every trip. 

o An in-date DBS is considered to be less than 3 years old 

• The trip manager will review the organiser's selection to ensure a suitable mix of volunteer 
experience and validate their DBS and approved status 

• Volunteers will be sent their information to review annually to ensure the information held 
by the trust is accurate. 

• The trip manager will flag DBSs that are coming up for a renewal well in advance to give the 
opportunity for volunteers to bring sufficient ID to an upcoming trip to process their DBS 

Training Volunteers 
Because the trust operates ad-hoc with a varied number of days it operates, it’s important that the 
trust approaches training as a continuing learning process. It’s also important every volunteer has 
sufficient training before they start any trip or look after any children. The following is the trust’s 
training procedure: 

• Every new volunteer will undergo a 2 hour 30 minute intensive training program, these 
training programs will be conducted regularly throughout the year at central London 
locations normally from 6-8:30 on a weekday evening. The training will cover the following: 

o Helpers responsibilities and roles of organiser and nurse 
o Aims of the charity and transfer of children 
o Safeguarding policies and prevention of bullying 
o Managing behaviour and policies on physical restraint 
o Moving and handling including using wheelchairs 
o Basic first aid 
o Communication and understanding of disabilities 
o Bathing and toileting 
o Trip standards and rules 
o Family and carer support 
o Medication policy 
o Policy on avoiding inappropriate relationships with children 
o Information showing that no child should be left alone with someone who is not a 

registered volunteer with the trust and that anyone who is on-site who should not 
be is reported to the trip organiser 

o Never use any form of corporal punishment 
o Whistleblowing policy 
o Helping children understand issues around safeguarding 

• Every volunteer who undergoes this training will complete a training validation record to 
confirm they have understood all the training given to them, they can query any issues with 
the trainer. This record will be held on the trusts salesforce system. 

• This training may not be necessary if the trip organiser in conjunction with the trip manager 
is confident that the individual volunteer has had equivalent training in the last 3 months or 
is suitably qualified. The trip manager must still walk the volunteer through its own 
procedures and they must still sign a training validation form. 
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• Training must be repeated by every volunteer at least once a year. Refresher training 
courses will be run after some day trips to facilitate this. 

• At the start of every trip, before the children arrive the trip organiser will remind the 
volunteers of the general rules of the trust and run through any specific issues that are more 
likely to arise on the trip based on the children attending 

Managing Volunteers 
The trust has a responsibility to its volunteers to ensure they are safe and looked after, it is also 
essential to the existence of the trust that volunteers return to the charity. It is also important that 
any concerns over a volunteer’s ability or behaviour are managed. The trust will: 

• Provide regular feedback to the volunteer on how they are performing 

• Monitor every helper's 1-1 situation on a trip and change it where necessary 

• Trip organisers will be available in private for volunteers to raise concerns about themselves 
or other volunteers 

• If a trip organiser becomes concerned about the behaviour or performance of a volunteer 
they should follow, as appropriate, this guidance: 

o Take the helper to one side and discuss a potential plan to mitigate the issue 

o Swap the helper with a different child or give them a break 

o Ask an experienced helper to support them 

o For more serious behavioural issues or a failure to change their behaviour, this 
should be reported to the trip manager and the person removed from the trip and 
blacklisted as a volunteer for future trips 

▪ The trip manager will maintain a confidential list of concerns relating to 
volunteers 

o Any concerns of abuse should follow the safeguarding procedure 

• As volunteers continue to volunteer for the trust they should be encouraged to take more 
responsibility such as running activities and offered the chance to become a trip organiser 

Selecting Children and Completing Care Plans 
The children the trust select to receive trips have a variety of additional needs and disabilities. It is 
the trusts aim to provide respite care to those who need it most this might be determined by: 

• The severity of a child’s additional needs and behavioural issues 

• Their family/guardian situation 

• Their access to other respite care 

• The ability of the trust to care for the child 

• Age of the child – must be over 5 (1 September after the child’s fifth birthday) and under 18 
unless they have discussed this with the trip manager and filled in the appropriate forms 

o We cannot take any children from birth to 31 August after their fifth birthday 
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The trust does not have strict guidelines on who should attend a trip and it is up to the trip 
organisers in conjunction with the trip manager who attends. Though it is imperative that they are 
confident that the trust can provide safe care for the child. 

To ensure the trust receives referrals for the most in need children the trip manager will be in 
regular contact with social services in the London area and advertise ways they can access the 
service.  

Parents/guardians or referrers apply for a child to go on a trip through the trust's website, the form 
on the site will include the following information: 

• Name and contact details of refer 

• Name and contact details of parent/guardian 

• Name, age and date of birth of the child 

• Details of the child’s additional needs and disabilities 

• Details of the child’s access to other respite care 

• Details of the child’s family/care situation 

The refer and parents/guardian will then be contacted by the trip manager to inform them as to 
their eligibility for trips from the charity. Subject to the child being eligible and space available on 
upcoming trips a parent/guardian information form and doctors form will be sent to the 
parent/guardians for completion. A home visit will then be arranged, an experienced volunteer or 
trip organiser will attend. During the home visit, a home visit form will be completed which will form 
the basis of the child’s care plan. Once a home visit is completed the trip organiser will add 
information from the parents/guardian form to the care plan and if necessary contact the child’s 
school or other agencies for more information.  

A completed care plan will include the following information: 

• Childs general information i.e. Name, DOB 

• Transport arrangements to and from trips 

• Medical background i.e. overall conditions and any allergies 

• Contact for school, social work and refer 

• 2 emergency contacts 

• A risk assessment for the child 

• Information on: 
o Social situation and access to other respite care 
o Communication 
o Mobility and wheelchair use 
o Food and drink 
o Toileting and personal care 
o Likes and dislikes 
o Behaviour 
o Medication 
o Any additional information 

 

• A complete medical history and medical background from the child’s GP dated within 12 
months of the trip 
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o If any of the medical requirements change after the GP form was completed this is 
required to be initialled on the GP form by the GP or the parent/guardian 

o It will be the decision of the trust’s lead nurse as to whether the parents/guardian’s 
initials are sufficient 

• After review by the trip manager, the completed care plan will be saved in a folder on the 
trusts secure google drive 

• Information on the expiry date of the GP form and date of completion of the care plan will 
be added to the child’s record on salesforce and the child marked as “approved” for taking 
on trips 

• The child’s care plan will be reviewed annually between the parents and trip manager (or 
delegate) 

• Some of this information may be able to be transferred from another charity or organisation 
subject to completion of a data transfer request form signed by the parent/guardian and 
permission from that organisation. 

Selecting Children and Helpers for a Trip 
The trust aim is to provide regular trips for the same and new children. Selecting and managing the 
correct balance of children and helpers on each trip is key to a successful trip. 

Helper Selection 

To ensure that the children we take are provided with adequate care, helper availability and 
selection will be done first based on the following: 

• Helpers will provide availability for the next 3 upcoming trips 

• A mix of new and experienced helpers will be selected 

• The trust aims to have 1 floating helper for every 5 children of each gender on the trip 

• A minimum of 1 person on the trip must have a first aid qualification if a nurse is not present 

• A trip nurse must be nominated and be available via phone for the duration of the trip if not 
attending 

• It is the decision of the trust’s lead nurse if a trip requires a nurse based on the children 
attending, if a nurse cannot attend the children in question must not attend. 

• Once helpers have been selected they will be added to the trip’s salesforce campaign and 
informed of their selection 

Child Selection 

The trust aims to provide respite care as regularly and for as long as possible to the children on its 
lists. This is not a promise and parents/carers and children must understand that there is no 
guarantee that every child can come on every trip or that we can continue providing respite care as 
the child gets older, behaviour changes or care needs become incompatible. Parents/guardians will 
be asked to inform us of the child’s availability for the next 3 trips. 

Children will be selected from the trusts approved list based on the following: 

• Availability of enough and adequately experienced helpers 
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• A maximum of 20 children on any trip 

• A roughly equal mix of male and female children 

• Care needs and availability of a nurse to attend 

• Subject to more children being available for a trip than the trust can accommodate the trip 
organiser will use their discretion as to which children to take but the following should be 
considered: 

o How much respite care does the child receive 

o How many trust trips have they been on 

o What is their care situation 

o Priority should be given to those most in need not based on if they have received 
multiple trips in the past 

• Once children have been selected they will be added to the salesforce trip campaign on 
salesforce 

Important Notes 

When selecting children and helpers the trip manager/organiser should be aware of the Equality Act 
– guidance is available here: https://www.gov.uk/government/publications/equality-act-guidance-
for-charities/equality-act-guidance-for-charities 

Pairing Children and Helpers 
The children that the trust takes, by the nature of their additional needs and disabilities are 
exceptionally vulnerable and is important that the trust takes steps to avoid helpers and children 
developing relationships that are inappropriate. It’s also important the trust realises that helpers and 
children may leave the trust at any time and avoiding over close relationships helps prevent distress 
to either party. 

The children we take may have severe care needs, behavioural issues or moving and handling 
requirements. It’s important the trust takes care to pair appropriately capable helpers to the 
children in their care. 

Avoiding inappropriate relationships 
To try and avoid any inappropriate or over close relationships, the trust has put several procedures 
in place: 

• A volunteer who has been paired as a 1-1 helper on a trip will not be paired back with the 
same child for at least a further 3 trips. 

• Consideration will also be taken if there is contact between the volunteer and child outside 
the trust, i.e. through a different charity. If this is the case the volunteer will not be paired 
with that child. 

• Contact between the child and the volunteer outside the trust is not encouraged 

• Helpers will be trained to avoid becoming over-attached to individual children and to spot 
signs when they are 

• Trip organisers will report any concerns to the trip manager and any future pairings 
between that child and helper will be avoided 

https://www.gov.uk/government/publications/equality-act-guidance-for-charities/equality-act-guidance-for-charities
https://www.gov.uk/government/publications/equality-act-guidance-for-charities/equality-act-guidance-for-charities
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Creating suitable pairings 
We aim to ensure that pairings create a safe and supportive environment for both child and helper. 
To help this process: 

• Helpers have to provide their experience and any official training during their application 

• The trust keeps records of volunteer’s progress and how they perform on trips. 

• Care plans will detail the care needs and requirements of children 

• A match will be made between helpers experience and childcare needs 

• Where there is not an appropriate helper available the child will not be taken on the trip 

Helping Children Develop 
It is the trusts aim to not just provide day trips but make progress with the child’s communication 
and wellbeing where appropriate. To achieve this the trust will keep a diary of a child’s progress on 
each trip which will be completed by the child’s helper at the end of every trip and stored in the 
child’s folder on the trusts secure drive. The information included in this will be: 

• What the child has enjoyed and not-enjoyed on the trip 

• Any behavioural issues, what triggered it and what worked to mitigate it 

• Any progress in communication i.e. signs used, intensive methods tried 

• Childs feedback on the day 

• Any other relevant information 
This information will be available to the child’s next 1-1 helper before the start of the next trip. 

Choosing Venues for Trips 
The venues for trips aim to be selected a minimum of 4 weeks before the trip. The aim is to use a 
venue that is Ofsted registered such as a school or a similar venue. The purpose of this is to ensure 
that venue is safe for the children. The trust wants to ensure a long term relationship at the venues 
it uses though intends to use at least two venues so that it reduces travel time and can reach more 
children. 

Each venue must have/be: 

• Within ideally 45 minutes but must be within 60 minutes travel time from the children it is 
taking 

• Space for 20 children and 30 volunteers 

• Male and female toilets at a ratio 1 toilet to each 5 children 

• Drinks facilities 

• Be accessible to children with disabilities 

• An area suitable for a coach to pick up and drop down from near by 

• A travel hub i.e. bus stop or tube station that is within 5 minutes walk and provides regular 
services 

• Have access to a suitable outdoor area for children to use (this is not necessary if the 
children are going on a trip that includes using outdoor space) 

It is the trip organisers responsibility to: 

• Risk assess each venue 
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• Risk assess route to and from the bus station/tube stop 

• Risk assess route to the coach pick up point 

• Get a copy of the venue fire plan 

• Get emergency contact details for the venue 

• This information must be stored on the secure google drive of the trust 

Choosing Activities for Trips 
The aim of the trust is to provide trips that the children attending wouldn’t normally have access to 
either because appropriate support is unavailable, the family situation makes it difficult or there is a 
financial barrier. While most of the trips will include an offsite element some trips may be solely 
onsite, this is at the trip organisers imperative.  

Activity plans will be drafted by the trip organiser and approved by the trip manager. It is essential 
for every trip and activity that a risk assessment has been done and that adequate facilities are 
available at the site to care for the children being taken. It is also essential there is a variation to the 
trips. 

Catering on Trips 
On every trip the trust must provide lunch and at least 1-afternoon snack. The trip organiser should 
use a suitably qualified catering vendor to provide the lunch. The vendor must be provided with a 
detailed list of any allergies or dietary requirements on trips. It is strongly suggested that a variety of 
sandwiches or other food options is provided. The vendor must have suitable insurance in place and 
a food hygiene certificate. All food must be healthy, nutritious and wholesome. 

If more than 2 children have food poising during a trip this must be reported to the trip manager, 
Ofsted and other relevant authorities. 

Preparing for a Trip 
Once the trip organiser has confirmed its helpers, children and venue for the trip the following 
schedule is suggested: 

• 6-4 weeks before the trip inform that guardians/parents that they have been selected for 
the trip and the trip’s venue. Ask parents for any update to the child situation that we need 
to be aware of. 

• 2 weeks before the trip provide the parents with detailed information on what is going on 
during the trip, what the child requires to bring with them, emergency contact details for the 
trip organisers, a copy of the safeguarding policy, the complains policy and Ofsted 
registration information. Information should also be provided in a child friendly manner such 
as a picture timetable. 

• 1 week before the trip provide the individual helpers with time-gated (7 days) access to the 
care plan, risk assessment, doctors form and progress diary of the child that they are going 
to 1-1 with on the secure google drive. It is imperative that every helper fills in the section 
on the care plan confirming they have read, and understand it. – Helpers will be remained of 
the confidential nature of these documents and no to download or print this data. 

• This is not a comprehensive list and it is expected the trip organiser will be in more regular 
contact with the parents/guardians and the helpers. 



 

Banana Trust Policies and Procedures 2019  11

  

• If a trip is cancelled for any reason the trip organiser must communicate this to parents at 
the earliest opportunity. They should always ensure that there is another person suitable for 
running the trip if they become ill or unavailable. 

Day of the Trip 
On the day of the trip, the following schedule is suggested, some trips may vary in length and layout, 
but this is to be confirmed with the trip manager: 

• 9am Volunteers Arrive –  

o Introduce any new helpers to the rest of the group 

o Trip organiser to run through the 15-minute training slides which cover a reminder 
of the general rules of the charity 

o Give the helpers the numbers of the trip organisers (and deputy) and the nurse 

o Allow helpers to read children’s progress diary (this is also on the secure google 
drive) 

o Run through the children coming to the venue and point out any children with 
particularly severe needs 

o Give the helpers a “crib” sheet of all children attending with the following 
information 

▪ Name, Age 

▪ Allergies 

▪ General condition 

▪ Overview of medical requirements and emergency medication 

▪ This sheet also includes our safeguarding flow chart and insurance details 

o Point out that all the information on our policies is available either on the website or 
the secure google drive 

▪ Though information on complaints, Ofsted registration, safeguarding and 
insurance must be printed and visible. 

o Run through the fire evacuation procedure for the venue and run a practise drill 

o Run through the schedule for the day and inform helpers of any risks and the 
mitigation in place 

o It’s imperative that the helpers feel at ease to ask any questions  

• 9:30am Children Arrive 

o Every parent should meet with one of the trip organisers and sign the day’s register 
which confirms that the care plan and medication plan that we have on record is up 
to date and correct. 

o If a child is on medication or has emergency medication then the trip organiser or 
nurse must ensure that they have a medication record sheet signed, the correct 
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amount of medication and any emergency medication noted. Any alterations must 
be discussed and agreed with the trips nurse and signed for by the parent.  

o Helpers meet the parents/guardians of the child and discuss any queries from the 
care plan 

o Parents are given an information sheet for the trip that details the trip organisers 
phone numbers, complaints procedure and safeguarding flowchart. 

o Helpers check the child has the necessary clothing and pads for the day if not, the 
trip organiser must be informed 

o Parents should be encouraged to leave by 10am subject to all the above being 
completed 

• 10am Trip commences 

o Children should be given an information sheet which includes information on: 

▪ What's going on throughout the day 

▪ The complaints policy and safeguarding information 

▪ Information on the dangers and risks of leaving the holiday scheme without 
permission and how to access help if they consider running away or get lost.  

o It’s important that trip organisers do a very early review of helper-child pairings and 
identify any issues and provide support or a mitigation strategy 

o The trips are short in duration so it’s imperative that issues are dealt with quickly to 
ensure the child and helper enjoy the trip 

o The trip organiser should also monitor that children and helpers are mindful of the 
“avoiding inappropriate relationships” policy 

• 5:30pm Parent/guardians return 

o Helpers should give the parents/guardians an overview of how the day went, any 
progress and any issues 

o Parents/guardians should have medication returned and sign the medication record 
to this effect 

• Once children have all left 

o Helpers should update the child’s progress diary with information as detailed earlier 
in this document 

o Any outstanding incident forms must be filled in by helpers though it is encouraged 
for these to be done during the trip 

o A short meeting will be held where an overview of the day will be given, any issues 
identified and information on the next trip given, this is also a chance for helpers to 
feedback, but they can also do this in private with a trip organiser 

• Post trip 

o The trip organiser should complete a brief review form of the day detailing any 
incidents and a review of helper performance 



 

Banana Trust Policies and Procedures 2019  13

  

o The purpose of this review is to help guide future trips 

Important Notes 
It’s important that the trip organiser has a deputy who is fully aware of every aspect of the trip, in 
case the trip organiser is ill or unable to attend. Ideally, every trip will have two full trip organisers. 

The trip organiser (appointed lead) is the designate of the trip manager on the trip. 

Appendices 
On the day of the trip, the following schedule is suggested, some trips may vary in length and layout, 
but this is to be confirmed with the trip manager: 

Safeguarding Children and Young People Policy  

About this Safeguarding Policy 

This safeguarding policy applies to all volunteers, organisers and the board of Trustees, and any 
other persons working for the Banana Trust. 

This policy aims to set the guidelines for volunteers and organisers on how the trust protects 
children and young people who receive trips from The Banana Trust. 

Safeguarding Layout In The Trust 

Due to the nature of the trust’s set up many of the trustees are related and many of the volunteers 
have close personal relationships with the organisers and trustees. To mitigate a potential conflict of 
interest the trust has an independent safeguarding trustee. This trustee does not attend trustee 
meetings or any of the trips, the sole purpose of this trustee is for reference in matters relating to 
child safeguarding for an independent decision where there may be a conflict of interest. This 
trustee must have sufficient professional experience in child safeguarding, such as a teacher or 
member of social services. 

At setup, the trustees had over 50 years joint experience in safeguarding and protecting children 
through both voluntary and professional roles. 

Responsibilities of The Banana Trust 

We at the Banana Trust endeavour:  

• To ensure the safety and wellbeing of every child in its care is a top priority 

• To protect children regardless of age, disability, racial heritage, religious belief, sexual 
orientation or identity, from all types of harm or abuse. 

• To train all its helpers to be aware of safeguarding procedures, identifying signs of abuse or 
neglect and the process to be followed in the event of an allegation of abuse or neglect. 

• To report anyone who has possibly committed a criminal offence against or related to a 
child. 

• To report any concerns to the appropriate children’s care services 

• To co-operate with a local authority which is making a child protection enquiry 

• Following an allegation of abuse or neglect, protect children accommodated by the scheme  

• To ensure the volunteers and organisers in the trust are capable and vetted   
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The Banana Trust - Volunteer Vetting 

All Helpers must have completed a helper application form. This shall include a 5 year CV with all 
time periods accounted for. 

All Helpers are to be met by a Trustee, trip organiser or other volunteer prior to their first trip. 

The Trust will ensure that: 

• the person is of integrity and good character 

• the person has the training necessary  

• the person is fit for the purposes of the work to be performed; and 

• To hold the number and date of issue of a Scottish PVG membership scheme and Disclosure 
Scotland check and/or a DBS Enhanced Disclosure certificate (with appropriate additional 
lists checks)  

• All DBS certificates must be dated within 3 years of the start of the trip a volunteer is 
attending. 

• All volunteers to nominate 2 independent references who are not family members. One of 
these references should be from a current employer and a second can be from a friend or 
colleague – the reference must know the applicant for 12 months. 

• A list of approved helpers within date DBSs are maintained on the trusts salesforce system 
which is available to Organisers, Trustees, Ofsted Inspectors etc. 

• All volunteers will provide photographic proof of identity to an Organiser on arrival to the 
trip. 

• Can provide appropriate medical care to the children in its care 

Organisers’ Responsibilities 

• The organiser to manage the trip and adhere to the standards set by Ofsted (irrelevant of 
registration) and The Banana Trust. 

• A copy of the Local Safeguarding Children Board’s procedures to be known by the trip 
organiser 

• To train each helper in safeguarding procedures and how to report suspicions of abuse or 
neglect. 

• To ensure each child will have a Personal Information Form either 

o Signed by their GP and dated within 12 months of the trip.  

o Signed by their GP and dated outside 12 months of the commencing of the trip and 
written confirmation by their legal guardian that all the information is still correct.  

• To escalate any concerns to the trip organiser, Chairman or Social Services if appropriate 

• To work with any local authority which is making a child protection enquiry in relation to a 
child accommodated by the scheme. 

Helper Training 
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All helpers are trained to spot abuse and neglect and the procedures to proceed with. This includes 
ensuring that helpers are aware of the signs that a child may be at risk of Child Sexual Exploitation 
(CSE) and the actions that they should take if they have concerns about this in any of the children 
during the trip. 

Trust Information 

Joseph Reeds - Chairman – 07807832776 – joereeds@gmail.com 

Trusts Independent Safeguarding Trustee – 07990958809 - gwendolenwhittaker@outlook.com 

• This person is designated as being responsible for handling and managing allegations and all 
allegations will be reported to them. This designated person has responsibility for liaising 
with the Local Authority Designated Officer (LADO) of the local authority in which the 
scheme is currently operating and for keeping the subject of the allegation informed of 
progress during and after the investigation 

• They will keep a confidential record of all allegations made until the person reaches normal 
retirement age or for ten years if this is longer. 

Social Services 

The contact details for social services are different for each area and available on the website of the 
local authority concerned. 

Her Majesty’s Inspectors 
Ofsted 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
0300 123 1231 
equiries@ofsted.gov.uk 
www.ofsted.gov.uk 
 
Information is taken from 

• Working Together to Safeguard Children 2018 
 

This policy is reviewed regularly 

Safeguarding Flow Chart 

1. If you have a concern about a child or helper tell the trip organiser. 

2. If you are worried that the trip organiser is involved or would be compromised, or is not 
dealing with the situation contact the chairperson – 07807832776 

3. If the chairperson is involved or they are on the trip then you should contact the trusts 
independent safeguarding trustee Gwen Whittaker - 07990958809 

4. The trust will report the issue to the Local Authority Social Care Team 

5. If your concerned that the trust if not dealing with the issue, contact Ofsted on 0300 123 
1231 or local social services 

mailto:joereeds@gmail.com
mailto:gwendolenwhittaker@outlook.com
http://www.ofsted.gov.uk/
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6. If you believe a child is in imminent danger contact the police and local safeguarding 
team. 

Records Policy 
This policy should be read in connection with the trusts data protection policy and privacy policy. The 
trust is required to keep records to comply with its legal duties and Ofsted registration. These are as 
follows: 
 
Complaints 

• fully investigate each complaint and keep a written record of these complaints for 3 
years –records should include the outcome of the investigation and any actions taken in 
response  

• respond to the parent who made the complaint and tell them about the complaint 
outcome within 28 days of the complaint date – you should respond in writing if the 
parent asks you to 

• provide Ofsted with a summary of complaints made during the last 12 months and the 
actions you took as a result, or a list of complaints made during the last 3 years, if we ask 
for either of these 

• The complaints list is held confidentially by the chairman of the trust.  

Children and Medicine 
Records of the following must be made and retained for 2 years for each child you look after: 

• their name, home address and date of birth 

• name, home address and telephone number of their parent/guardian/carer  

• a daily record of their name and hours of attendance – 

• any medicine given, including the date, circumstances and who gave it (this includes 
medicine that the child takes themselves) and a record of their parent/guardian/carer’s 
consent  

Records must also be kept of 

• any accidents on the premises –  

• the name, home address and telephone number of everyone living or working where 
you provide childcare - –  

• All medical records charts, incident forms, children’s and helper’s information is kept on 
the trusts google drive in a folder labelled with the date of the trip 

• DBS records must show the date on which each check was completed and who carried 
out the check. The DBS Disclosure information must be kept in secure conditions and be 
destroyed by secure means as soon as it is no longer needed. Before the Disclosure is 
destroyed, records need to be kept as described above.  

• Keep a clear and comprehensive summary of any allegations made against a particular 
member of staff or volunteer, including details of how the allegation was followed up 
and resolved, a record of any action taken and the decisions reached, is kept on the 
person’s confidential file and a copy is provided to the person as soon as the 
investigation is concluded. The information is retained on the confidential file, even after 
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someone leaves the organisation, until the person reaches normal retirement age or for 
ten years if this is longer. 

• The registered provider’s written report of visits carried out under Regulation 29 is 
lodged at the Scheme’s administrative offices for the manager and volunteer to read and 
to respond.  

 

Important Notes 

• Children and their parents / placing authority should understand the nature of records 
maintained and how to access them. 

• Information about individual children must be kept confidential and only shared with 
those who have a legitimate need to know, or are entitled to see, the information.  

• Entries in records should be legible, clearly expressed, non-stigmatising and distinguish 
as far as possible between fact, opinion and third party information.  

• Information about individual children is recorded clearly and in a way which will be 
helpful to the child when they access their files now or in the future. Children are 
actively encouraged to read their files, other than confidential or third party information 
and to correct errors and add personal statements. 

• The scheme has and implements a written policy that clarifies the purpose, format and 
content of information to be kept on the registered person’s files and information to be 
kept on the child’s files. Records may be kept in electronic form. Staff and volunteers 
understand the nature of records maintained and follow the scheme’s policy for the 
keeping and retention of files, managing confidential information, and access to files 
(including files removed from the premises). There is a system in place to monitor the 
quality and adequacy of record keeping and take action when needed.  

Anti-bullying policy  
 

Introduction 
The trust aims to foster values of tolerance and mutual respect through promoting the self esteem of 
all members of the trusts community. 
 
In the trust bullying behaviour is contrary to the trusts ethos. 
We recognise that bullying is a concern for all of us, including children, volunteers, parents and trus-
tees. 
 
Aims 
The aims of this policy are to: 

• Prevent or reduce bullying in any form. 

• Adopt a consistent approach to dealing with incidents of bullying. 

• Create an emotionally safe environment where positive relationships can develop. 

• Ensure that all children, volunteers and organisers are aware of this policy and their roles and 
responsibilities in contributing to its success. 

 

Definition of Bullying 

By definition bullying is behaviour that intentionally and  persistently causes distress to others. 
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The Department of Education defines bullying as: 
“Deliberately hurtful behaviour, repeated over a period of time, where it is difficult for the victim to 
defend him/herself.”   ‘Pastoral Care in Schools: Promoting Positive Behaviour’ (2001)  

Principles 

• Children have a right to a safe and supportive environment, free from intimidation and fear. 

• The welfare/well-being needs of all children and young people are paramount and childrens 
needs (whether bully or targeted child) need to be separated from their behaviour. 

• When bullying concerns are identified our trust will work in a restorative and solution fo-
cused way to achieve the necessary change. 

• Children or helpers who are targeted will be listened to and supported. 

• Children or helpers who engage in bullying behaviour will be listened to and encouraged to 
accept responsibility and change their behaviour. 

• Volunteers will receive awareness-raising training regarding bullying prevention including 
effective, appropriate strategies for intervention. 

• Where a concern arises, volunteers will receive ongoing support from trip organisers 
 

Forms of Bullying 

Bullying can take many different forms and is behaviour that intentionally and persistently causes 
distress to others. 

PHYSICAL BULLYING 

e.g. hitting; pushing; kicking; tripping; spitting; 
hair pulling; throwing things; interfering with 
another’s property by stealing / hiding / 
damaging / intruding upon it; 

- extortion / threatening demands for money 
or other items 

- writing or drawing offensive notes / graffiti 
about another 

VERBAL BULLYING 

e.g. name calling; insulting or offensive remarks; 
accusing; taunting; put downs 

- ridiculing another’s appearance/way of 
speaking/disability/personal 
mannerisms/race/colour/religion; 

- humiliating another publicly 

- spreading malicious or nasty rumours; 
threatening; intimidation; mocking; sarcasm 

EMOTIONAL BULLYING 

e.g. excluding/shunning others from group 
activity/social setting or play; 

- belittling another’s abilities or 
achievements; 

- menacing looks/stares;  

- rude signs or gestures 

CYBER BULLYING 

e.g. misuse of e-mails, images, text, blogs, 
tweets, forums and chat rooms to hurt 
/embarrass /demean /harass /provoke or 
humiliate another using perceived anonymity 

- misuse of mobile phones by text messaging 
/calls or images – again to hurt /embarrass 
/demean /harass /provoke or humiliate another 
using perceived anonymity 

- unauthorised publication or manipulation of 
private information; impersonation 
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These categories may be inter-related 

Signs of stress in children which may indicate Bullying 

• Child’s unwillingness to attend  

• Avoidance, hanging back from activities 

• Spurious illness / non specific pains, headaches, tummy upsets, withdrawn, loss of appetite. 

• Nail biting / flinching / jumpiness / forgetfulness / distractibility. 

• Impulsive hitting out / out of character temper, flare up or restlessness / sudden aggressive-
ness. 

• Stresses manifested at home – bed wetting / insomnia / nightmares / restlessness and irri-
tability. 

(N.B. whilst these behaviours may be symptomatic of other problems – bullying may be one reason) 

 

Strategies to prevent or reduce bullying 

The trust has established and will maintain the following strategies to prevent and reduce bullying 
behaviour: 

Proactive Strategies to ensure awareness is raised. 

• Promote trust Ethos at all times (as regards Bullying – be a TELLING / LISTENING / RESPOND-
ING trust). 

• Awareness of Rights and Responsibilities. 

• Recognise and reward good behaviour. 

• Use of creative learning to enhance social and emotional skills. 

• Ensure that all volunteers, parents and children and all members of the trust community are 
aware of the trust code of this policy 

• Volunteer training / effective communication. 
 

Reactive Strategies 

The following steps will be taken when dealing with incidents: 

o If bullying is suspected or reported, the incident will be dealt with immediately by the 
volunteer who has been approached. 

o Attempts will be made to resolve the situation quickly. 

o Reports will be taken seriously. 

o Steps will be taken to ensure the child feels safe and secure. 

o Significant incidents will involve further investigation and recording. 

o A clear account reported to the appropriate trip organiser 

o Significant or repeated incidents will require parents to be informed. 

Procedures for Dealing with Bullying 

When dealing with bullying behaviour the trust will aim to: 

1. Stop the bullying behaviour. 

2. Protect and support the bullied child. 
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3. Change the attitude and behaviour of the bully. 

Every child can make mistakes and can behave in ways that are hurtful to others. In most cases a 
quiet word and an explanation of how others feel is sufficient to make a difference. Children can and 
do learn over time how to care for themselves and for others. We believe that learning from mis-
takes and being genuinely sorry for them is part of growing up to be a socially well adjusted person. 
We believe much can be achieved by talking with the perpetrator and the victim to achieve a resolu-
tion and reconciliation. In some cases, however, talking things through will not make enough of a dif-
ference and in these cases we reserve the right to apply a range of sanctions. 

Individual Responsibilities 

All members of the trust community have a key role in promoting, implementing and supporting the 
Anti-Bullying policy of the trust. It is important that there is a collaborative whole trust approach to 
address any difficulties which may be encountered. Everyone should work together to create a safe, 
happy and anti-bullying environment. 

Volunteers should: 

• Provide a safe, secure and caring environment. 

• Promote and sustain good behaviour. 

• Listen to all reports of bullying. 

• Address each situation in line with procedures. 

• Work collaboratively with all relevant members of the trust community, developing positive 
partnerships with parents. 

 

Children and volunteers should: 

• Report all incidents of bullying (if a child is being bullied or is another child is being bullied – 
TELL SOMEONE) 

• Follow the trust's policies 

• Avoid inappropriate behaviour which might be considered as bullying. 

• Be respectful and supportive to others. 
 

Recording 

• All events will be recorded on an incident form 
 

The Banana Trust – Medication Policy 
Many of the children attending a trip will be on prescription medication or require as needed (PRN – 
Pro re nata) medication to be available during the trip. Our aim is to continue the child’s usual 
medication routine during the trip. 

This policy is to guide the safe storage and administration of medication during each trip and 
designation of nurses. 

Nursing on the Banana Trust 

Every trip will have a designated and registered nurse, whether or not the nurse attends the trip will 
be based on the medical requirements of the children taken on the trip. It is the decision of the 
trusts lead nurse as to whether a trip requires a nurse to attend. The designated nurse if not 
attending will be available via phone for the duration of the trip. 
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It is a minimum requirement that at least 1 person on the trip has an in-date first aid qualification. 

Receipt and Return of Medications 

Each child attending the trip must have a completed Medical Information form on which all 
medications and allergies (and type of reaction experienced) are listed and confirmed by the 
signature of the child’s General Practitioner or Hospital Consultant.  This information must be no 
more than 1 year old and any changes that have arisen since completion of the form must also be 
confirmed in writing either by the GP or parent. If this is done by the parent, then the trip nurse or 
trust lead nurse must be consultant as to whether this is appropriate. 

While it is strongly encouraged for the trust to have a Medical information form from a GP for every 
child, if a child is not on medication the trip organiser in consultation with the nurse can decide 
whether a GP form is required and if a GP form that is more than 1 year old is sufficient. 

• The pre-trip information requests that an adequate supply of each medication is provided 
for the duration of the trip. 

• All medication must be in the original packaging with a clear and readable prescription label, 
or, in the case of over the counter and off the shelf medication, the original label must be 
intact and readable, and labelled with the child’s name.  All medication must be in date on 
the day of the trip. 

• If required, on arrival at the venue each child’s parent/carer or escort will meet with the 
nurse to check and sign over the child’s medication and clarify any queries. 

• Each child, with medication, will have an individual medication chart and the supply of each 
medication will be signed in and out on this chart at the start and end of the trip.  For ALL 
Drugs, the number of tablets received must be counted and signed for by the nurse, other 
types of medication should be measured and signed for as appropriate.  Unexplained 
discrepancies to be reported to the Organiser who in turn will report to the Trip Manager 
and trusts lead nurse. 

• At the end of the trip the unused medications will be returned to the child’s parent/carer 
who will sign to confirm receipt. 

• If a child arrives with unexpected medication then the trip organisers nurse will decide if the 
child can stay on the trip. 

Storage of medications 

• Medications will be stored in a locked cupboard or room when on site, to which only the 
nurse or organisers hold the key.  

• A lockable bag/box (cool bag if medications require) will be used for storage of medications 
required during trips and this will be carried by the nurse or designate. 

• Emergency medication is exempt from the storage of medication conditions set out above.  
The nurse is able to discharge responsibility of these medications to individual carers. 
Individual carers must ensure that such medications are stored in a readily accessible safe 
place out of the reach and sight of children. 

Administration of medications 

• Each child will have a medication chart listing all their medication including name, strength, 
dose, timing and frequency, how the medicine is taken (route of administration) and what 
for (indication), if known, as confirmed by the parents/carers and GP/consultant. 
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• The administration of medication is the responsibility of the nurse except for emergency 
medication where responsibility lies with the carer to whom responsibility has been 
discharged.  Any usage of emergency medications must be reported to the nurse and 
documented on a minor incident form as well as documented on the child’s medication 
chart. 

• The nurse will check the medication, dosage and time, and sign the drug chart at the 
appropriate space to confirm administration.  The child and their helper may be involved in 
the checking process if appropriate. 

• It is the responsibility of the nurse to ensure that the correct medication and dose is 
dispensed, however it may be appropriate to give the dose to the child’s individual carer to 
physically give to the child if to be given e.g. the child may be given the medication to take 
themselves if deemed to be competent to do so. 

• “As needed” medications are also documented on the child’s medication chart and each 
time administration is required this will be checked and documented as above, together 
with the time and date of administration.  Non-prescription medications such as 
paracetamol will also be recorded on this section. 

• Where children are identified as being non-compliant with taking medication by parents 
prior to the trip, an agreed plan should be made with parents as to how the medication 
should be administered. 

• Trip Organisers should instruct Helpers to assist the trip Nurse/s and consider ways of 
avoiding disruptions during the medicines administration, e.g. Helper and child going to the 
Nurse at medication times. 

Changes to medications 

It is not anticipated that any child would require a change to their usual medication regime during 
the trip. 

In the event of a child needing emergency medical attention during the trip for e.g. injury or 
infection, the parents/carers will be informed and a Significant Event form completed.  If any new 
medication has been prescribed e.g. antibiotics consent will be sought from parents/carers as 
appropriate.  All parents/carers will have signed a consent form allowing emergency medical 
treatment of their child as necessary whilst on the trip. 

Complaints Policy 
This policy is designed to give information to children, volunteers and parents/guardians on how to 
direct a complaint against a volunteer, organiser, trustee or the trust in general. It’s important to 
note that this policy excludes complaints related to child abuse or other safeguarding concerns – 
these should be dealt with following the safeguarding policy. 

Children can take up issues with the trip organiser or their 1-1 helper with support and without fear 
that this will result in any adverse consequences. Children will receive prompt feedback on any 
concerns or complaints raised and are kept informed of progress. 

To make a complaint the party concerned should: 

o Talk or make a written complaint to the trip organiser, the trip organiser will record the 
complaint and send to the trip manager 
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o If the trip organiser is the subject of the complaint or not dealing with the complaint then 
the complaint should be made in writing to the trip manager at organiser@bananatrust.org  

o If you believe your complaint is not being dealt with by the trust then you can make a 
complaint to Ofsted or the charity commission as appropriate – details are available on their 
websites. 

The trust takes every complaint seriously and makes a record of the complaint and its follow up. 
Complaints will be dealt with in the following order: 

o If a complaint is received during a trip and requires immediate attention the trip organiser 
has the authority to decide on the validity of the complaint and put in place any mitigating 
action 

o A record of the complaint and any mitigating action should be sent to the trip manager 

o Serious complains should be discussed with the trip manager via phone as soon as possible 
so that mitigating action can be put in place 

o If the trust manager receives a complaint directly they will decide on the validity and put in 
place mitigating action – this will be recorded 

o If the trust manager receives a complaint that requires a fundamental change in the way it 
operates then it will be sent to all trustees for discussion at the next trustee meeting. If 
required an emergency meeting will be called. 

o Where necessary the complainant will receive a update on the outcomes of their complaint, 
this will be a maximum of 28 days after the complaint was made. 

Important Notes 

It’s imperative that children know that their views, wishes and feelings are taken into account in all 
aspects of their care; are helped to understand why it may not be possible to act upon their wishes 
in all circumstances; and know how to obtain support and make a complaint. The views of others 
with an important relationship to the child are gathered and taken into account. 

The overarching aim when responding to complaints will be to ensure that the children and 
volunteers are safe and correctly cared for. 

The complaints policy follows the requirements of the childcare register. 

Whistle Blowing 

Complainants can be assured that no individual will ever be penalised for making a complaint of any 
nature (unless it is deliberately false or malicious). Individuals can make anonymous complains 
directly to the trusts independent trustee who’s details are available on the trusts website. 
Individuals can also make anonymous complains to Ofsted. 

It is the duty of every volunteer to report any behaviour by an individual or the organisation they 
consider likely to significantly harm the safety, rights or welfare of any child to the relevant 
authority.  

Missing Child Policy 
While the 1-1 policy should make it very rare for a child to go missing the trust has a policy to cope 
with the situation should it arise. It consists of: 

• The child’s 1-1 helper immediately informing the trip organiser that the child is missing 

mailto:organiser@bananatrust.org
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• The trip organiser will arrange for any helpers not looking after a child to commence an 
organised search 

• If the trip is off site, the trip organiser will work with any staff who are at the venue to help 
in finding the child or announcing this via a speaker or similar system if appropriate 

• The trip organiser will inform the police and parents if the child is not found within 30 
minutes of originally being lost.  

• The trip organiser will work with police and other authorities to coordinate a wider search. 

Once a child is found the trip organiser will: 

• Record this on an incident form 

• Inform the trip manager 

• Discover the reason the child was lost i.e. was it by accident or did the child actively try and 
leave 

• Discuss with the 1-1 helper why the child went missing 

• Discuss and support the child through the reasons why they went missing if it was deliberate 

• It’s important the trust does not penalise a child for going missing and supports them when 
they return 

Other trust documents 
Medication chart – see separate document 

Childcare plan - See separate document 

Child risk assessment – See separate document 

GP and doctors form – see separate document 

Parents information form – see separate document 

Data transfer form – see separate document 

Risk assessment form – see separate document 

Example “Crib” sheet – see separate document 

Example Child Progress Diary – see separate document 

Example incident form - see separate document 

Trust insurance information - see separate document 

Example timetable of a trip – see separate document 

Privacy Policy – see separate document 

Data Protection Policy – see separate document 

Behaviour Management Policy – see separate document 

Training material – see separate document 

Visiting and Monitoring Trips – see separate document 
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Documents referred to when writing this policy: 
1. Ofsted registration requirement to meet childcare register: 

https://www.gov.uk/guidance/childminders-and-childcare-providers-register-with-
ofsted/the-ofsted-registers 

2. Residential Holiday Schemes for Disabled Children (England) Regulations 2013 as set out in 
the National Minimum Standards for Residential holiday schemes for disabled children 

https://www.legislation.gov.uk/uksi/2013/1394/contents/made 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/226197/residential_holiday_schemes_for_disabled_children_NMS.pdf 

3. Special educational needs and disability code of practice: 0 to 25 years 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/398815/SEND_Code_of_Practice_January_2015.pdf 

4. National Service Framework for children, young people and maternity services 

https://www.gov.uk/government/publications/national-service-framework-children-young-
people-and-maternity-services 

5. Working Together to Safeguard Children 2018 
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 

6. Royal Pharmaceutical Society: The Handling of Medicines in Social Care 
https://www.rpharms.com/Portals/0/RPS%20document%20library/Open%20access/Suppor
t/toolkit/handling-medicines-socialcare-guidance.pdf?ver=2016-11-17-142751-643 

7. The care inspectorate’s guidance on “Management of medication in day care of children and 
childminding services”  

https://hub.careinspectorate.com/media/1549/management-of-medication-in-daycare-of-
children-and-childminding.pdf 

8. Supporting pupils at school with medical conditions 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/803956/supporting-pupils-at-school-with-medical-conditions.pdf 

9. Guidance on first aid in schools: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/306370/guidance_on_first_aid_for_schools.pdf 

10. Nice guidance: Managing medicines in care homes: 
https://www.nice.org.uk/guidance/sc1/resources/managing-medicines-in-care-homes-pdf-
61677133765 

11. Medicines Act 1968 

http://www.legislation.gov.uk/ukpga/1968/67 
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