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The purpose of this policy is to bring together existing Mustard Tree Foundation policies to measure 
how we manage risk for employees, volunteers and clients of Starting Point (SP).  This in no way 
supersedes existing policies and all employees and volunteers are encouraged to read these policies 
and familiarise themselves with them. 
 
The formation of this policy has been done in accordance with the latest guidance from the Health 
and Safety Executive and The Mentoring and Befriending Foundation, as well as seeking advice from 
other projects within The Mustard Tree Foundation. 
 
We have used the HSE ‘5 Step Approach’ as well as the Volunteer England Model to complete a 7-
step approach to reducing risk.  This is: 
 

1. Insurance 
2. Recruitment Procedure 
3. Matching Procedure 
4. Lone Working Policy 
5. Review 
6. Record Keeping  
7. Risk Assessments 

 
 

1. Insurance 
 
Starting Point has the following insurance in place, in conjunction with the Mustard Tree Foundation: 
 
Markel International Insurance Company Limited – S12282 – 09/07/20 – 08/07/21 
 
Employers Liability: £10,000,000 
Public Liability: £5,000,000 
Professional Indemnity Insurance: £1,000,000 
 
These are renewed annually. 
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2. Recruitment Procedure 
 
Mentors 
 

 
 
 
Clients 
 

 
 

 
  

Initial contact and 
application

•All potential mentors 
are required to 
complete an 
application form and 
provide the details of 
2 referees.  No one 
will be able to mentor 
without receiving 2 
satisfactory 
references.

Interview & DBS check

•All potential mentors 
are required to have 
an interview, sign an 
agreement and 
complete an 
Enhanced, Child and 
Adult Workforce DBS 
check, including Child 
Barred list.  No one 
will be able to mentor 
until we have 
received a satisfactory 
DBS check. 

•The DBS check is 
reviewed on a bi-
annual basis for those 
on the update service, 
and every 2 years for 
those who are not.

Initial Training

•All potential mentors 
are required to attend 
an initial training 
session which 
introduces them to 
the client group, gives 
details of some of the 
policies and takes 
mentors through  
various scenarios they 
may encounter.

•They must also attend 
Safeguarding Training.

•All staff and 
volunteers should 
refresh their 
Safeguarding Training 
every two years. 

Initial contact  and/or referral form.

•All clients will have contact with the 
Mentoring Coordinator.  This will 
either take place through direct 
contact with the client or through a 
referral agent such as social services 
or education providers.

•Referral forms from agencies are 
required to complete sections that 
include risks to mentors or to 
placement providers whilst on 
placement.

•Clients are requested to give details 
of other agencies they are working 
with and these are followed up 
where appropriate by the 
Mentoring Coordinator.  Consent is 
taken from the client to make 
contact.

Initial meeting

•The initial meeting takes place with 
the Mentoring Coordinator and 
client.  Here issues are identified as 
well as the support the client is 
looking for.

•The Mentoring Coordinator outlines 
the purpose of the project and the 
role of the mentor.

•Clients are given the option to back 
out once they have heard the 
details of the project.

•Clients complete a 'Get-to-know 
you' questionnaire, to enable 
effective matching with a suitable 
mentor.

•A client Risk & Need Assessment is 
carried out by the Mentoring 
Coordinator, following the initial 
meetings (engagement phase), and 
is reviewed when necessary.
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3. Matching Procedure 
 
 
All clients are matched with a mentor based on identified requirements from the initial meeting with 
the client.  Clients and mentors are asked the same set of ‘Get-to-know-you’ questions at interview to 
gain an understanding of: 
 

- Availability 
- Personality 
- Interests 
- Experiences 
- Requirements 

 
Clients and mentors are introduced to each other at a meeting which the Mentoring Coordinator 
attends, where goals are identified and the purpose of the relationship is highlighted. 
 
 
 

4. Lone Working Policy 
 
The Mustard Tree has a Lone Working Policy which all staff and volunteers are advised to 
read and adhere to. It gives more detailed guidance for various lone-working scenarios. A 
copy of this is provided to all mentors. 
 
The below are general guidelines set out by the Mentoring and Befriending Foundation which 
we advise our mentors to adhere to.  In addition, SP has its own requirements outlined as 
‘Dos’ and ‘Don’ts’: 
 

1. Plan for your own safety 
2. Familiarise yourself with the area in which you will be working 
3. Present yourself appropriately in various contexts (e.g. dress) 
4. Communicate any concerns to your coordinator 
5. Make sure your mobile phone is fully charged and easily accessible 
6. Follow the guidelines laid down by the programme (see below) 
7. Trust (and listen to) your instincts 
8. Regard and report any incidents that cause you concern. 

 
Don’t 

• Contact or respond to a young person after 8pm – contact should be made between the 

hours of 8am and 8pm. (unless in the case of an emergency or through prior-agreement 

with the Project Manager) 

• Meet in your own home or in the young person’s home – all meetings should take place in a 

public setting where possible. 

• Transport a young person in your vehicle unless this has been pre-agreed with the Project 

Manager. Additional procedures will need to be completed regarding insurance and 

Safeguarding. 

• Assist with cash, bills or shopping for the young person unless this has been pre-agreed 

with the Project Manager. 

• Buy alcoholic drinks for young people – hot or cold soft drinks are fine. 

• Use bad language or become aggressive towards the young person – de-escalating the 

situation is always preferable to an argument. 
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Do 

• Follow our policies including Safeguarding, Confidentiality & Risk Management – ask if you 

have any questions about these. 

• Acknowledge differences – if you are uncomfortable with meeting with a particular young 

person for any reason, please speak to us about it. 

• Avoid dependency – referring young people to other sources of help will prevent them 

being dependant on you. 

• Log activities where you feel boundaries may have been approached and ask if you have 

any questions or doubts. 

• Attend training and supervision sessions to access support and advice. 

• Contact if you have any questions or concerns. Any accident or emergency that takes place 

during mentoring should be reported to a staff member as soon as possible. 

 
 

5. Review 
 
Reviewing takes place in the form of regular group supervision sessions for mentors and evaluations 
sought from mentors and clients.   
 
The project staff have a monthly review of all clients and mentors to identify where additional support 
and input might be needed. Each staff member has a caseload of mentoring relationships that they 
oversee – keeping in touch with both the mentor and client. 
 
The project staff contact mentors monthly, to be updated on how mentoring is going, and to see 
whether any additional support or advice is required. Mentors are also encouraged to contact their 
mentoring coordinator whenever needed if there are any questions, concerns or to share updates. 
 
 
 

6. Record Keeping 
 
Records are kept of contact hours between mentors and clients in the form of Mentoring Logs. The 
project staff also keep individual client records detailing key updates and developments. All 
information is dealt with in accordance with the Mustard Tree Foundation’s Data Protection policy. 
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7. Mentoring Risk Assessment 
 
The below is a general risk assessment for mentoring activities.  This will be reviewed with the mentors should clients have additional needs. 

 
Hazard To Whom Likelihood 

(1-5)/ 
Severity(1-5) 

Risk 
Rating 

Existing Controls Action Required By Whom and 
When Activity/Equipment/

Process 
Possible 

Injury/Harm 

Abuse Physical or 
emotional 

Mentor 
and/or 
client 

1x4 4 - DBS checks carried out on all 
mentors.              
- Training given to mentors around 
keeping themselves safe.                                
- All clients meet with Mentoring 
Coordinator before matching takes 
place.                     
- Boundaries highlighted with client 
and mentor in their individual and 3-
way meetings.                            
- MTF Safeguarding Policy and 
Procedure read and signed 
confirmation given (by email) by all 
mentors. 
- Safeguarding Training provided to all 
mentors. 
-  Existing mentors are informed if any 
significant updates to policies or 
procedures are made.  
- All up-to-date policies are accessible 
on the website. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ensure any 
significant updates 
are communicated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ongoing by RBa, 
SO, DA & RBi. 

Meeting places Unsuitable 
environment 
and travel to 
and from place. 

Mentor 
and/or 
client 

1x1 1 - Mentors do not travel with clients in 
the car unless authorised to do so, 
(and appropriate insurance, paperwork 
& safeguarding training is in place). 
- Mentors and clients meet in public 
places such as coffee shops or 
libraries.  
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- The MTF building is also used and 
has the correct levels of public and 
employer’s liability insurance. A 
member of the SP team is also in the 
building when meetings take place at 
MTF. 
- For Advance Mentoring, meetings 
may take place on the education 
premises, in which case a suitable 
room / space will be identified. 
 

 
 
 
 
 
 
Ongoing by RBi 

Accidental Injury Accident takes 
place during 
mentoring 
meeting 

Mentor 
and / or 
client 

2x2 4 - In an emergency, mentors call the 
appropriate emergency services. 
- If an accident takes place, mentors 
fill out a Safeguarding Concern 
Incident Log form which is given to the 
staff team. 
- If accident takes place within an 
education setting, mentors are to 
follow the education provider’s 
procedures, which they will have been 
made aware of in advance. 
- In the case of a client having ongoing 
medical conditions e.g. epilepsy, this 
information is given to the mentor, 
along with any relevant advice 
regarding their care needs. 

 
Ensure all 
Advance Mentors 
receive relevant 
information about 
the education 
provider’s 
procedures in the 
case of an 
accident or 
emergency. 
 
Ensure all Mentors 
given relevant 
medical info if 
needed 

 
 
 
 
 
 
Ongoing by RBi 
 
 
 
 
 
Ongoing by SO, 
DA, RBi. 

Dealing with 
disclosure 

Client discloses 
information 
which is not 
dealt with 
appropriately 

Mentor 
and/or 
client 

2x2 4 - Mentors are given Safeguarding 
training and policy for their 
information.                        
- Training deals with disclosure and 
confidentiality as well as who to speak 
to out of hours. 
- Mentors given copy of Safeguarding 
Incident Concern Log to use for 
reporting concerns or disclosures. 

 
Ensure regular 
review of Mentors’ 
Safeguarding 
Training & when to 
be refreshed. 

 
Ongoing by RBa, 
DA (& RBi). 
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- Mentors informed if any significant 
changes are made to Safeguarding 
Policy 

Appropriate means 
of contact 

Calls/texts 
emails sent at 
inappropriate 
times with 
inappropriate 
content 

Mentor 
and/or 
client 

2x2 4 - Mentors are given training around 
boundaries.              
- Clients are informed about mentor 
boundaries.   
- Mentoring Agreement Form used 
during match meeting, which includes 
details on boundaries for mentoring 
relationship – this is read & signed by 
client & mentor.         
- Mentoring Log recorded each month 
detailing amount of mentor client 
contact.         
- Project Manager available until 
8.00pm to discuss concerns. 

  
 
 
 
 

DBS checks – 
subsequent 
offending 

Mentor offends 
after being 
recruited as a 
mentor 

Client 2x2 4 - Mentors encouraged to sign up to the 
update service.     
- Update service checked every 6 
months. 
- DBS checks completed every 2 
years, if not able to use update 
service. 
- Need for new DBS check for those 
not on Update Service is looked at as 
part of twice-yearly DBS review. 

 
 
6-monthly Update 
Service checks 
 
 
Ensure DBS is 
renewed every two 
years for those not 
on the Update 
Service  

 
 
 
 
 
Ongoing by RBa 
& DA 

Client group issues 
– drugs, alcohol, 
offending 

Clients have 
unmanaged 
issues with 
drugs, alcohol or 
offending 
behaviour 

Mentor 4x4 16 - Referral form asks for information 
about other services being accessed.     
- Any offences are discussed with 
relevant worker (YOS/Probation).  
- An individual Risk & Need 
Assessment is completed. This is 
updated in the case of any change or 
new information. 
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- Any issues pertinent to the mentoring 
support are taken into account and 
discussed with matched mentor, with 
decisions made about actions and 
safeguards needed to manage any 
risks.      
- Training deals with the ‘type’ of 
young people we engage with and 
points of contact for support around 
these issues. 

 
 
Ongoing by SO, 
DA & RBi 

Client health – 
physical, mental 
and emotional 

Clients have 
complex 
physical/mental/
emotional health 
difficulties 

Mentor 4x4 16 - Referral form asks for information 
about clients’ physical, mental & 
emotional health, as well as any other 
services being accessed.  
- An individual Risk & Need 
Assessment is completed. This is 
updated in the case of any change or 
new information. 
- Any issues pertinent to the mentoring 
support are taken into account and 
discussed with matched mentor, with 
decisions made about actions and 
safeguards needed to manage any 
risks.      

- Training deals with the ‘type’ of 
young people we engage with and 
points of contact for support around 
these issues. 
- Mentors are encouraged to contact 
the staff team if they need any 
additional support or advice regarding 
their client. 

 

 
 
 
 
 
 
Ongoing by SO, 
DA & RBi 
 
 
 
 
 
 
 
 
 
 
 

Matching process Client and 
mentor 
inappropriately 
matched 

Mentor 
and/or 
client 

3x2 6 - Both mentor and client are 
interviewed to get a good match. 
- Occasional Red Stage Evaluations 
take place to ensure both the client 
and mentor are happy. 
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1:1 unsupervised 
relationships 

Unsure how 
relationship is 
progressing 

Mentor 
and/or 
client 

4x2 8 - Both mentor and client are 
interviewed to get a good match. 
- The Mentoring Coordinators have 
regular informal catch-ups with both 
mentors and young people.                        
 - Occasional Red Stage Evaluations 
take place to ensure both the client 
and mentor are happy. 
- Mentor undergoes child barred list 
check due to undertaking regulated 
activity.                               
- Regular supervision sessions allow 
any difficulties within mentoring 
relationship to be aired. 

  
 
Ongoing by SO, 
DA & RBi (and 
staff with 
caseloads) 
 

Parental consent Parents of under 
18s do not 
consent to 
engagement 

Mentor 1x1 1 - For 18s and over parental consent is 
not required.   
- For 16 to 18s, best practice is to 
have parental consent, and this will be 
sought. 
- Under 16s must have parental 
consent.      
- If SP activity takes place within 
another agency, the agency will be 
responsible for gaining parental 
consent before engaging with any 
Starting Point related activity.                              

 
 
 
Review whether 
verbal consent is 
enough (and our 
recording of this). 
 

 
 
 
 
SL by end 2020 
 
 
 
 

Self-referrals Insufficient or 
false information 
given about an 
individual 

Mentor 2x4 8 - Contact made with relevant 
agencies.              
- Meeting with Mentoring Coordinator 
gives an understanding of where a 
client is coming from and if what they 
are disclosing is true. 
- Further information sought in the 
case of clients who may be unable to 
provide all relevant details (such as 
those with more severe learning 
difficulties).                             
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- Mentor able to have regular contact 
with project staff if there are any 
concerns.       

Volunteer health – 
physical, mental 
and emotional 

Mentors have 
complex 
physical/mental/ 
emotional health 
difficulties 

Client 2x4 8 - Mentors assessed through 
application process (2x references 
taken, training given, interview and 
DBS checks). 
- Regular contact with mentoring 
coordinators through email/calls and 
supervision sessions. 
- The staff team hold monthly reviews 
of how mentoring is going, at which 
any concerns can be raised. 

  
 
 
 
Ongoing by all 
staff with 
caseloads 
 

 


