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FOREWORD 
 

Metanoia Institute is proud of its heritage and its long history of promoting and developing a robust and anti-

discriminatory culture while offering the very best in academic standards and competence practice. 

This Manual serves to fulfil further its commitment and building on its foundation of challenging discrimination 

and celebrating and promoting diversity. It contains the policies and procedures that the Metanoia Institute (MI) 

have developed and adhere to, as a means of helping us to fulfil our commitment to building and maintaining a 

dynamic working and learning environment that is founded on equality of opportunity, fairness and celebration 

of diversity. 

 

 

This Manual is written in accordance with the requirements of the Equality Act 2010 (including the Equality Act 

Amendment Order 2012) and is one of the ways in which we comply with the requirement to ensure that all of 

our staff, students and visitors understand the rights and responsibilities conferred on them by the Act. 

The Institute’s Equality and Diversity Committee are responsible for the control of all matters relating to the 

implementation of this Equality and Diversity Manual; however, equality and diversity compliance is fundamental 

to all the work undertaken by the Institute and, as such, everyone is expected and required to practice in 

accordance with it. 
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EQUALITY AND DIVERSITY CHARTER 
 

 

The MI is committed to building an organisational 

culture and tradition that encourages diversity, that is 

tolerant, fair, open and inclusive and where differences 

are accepted, engagement is apparent, and the 

contributions of all are encouraged, valued and 

respected. 

 

It aims to provide an environment free from 

discrimination, bullying, harassment and victimisation, 

where all members of its community are treated with 

respect and dignity and where there is equality of 

opportunity for all regardless of his/her disability, 

HIV/AIDS status, race, ethnic or national origin, 

religion, gender (including gender identity), sexual 

orientation, marital status, social class, age, political 

affiliation, union activity or non- relevant criminal 

conviction. 

 
In order to achieve the above and within a context of 

respecting difference and celebrating diversity, we are 

committed to: 

 
 Non-defensively exploring and monitoring our 

working practices, strategies, and policies, as 

a means of identifying and then amending the 

ways in which we inevitably, reflect the 

oppression and discrimination that is inherent 

in our society. 

 

 Actively encouraging full contribution, 

representation and access to our 

services, at all levels and in all 

contexts, using positive action where 

appropriate as a means of redressing 

the fact that unfair and discriminatory 

practices in society (and therefore also 

within the MI) have, in the past, 

resulted in certain groups not having 

the equality of access that we wish to 

provide. 

 

 

 
 Creating an inclusive environment that 

promotes awareness, cultural 

competence and integration of 

difference, by investing in the training 

and development of all staff and 

volunteers, by treating everyone fairly 

and equitably, by combating 

harassment and discrimination within 

the Institute, and by encouraging an 

honest and open culture which values 

the differences between us. 
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EQUALITY AND DIVERSITY CHARTER 
 

 

 Opposing all forms of discrimination, 

providing an environment free of 

stereotyped and oppressive beliefs, 

attitudes and practices and removing unfair, 

discriminatory and oppressive practices in 

all contexts and at all levels within the 

organisation. 

 
 Fostering a culture where staff and students 

are given the confidence to challenge acts 

and behaviour, which contravene the 

Institute’s Equality, Diversity & Inclusion 

Policy and the law. 

 

 

 

 

 
Our commitment to equality and diversity 

means we will set objectives, milestones, 

and targets (via a regularly updated action 

plan) to achieve the above and ensure that 

each group at the MI is aware of their 

responsibilities and duties in fulfilling the 

commitment outlined above. 

 
This charter is fully supported by the MI’s Trustees, 

CEO, and senior executive team who have given 

their commitment and intention to empower the 

equality and diversity committee in ensuring that all 

those at Metanoia fulfil the expectations outlined 

within it. 
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Metanoia Institute’s  

Equality and Diversity Policy 

This is the policy that outlines the commitment and importance that the MI places 

on equality of opportunity and the action that different members of the MI are 

required to take to ensure that our commitment becomes and remains a reality. 
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EQUALITY AND DIVERSITY POLICY 
 

1. Introduction 

 
1.1 The MI is committed to providing an inclusive 

environment that promotes equality of opportunity and 

diversity and is free from unlawful discrimination, harassment 

or victimisation of any kind. As a means of ensuring that we 

do this and in line with current Equal Opportunities/Diversity 

legislation and codes of practice we operate an Equality 

and Diversity policy. We are actively working towards 

implementing this policy in all contexts and at all levels within 

the MI.  

 

 
 

1.2. Central to this policy is a commitment that no one 

will be discriminated against or denied access to services or 

positions within the MI on the basis of his/her disability, race, 

ethnic or national origin, religion, gender (including gender 

identity), sexual orientation, marital status, social class, age, 

union activity or non- relevant criminal conviction. 

 

1.3. The only exceptions to this open access policy 

relate firstly, to the formation of particular support groups 

(women, black, gay, etc.) where members of that group may 

choose to restrict their membership. The second relates to our 

ability to make our services accessible to those with physical 

disabilities. We will wherever practicable, make any 

adjustments that we can, but note, with regret that they may be 

times when the physical adjustments needed to make services 

accessible to those with a physical disability are not feasible. 

 

2. 2. Scope of Policy 

 
2.1. This policy covers all aspects of the MI’s academic 

provision and business process as outlined in the following:  

areas: 

 

 

 

 

 

 

 

 

 

 

 

 

Publicity; 

 

Student recruitment and admissions; 

 

Curriculum Development; 

 

Access and Education Opportunities for 

under-represented groups; 

 

Student Support; 

 

Staff Recruitment, Induction, and Development;  

 

Staff Development on Equality and Diversity;  

 

Grievance and Disciplinary procedures. 

 

3. Policy Implementation 

 
3.1. We have adopted a comprehensive approach 

that seeks to ensure that each of the above areas is 

effectively acted upon and that equality, diversity, and 

inclusion is embedded into the very fabric of our 

professional practice and service delivery. 

 

3.2. To translate this into practice, the equality and 

diversity committee have developed an equality and 

diversity working charter and action plan that they will 

regularly update. These documents outline the steps 

that we will take to achieve progress and monitoring on 

each of these aims, who is responsible for ensuring 

their implementation and by when. The equality and 

diversity policy, charter and action plan has been 

approved by the Board of Trustees and the Executive 

Committee and can be found on the MI’s website. 

 

4. Responsibility for Implementation 

 
4.1. All staff and students are expected to act in 

accordance with this policy and to carry out their 

responsibilities regarding equality and diversity, fairly 

and without discrimination. Over and above that, 

personnel at every level have specific responsibilities 

within this as linked to each policy area as outlined at 

the end of this policy. 
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EQUALITY AND DIVERSITY POLICY 

 

5.  Monitoring of the Policy 
 

5.1 The MI is committed to devising and implementing 

appropriate methods of monitoring and evaluating this 

Equality and Diversity Policy. We will produce statistical 

analysis, which will help to identify and to diagnose problems 

and identify actions that will make the implementation of the 

Policy more effective.  The Equality and Diversity Committee 

will also produce an action plan, which will be reviewed and 

amended on an annual basis. 

 

In order to provide essential statistical information, monitoring 

and evaluation will include: 

 People making applications for employment will 

be requested and encouraged to indicate their 

ethnic origin, gender, age, sexual orientation, 

disability, religion and belief as perceived by 

themselves. This includes trans and bisexual 

applicants.  The same applies to existing staff. 

 As part of the enrolment process, students will 

be requested and encouraged to indicate race, 

gender, age, sexual orientation, disability and 

religion, belief and no belief. 

 Individual courses will monitor admissions as 

part of the annual monitoring process and will 

consequently review their admission practices 

annually in the light of their student intake and 

make recommendations accordingly. 

 Monitoring of the curriculum development 

policy will be evaluated through the Annual 

Monitoring process where programme leaders 

will show how they have Implemented this 

policy. 

 

 

 

 Student opinion on the effectiveness of the 

Equality, Diversity Policy will be obtained 

through the annual Student Satisfaction 

Survey. 

 

6. Information and Contact 

 
6.1. The Equality, Diversity Committee team 

has been established to facilitate and assist the  

MI in realising this policy and its vision in creating 

an inclusive environment. 

 

6.2. Students requiring assistance or advice in 

relation to this policy or any effects it may have them 

are advised in the first instance to contact their 

Programme Leader or the Chair of the Equality and 

Diversity Committee or a member of that committee. 

Employees, should in the first instance to contact 

their line manager, the Human Resources Manager, 

or the Chair of the Equality and Diversity Committee. 

Visitors should contact a member of the Executive 

Committee or the Chair of the Equality and Diversity 

Committee. 

 

6.3. For further information and access to all 

our equality, diversity policies and action plans, 

please visit us online or contact the Equality and 

Diversity Committee care of the Chair – Heather 

Fowlie at heather.fowlie@metanoia.ac.uk. 

 

 

 
 

 

 

 

 

 

 

 

 

mailto:heather.fowlie@metanoia.ac.uk
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EQUALITY AND POLICY AREAS 

 

 

PUBLICITY – the MI seeks to ensure that publicity practices encourage applicants from under-represented 

groups, by ensuring that its materials reflect the diversity of society and do not contain socially racially biased 

or stereotypical terminology, information or illustrations which contravene this policy. 

STUDENT RECRUITMENT AND ADMISSIONS – the MI seeks to ensure and promotes equality through the 

recruitment, selection and admission of students. 

CURRICULUM DEVELOPMENT – the MI is committed to providing curriculum, which furthers its commitment 

to equality and diversity with respect to the content, presentation and delivery of academic courses. The 

curriculum will prepare students for a multi-cultural society by promoting understanding and respect for all 

cultures and by encouraging tolerant discussion of a range of political beliefs and religious conviction. It will 

also expose students to cases and methodologies that incorporate variations by gender, race, ethnicity, 

sexuality, disability, class, and religion. 

ACCESS AND EDUCATION OPPORTUNITIES FOR UNDER-REPRESENTED GROUPS – the MI will 

provide an accessible environment for all to study and work. Applications from groups currently under-

represented in our institute will be positively encouraged. 

STUDENT SUPPORT – the MI will make every effort to meet the needs of students who, as an outcome of 

age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 

or belief (or no belief), sex, sexual orientation or class, may find particular difficulties related to their academic 

work or other aspects of their lives in the Institute. 

STAFF RECRUITMENT, INDUCTION, AND DEVELOPMENT –  as an employer, the MI will ensure that no 

applicant for a post or existing employee receives less favourable treatment on the grounds of their protected 

characteristics. The MI will use published, objective and job-related criteria when making decisions on 

recruitment, remuneration, training, promotion and termination of employment. 

STAFF DEVELOPMENT ON EQUALITY AND DIVERSITY – the MI will ensure that Equality and diversity 

training in relation to legislation, employment, leadership, the student experience; cultural competence and 

how to put equality and the core principles of diversity into practice will be provided for all employees. 

GRIEVANCE AND DISCIPLINARY PROCEDURES – the MI will strive to provide an inclusive environment 

that promotes equality of opportunity and diversity and is free from unlawful discrimination, harassment or 

victimisation of any kind. 
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The Executive Committee are responsible for 

policy implementation under the following areas: 
 

STUDENT RECRUITMENT AND ADMISSIONS - developing entry criteria, which are clear and does not 

discriminate unfairly by, for example, only referring to traditional entry qualifications. 

CURRICULUM DEVELOPMENT - taking ownership of equality, diversity and inclusion by implementing the 

policy and its related action plan. They will also ensure the development of alternative full-time and part-time 

forms of study,  which would have the advantages of shorter-term objectives and transferability (to other 

courses) for those who may find difficulty in committing themselves initially to three or more years of study. 

ACCESS AND EDUCATIONAL OPPORTUNITIES FOR UNDER-REPRESENTED GROUPS - ensuring the 

development and adherence to policies and practices, such as publicity, admissions, student and staff support 

and curriculum development policies, which encourage greater participation and access by disadvantaged 

groups. They will seek to increase the number of courses designed to be particularly attractive for under-

represented groups, taking advantage wherever possible of any external funding available and working 

closely with local and national bodies, which seek to extend educational opportunities for these groups. 

STUDENT SUPPORT - ensuring that the general facilities and services to students – e.g., library, prayer 

facilities, etc., are appropriately designed to meet the needs of a culturally diverse student body and that 

they are also accessible to students with disabilities. 

STAFF RECRUITMENT, INDUCTION, AND DEVELOPMENT - considering physical adjustments and flexibility 

in working practices. Supporting candidates with disabilities to take up positions within the MI (in line with the 

Disability Discrimination Act). They will ensure that the institute’s recruitment, selection, admissions and 

promotion processes adhere to the institute’s commitment to Equality, Diversity and Inclusion. 

They will not insist on higher education or professional qualifications other than those, which are strictly 

necessary to do the job. In choosing someone for a job the ability to provide the service needed is viewed as of 

primary importance. As a part of this, a candidate’s experience will be taken into consideration and rated for 

equivalency in relation to professional-experience requirements. They will, as the need arises, for example 

through growth, vacancies and restructuring, review and redesign where necessary, the requirements of 

individual jobs. Where appropriate new work patterns and flexible, working arrangements will be considered 

and introduced to widen opportunities. 

GRIEVANCE AND DISCIPLINARY PROCEDURES - ensuring the development and monitoring of systems 

that mean that allegations of discrimination and harassment are responded to fairly, quickly, and effectively. 
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The Faculty Heads are responsible for policy 

implementation under the following areas: 
Publicity – taking a proactive approach towards marketing courses to under-represented groups, by, for example, 

placing advertisements in non-traditional outlets and establishing links with the publicity networks of local 

community groups and other organisations. 

Student Recruitment and Admissions – developing recruitment policies designed to attract groups that are 

currently under- represented. 

Curriculum Development – developing different modes of assessment to enable students to demonstrate a 

variety of skills and areas of comprehension, for example, presentations, teach-backs, open book exams, as 

well as or instead of the traditional essay or written examination. Assessment criteria will be fair and transparent. 

They will build specific actions into their team and individual’s goals that contribute to the delivery of this policy 

as part of the organisational, individual and project planning processes. 

Access and Educational Opportunities for under-represented groups – developing greater diversity in course 

structure, including an extension of short course, part-time and evening provision, and the creation of more 

flexible learning opportunities so that students can vary their pace of study. 

Student Support – offering bursaries and other financial assistance to ensure we meet the needs of our 

students and continue our commitment to widening participation. 

Staff Recruitment, Induction, and Development – ensuring that all staff development opportunities are 

allocated objectively, fairly and without discrimination. This includes in- house events and external training, 

staff sabbaticals, secondments and sponsored study. 

Staff Development on Equality and Diversity – ensuring the development of equality competence in all 

staff, so that they have the ability to provide and promote inclusive learning and the management of the 

learning environment for a diverse group of students. They will ensure that all staff members are aware of their 

responsibilities under equality and diversity and inclusion legislation and policies. 

Grievance and Disciplinary Procedures – investigating, taking appropriate action and deal promptly with any 

incidents or individual staff and student behaviours that contravene this policy. 
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The Programme Leaders are responsible for policy 

implementation under the following areas: 
PUBLICITY – ensuring that there is a careful scrutiny of all publicity and promotion materials and marketing 

related activities to ensure that brochures, advertisements, applications forms and display materials reflect the 

diversity of all potential students 

STUDENT RECRUITMENT AND ADMISSIONS – ensuring that they monitor the profile of entrants to their 

programmes and identify the nature and cause of significant under-representation within their student intake. 

CURRICULUM DEVELOPMENT – developing curriculums which promote equality, diversity, and inclusion and  

promote understanding and respect for all cultures, political beliefs, and religious convictions. As a part of this, 

the curriculum will expose students to cases and methodologies that incorporate variations by gender, race, 

class, ethnicity, sexual orientation, disability, and religion. They will ensure that all members of the team take 

an approach to teaching which recognises that an appreciation of students’ diversity, cultural background and 

individual learning style is an essential element of any approach to academic delivery. They will communicate 

regularly with their teams about equality issues in a way that keeps this policy and its action plan live and 

central to the aims of the team. 

STUDENT SUPPORT – offering bursaries and other financial assistance to ensure we meet the needs of our 

students and continue our commitment to widening participation. 

GRIEVANCE AND DISCIPLINARY PROCEDURES – ensuring that all students and staff know how to raise 

complaints and that they provide a timely and sensitive response. 
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Academic Staff including visiting tutors, volunteers 

and Supervisors are responsible for policy 

implementation under the following areas: 
CURRICULUM DEVELOPMENT – taking a pro-active stance with due regard to the principles of inclusive teaching to 

encourage the creation of a stimulating learning environment where all students, regardless of their backgrounds are 

given the opportunity to realise their full potential and enhance their employability. 

They will ensure that equality and diversity are effectively integrated into practice and to take responsibility for reflecting 

on their practice about this and to seek additional training or support as necessary. Formal reflection will be required as 

part of the 5-yearly reaccreditation process. They will support the work of the Equality and Diversity group when required 

and play an active part in delivering the Equality Action Plan. 

GRIEVANCE AND DISCIPLINARY PROCEDURES – effectively identifying and challenge discriminatory behaviour and 

attitudes and to speak out and report if they witness or are a victim of any form of discrimination, bullying, unfair treatment 

or harassment. 

 

The Human Resources Manager is responsible for 

policy implementation under the following areas: 

PUBLICITY – ensuring that all job advertisements, applications forms and job display materials reflect the 

diversity of all applications and are advertised in non-traditional outlets. 

STAFF RECRUITMENT, INDUCTION AND DEVELOPMENT – ensuring that the recruitment of staff is made from 

as wide a field as practicably possible and will be made on merit alone. All new posts, either paid or voluntary 

within the Institute will be filled through open recruitment and selection process. 

They will ensure that they targeting advert to reach particular communities to actively encourage diversity within 
its staff and volunteers. They (and all those who interviewing) are responsible for asking all those who are 
interviewed to demonstrate how they would implement the MI’s equal opportunities and diversity policy in relation 
to the post for which they are applying. 

STAFF DEVELOPMENT ON EQUALITY AND DIVERSITY – ensuring the implementation throughout the 

University of training, education and information for staff on equality, diversity and inclusion legislation, policies and 

best practice.  
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Administrative Staff are responsible for policy 

implementation under the following areas: 
PUBLICITY – taking a proactive approach towards marketing courses to under-represented groups, 

STUDENT RECRUITMENT AND ADMISSIONS – developing, with their programme leaders, recruitment 

strategies that are designed to attract groups that are currently under- represented and keeping data that can help 

identify areas where this is not being done. 

ACCESS AND EDUCATIONAL OPPORTUNITIES FOR UNDER-REPRESENTED GROUPS – keeping the 

programme leaders appraised of any requests for changes in course structure, or interest in different patterns of 

courses, such as extensions of short courses, part-time and evening provision, and the creation of more flexible 

learning opportunities so that students can vary their pace of study. 

STUDENT SUPPORT – Informing students of any policies or processes that may help them if they are aware of any 

students who seem to be struggling with any aspects of the areas outlined in this policy. 

GRIEVANCE AND DISCIPLINARY PROCEDURES – effectively identifying and challenging discriminatory 

behaviour and attitudes and speaking out and reporting if they witness or are a victim of any form of discrimination, 

bullying, unfair treatment or harassment. 

 

 

Students are responsible for policy implementation 

under the following areas: 
CURRICULUM DEVELOPMENT – reflecting on their practice in relation to equal opportunities and diversity issues 

seeking additional training or support as necessary. They will also co-operate with any measures introduced to ensure 

equal opportunity, diversity, and anti-oppressive practice and take equal responsibility in ensuring that a learning 

environment is created where people are valued and respected. 

GRIEVANCE AND DISCIPLINARY PROCEDURES – challenging any form of discrimination and speaking out, or 

reporting it if they witness or are aware of discrimination, bullying, unfair treatment  or  harassment  and not assume that 

it is someone else’s responsibility.  
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The Equality and Diversity Committee will take the 

following action under the following areas: 
Publicity – undertake monitoring exercises on the above to determine the most effective means of contacting 

people from under-represented groups. Ensure that all publicity that is produced by or for the MI is in keeping with 

the aims and sentiment of this Equality and Diversity Policy.  

Student Recruitment and Admissions – monitor and evaluate intake applications, drop out, time t o  complete 

and graduation rates of minority groups and if a trend is identified, develop and promote strategies for addressing 

these concerns at an institutional level. On courses where particular groups are significantly under-represented, 

they will seek to identify the cause and to take positive action. 

Curriculum Development – ensure that the said curriculums are monitored to appreciate the degree to which 

they are meeting their aims and advice, where necessary on any revisions that may assist in this regard. They will, 

for example, arrange for the sharing of best practice across programmes and develop an equality and diversity 

resource list. 

Access and Educational Opportunities for under-

represented groups – develop, implement and/or 

fostering interest in charitable, scientific and educational 

programs designed to further the interests of minority 

and/or oppressed groups. They will promote specific 

adjustments that can be made based on the needs of 

people with disabilities, transgender, religious groups or 

those for whom English is a second language. They will 

monitor all new policies and proceedures implemented by 

the MI to ensure that they have been considered in terms 

of equality impact. 

Student Support – develop a system of support and 

liaison for students/staff who are members of minority 

groups and developing a system for feedback and 

action, on these concerns. They will work to enable 

and encourage, where wanted, the setting up of support 

groups for members who share a collective identity (e.g., Lesbian, Gay and Bisexual, Women, Race group). 

Staff Recruitment, Induction, and Development – identify possible barriers to equality of opportunity and 

ensure positive action is taken to address them by, for example, targeted training and development. 

Staff Development on Equality and Diversity – receive and consider reports and performance indicators on 

equality and diversity across the Institute and consolidating such information in an annual or more frequent 

report to the Board of Trustees. 

Grievance and Disciplinary Procedures – receive and consider reports on how allegations of discrimination 

and harassment have been dealt with and for monitoring the satisfaction of all aggrieved parties. 

 

 

 

 

Policy developed May 2016 

Policy last reviewed  Jan 2017 

Policy next review date Jan 2018 
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Metanoia Institute’s  

Safeguarding Policy 

This is the policy that outlines the procedures that the MI have in place for 

protecting the rights and interests of all members and users of the MI, 

particularly those who have particular safeguarding needs. 
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SAFEGUARDING POLICY 
 

1. Introduction 

 
1.1. Metanoia Institute (MI) is committed to 

safeguarding the welfare of all people and 

groups who participate in any of the services 

we offer. 

 

1.2. Our equality and diversity policy aims to 

ensure that we maintain an environment 

where our staff, students, and visitors feel 

included and welcome, this policy 

accompanies that and outlines the steps we 

take to ensure that all  can  feel  confident  that 

their safety is  taken  seriously  and  that  all 

reasonable steps have been taken to provide 

a safe learning  environment. 

 

1.3. This policy is intended to give a framework 

for the MI to use to help prevent safeguarding 

issues from occurring in the first place, and 

for dealing with such an issues, in the 

unlikely event that one does arise. 

 

2. Definition 

 
2.1 A person is considered to be in particular 

need for safeguarding, for the terms of this 

policy if they are a student, staff member, 

volunteer or service user who is or appears to 

be: 

 Dependent on others to help them perform 
basic physical functions. 

 Their ability to communicate with others is 

severely impaired. 

 There is a potential danger that their will or 
moral well-being may be subverted or 
overpowered. 

 They are a member, of an oppressed group. 

 They are, for whatever reason unable to 

protect themselves against significant harm or 

exploitation. 

 

 

3. Responsibilities and scope of this 
policy 

 
3.1. We have a responsibility under the 

Safeguarding Vulnerable Groups Act 

(SGVA 2006) as amended by the Protection 

of Freedoms Act 2012 (PFA 2012) to 

ensure, as far as is reasonably possible, 

that vulnerable groups are protected from 

harm. We also have a responsibility to 

protect our staff, students and volunteers 

against harm or unfounded allegations. 

 

3.2. To achieve this aim, the MI will identify 

those who may have particular 

safeguarding needs, with an aim of 

ensuring that there are appropriate 

measures in place to support and protect 

them. This is most likely to be when a 

prospective student or staff member 

presents at interview, or where a tutor is 

made aware of or has concerns about a 

student, whom they feel would meet the 

definition of ‘vulnerable’ as outlined above 

or when a student has concerns about a 

client that they are working with at the 

Metanoia Counselling and Psychotherapy 

Service(MCPS).  

 

 
 

3.3. We will support staff, students and 

volunteers by providing relevant training and 

have, as a part of this policy provided a 

clear procedure for them to follow, should 

they have any safeguarding concerns. 

 

3.4. The lead member of staff institutionally 

responsible for this policy is the Designated 

Safeguarding Officer (DSO),  

Di Hodgson who can be contacted at 

Diane.Hodgson@metanoia.ac.uk. 

mailto:Diane.Hodgson@metanoia.ac.uk


 18 

 

 

3.5. The Equality and Diversity Committee, in 

consultation with the Executive Committee, 

will be responsible for reviewing and 

updating this policy. 

 

4. Safeguarding and Risk Assessment 
 Principles 

 
4.1. Risk assessment is a key tool to help us 

ensure that we meet our safeguarding 

obligations to our students, staff, volunteers 

and service users. It is also a means for 

helping us to mitigate or remove potential risks 

that may prevent us from providing an inclusive 

environment. It may also be a stimulus for us 

to consider alternative working practices. 

 
4.2. All risk assessment will be carried out with the 

following principles in mind:  

 
 Confidentiality – those identified as having 

safeguarding needs will know that information 

about them is managed appropriately, and 

there is a clear understanding of confidentiality 

and its limits among staff/volunteers. 

 Participation – all those with safeguarding 

needs will be invited to participate, as far as 

is possible, in arriving at any decisions that 

involve them. 

 Dignity and respect – all those with 

safeguarding needs will be accorded the same 

respect and dignity as any other adult, by 

recognising their uniqueness and personal 

needs; 

 Equality and diversity – all those with 

safeguarding needs will be treated equally, 

and their background and culture will be 

valued and respected; 

 Independence – all vulnerable adults will have 

as much control as possible over their lives 

while being safeguarded against unreasonable 

risks. 

 Privacy – all those with safeguarding needs 

will be free from unnecessary intrusion into  

their  affairs, and there will be a balance 

between the individual’s safety and the safety 

of others; 

 Support – all those with safeguarding needs 

will be supported to maximise their ability to 

engage in the training on offer. 

 

 

 

 

 

 

 

5. Procedures f o r  Minimizing, Assessing, 

and Responding to Risk. 

 
5.1 The MI aims in the first instance to have 

procedures in place to minimise risk and as 

a part of this, to establish a culture in which 

the rights of all people are fully respected 

and protected.  We will do this by:  

 

 Preventing unsuitable staff from joining the 

organisation through good recruitment and 

selection practice; (see Staff Recruitment 

Policy). 

 Ensuring that all potential students are 

emotionally robust and mature enough and 

suitable to undertake training through 

thorough assessment and selection practice 

(see Admissions Policy); and remain so 

through their own personal therapy. 

 Ensuring that our main training courses 

are eligible for Disabled Student Allowance 

and ensuring that all eligible students are 

aware of this source of support and have 

access to it. (A safeguarding form [SF – 

part A] will be completed for each student 

who is entitled to the allowance – see 

below for details of this form.) 

 Ensuring that we have readily available but 

confidential records of the medical 

conditions of our staff and students and 

always have a first aider on site during 

normal office hours and during all training 

courses who can respond to any medical 

emergencies (see Health and Safety 

Policy). 
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 Ensuring staff, volunteers and students are 

aware of the requirement to inform the MI if 

there is any change in their circumstances 

which may affect their employment or place on 

a training course, e.g. a criminal conviction 

obtained once in post. 

 Ensuring that all students undertaking clinical 

placements at t h e  Metanoia Counselling and 

Psychotherapy Services (MCPS) undertake an 

advanced criminal record check. 

 Making staff and volunteers aware of the 

indicators of vulnerability (isolation, withdrawal, 

anger, etc.,) and risk and the possible signs of 

abuse and equipping them to respond quickly to 

concerns about actual, alleged, or suspected 

abuse. 

 Ensuring that staff, know how information 

about those with safeguarding needs should 

be handled and how to get support to access 

and manage risk. 

 Having a Designated Safeguarding Officer, 

who can support programme leaders and 

personal tutors to carry out a detailed risk 

assessment and use this to decide on a plan 

of action for supporting and safeguarding the 

individual and all those concerned with them. 

 Having in place good overall organisational 

management and practice supported by a 

range of organisational policies and 

procedures. 

 

5.2 If a risk is identified that has not been addressed 

by the above procedures or where it is felt by the 

person who first identified the risk, that more 

support is needed, they will in consultation with 

their line manager complete a safeguarding Form 

A (see Appendix section) and send it to the 

Designated Support Officer. The DSO, upon 

receiving the form will review it and where 

necessary arrange to carry out a risk assessment  

and use this to decide on a plan of action for 

supporting and safeguarding the individual and all 

those concerned with them. In most instances the 

DSO will include other relevant bodies to help 

determine the most appropriate course of action, 

e.g. the individual concerned, the Equality and 

Diversity Committee, the HR manager; the CEO, 

and occasionally outside bodies, such as Channel, 

as appropriate. Where the concern relates to 

allegations of abuse involving a student or 

member of staff, or suspected terrorist activity, 

the CEO will always be involved in the discussion. 

 

5.3 Concerns for the safety and well-being of an 

individual could arise in a variety of ways and a 

range of different settings; each should be 

discussed keeping the safeguarding principles 

outlined above as central and wherever 

possible in consultation with the individual 

concerned. 

 

5.4 Where a plan of action is developed to 

support an individual, this will be shared with all 

concerned parties, e.g. most usually the 

student or staff member, the programme 

leader and the tutors involved in supporting 

that individual or their line manager, with the 

responsibilities of each clearly outlined. The 

Safeguarding Form (SF – Part B – shown 

below) is to be used for recording the plan of 

action and a copy made available to all 

concerned with a copy kept on file by the DSO. 

 

5.5 Where the person with safeguarding needs is 

a student, the primary tutor will use the six 

monthly tutorial process to include a review of 

the plan of action, unless of course concerns 

become evident before this and will then be 

reviewed as necessary. If the person with 

safeguarding needs is a staff member, the line 

manager will use the staff review process for 

this purpose. The Safeguarding Form – (Part 

C) will be used in both instances and sent to 

the DSO for recording and if necessary to 

review further action. 

 

5.6 Where a change in the plan of action is to be 

considered the DSO will help all concerned 

parties to review the plan and will record this 

by completing a new Safeguarding Form – Part 

B. 

 

5.7 Where a student undertaking a placement 

with MCPS, the MCPS handbook should in 

most cases be followed, if, however, this does 

not fully address the concern, they should seek 

supervision at the earliest opportunity and/or in 

the case of an emergency, call the emergency 
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services, always if possible, in consultation 

with the placement manager. 

 

5.8 Where the concern is highly likely to lead 

to a breach of confidentiality (see guidance 

sheet in Appendix section) the student, 

should, seek advice from a supervisor and 

report the matter to the placement manager, 

unless to do so is likely to cause a delay that 

might result in further harm. In these cases, 

both the supervisor and the placement 

manager should be informed at the earliest 

opportunity. 

 

5.9 The purpose of seeking supervision and 

reporting the matter to the placement 

manager is to help decide what if any action 

is necessary. Where required, the placement 

manager may seek consultation with, for 

example, the DSO, the chair of the equality 

and diversity committee and/or outside 

bodies. If, as a result of these discussions, 

it is agreed that the student needs to break 

confidentiality, the student will complete a 

report as outlined in the MCPS handbook, 

taking care to record the client’s words as 

fully as possible and attaching the tape 

recording of the session. 

 

5.10 If, as is best practice, the client gives consent 

to this breach of confidentiality, they should 

also sign the report and be made fully aware 

of the process that is likely to follow.  Where 

consent is not given, the client should again 

be informed of why the breach is considered 

necessary and the process that will follow, 

other than when to do so, is considered not 

in the client’s or the public’s best interest. 

 

5.11 Where it is decided that no further action 

is necessary (other than that associated with 

sound clinical practice), the student should, 

where it is deemed the concern was valid, 

report their concerns in their client notes and 

together with their supervisor review the 

matter regularly. 

 

 

 

 

6. Training 

 
6.1. In accordance with good practice, the MI  

will ensure that the DSO, and other staff 

likely to be in regular contact with those with 

safeguarding needs will receive appropriate 

training. 

 

6.2. The MI will also provide information to raise 

awareness to ensure that all staff 

understands what to do if a person covered 

by this policy is deemed to be at risk in 

some way. 

 

6.3. MCPS will ensure that all students 

undertaking placements with them are 

aware of their responsibilities under this 

policy. Students at other clinical placements 

will be subject to the policies and 

procedures that are followed by that 

particular placement. 
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Metanoia Institute’s  

External Speakers Policy 

This is the policy that outlines the procedures that need to be followed if you 

are wanting to invite an outside speaker to run a workshop at Metanoia or if 

you are invited to speak at an event where you think you might be sharing a 

platform where views will be expressed that may bring you into conflict with 

Metanoia’s equality and diversity policy. 
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EXTERNAL SPEAKERS AND EVENTS POLICY 
 

 

1. Introduction 

1.1 The Education Act 1986 imposes a duty on all 

educational establishments to ensure that freedom of 

speech is secured for all students and employees. These 

freedoms are central to the development of free- thinking 

and the development of ideas and understanding. 

1.2 As with all freedoms, free speech is a qualified 

privilege subject to the limits imposed by law including 

those governing the protection of national security; 

prevention of crime, and the equality and discrimination 

and the protection of the rights and freedoms of others.  

1.3 The MI institute will refuse to allow a workshop or 

event to go ahead, where it reasonably believes that it is 

likely to: - 

 Incite hatred, violence or call for the breaking of 

the law 

 Encourage, glorify or promote acts of terrorism. 

 Spread hatred and intolerance      including 

insulting other faiths or groups 

 Promote, support or gather funds for an illegal 

group.  

 Promote views, which contravene those outlined 

in the MI equality and diversity policies. 

2.  Procedure for Staff and Students (speakers) 

2.1 In the event of a staff member or student wishing to 

invite an external speaker to speak at a MI event, the 

following procedure must be followed: 

2.2 The Staff member or student will submit an external 

speaker request form to the CPD coordinator, which 

contains the following information 

a) Expected number of attendees and whether the 

event will be a member only, invitation only 

event or open to the general therapeutic 

community 

b) Confirm any external speakers’ affiliations 

(specifically where they are political or religious) 

c) Declaration of any knowledge of controversy 

attracted by the speaker or topic in the past 

d) Confirmation if the event and speaker are likely 

to attract media interest – if so why? 

e) Confirmation of web site details (where relevant) 

providing further information on the speaker.  

2.3 Any failure to disclose full speaker details may 

result in an event/booking being cancelled and 

could result in referral for disciplinary procedures. 

2.4 On receipt of the form, the CPD Coordinator will 

check all speakers on Google (after first looking at 

any web link provided) and look at the first three 

pages of results (if any results are found). This 

information is then noted on the sheet including a 

link to the most relevant information about the 

speaker. 

2.5 The CPD Coordinator will refer any speakers 

that may require further exploration to the Equality 

and Diversity Committee and CEO.  

2.6 They will provide at least five hyperlinks to the 

most relevant Google results for any speakers that 

are a cause for concern. All others speakers will be 

considered approved, and the event will be 

arranged in consultation with the CPD co-ordinator 

2.7 Where an individual from outside of MI contacts 

a member of staff and asks to run a CPD workshop 

or where staff or students wish to either run a MI 

event outside of the MI or invite external speakers 

(defined as individuals or organisations that are not 

part of the MI) to run a workshop at the MI, they 

must notify the CPD coordinator, will liaise directly 

with the speaker following the procedures outlined 

in this policy.  

 

3. Assessing speakers  

3.1 Any speaker’s who are deemed to require 

further exploration will be investigated by the 

Equality and Diversity Committee and the CEO, 

who will conduct a short investigation into the 

proposed booking. 
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3.2 In making recommendations they will assess 

risk on the following basis: 

 The potential for any decision to limit freedom of 
speech vs. its potential to be in breach of MI 
Equality and Diversity Policy. 

 The duty placed on the MI under its 
safeguarding policy and such acts as the 
Counter-Terrorism and Security Acts. 

 The potential for the MI failing in its wider legal 
duties. 

 The potential to cause reputational risk to the MI 

 The potential for the speaker’s presence to 
cause fear or alarm to members of the staff and 
student body. 

 The potential for the speakers presence on 
campus to give rise to breach of peace. 

3.3 They may make one of the following 

recommendations: 

 On the basis of the risks presented, to not permit 

the event with the external speaker to go ahead 

 On the basis of the risks presented, to fully 

permit the event with the external speaker to go 

ahead unrestricted 

 On the basis of the risks presented, to permit the 

event with the external speaker to go ahead on 

the basis of regulatory steps designed to reduce 

risk. 

3.4 Regulatory steps designed to reduce risk may 

include: 

 Requiring that the event is filmed by an 

independent body. 

 Requiring that the event is observed by 

members of the Equality and Diversity 

Committee. 

 Requiring that an event promoting a particular 

view includes an opportunity to debate or 

challenge that view. 

 Requiring that an event closed to invited 

members only be opened to all MI members. 

 Requiring that a copy of any speech to be 

delivered by the speaker be submitted to the 

Equality and Diversity Committee and CEO. 

 

3.5 When considering any regulatory steps 

designed to reduce risk, their potential in and of 

themselves to cause risk should be taken into 

account. For example, the sense of oppression felt 

by the imposition of opening up the event to all MI 

members. 

3.6 The recommendation will be put to the 

Executive Committee, who will make a decision 

regarding whether the event is to go ahead or not.  

3.7. Where students or staff or the external speaker 

disagree with the decision made they have the right 

of appeal to the Board of Trustees.  

 

 

3.8  If the CPD co-ordinator and the Equality and 

Diversity Committee, consider that a referred 

speaker needs to be reported to outside agencies, 

in the case for example, that it is deemed that their 

views are in breach of the law, the chair of the 

equality and diversity Committee will in consultation 

with the Executive Committee and the safeguarding 

lead decide on the most appropriate place to report 

their concerns, e.g. Channel, the local police, 

similar training establishments, etc.  

4. External Events  

4.1 Where a MI staff member or student is asked to 

speak at an outside event where it is likely that they 

could be sharing a platform with someone whose 

views may bring them into disrepute with the 

expectations of them as outlined in the MI’s equality 

and diversity policy, they must seek the advice of 

their line manage or PL before agreeing to speak. 

They, in turn, are encouraged to seek the advice of 

the Equality and Diversity Committee for assistance 

to think through the implications of such action.  

4.2 Where a MI staff member or student wishes to 

attend an event which involves them in doing 

something on the MI’s behalf (e.g. giving out leaflets 

at a Pride March) they must seek the advice of the 

Equality and Diversity Committee and any publicity 

material will be produced in consultation and be 

approved by them.  

4.3 An annual report on referred speakers and 

events will be produced by the Equality and 

Diversity Committee for consideration by the Board 

of Trustees. 
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Appendix 1  
EQUALITY AND DIVERSITY COMMITTEE 

Terms of Reference 
 

The Equality and Diversity Committee is responsible to the Executive Committee and acts on their behalf in 

the consideration and determination of matters of equality and diversity. 

To develop and progress a working charter that specifically identifies and addresses the needs and concerns 

of diverse marginalised groups and encourages inclusion by, for example: 

 Developing equality and diversity counselling and psychotherapy competencies 

 Developing a system of support and liaison for students/staff who are members of minority groups and 

developing a system for feedback and action, on these concerns. 

 To foster a culture and tradition of focusing on equality and diversity issues and contribute to the 

development, implementation and evaluation of relevant policies and working practices relating to this 

by, for example: 

 Recommending, contributing to and supporting the development of policies and good practice that 

promote diversity and equality throughout the institute, including those that relate to marketing, 

recruitment, curriculum development, self-development, appraisal and academic assessment of staff 

and students, as applicable. 

To work to eliminate conditions, such as oppressive practices, prejudices and judgements, misuse of power 

and lack of respect, that create barriers to the development, health and well-being of people due to age, 

disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or 

belief, gender or sexual orientation, class by, for example: 

 Monitoring and evaluating intake applications, drop out, time to complete and graduation rates of 

minority groups and if a trend is identified, developing and promoting strategies for addressing these 

concerns at an institutional level 

To advise on the fulfilment of the Institute’s statutory and organisational duties in respect of equality and 

diversity and fostering and promoting an appropriate institutional response to addressing any gaps in provision 

and/or concerns that become evident as a result by, for example: 

 Receiving and considering reports and performance indicators on equality and diversity across the 

Institute and consolidating such information in an annual or more frequent report to the Board of 

Trustees; 

 Setting Key Performance Indicators with regard to equality and diversity; 

 Sharing best practice across programmes. 

To develop language, concepts and models that support frameworks for addressing diversity, equalities and 

fairness and that take into account the micro-concerns of equality such as intra-cultural dynamics and 

intersectionality by, for example: 

 Developing, implementing and/or fostering interest in charitable, scientific and educational programs 

designed to further the interests of minority and/or oppressed groups; 

 Promoting specific adjustments that can be made based on the needs of people with disabilities, 

transgender or particular religious groups or for whom English is a second language. 

MEMBERSHIP – 1 Chair; 4 Metanoia academic staff members; 1 administrative staff member, 4 Metanoia 

students; 1 Metanoia Alumini, one External (to Metanoia) member, one servicing officer.  

FREQUENCY OF MEETING – Triannually  QUORACY - 50% + 1 of members including Chair  

REPORTING MECHANISM - The Chair shall report to Executive on a triannual basis and to the Academic 

Board for information purposes on an annual basis. 
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Appendix 2  

Definitions of the Protected Characteristics 
Adapted from the equality and human rights commission website at 

www.equalityadvisoryservise.com  
 

 

AGE - Where this is referred to, it refers to a person belonging to a particular age or range of ages. It is not 

permissible to treat a person less favourably on the grounds of their age. This applies to people of all ages 

in the context of employment or in admission to further and higher education. 

DISABILITY - A person has a disability if s/he has a physical or mental impairment which has a substantial 

and long-term adverse effect on that person's ability to carry out normal day-to-day activities. This has 

extended to cover people who have had a disability in the past. It is not permissible to treat a disabled person 

less favourably than a person without disabilities. Reasonable adjustments must be made in order to give 

disabled people as much access to services, employment, training and/or promotion as a people with no 

disabilities. 

GENDER IDENTITY AND GENDER REASSIGNMENT - 

Gender Identity refers to a person’s conception of oneself in 

terms of their gender and gender reassignment refers to the 

process of transitioning from one gender to another. The 

definition of gender re-assignment has been extended to cover 

people who are living in their gender, but who have elected for 

personal reasons not to undergo medical and/or surgical 

treatment. It is not permissible to treat a person less favourably 

on the grounds of their gender identity, gender re-assignment 

or transgender status. This applies to men, women and those 

undergoing or intending to undergo gender re-assignment.  

MARRIAGE AND CIVIL PARTNERSHIP – Marriage is no 

longer restricted to a union between a man and a woman but now includes a marriage between a same-sex 

couple. Same-sex couples can also have their relationships legally recognised as 'civil partnerships'. Civil 

partners or same sex married couples must be treated the same as different sex married couples. 

PREGNANCY AND MATERNITY – Pregnancy is the condition of being pregnant or expecting a baby. 

Maternity refers to the period after the birth, and is linked to maternity leave in the employment context. 

Maternity refers to the period of 26 weeks after the birth, which reflects the period of a woman’s ordinary 

maternity leave entitlement in the employment context.  In the workplace, a woman is protected against 

discrimination on the grounds of pregnancy and maternity during the period of her pregnancy and any 

statutory maternity leave to which she is entitled. In the non- work context, protection against maternity 

discrimination is for six months after giving birth, and this includes treating a woman unfavourably because 

she is breastfeeding. After six months a breastfeeding mother is protected through the sex discrimination 

provisions in the Equality Act. It is not permissible to treat a person less favourably because they are pregnant 

or in a state of maternity.  

RACE – Refers to a group of people defined by their race, colour, and nationality (including citizenship), 

ethnic or national origins. It is not permissible to treat a person less favourably because of their race, the 

colour of their skin, their nationality or their ethnic origin. 

RELIGION AND BELIEF - Religion usually has a clear structure and belief system and belief includes 

religious and philosophical beliefs including lack of such belief (e.g. Atheism). Generally, a belief should affect 

life choices or the way a person lives for it to be included in the definition. It is not permissible to treat a person 

less favourably because of their religious beliefs or their religion or their lack of any religion or belief. 

 

http://www.equalityadvisoryservise.com/
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SEX - A man or a woman. It is not permissible to treat a person less favourably on the grounds of sex. Sexual 

harassment of members of either sex can be found to constitute sex discrimination. 

SEXUAL ORIENTATION - Sexual Orientation refers to whether a person's sexual attraction is towards their 

own sex, the opposite sex or to both sexes. It is not permissible to treat a person less favourably because of 

their sexual orientation. For example, an employer cannot refuse to employ a person because they are 

homosexual, heterosexual or bisexual. 

 

Whilst not part of the “protected Characteristics” as defined by the Equality and Human Rights Commission, 

the MI adds the following characteristics to its policy. 

CLASS - Refers to a division of a society based on social and economic status, within the UK this is usually 

defined as Working, Middle and Upper Class. We will not permit any person to be treated less favourably 

because of their class.  

TRADE UNION ACTIVITY - Refers to belonging to an organization of workers who have come together to 

achieve common goals such as protecting the integrity of its trade, improving safety standards and securing 

better working conditions. It is not permissible to treat a person less favourably because of they are an active 

member of a trade union. 

NON-RELEVANT CRIMINAL CONVICTION - Non-relevant criminal convictions are those, which are 

deemed not to interfere with a person’s ability to undertake the job that they are applying for or the training 

course for which they wish to undertake. Whilst applicants are required to declare all criminal convictions 

they will not be treated unfairly because they have a criminal conviction. Due to the nature of the work and 

training we undertake, relevant convictions usually relate, but are not restricted to those that involve offences 

against the person, whether of a violent or sexual nature, and offences involving unlawfully supplying 

controlled drugs or substances where the conviction concerns commercial drug dealing or trafficking. 
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Appendix 3  

Metanoia Institute – Disability Services  

 
The MI welcomes applications 
from students with disabilities. 
We are committed to providing 
equality of opportunity through 
the best possible level of 
support that we can offer as a 
way of enabling those with 
disabilities to study as 
independently as possible 
during their time at the MI.  
 

Declaration 

On your application form, you will be given the opportunity to declare a disability. 

You do not have to declare your disability at this point but we recommend that 

you take this opportunity to make us aware of your disability and support needs. 

This will ensure that you receive information and advice from us promptly.  

 To discuss your particular needs in confidence, please make an appointment 

with us to arrange a visit, via the administrator of the course that you are 

applying for, so that we can tell you what support is available and discuss with 

you what if any, reasonable adjustments you will require during your course of 

study. Wherever possible we will try and combine this discussion with the day 

of your interview.  

Campus accessibility  

The MI aims to ensure that all courses are designed to offer the best possible 

opportunities for full participation by disabled students. Due to the age of the 

buildings, however, there are some parts of both campuses that may be difficult 

to access for some students. If you are a wheelchair user or have difficulty with 

stairs, please contact us so that we make sure to arrange for you to be seen on 

the ground floor of our building at North Common Road, which is fully 

accessible. If you benefit from the use of a hearing loop, then again please let 

us know, and we can arrange for you to be seen in one the training rooms where 

we have hearing loops fitted. 

You are welcome to contact us before you enrol, or even before you accept an 

offer from us to help you assess the suitability of our facilities and to discuss 

your individual support requirements. 



 

 29 

 

 

What you should do if you are already studying here

If you are already studying at the MI and have not disclosed a disability, we 

would encourage you to do so. The sooner that you tell us of your requirements, 

the better we can put the appropriate support in place.  

How your information will be used  

The information that you provide will be used to enable us to liaise with those 

colleagues who need to know about the support that you require so that this can 

be arranged to best serve your interests. Your 

data will not be disclosed for other purposes 

without your consent, except where there is a legal 

obligation to do so or where exceptional issues of 

personal safety arise.  

The information will be processed and held in the 

MI’s administration systems and used for the 

administration of your related academic support 

and any other legitimate purpose. In doing so, we 

will observe at all times the data protection 

principles embodied in the Data Protection Act 1998.  

Advice and support are available, but not limited to students with the 

following conditions:  

 Specific learning difficulties (e.g. dyslexia, dyspraxia) 

 Blindness or visual impairment 

 Deafness or hearing impairment 

 Mobility difficulties (e.g. wheelchair users, back pain, hypermobility) 

 Mental health difficulties (e.g. depression, anxiety) 

 Long-term health issues (e.g. diabetes, arthritis, cancer, HIV) 

Support on Offer  

The MI will work with you to identify and implement reasonable adjustments. 

Our aim is to reduce any disadvantage you may experience as a result of your 

disability and support you in your independence.  

There are a variety of different forms of support available, which may include:  
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Programme-centred support  

Examples of possible adjustments implemented within the learning and teaching 

and research environments include:  

 Providing handbooks, lecture slides, handouts in advance, or in different 

formats such as large print or on disk.

 Providing a directed reading list 

 Allowing students to record lectures 

 Extra tutorials to provide explanations 

of practical tasks 

 Personal emergency and egress plans 

Academic and Exam support 

We have established procedures in place 

for making alternative course work and final 

assessment arrangements if you should 

require this. Depending on your specific needs, a range of alternative methods 

may be employed including: 

 Extra time for examinations and course work submissions 

 Disregard of poor spelling, writing and grammar

 Provision of examination questions in alternative formats e.g. Braille, large 

print or disc or on coloured paper 

 Specific exam arrangements, e.g. alternative format, extra time, breaks, 

etc.

Specialist Equipment  

We have a small stock of specialist equipment, which is available to loan to 

students who are either in the process of making an application for Disabled 

Students Allowance (DSA) or are unable to access disability funding. We may 

also be able to purchase smaller pieces of equipment, where appropriate.  

This equipment includes for example:  

Laptops/PCs, digital voice recorders, video equipment, student enabling IT 

packages, such as mind mapping technology, assisted text-to-speech and 

magnification software.  

Library support  

If you are a disabled student or have a support need or medical condition, the 

Library staff aim to ensure that you can make full use of the library facilities.  

In order to take full advantage of all the Library's resources and services, it is 
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important to make yourself known to the Library staff as soon as possible.  

Extra support includes: 

 Extended library loan facilities 

 Prioritised reading lists 

 List of free on-line resources which can assist your studies. 

Funding Opportunities 

For students from the UK, with evidence of a disability or medical condition, you 

may, provided you have started on a degree, be funded by The Disabled 

Students' Allowances (DSA). Other financial support is also sometimes 

available. Full details of entitlement are available at: 

https://www.gov.uk/disabled-students- allowances- dsas/overview.  

The support received through DSA depends on your residence status and your 

individual needs: it is not dependent on income, it is paid on top of other student 

finance, and it does not have to be repaid. If you have any questions about this 

allowance you can contact Nicky Wong on Nicky.Wong@metanoia.ac.uk. 

 

DSA can help fund:  

 Specialist Equipment e.g. computers, dictaphones, software, ergonomic 

equipment, etc. Non-Medical Helpers e.g. specialist dyslexia tuition, sign 

mailto:Nicky.Wong@metanoia.ac.uk
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language interpreters, note takers, mobility support, mentors, 

etc. General Expenses e.g. extra books, photocopying, Braille paper, 

USB's, printer cartridges, etc. Extra Travel Costs.  

 Once you have received confirmation of eligibility for DSA from your 

funding body, please contact Nicky Wong who will then meet with you, if 

necessary to help you with your application. 

International Students 

The MI recognises that disabled students may have to incur additional costs in 

order to pursue their studies. Because international students are not eligible for 

DSA, MI will wherever possible support disabled international students so that 

they may benefit from an academic experience similar to that of their UK peers. 

We do, however, advise that international students also investigate sources of 

funding in their home country before coming to the MI. 

To be eligible for this support you must be enrolled at Metanoia and be able to 

show that you have a disability that affects your study such that you will incur 

extra costs. 

Charities offering funding 

The following organisations may also be worth approaching for grants to 

help with your study costs: 

• The Snowdon Award Scheme provides grants to physically impaired students 
to help them make the most of further or higher education or training.  

• Birkdale Trust for Hearing Impaired offers financial grants to young people 
who have a hearing impairment and are residents of the UK.  

• The Directory of Grant Making Trusts is available in many public libraries and 
contains information about possible sources of funding.  

• The UKCP offers financial grants for psychotherapy students on UKCP 
accredited courses who are seeing clients under supervision. They give 
priority to disabled, black and Asian and LGBTQ trainees. (See 
http://www.psychotherapy.org.uk/UKCPTraineeBursaryScheme) 

 

http://www.snowdonawardscheme.org.uk/
http://www.grantsforthedeaf.co.uk/
http://www/
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Student Voice  

Students are represented on the 

MI’s Equality and Diversity 

Committee, Staff and Student 

Committee and Academic 

Committee. The committees (and 

others such as the Board of 

Studies) offers an opportunity for 

students to raise with us issues about academic provision and the provision of 

and access to facilities and support services. It also provides an opportunity for 

students to influence our policies. If you are interested in being involved in one 

of these committees, please let your programme leader know. 

  

Contacts and further information  

If you have any queries regarding the above, please talk to your programme 

leader or the administrator from your course who will put you in touch with the 

right person to talk to. 
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Appendix 4 (A) 

Metanoia Institute - Safeguarding Form (SF) – Part A 

 

To be used to report any concerns regarding adults with safeguarding needs 

All information will be treated in strict confidence – please place in a sealed envelope, 
marked confidential and for the attention of the Designated Safeguarding Officer (DSO) 
at Diane.Hodgson@metanoia.ac.uk. 

Your Name: 

Your Position:  

Name of individual concerned: 

Their place at the Metanoia: 

 

In what way are they considered to be in need of safeguarding”? E.g. Are there any 

identified disabilities? Are there any mental health concerns? Are there any serious health 

issues? Has abuse been disclosed or suspected? 

 

Brief description of your or their concerns and why you think they would benefit from a risk 
assessment and/or action plan: 

 

Have you discussed these concerns with them and if so what was discussed? 

 

Do you or they have any ideas about what would support or help them in regards to the 
concerns outlined above? 

 

Has any action already been taken in regards to the above?  E.g person advised to get a 
dyslexia statement, external agencies contacted etc. 

 

Does the person concerned know that you are making this report? If not please explain why 
you felt it necessary to exclude them at this time? 

 

Any other information that you think it important to include in this report? 

 

Date Signature 
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Appendix 4 (B)  
 

Metanoia Institute - Safeguarding Form (SF) – Part B 

 

To be used by the Designated Safeguarding Officer to record details of actions 
concerning those with safeguarding needs. 

Name of DSO: Di Hodgson at Diane.Hodgson@metanoia.ac.uk 

 

Date SF (A) received: 

Name of individual:  

Their place at Metanoia: 

Report of action taken and rationale: 

 

Name of all persons involved in arriving at the decision outlined above: 

 

Action Plan (if appropriate) and who is responsible for ensuring each part of its implementation. 

 

 

Is the person concerned in full support of the devised action plan? – if no please give details 
and the rationale for continuing with it 

 

 

Date of Review of this action plan and who will review it? (form SF – part C to be used) 

 

 

Any other information that any of the concerned parties think it important to include in this 

report? 

 

 

Date 

 Signature of DSO 
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Appendix 4 (C)  

Metanoia Institute - Safeguarding Form (SF) – Part C 

 

To be used to record reviews of existing action plans 

 

All information will be treated in strict confidence – please place in a sealed envelope, 

marked confidential and for the attention of the Designated Safeguarding Officer (DSO) at 

Diane.Hodgson@metanoia.ac.uk 

 

Your Name: Date of review: 

Name of individual concerned: Their place at Metanoia: 

Report of discussion concerning the effectiveness of the existing action plan: 

 

 

Do you and/or the individual concerned feel that the action plan is sufficient and achieving its 

safeguarding purpose? If no – please say why and what the concerns are. 

 

 

Does the person concerned know that you are making this report? – if no please give details of 

why you haven’t informed them. 

 

 

Any other information that any of the concerned parties think it important to include in this report? 

 

 

Date Signature 

 

For use by the DSO only: - 

Date SF (part C) received 

Further action needed at this point YES NO 

If further action is needed at this point please cross-reference to a new SF (part B) form? 
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Appendix 5  
 

Guidance sheet for Counsellors and Psychotherapists who may need to breach 

confidentiality 

Adapted from Breaches in Confidentiality by Tim Bond, Wendy Brewer and Barbara Mitchels – G2 Information Sheet BACP 2009. 

 

Confidentiality is considered to be one of the central tenets of the counselling/therapeutic relationship. Clients 

will feel more confident to share personal information if they know that what they say will be discussed and 

recorded in confidence. 

As a practitioner you have an ethical responsibility to maintain strict confidence in relation to your client work, 

providing that doing so, does not contravene legal and ethical frameworks that exist for the protection of the 

public and individuals. Whilst not common, there may be a few occasions when there is a conflict between 

maintaining confidentiality and the need to disclose information that is considered to be in the public interest 

or individual protection. 

In order to build confidence in this area and to ensure that the clients rights are protected, as much as 

possible, if a breach is deemed necessary, it is important that your clients understands their rights in this 

area, this involves informing them about: 

 The extent and limitations of such confidentiality 

 How, why and to whom you will discuss them, e.g. clinical supervision; training. 

 What records will be kept about them, how they will be kept, for how long they will be retained and for 

what purposes they may be retained, destroyed and/or disclosed. 

 The circumstances under which confidentiality may be breached 

 The process that will be followed if confidentiality may have to be, or is about to be breached, (unless 

there is a defensible reason why this cannot be the case, such as in some cases of child protection 

or terrorism). 

 

Clear statements in relation to the above, will in most cases, if delivered with care, reassure your client that 
their right to confidentiality is important and is being protected, it will also provide them with the information 
that they need to make an informed choice about how much they want to and choose to share with you. In 
order to be able to deliver this information with confidence it is important that you know when you may be 
required to break confidentiality and the process you will need to follow, if you are considering doing so. 

 

There are very few areas in which you have a statutory obligation to disclose information, but it is important 

that you know what these are. There are other areas that do not carry a legal obligation, as such, but may 

present you with a moral dilemma, in which disclose may be a defensible response. These areas are outlined 

below. 
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Statutory obligations to disclose 

Terrorism 

The Terrorism Act 2000 makes it a criminal offence for anyone, including a therapist or counselor to fail to 

disclose, without reasonable excuse, any information which they know or believe might help prevent another 

person carrying out an act of terrorism or might help in bringing a terrorist to justice in the UK. 

 

 

Drug Trafficking and Money Laundering 

It is unlikely that you will acquire the kind of information that is required for you to have a statutory obligation 

to disclose drug trafficking and money laundering, all of which are covered under the Drug Trafficking Act 

1994, Proceeds of Crime Act 2002 or the Money Laundering Regulations 2007. If you are in doubt, however, 

that you have acquired the kind of information that would make you eligible to disclose, you should seek legal 

advice. In many cases, disclosure of this type of information may be justified on the balance of public interest 

and or a moral obligation. 

Court orders 

You may be ordered to attend court, including a coroner’s court and to bring notes and records with you, 

pertaining to your work with a client. Refusal to do so may constitute contempt of the court. 

It is best practice, wherever possible to obtain written consent directly from your client, before you do this. 

Clients may ask to see the reports written about them and unless there is a sound reason showing that it is 

not in their interests or that of the public, they should be allowed to do so. 

Requirements to produce counselling records 

Family courts dealing with child protection cases have different rules of evidence from other civil and criminal 

courts. The police acting on behalf of the CPS and usually with the written consent of the client, may seek 

access to your therapy and counselling notes. This is most likely to happen if they contain reports of 

allegations of rape or sexual abuse, particularly if you are one of the first or the first person that the client has 

disclosed to. 

Potential Moral Obligations to disclose 

Crime 

There is no general or legal obligation on you to either report a crime or to answer police questions about a 

client if asked to do so, although deliberately giving misleading information is likely to constitute an offence. 

Conversely, neither are you legally bound to maintain confidentiality if a crime has been committed and/or 

you think by reporting it, you can help in the prevention or detection of a crime. 

Prevention of serious harm to the client or to others 

As above, you have no legal obligation to report cases where an individual has suffered serious harm, or you 

feel they or others are in danger of doing so, this includes, such things as ‘Murder, manslaughter, rape, 

treason, kidnapping and child abuse. Whilst there is no legal obligation to break confidentiality, you may feel 

that morally, due to the seriousness of the cases or particularly where a child is involved, that these cases 

require you to do so. Additionally you may be required by the agency in which you work, to take certain 

prescribed action. 

Clients at risk of suicide 

In British Law there is no general duty on you to report clients who are at serious risk of committing suicide. 

If you know that a client is likely to harm self (or others) but who will not give consent for referral you have to 

carefully consider the ethics of going against the client’s known wishes and also the possible consequences 

of either referral or non-referral. 
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Wherever possible and appropriate, this should be discussed with the client and also in supervision, where 

you supervisor can help you to assess risk and help you think through what action you will take. If you have 

strong views about either preventing or allowing suicide this is best disclosed from the outset and built into 

the confidentiality policy that you develop between you. Your decision may be affected by your assessment 

of the current mental capacity of your client to make rational and informed decisions. The MCPS student 

handbook contains a checklist for assessing risk in this area. 

Making a decision about breaching confidentiality 

In each case where you consider breaching confidentiality, it is necessary to be able to justify the action both 

to yourself and to others if the decision is challenged. There are no hard and fast rules here; each decision 

has to be made on its own merits. 

It is important to take all issues of potential breach of confidentiality to supervision, whenever possible, and 

to discuss them fully and 

Openly with the supervisor and if in placement with the placement manager, before taking action. It may also 

be advisable, where appropriate to seek legal or other professional advice, via your insurance company or  

the insurance company of your placement. 

Each placement will have their own procedures for how 

to do this and you should be aware of what these are, if 

you are in placement at MCPS, the following procedure 

will be followed. 

Where you have a concern regarding a client, you should 

seek supervision at the earliest opportunity and/or in the 

case of an emergency, call the emergency services, 

always if possible, in consultation with the placement 

manager. 

Where the concern is highly likely to lead to a breach of 

confidentiality, you should, if possible, seek advice from 

your supervisor and report the matter to the placement 

manager, unless to do so is likely to cause a delay that 

might result in further harm. In these cases, both the 

supervisor and the placement manager should be 

informed at the earliest possible opportunity. 

The purpose of seeking supervision and reporting the matter to the placement manager is to help decide 

what if any action is necessary. Where required, the placement manager may seek consultation with, for 

example, the DSO, the chair of the equality and diversity committee 

and/or outside bodies. If, as a result of these discussions, it is 

agreed that you need to break confidentiality, you will fill in a 

‘Breaking Confidentiality Form’ (see MCPS placement handbook), 

taking care to record the client’s words as fully as possible and 

attaching (if available) the tape recording of the session. If, as is 

best practice, the client gives consent to this breach of 

confidentiality, they should also sign the report and be made fully 

aware of the process that is likely to follow. Where consent is not 

given, the client should again be informed of why the breach is 

considered necessary and the process that will follow, other than 

when to do so, is considered not in the client’s or the public’s best 

interest. 

Where it is decided that confidentiality does not need to be breached, and no further action is necessary 

(other than that associated with sound clinical practice), you should, where it is deemed the concern was 

valid, record your concerns in client notes and together with your supervisor review the matter regularly.  
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Appendix 6 
  

USEFUL LINKS: 
 

AGE CONCERN Age http://www.ace.org.uk/ 

AGE INFO Age http://www.cpa.org.uk/ageinfo/ageinfo.html 

BLACK & ASIAN MENTORING 
PROGRAMME 

Race http://www.diversitymentoringuk.com/ 

COMMISSION FOR RACIAL EQUALITY Race http://www.cre.gov.uk/ 

DFEE General http://www.dfee.gov.uk/ 

CHOICES AND RIGHTS – DISABILITY 
COALITION 

Disability http://www.choicesandrights.org.uk/index.html 

DISABILITY Disability http://www.disability.gov.uk 

DISABILITY NET Disability http://www.youreable.com/ 

DISABILITY RIGHTS COMMISSION Disability http://www.drc-gb.org 

DISAIBILITY DISCRIMINATION ACT Disability http://freespace.virgin.net/steven.jacklin/ddacon    t.html 

EMPLOYMENT & DISABILITY Disability http://www.opportunities.org.uk/ 

RNID Disability http://www.ucl.ac.uk/UCL-    Info/Divisions/Library/RNID/ 

ENGENDER Gender http://www.engender.org.uk/ 

EQUAL  OPPORTUNITIES  COMMISSION Gender http://www.eoc.org.uk 

HMSO General http://www.hmso.gov.uk/ 

HUMAN RIGHTS UNIT General http://www.drc-gb.org/drc/ 
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