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Policy Statement

These are the processes, practices, and procedures that are of great importance to
people with learning disabilities receiving our services; they are core to the delivery
of quality care services. Any survey of individuals’ priorities of quality care places
the consistency and reliability of staff as their priority. These procedures set out how
we will deliver good quality services that will meet the needs of the people with
learning disabilities receiving our services.

The Policy
The Learning Disabilities and Health Conditions We Support

A learning disability (sometimes called an intellectual disability) can be a profound
multiple,mild, moderate, or severe. We provide care and support for individuals with
learning disabilities that include, although not definitively, many of the following
conditions, singularly or in combination:

Down's syndrome (also known as Down syndrome or trisomy 21) — a person can
have speech and language difficulties, certain physical characteristics that can
restrict them in their day-to-day living, delayed development, and hearing and vision
difficulties.

ADHD - Attention deficit hyperactivity disorder (ADHD) — an individual can
experience problems sitting still, staying focused, following instructions, staying
organized, and completing tasks.


https://www.helpguide.org/articles/add-adhd/attention-deficit-disorder-adhd-in-children.htm

Keen2Go Policies and Procedures

Autism/Asperger syndrome — a person can have trouble communicating, reading
body language, learning basic skills, making friends, and making eye contact.

Tourette’s syndrome — the mental effort used to suppress involuntary sounds and
movements (tics) can decrease their ability to complete tasks. Their concentration
can be disrupted by their tics and inhibit their confidence. Tic suppressing medication
can also affect their levels of functionality.

Epilepsy — they can appear confused and have difficulty with communication. Due to
the drugs used to treat the condition, they can feel drowsy or sick, have problems
with vision or changes in behaviour, have poor attention, feel restless, and have slow
or unsteady movement.

Mental Health Problems - Depression and anxiety are two common mental health
problems that can inhibit individuals in their participation in any activities or
relationships. Other mental health challenges can be experienced either on a
short-term or long-term basis.

Dyslexia — Problems reading, writing, spelling, and speaking

Dyscalculia — Problems doing maths problems, understanding time, and using
money

Dysgraphia — Problems with handwriting, spelling, and organizing ideas

Dyspraxia (Sensory Integration Disorder) — Problems with hand-eye coordination,
balance, and manual dexterity

Dysphasia/Aphasia — Problems understanding spoken language, poor reading
comprehension

Auditory Processing Disorder — Difficulty hearing differences between sounds.
Problems with reading, comprehension, and language

Visual Processing Disorder — Difficulty interpreting visual information. Problems with
reading, maths, maps, charts, symbols and pictures

Profound and Multiple Learning Difficulties - A person who has a severe learning
disability that significantly affects their ability to communicate and be independent.

Our Staff

It is the responsibility of management to ensure that this organisation employs staff
in sufficient numbers and with appropriate skills to respond effectively to the needs of



Keen2Go Policies and Procedures

the people for whom we provide services. The Service Manager therefore will
continue to review the size and composition of this organisation’s workforce and
correlate this with the profile of needs presented by current and predicted recipients
of our services. Where there is a poor match, necessary action on recruitment or
training, or in other personnel areas, will be initiated.

Skills and Experience of Individual Staff Members

This organisation wishes to provide as wide a range of skills as possible to meet the
needs and preferences of individuals receiving our services. Line managers will
therefore maintain a review of the capabilities of each of the staff members for whom
they are responsible. The objective will be to add to the staff members’ skills and
experience through balanced and varied workloads, incorporating new sorts of work
if possible, and through appropriate training and supervision, so that they can make
as broad a contribution to the work of the organisation as possible. Each worker
must have a detailed understanding of the service users’ needs, the assessment of
needs, risk assessments, detailed care plans, and policies and procedures are
essential tools that staff must read, understand, and put into practice to ensure
people’s needs are met safely and effectively. Before the care begins the
manager/supervisor or assessor must review the plans with each staff member to
ensure they are fully competent to follow the instructions contained in these
important documents. If any member of staff has any concerns they must raise this
with the manager/supervisor or session team leader immediately so that further
training or supervision is provided.

All training provided is assessed for competence and recorded in the staff training
records.

Matching Staff Members to Individuals with Learning Disabilities

When this organisation accepts a referral and agrees to provide a service, the
responsible manager will ensure that the service user is matched to a session that
meets their needs and peer group to the best of our ability. We do not allocate
individual staff repeatedly on each session to the same service user due to staffing,
however we carefully look at staffing when planning on sessions and match staff to
service users and ratios. When planning staffing we will look at individuals from
ethnic, social, cultural, or religious minority groups. We will make use of any personal
knowledge of a staff member who belongs to the same ethnic, social or cultural
group where possible, for example, if they speak the same language or have insight
into preferences related to diets, toileting procedures, and religious observance.

This is subject to other workload pressures, but for session planning, we will seek a
match that is as appropriate as possible between the needs of the person with
learning disabilities and the staff member. Use might be made of knowledge
possessed by other staff for briefing a staff member new to any pairing, especially in
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complex situations, and managers will use the opportunities of internal training and
group supervision sessions to facilitate this sort of sharing.

Listening to Individuals Receiving our Services

We always have a responsibility to ascertain and take into account the wishes and
feelings of the people with learning disabilities receiving our services. Staff members
who pick up any views about the service from an individual with whom they are
working will pass these on to the lead of the session, who will consider the
implications both for that individual and for the service in general. All staff will
encourage and support individuals to make decisions about their care. We will
comply with any special local arrangements for people with learning disabilities to
complete self-assessment. We also run feedback forums and committee meetings
with service users where we gain feedback on sessions and involve service users
regularly in planning of sessions, this is to ensure their voices are heard in the
service. When possible we also include service users in the recruitment process,
they join interviews of staff and their opinion counts towards the final decision of
hiring.

Individuals’ Right to Choose

We have a responsibility to provide individuals receiving our services with full
information about services and offer opportunities for choice wherever possible.

If an individual already receiving services from us develops needs or preferences
that the current staffing is not able to meet, then the manager or supervisor will
consider whether alternative staffing and session would be more suitable and
arrange this if appropriate. If exceptionally, it appears that we cannot in any way
continue to meet the individual’s requirements, we will discuss this with the service
users, carers/guardians and any other agencies involved in their care.

If it appears that this organisation is not able to meet the needs or preferences of a
newly referred person with learning disabilities, the manager will consider advising
on an alternative source of service, either discussing with Social Services or by
directly suggesting another organisation.

Communication Needs and Communication Aids

The Accessible Information Standard sets out a specific, consistent approach to
identifying, recording, flagging, sharing, and meeting the information and
communication support needs of patients, service users, carers, and parents with a
disability, impairment, or sensory loss.
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It is of relevance to individuals who are blind,/Deaf, deafblind, and/or who have a
learning disability, although it will support anyone with information or communication
needs relating to a disability, impairment, or sensory loss, for example, people who
have aphasia or a mental health condition which affects their ability to communicate.

This organisation is committed to ensuring people’s communication needs are met
and that information will be provided in the format of choice for each person based
on their needs and preferences.

Encouraging Autonomy for Individuals Receiving our Services

All staff will take steps to ensure that the provision of our service does not undermine
an individual’'s capacity to make decisions about their own care. Staff will take every
opportunity to stress to individuals with whom they work that they retain the right to
make choices in what they engage with at Keen2Go.

Religion and Belief

We recognise that for some individuals, religion and belief underpins every aspect of
their life regardless of need. We will make every effort to ensure that, where
appropriate, information related to the religious basis of any individual’s life is
accessible, comprehensible, and expressed sympathetically to all who need to
understand it.

While making or considering the assessment of the needs of an individual with
learning disabilities, we will seek and record information regarding their religious
needs so that we can give assurances that our staff can respond appropriately when
they provide care.

If we honestly feel that we would not be able to provide appropriate care because of
an individual’s religious needs, we will advise the person and their parent/carer
accordingly.

In everyone’s care and support plan we will, in collaboration with the individual,
outline what involvement, if any, the organisation expects to have in relation to their
religious needs.

We will brief all relevant staff on everyone’s religious needs, ensuring that they
understand what the organisation has undertaken and that they take all necessary
steps to fulfil these elements of the care plan.

When involved with food preparation staff will make every possible effort to observe
any dietary requirements that are based on an individual’s religious beliefs, and to
take account of any special requirements about festivals and anniversaries that
relate to their faith.
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We know that some people with severe disabilities, communication difficulties,
mental health needs, or terminal illnesses retain a sense of the importance of their
personal faith — we will respect and try to respond to this need in any appropriate
way.

We will take vigorous steps to ensure that no individual is the subject of
discrimination because of their religious beliefs or practices. A lack of respect for
religious needs on the part of any member of staff will be the subject of disciplinary
action.

We will seek in the makeup of the staff group to reflect the diversity of faiths and
cultures, both among the individuals we work with and in the local community.
Applicants for posts in the organisation will not be discriminated against on the
grounds of religion, and we will attempt to accommodate staff whose personal
religious beliefs require them to be away from work at certain times or on specified
days.

We see our efforts to promote appropriate responses to individuals’ religious beliefs
as an essential part of meeting their needs and our wider efforts to provide a fulfilling
and participative lifestyle as is possible according to personal preferences, needs,
and choices.

Updating Practice

As an organisation, we are obliged to see that all services are demonstrably based
on good practice and reflect the relevant clinical and specialist guidance. The
Director is responsible for reviewing new publications, government documents, and
professional guidance as it appears; for considering its relevance to our work; and,
where necessary, for instituting appropriate changes in working practice, instructions
to staff, and staff training.

Related Policies

Accessible Information and Communication
Adult Safeguarding

Children safeguarding.

Dignity and Respect

Equality and Diversity

Person Centred Care and Support Planning
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Related Guidance

Equality Act Codes of Practice
https://www.equalityhumanrights.com/en/advice-and-quidance/equality-act-co

des-practice

The Human Rights Act
https://www.equalityhumanrights.com/en/human-rights/human-rights-act

Skills for Care Equality and Diversity

https://www.skillsforcare.org.uk/Learning-development/ongoing-learning-and-d
evelopment/equality-and-diversity/Equality-and-diversity.aspx

SCIE Equallty, D|verS|ty and Human nghts

Dignity in Care
https://www.dignityincare.orqg.uk/

Training Statement

All staff, during induction, are made aware of the organisation’s policies and
procedures, all of which are used for training updates. All policies and procedures
are reviewed and amended where necessary and staff are made aware of any
changes. Observations are undertaken to check skills and competencies. Various
methods of training are used including one to one, online, group meetings, individual
supervisions and external courses are sourced as required.

Date Reviewed: February 2026

Person responsible for updating this policy: Siobhan McGuire

Next Review Date: February 2027
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