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Managing Money
The chances are if you are in care, or have been in care, you probably have to pay out for
living costs at a much younger age than most of your friends, so having help and support is
important to help make your money go further. Managing your money more effectively will
help you avoid getting into debt, and freeing you of the financial stress you may feel. Your
Outreach Worker will work with you to organise your budget plan based on your own income
and expenditure.
What Could I Do to Save Money? - Below are some great tips from young people/adults
“Car boot sales or jumble sales are
good for picking up cheap household
items and clothes”

“Try & cook from
scratch, make more
and you can freeze
batches. Works out
much cheaper & its
healthier!”

Sobering thought. A
pack of cigarettes costs
about £9. A packet
each day will cost you
£63 each week. That’s
£252 a month which
adds up to a total of
£3,024 a year!

“Ebay is an online
market where you can
buy and sell almost any
item, new or used; you
can also bid on items in
order to get them
cheaper than the usual
retail price”

“Stay clear from pay
day loans credit from
BUY NOW, PAY
LATER companies.
What you pay back
may well be double!!”

If you find yourself becoming stressed out with your money
matters, then speak to your Outreach Worker who will help you to draw up a
weekly budget. Debts through banks or building society will probably need the
advice of the CAB debt counsellor
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Registering with a Doctor
Doctors are listed on the NHS website www.nhs.uk. And you can find one in your area on the
homepage.
How do I Register with a GP?
Ring your chosen surgery, or pop in, and check that they will take you. As long as you fit within their
catchment area, they have a duty to help. Check whether you can register at any time, as some
practices will take a limited number of people in a certain period, or only let you register on certain
days of the week.
You:
•

•

•
•

will have to fill in forms giving your name and
address, and that of your last doctor (to enable
your notes to be sent on)
will need to provide your medical history
(illnesses, current medication and how much
you drink and smoke)
may be asked to have urine and blood
pressure tests, and be weighed and measured
will be asked for some form of ID, preferably
your NHS number (visit nhs.uk for advice)
usually you last doctor can help

Complete the forms honestly - doctors should not discriminate against you. The information you
provide is confidential and useful to guide them in treating you until your medical notes arrive.
Do I have to pay for my Prescription?
If you are in receipt of certain state benefits such as
Universal Credits, JSA, Income Support, ESA or DLA,
you will not have to pay a charge for collecting a
prescription, but if you are a full-time student over 18
you may have to.
Your Outreach Worker will help you find out your
entitlement or for more information on help with health
costs visit the NHS website
www.nhs.uk/NHSEngland/Healthcosts.
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Council Tax
Do I have to pay Council Tax?
Some people don’t have to pay Council Tax on their flat/house and some may have discounted
Council Tax rates. These exemptions apply to the following types of properties:
•
•
•
•
•

properties occupied entirely by students, or which are occupied only by students in
term-time
properties occupied by one person, classed as SMI (Severely Mentally Impaired)
army homes owned by the Ministry of Defence and held as accommodation for the
armed forces
properties where the occupier is from a visiting armed forces
properties where the only people living there are under 18

You must register with the Council of where you are
living. For more information about Council Tax you
should visit the Council website www.gov.uk/counciltax.
If you are over 18, on benefits, or working, but on a
low income, you will most likely be eligible for part or
all of the bill to be covered by Council Tax Benefit.
You must complete the application Housing Benefit
form and fill in the section requesting Council Tax
Benefit as soon as you reach 18 years of age.
In most cases you will be able to complete this
application online and upload your supporting documents, which will include your Licence
Agreement you signed when you moved into your NSCM property.
When your Council Tax Benefit is calculated, you will have to make a contribution each month
depending on what your circumstances are. It is important to claim this benefit as in general Council
Tax runs into £1000 per year and without the benefit you will be liable to pay the whole amount.
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Eating Healthy
Eating Healthily – a simple guide
Food fuels and maintains the body. To keep healthy we need a balance of different kinds of food.
•

Proteins:
To build and repair the body. Good sources of protein
are meat, poultry, fish, cheese, eggs, nuts and pulses.

•

Carbohydrates:
To act as an energy source. Found in starches and
sugars, e.g. bread, pasta, cereals, potatoes, jams,
honey and dry fruits.

•

Fibre:
To keep the digestive system healthy. Found in wholegrain cereals, rice, fruit and
vegetables.

•

Minerals:
To help with fluid balance, blood pressure, clotting and nerve function. Iron and
calcium are very important and can be found in the following foods: Liver, kidneys,
corned beef, sardines, eggs, wholegrain cereals, milk, cheese and green vegetables.

•

Water:
Your body needs water or other fluids to work properly and to avoid dehydration.
That's why it's important to drink enough fluids. On average you should drink about 1.2
litres (six to eight glasses) of fluid every day.

•

Vitamins:
A mixture of all vitamins is needed for healthy skin, bones and blood and in fighting
infection and disease.
Vitamin A: Found in oily fish, carrots, tomatoes and dairy produce
Vitamin B: Bread, red meats i.e. beef,bacon, liver and also in yeast
Vitamin C: Fresh fruit and vegetables e.g. oranges, apples and potato skins
Vitamin D: Milk, cheese, yoghurt, oily fish and sunshine (yes sunshine, but don’t get
burnt!)
Vitamin E: Anti-oxidant for lung and heart function. Found in almonds, spinach, raw
seeds and hazelnuts
Food is always nutritionally better if bought and eaten
fresh, if you can. If not, get frozen as opposed to
processed, as it is keeps most of its minerals and
nutrients intact.
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Household Homecare
Home Sweet Home
Living on your own can be a daunting and exciting experience all mixed up into one. Be proud of
your home, below are some quick and easy routines / homecare tips to help get you started:Kitchen: It’s always good to try and keep on top of things
like washing dishes, cleaning the sink, wiping down
all surfaces daily, including the cooker. Pay
attention to corners and other places where food
may get trapped. Once a week, clean the cooker,
fridge, laundry, clean floor and empty bins. Finally,
once a month, clean out cupboards, wash walls,
tiles and paintwork.
Bathroom: The bathroom can harbour germs so it
is important to wipe over the wash basin, remove tide marks, clean toilet pan and seat, daily. Once a
week, change towels, flannels, disinfect the entire toilet, also the bath and the wash basin. Clean
floor if lino or tiles and once a month, wash walls, tiles and paint work.
Living Room: The living room should be the place where you can relax and chill out; keeping it
clean and tidy will ensure its welcoming and inviting. Keep the rooms smelling fresh by opening
windows. Always tidy up and dust if required, use a vacuum cleaner or brush carpets daily. Once a
week, polish furniture and ornaments, clean windows and pictures. Once a month, clean paint work,
clear out drawers, cupboards etc. Clean under furniture.
Bedroom: It is always temping not to make the bed! However try to get into a routine and make
the bed every day. Tidy away clothes and collect dirty clothes for laundry daily. Once a week,
change the bed linen and vacuum/brush carpet. Wipe down surfaces and finally once a month, turn
mattress.
Laundry and Ironing
Once a week, wash whites together. Don’t put
colours in with your whites or you will end up with
no whites and a multi coloured set of clothes. Try
to wash like colours in the same load. Blacks with
blues and greys and greens etc. For small loads
you can put them together but at a low temp. All
clothes will have washing instructions; if you are
unsure it’s worth checking the label.
When using an iron check the heat setting before
you start and set accordingly. Always use an
Ironing board.
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Fire Safety
Fire Safety Advice
When you first move into your Next Step accommodation, your Outreach Worker should
run through a few very important points regarding fire safety. A simple fire risk assessment will be
made and discussed with you. This should cover the following:
•
•
•
•
•

Causes of fire
Means of escape
Staff health and safety checks
Fire detection systems
Dealing with the outbreak of fire

Staff will carry out a weekly check of your smoke alarm. It is essential you do not tamper with it or
take out the batteries (even if it goes off every time you burn the toast).
Here are a few simple precautions you can take to avoid a fire breaking out:
•
•
•
•

•
•
•

Don’t overload plug sockets, short circuits can cause fires
Don’t use paraffin heaters
Don’t hang washing over fires or heaters and don’t leave them unattended
Make sure you close doors at night, and turn off and unplug all electrical
chargers/extension cables/hair straighteners etc. It has been proven that they can
overheat and cause fires
Don’t overcharge batteries-that includes phones, laptops and e-cigarettes
Switch off all electrical goods after use
Don’t buy stolen electrical goods / mobile phone

YOU SHOULD NOT SMOKE IN YOUR NEXT STEP FLAT.
If you are in your own property:
▪
▪
▪

Don’t flick ash into a bin
Don’t smoke in bed. If you fall asleep with a cigarette lit, you may never wake up
Don’t leave cigarettes burning in an ash tray, they could get knocked over

BETTER STILL, DON’T SMOKE IN YOUR HOME. If in doubt ask your Outreach Worker.
What Should I do if a Fire Breaks Out?
If there is a fire inside your home – get out, stay out and call 999 – DO
NOT try to tackle the fire yourself! Leave the room and building
immediately, properly shutting doors behind you. Use the escape routes
discussed previously with your Outreach Worker. Phone 999 and ask for
the Fire Brigade. Do NOT re-enter a building or a room where there is a
fire, you can very quickly be overcome by fumes. Leave all belongings,
they can be replaced, YOU CAN’T!!
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Guide to Utilities
Gas
If you have gas connected to your property, you will need to be aware of the following:
The location of the gas stopcock / stop taps / shut off valve.
It is likely that the main gas shut off valve or tap will be near the meter. These are often housed in a
cupboard in the hallway or sometimes under the stairs or even in kitchen cupboards. In a lot of
buildings, the meter and adjoining stopcock will be located outside the building in a plastic box with
lockable door. Please take time to locate it with your Outreach Worker when you first move in and
ensure you have the meter cupboard key.
How to switch off the gas supply in an emergency
Your Outreach Worker will show you this.
What to do if you smell gas
If you can turn off the gas tap, the main stopcock, you should do this and contact your gas supplier.
To report a gas or carbon monoxide emergency call the free 24 hour National Gas Emergency
number on 0800 111 999.
What is your gas meter for?
The amount of gas you use is recorded by the meter and the reading used to determine how much
to charge you. Prepayment card meters read how much you have paid in advance for your gas and
pipes it to your appliances. It will also take off some money to pay for a standing charge. The meter
belongs to a private company, even though it may be in your home.

Electricity
Always remember that electricity can kill. Treat it with respect.
Electricity comes into your home via a mains switch and meter, with
sealed fuses supplied by the electricity company. When the main
switch is DOWN it is off and all the electricity in your home will be cut
off. When the switch is UP, all electricity will be on.
As with the gas meter, the amount of electricity you use is recorded
by the meter, and from reading they can tell how much to charge you.

The meters are owned by the gas and electric supplier. If you are foolish enough to mess about with
your meters or try to bridge your prepayment meter to avoid paying for gas or electricity, you will be
reported by NSCM and may possibly face being arrested and charged for fraud and criminal
damage.
You can pay for your gas and electricity in many ways. It is worth finding out which way will suit you
best. Your Outreach Worker can help you with them.
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Keeping Safe
Remember………….

And on Public Transport …
• Try to avoid using isolated
bus stops
• On a bus sit near to the
driver or conductor
• Sit downstairs
• If you are female, try to sit
with other women
• On a train or tube, never sit
in an empty compartment
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What do I do if I am a Victim of Crime?
Violent crimes are still rare, and they account for only a small part of all recorded crime. However,
it’s sensible to think about how you would react if you were attacked. Could you fight back? Or
would you play along and wait for a chance to escape? Being prepared could give you a split
second advantage.
If you’re concerned or threatened, shout and scream even if there is no one around to hear, it could
unnerve your attacker and frighten them off. If attacked, and you decide to fight back, you have the
right to defend yourself, keys, umbrella etc. can be used. But you cannot carry an offensive weapon
(i.e. knife) for protection.
If you are attacked, don’t be afraid to call the Police immediately. Assault,
Robbery and Rape are all serious crimes, and whatever views you have
of the police, crime must be reported otherwise, the police force and the
government pat themselves on the back saying they have improved crime
in your area when the opposite may in fact be true.
Your immediate reaction after an attack may be to wash and change/wash your clothes. Don’t do
this as the Police will need your clothes to gather forensic evidence. Traces on your clothing and
body will give the Police clues which could identify your attacker. Don’t drink alcohol or take
tranquillisers or other drugs following an attack. You need to give a clear account of what happened.
You could write somethings down while they are still fresh in your mind, see checklist below.

CHECKLIST
Have you seen the person before?
Do you know his/her name?
How old is the person?
Height and build?
Complexion/skin colour?
Shape of face, clean shaven or bearded?
Colour of eyes?
Type of clothing?
Any distinguishing features, tattoos, scars
or jewellery?
Did the person have an accent? What was
their voice like?
Did the attacker have a vehicle?
Can you describe it?
Did you get a registration number? Did you
see which way the attacker went?
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If you Report Rape or Sexual Assault
•
•
•
•

•

•
•
•

You will be interviewed about the attack by a
specially trained police officer
You can choose whether you want to be
interviewed by a male or female officer
You will not be rushed into this
You will have a medical examination. This is
important in the interests of your own health as
well as gathering forensic evidence. You can
request to have the examination carried out by a
male or female doctor
It is also important to see your own doctor as
soon as possible to arrange tests for sexually
transmitted diseases
If you are female the doctor will give you advice and information on the
“morning after pill” (see section on contraception)
The police will ask if you want to see an experienced counsellor or
someone from the victim support scheme
Should the case go to trial, no one connected to the case will know. Under the law,
newspapers cannot print your name or anything about you that may identify you. Also,
as a general rule, you should not be asked anything about your sexual history in court

REPORT CRIME
In an emergency call 999
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Gangs

If you're worried about gangs, it can be difficult to know what to do and who to turn to. Whether
you’re already in a gang, want to leave your gang or are thinking about joining a gang, there are
people who can help and support you.
If you are involved with gangs you might be victim of violence or you might be pressured into
doing things you don’t really want to do.
For lots of people being part of a gang makes you feel part of a united family so you might not
want to leave. However, if you are thinking about leaving or attempting to leave, it can be a really
scary idea and you may be worried about the welfare of yourself, friends and family.
DON’T BE AFRAID - GET HELP NOW!

Contact ChildLine free 24 hours a day, 7 days a
week on 0800 1111

OR…..

The Gangsline confidential helpline on 01322
305105

You can also speak with your Outreach Worker for support and assistance in this matter.
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Substance Misuse
What is Substance Misuse?
Substance misuse is the harmful use of substances like drugs and alcohol for non-medical
purposes. Substance misuse is not just illegal drugs, legal substances can also be misused too,
such as alcohol, prescription medications, caffeine, nicotine and volatile substances.
Drugs
Are you taking drugs? If you are feeling pressure to take or try drugs, here are some tips on how
to deal with it:
•
•
•
•

Remember, you’re not alone, and you’re not the only one who has not experimented
with drugs. Most people your age don’t take drugs and you’re in the majority
Who is offering you the drugs and why? Your friends should understand if you say no,
people you don’t know very well may expect something in return
Say no firmly but clearly. If people try to persuade you, don’t feel like you have to
change your mind
Watch out for your mates too, if you’re worried about a friend, try to talk to them, or
someone you trust

There are various risks associated with drugs. Some include overdose, addiction, physical and
emotional changes, hallucinations and even debt.
For friendly and confidential advice, talk to ‘FRANK’ on 0300 123 6600 at any time of the day or
night, or speak with your GP or Outreach Worker for support.

Alcohol
Alcohol misuse means excessive drinking of alcohol. Alcohol is a powerful chemical that can have
many effects on almost every part of your body. Alcohol is measured in units; a unit of alcohol is
10ml of pure alcohol, which is about: half a pint of normal-strength lager, a single measure (25ml) of
spirits, and a small glass of wine (125ml) contains 1.5 units.

If you are concerned about your drinking speak with your GP or
Outreach Worker. You can also speak with friendly professionals by
calling Alcoholics Anonymous on 0800 9177 650 for more
information, help, support and to find your nearest meeting.
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Healthy Relationships
A healthy relationship is based on each partner being
open and honest with each other. One of the first steps to
building a relationship is making sure you both understand
each other’s needs and expectations, being on the same
page is very important. Communication is the key! A good
way to keep your relationship healthy and secure is by
you both creating boundaries. This way you can both have
a better understanding of the type of relationship that you
and your partner want. These boundaries are not put in
place to make you feel trapped or like you’re on edge.
Relationships that are not healthy are based on power,
control and manipulation, rather than equality and respect.
In an abusive relationship, you may not think the unhealthy behaviours are a big deal to begin with.
However, jealousy, possessiveness, name calling, accusations, humiliation, pulling hair, pushing or
other abusive behaviours are wrong and actions of power and control.
Coercive and controlling behaviour is an act of assault,
threats, humiliation and intimidation or other abuse that is used
to harm, punish, or frighten you. Don’t feel alone if you are in
an abusive relationship, abuse is always a choice and there
are no excuses for this behaviour.
•

You can contact the English National Domestic
Violence Helpline on 0808 2000 247 for support
and advise, however if you feel that you are in
immediate danger call 999.

Exploitation and grooming are types of sexual abuse and sometimes people in these relationships
receive things such as money, gifts, drugs and affection as a result of performing sexual acts on
each other. The abuser may trick you into believing that you are in a loving and caring consensual
relationship in order to perform these sexual acts. Exploitation and grooming can also happen
online, by someone you know or a stranger. They may ask you to send explicit pictures of yourself
or perform sexual acts via a webcam or smartphone. Some young people may not understand that
they have been groomed or that what has happened to them is abuse.
It is very important not to feel ashamed or guilty about what may have happened to you. What is
important is that you get out of a relationship like this and quickly.
•

You can get help and support by calling the NSPCC on 0808 800 5000

Information - Independent Living

July 2018

A Question of Sex
Having a sexual relationship with someone over the age of consent (16 in the UK) is perfectly
normal and healthy, but it’s so important that it is based on your own informed choice to do so and
that you do not feel pushed into doing something you feel uncomfortable with, or are not ready for.
Just because it is legal for you to have sex at 16, does not mean it is necessarily the right time for
you. It is important that you have reliable information about sex to help you make the right decisions
for you and to ensure the time is right for you!
You need to be aware that having a sexual relationship can leave you very vulnerable, both
emotionally and physically. So, it is important that you decide to sleep with someone who cares
about you and will treat you with respect. If you sleep with someone who does not respect you, it
can leave you feeling very hurt and used. As stated, the age of consent is 16. It is also legal for two
men or for two women to have sex if they are both 16 years or over, the same as it is for a man and
woman too. Having sex with somebody male or female who is under age is breaking the law. The
law also says that both people have to consent freely to having sex with each other. In other words,
no-one should be forced into having sex with someone else or feeling that you have to. If you are
thinking about a possible sexual encounter, discuss this with your partner and make it clear what
you are both agreeing to.

If you have concerns about sex, or are anxious about the feelings you have, you can always talk to
your Outreach Worker.
You can also ask for confidential advice from such sources as NHS, GP, and www.brook.org.uk
who give free, confidential advice about sex, contraception and family planning for young people up
to 25. Also, Gay Switchboard provides information and advice to lesbians, gay men, bisexuals &
transgender.
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Contraception

There are two main types of contraception: Barrier methods - which physically prevent sperm from
swimming into the uterus and fertilising the woman’s egg and Hormonal methods, which alter a
woman’s hormonal cycle to prevent fertilisation.
Below is a list of the most common contraceptives:
✓
✓
✓
✓
✓
✓
✓

Condoms
The Sponge
The Coil
The Diaphragm or Cap
Hormonal Contraceptives
The Contraceptive Pill
Birth Control Implant

To find out more about the different methods of contraception including how they work, who can use
them, and any possible side effects, visit the ‘Contraception Guide’ on the NHS website.
Contraception is free on the NHS. To find out where to get contraception, use the postcode finder
on the NHS website to find your nearest GP, sexual health clinic or pharmacy,
www.nhs.uk/conditions/contraception/
Emergency Treatments
The “morning after” pill must be prescribed by your doctor. It is designed for those times, up to 3
days (72 hours) after you have had sex without using a contraceptive, or if a condom has split
during sex. There may be possible side effects resulting from the higher dosage of hormones it
contains.
The morning after pill should only be used as a secondary precaution. If you
are unsure you can call the NHS helpline for more information or assistance
on telephone number 111.
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Sexually Transmitted Diseases/Infections

It’s important to know something about STDs so that you can avoid risk where possible and notice
any problems when they occur. You should always go and see your doctor or local sexual health
clinic if you are concerned about anything so that you receive the appropriate treatment. Untreated
STDs won’t go away. Often, they will get worse and can lead to long term problems.
Sexually transmitted diseases are passed from one person to another through unprotected sex or
genital contact.
You can be tested for STDs at a sexual health clinic, genitourinary medicine (GUM) clinic or GP
surgery. Search for a sexual health clinic near you and find out what services they offer at the NHS
website.
Below is a list of some of the current STDs, for full information and an in-depth understanding of
these diseases/infections visit:
www.nhs.uk/conditions/sexually-transmitted-infections-stis/
•
•
•
•
•
•
•
•
•

Chlamydia
Genital warts
Genital herpes
Gonorrhoea
Syphilis
HIV
Trichomoniasis
Pubic lice
Scabies

Information - Independent Living

July 2018

Tips from Young People/Adults
Locks – when you are having
trouble getting your key to turn
or the lock seems to be jammed,
try putting some butter/vaseline
on the key, put the key in the
lock, pull the door towards you,
and turn the key, raising it
slightly at the same time.

Bet you didn’t know……

Rub the
bathroom
mirror with a
couple of
drops of
shampoo/shavi
ng foam; it
stops it from
steaming up.

Fabric care - Chewing
gum can be removed from
fabrics by placing the item
in the freezer for an hour
or two, the gum will
harden and crack, it can
then easily be picked off.

Animal hairs – to
remove animal hair
from clothes, furniture
etc., wrap some
sellotape around your
hand (sticky side
outwards) and rub it
over the hairs.

If you have any more or other
useful tips of your own, let us
know and we will see if we can
include them in our next update.
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Internet Safety & Social Media
For those of you who regularly use the net for social networking, ordering goods, checking
emails etc., you need to be aware of all the perils and pitfalls in logging on to the internet.

In App purchases
Be careful if you have to secure your smartphone account with a
credit/debit card in order to be able to download apps, even free ones. It
is easy when you’ve downloaded a game for free to then get carried
away with all sorts of in app purchases or upgrades to play the complete
game. One push of a button could mean your card being deducted,
whether you mean to or not. Be careful if you lend your phone to
somebody to play with that they don’t do this either.

Cyber bullying
Cyber bullying can work in the same way as
in real life where amongst any community
somebody decides to threaten you, or
encourage other people too. Comments,
images and videos about a person can be
posted online and it is even possible for
cyber bullies to hack into the victim's
personal accounts and harass them from
within their own user profile. Bullies often
think they can cover up their identity online,
and are sometimes people who wouldn't
normally do this sort of thing, but the
anonymity online makes them feel bolder.

Cyber stalking
Harassment on the internet can be just as frightening
as other forms of stalking. Women and girls are usually
the victims of this kind of behaviour. They might be
harassed by an ex-boyfriend or girlfriend who is upset
about the end of their relationship, for example. It can
also begin when a purely online friendship turns sour. It
can even begin entirely at random, by one online
stranger towards another. Set all your social network
profile settings to private.
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Identity Theft
The more information you make available online, the greater the risk
of identity theft. It can be very tempting to reply to an email or open
an attachment or post information about yourself on social networking
sites. If you have any doubts or don’t recognise the sender, don’t
open the attachment or reply to them
Personal information which you post online and which strangers can
see to use in stealing your ID includes your: email address, phone
number, postal address, name of your bank, photos of yourself. Once
someone has stolen your ID they can use your details to commit crime in your name.

Sexting
Sexting usually refers to sending and receiving rude
messages or videos of naked pictures, underwear shots,
any sexual texts or images. Sexting can happen because
your friends are boasting about sending or having photos
on their mobile phone and you don’t want to seem
boring, shy or different from your friends. You may feel
pressured to ‘prove’ your sexuality or be harassed,
threatened or blackmailed into sending pictures. It may
be that someone keeps asking you for things and you feel that it's easier just to ‘give in’.
You may think you ‘owe’ your boyfriend or girlfriend, or feel its ok because you’re in love
with the person and trust them.
Remember: There is no turning back once you press send. Even if you use apps like
Snapchat the person can take a screen shot. You risk being seen as someone you are not.
Demands to do more and more daring things, that you don’t want to do, may follow.

Online Grooming
Paedophiles often use this method to contact young people by disguising themselves as
another young person. This can lead to gaining the trust of an individual and their friends.
These false relationships based on lies can often pave way for exposure to upsetting
images and online content and in some cases arranging a meeting in person.
Online grooming is the term used to describe inappropriate behaviour
towards a young person, putting them at risk to a sexual offence.
Source: Met Police.
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Privacy Notice
NSCM Privacy Notice describes how we use information, particularly information that
relates to you.
Who do we collect information about?
NSCM collects records and holds information on all YP/A who have been referred for
accommodation and / or outreach support and have taken up a placement.
We need to know your personal data / information so that we can provide you with the right
accommodation and outreach support to meet your needs.
What personal data / information do we hold and do we collect this information?
Your basic personal data / information may be provided to us by the referrer (social worker
or statuary agency) when they refer you to NSCM for a service. When contacting us, you
and the referrer will be asked for personal information such as name, address, postcode
etc. Information collected to inform the request for a service will include, for example:
•
•
•
•
•
•

Personal details
Family details
Lifestyle and social circumstances
Financial details
Employment and education
Offences and alleged offences

Some information is special due to its sensitivity, it may include
•
•
•
•
•
•
•

Physical or mental health details
Sex life
Sexual orientation
Racial or ethnic origin
Religious or other beliefs of a similar nature
Political opinion
Genetic and biometric data

This might be collected in person, over the phone or via forms sent through secure email
or password protected.
Information may also be shared with us by another organisation due to NSCM being part of
a package of support being provided. This may include organisations such as national and
local NHS bodies, Local Authorities, Police, probation, colleges and schools.
What is the lawful base for NSCM using your personal data / information?
The law on data protection allows us to process your data for certain reasons only.
The information below categories the type of data processing NSCM undertake and the
lawful basis we rely on.
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Activity
Lawful basis
NSCM Application form
Public task
Personal details, special categories,
history, life style, social circumstances
risk assessment.
Personal details
Public task
Name, address, phone numbers, gender,
national insurance number, right to work
in UK, GP, next of kin, education,
financial details, criminal convictions, risk
assessment.

Special categories
Public task
Physical or mental health, disability, sex
life, sexual orientation, race, ethnic origin
political opinion, immigration status,
religion, genetic and biometric data.
Risk Assessments
Public task
Circumstance that may pose a risk to you
or NSCM staff or professionals, how to
support you and how to manage the risk.
Contact sheets
Public task
Record of any contact with you, any
professional working with you, family or
friends, in person, by phone or email.
Daily / Weekly / Monthly summary report Public task
Updates to social worker about how you
are getting on in the placement, any
risks, successes, strengths.
Chronology
Public task
Record of changes and significant
events
and
incidences.
Factual
information,
transitions,
issues,
interventions by NSCM and / or
professionals.
Accident / incident / injury reports / Public task
RIDDOR
Accidents and any treatment or
hospitalisation,
physical
or
verbal
incidences towards NSCM staff or
property.
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Safeguarding form or Cause for Concern Public task
form
Details - reporting a safeguarding or
concern to social workers , police or
appropriate agencies
Missing Person Form
Public task
If you go missing from placement, details
of what may have triggered you going
missing and risks form is shared with
social workers, police or appropriate
agencies.
Independent Living Skills Assessment Public task
Form
Assessment of how you getting on living
independently.
Placement Plan
Public task
Where you need support and what action
is required and by whom.
Permission Form
Contract
When you ask NSCM staff to speak to an
agency on your behalf, or where we may
suggest that we can speak to an agency
in your behalf.

How do we use personal data/ information?
NSCM holds personal data / information to enable us to provide appropriate
accommodation and outreach support packages to YP/A, to refer to specialist services, to
maintain our accounts and records.
We may also use information to:
•
•
•
•
•
•
•
•

Deliver services and support to you
Manage services we provide to you
Producing assessments of the health and care needs, child protection or
safeguarding
Contribute to assessments that may result in the YP/A being taken into care
under mental health law / safeguarding or child protection framework
Identifying priorities for action
Informing decisions on planning of new services
Identifying staff training needs
Help investigate any worries or complaints check the quality of the services
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How the law allows us to use your personal data / information
We collate and use personal data / information where
• You or your legal representative have given consent
• You have entered into an agreement / contract with us
• To perform our statutory duties
• To protect someone in an emergency
• To deliver health and social care services
• It is required by law
• To protect public health
Information security and data sharing
NSCM is a data controller for the purposes of the General Data Protection Regulation
(GDPR) May 2018.When processing your personal information we will aim to do so fairly,
lawfully and in line with the GDPR. Information will not be held for longer than required and
will be disposed of securely.
We will work in an open and transparent way, discussing and /or sharing any reports,
updates and assessments written by your outreach worker, with you, before sending them
to your social worker.
We will only share your personal data / information after discussions with you, with
appropriate organisations such as the NHS, health care professionals, social care and
welfare organisations. The Care Quality Commission and / or Ofsted may also access your
information as part of an inspection or monitoring process of NSCM. We will only share
personal data / information once the necessary legal basis has been established and data
protection safeguards have been verified. See Lawful basis above.
We will not give or sell your information to any third party for marketing purposes.
What are your rights?
You have the right to ask for all the information we have about you. When we receive a
request from you in writing, we must give you access to everything that we have recorded
about you. If you can’t request this in writing, please talk to you Outreach Worker who will
consider another way to enable you to make this request.
However, we are unable to let you see any information held in your records which contain
confidential information about other people or where a professional thinks this will cause
serious harm to you or some else.
‘Right to be forgotten’ – you can ask for information to be deleted
In some circumstances you can ask for your personal data/ information to be deleted. For
example, where there is no legal reason for us to use it. If you believe the information we
hold is wrong you have the right to have it corrected or deleted
Information required by law cannot be deleted where it is used for public health purposes
or if it is necessary for legal claims.
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Limit the use of your personal data/ information
You can request us to restrict what we use your personal data/ information for where you
have identified inaccurate information, and have told us about it.
Where possible we will seek to comply, but we may not be able to where we need to hold
or use your information because we are required to by law.
How we protect your personal data/ information
We hold all records about you (paper or electronically) securely and only make them
available to those who have the right to see them.
We secure information by using secure emails; hiding parts of your personal information
from view and password protect electronic documents.
We ensure that emails are sent without revealing addresses to other recipients and use
blind carbon copy (bcc), not carbon copy (cc). We also check group email addresses and
only send the message to the people that need to see it.
Paper documents are held in a secure cabinet and locked room / office.
Paper is shredded and disposed of securely.
NSCM mobile phones and devises used by staff in the course of their work with you are
password protected.
How we keep NCSM safe and protect against online risks
NSCM IT equipment has firewalls and virus checking systems to protect your personal
data / information. Staff working for or on behalf of NSCM are expected to protect their
personal devises i.e. mobile phones / IT equipment, if used for NSCM business.
All devises / IT equipment are password protected; in addition, all files containing personal
data / information held on this equipment are password protected.
NSCM take the
compromised:
•
•
•
•
•
•
•
•
•

following actions to minimise the risk of personal data / information being
Train Staff
Staff declaration and commitment to reporting data breach
Email disclaimer
Secure email and file transfer
Delete suspicious emails
Robust reporting mechanisms in the event of loss or stolen devises
(laptops, I-Pads, tablets, mobile phones etc.)
Strong password protection on all devises
Download software updates
Use of anti-virus software
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•
•
•

Decommissioning the removal data form devises / hardware no longer in
use or obsolete
Memory sticks password protected
Refresh NSCM Policy & Procedures, and continue to review the
procedures annually

NSCM have a storage device located at Head Office. The devise stores information on the
Cloud and is backed up each night. This system is encrypted to protect all stored data /
information. Closed files are stored on the system.
NSCM rely on Egress Switch Secure Email and File Transfer to communicate and share
information, and need to protect the personally and commercially sensitive data that staff
share both internally and with external users. Egress Switch Secure Email and File
Transfer provides easy-to-use, flexible email and file encryption that offers the highest
levels of security and access controls. In addition to encrypting message content and
attachments. Switch Secure Email and File Transfer provides total control over shared
information in real time, with the ability to revoke access, audit user actions and add
message restrictions to prevent data mishandling.
Standards
•
•

•
•

Government and industry-certified data security
Switch Secure Email and File Transfer features comprehensive government
and industry-certified security and authentication, including email and
file encryption at rest and in transit, multi-factor authentication, and
customisable policy controls.
Users can stay in control of their information after it has been shared both
internally and externally by revoking recipient access, preventing actions such
as download and copy / paste, and viewing audit logs.
Switch is certified under NCSC Commercial Product Assurance, Common
Criteria and ISO 27001:2013.

How long do we keep your personal data / information for?
We are required, by law to keep your personal information for a set period of time and this
can range from months to decades for more sensitive records. Records for YP/A leaving
care are retained from the date of birth + 75 years or 15 years after death of child (where
child dies under 18. Adults with Mental Health difficulties and or subject to the Mental
Health Act files are retained from the last action + 20 years.
If you have concerns about how we use your personal information
You can make a complaint if you have a concern about the way the NSCM is handling your
information you can email info@nscm.co.uk, or you can complete an NSCM Complaint /
Compliment form which can be downloaded from www.nscm.co.uk or contact NSCM
Compliance Officer Philip Savva on Tel: 0208 211 3663. The Data Compliance Officer will
investigate your complaint and respond within 15 working days.
If that response does not fully address your complaint, or if you are still not satisfied with
our actions, you can contact the Information Commissioner’s Office ('ICO'). The ICO is an
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independent official appointed to oversee the General Data Protection Regulations, May
2018. Further information can be found on the ICO web site, https://ico.org.uk/. The ICO's
address is Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF, and the phone
number is 0303 123 1113 (local rate) or 01625 545 745 if you prefer to use a national rate
number.
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Glossary

DLA
Disability Living Allowance
ESA
Employment and Support Allowance
GP
General Practitioner (Doctor)
JSA
Job Seekers Allowance
NHS
National health Services
NSCM
Next Step Care Management Ltd
NSCPP
National Society for the Prevention of
Cruelty to children
Outreach Worker
Person who will work with you whilst you are
being supported by NSCM
Personal Advisors (PA)
Appointed by the local authority, PAs
provide advice and support to young people,
liaise with other relevant agencies and are
single point of reference for young people.
STD
Sexually transmitted disease
STI
Sexually transmitted infection
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Useful Links & Telephone Numbers
There are plenty of informative websites which explain your legal status, the
responsibilities Social Services and your other careers have for you, as well
as your rights, your responsibilities and powers to complain if you feel you
are being wrongly treated
•
•
•

www.carelaw.org.uk
www.coramvoice.org.uk
www.gov.uk

More Useful Websites:
•
•
•
•
•
•
•

www.brook.org.uk For information on sex, contraction and family planning
www.nhs.uk/conditions/sexually-transmitted-infections-stis/ For
information on STD
www.nhs.uk/conditions/contraception/ For information on contraception
www.nhs.uk NHS website
www.fpa.org.uk Postcode finder for your local family planning clinic
www.switchboard.lgbt Gay Switchboard
www.moneysavingexpert.com Martin Lewis Money saving tips

Useful Contact Numbers:
Alcoholics Anonymous if you need help with drink problems call free helpline on 0800
9177650
BECOME the charity for children in care or young care leavers. Looking for someone
to talk to? Are you in care, a care leaver or supporting someone who is? Looking for help
and advice? Call Free Care Advice Line on 0800 023 2033 or email
advice@becomecharity.org.uk
ChildLine is a free 24-hour counselling service for children and young people up to their
19th birthday.

Complaint / Compliment about NSCM please talk to the regional manager. If you feel that
you have not been listened to please email info@nscm.co.uk or complete NSCM complaint
/ compliment form.
Find a Doctor: Doctors are listed on the NHS website www.nhs.uk and you
will be able to find in your area on the homepage.
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Gas: What to do if you smell gas: Turn off the gas tap the main stopcock and contact
your gas supplier. To report a gas or carbon monoxide emergency call the free 24 hour
National Gas Emergency number on 0800 111 999.
Gangs & Gang Crime: If you're worried about gangs, it can be difficult to know what to do.
Whether you’re already in a gang, want to leave your gang or are thinking about joining a
gang, there are people who can help and support you. Call Gangsline on 01322 305105.
National Domestic Violence Helpline: Don’t feel alone if you are in an abusive
relationship, abuse is always a choice and there are no excuses for this behaviour Call
0808 2000 247 for support and advise, however if you feel that you are in immediate
danger call 999
NHS Free Helpline Service: If you're worried about an urgent medical concern, you
can call 111 to speak to a fully trained adviser. Depending on the situation, the NHS 111
team can connect you to a nurse, emergency dentist or even a GP, and can arrange faceto-face appointments if they think you need one.
Register for Council Tax: You must register with the Council of where you are living. For
more information about Council Tax visit the Council Tax website www.gov.uk/council-tax
or your local Council website.
Substance Misuse: is the harmful use of substances like drugs and alcohol for nonmedical purposes. For friendly and confidential advice call FRANK on 0300 123 6600 at
any time of the day or night, or speak with your GP or Outreach Worker for support.

Victim of crime: Call your local police.

Victim Support: Help after a crime, free confidential support www.victimsupport.org.uk .
Call the free support line 08081689111
Can’t find what you are looking for? Or Do you have a question you want to ask?
Please speak to your Outreach Worker or email info@nscm.co.uk and we will get back to
you with the information or signpost you to a national or local organisation that should be
able to help you. All information that comes into this inbox will be treated in confidence and
sensitively.
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NSCM Regional Offices

LONDON OFFICE:
The Albany, Douglas Way,
Deptford,
London SE8 4AG
Tel: 020 8692 1222
Email: london@nscm.co.uk

TELFORD OFFICE:
Suite 1 Longdon House
St. Georges Business Centre
Donnington Wood, TF2 7BF
Tel: 01952 872780
Email: admin.telford@nscm.co.uk

SOUTH WEST OFFICE:
Unit 44 Easton Business Centre
Felix Road
Bristol BS5 0HE
Tel: 0117 941 5328
Email: southwest@nscm.co.uk

BIRMINGHAM OFFICE:
Office 255, The Trigate
210-222 Hagley Road West, Oldbury
West Midlands B68 0PN
Tel: 0121 222 5050
Email: admin.telford@nscm.co.uk

SHEFFIELD OFFICE:
Suite F3
Epic House, 18-20 Darnall Road
Sheffield S9 5AA
Tel: 01952 872780
Email: admin.sheffield@nscm.co.uk

PORTSMOUTH OFFICE:
Office 306, Portsmouth Technopole
Kingston Crescent, Portsmouth
Hampshire PO2 8FA
Tel: 02392 658 305
Email:portsmouth@nscm.co.uk

HEAD OFFICE
Katherine House
11 Wyllyotts Place
Potters Bar, Herts
EN6 2JD
Tel: 020 8211 3663
Email: finance@nscm.co.uk
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