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Lay Person Policy

Introduction
1.1. The British Association of Play Therapists (BAPT)’s purpose is to:
Nurture, develop and advance the profession and application of Play Therapy through commitment to:

e Raising public and professional awareness of the value of Play Therapy for enhancing
the mental health and emotional well-being of children and young people;

e Promoting safe, ethical, effective practice of Play Therapy through high quality regulated
training, monitored continuing professional development and evidence-based research

e Equal opportunities to meet the needs of a diverse population

e Maintenance of a strong professional association

When BAPT was awarded charity status in 2006 the Charity's Objects were redefined as:

To relieve the needs of children, young people and adults suffering emotional and behavioural difficulties
by promoting the art and science of Play Therapy and promoting high standards in the practice of Play
Therapy for the public benefit.

To ensure that BAPT continues to meet these objectives to engage Lay Members.

For the purpose of this policy a Lay Person is a person who is not qualified in a given profession or does
not have specific knowledge of the subject.

1.2. One of the ways BAPT can involve members, services users and the public in the development and
provision of Play Therapy is for Lay Members to sit on its Board of Directors and committees. BAPT
considers the involvement of Lay Members on committee and the Board helps

e to promote openness and transparency in its business,

e to act as a critical friend to Board of Directors assisting them in their duty of public protection
and good governance.

e To ensure public protection

1.3. BAPT recognises that it is not practical or appropriate for all sub-committee to have Lay Members,
but the Board of Directors will need to consider carefully any decision not to include Lay Members on a
particular group or committee.
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1.4. Having Lay Members on groups and committees is only one method of public engagement and BAPT
is committed to using a variety of methods to reach across the Play Therapy Community and the Public.

2 Scope of the Policy

2.1. This policy is concerned with the recruitment of Lay Members to and their support while on the
Board of Directors and committees BAPT.

3 The role of lay members

3.1. BAPT believes it is good practice to have at least two Lay Members on the Board of Directors and
Complaints Committee, plus if practical any other sub-committees. This maximises the opportunity for
them to provide each other with peer support and increases the likelihood that at least one Lay Member
will be able to attend each meeting.

3.2. Lay Members on committees and groups are not expected to represent the views of the wider
public (unless are authorised to speak on behalf of members of a particular group).

More usually, Lay Members are invited to bring a Lay person’s perspective to the decision making
process. However, as an integral part of public engagement in BAPT, Lay Members (as any member of
the public) can convey any views and comments received from the wider public.

3.3. Lay Members will be asked to provide feedback on the impact of Lay involvement on the decision
making process in the Board of Directors and sub-committees to the Chair of BAPT

3.4. All Lay Members will be required to sign and abide by a Confidentiality Agreement (Appendix B).

3.5. It is considered that the work of the Board of Directors or committee means the Lay Members will
be required to have a Disclosure and Barring Service (DBS) check.

4 Eligibility to become a Lay Member
4.1. Any member of the public is eligible to apply to become a Lay Member.

4.2. In order to provide opportunities for as many different people as possible to be Lay Members, BAPT
recommends that each Lay Member should not normally sit on more than two committees. A Lay
Member will not be able to sit on both the Board of Directors and Complaints Committee.

4.3. Some groups or committees will require Lay Members to have specific knowledge, experience or
expertise, for example to have a particular area of knowledge or experience of health care, and this
should be made clear in the Lay Member Role Description (see template in Appendix C). It might be
appropriate for some Lay Members to belong to more than two committees by virtue of their specific
knowledge, experience or expertise.
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5 Roles and Responsibilities

5.1. Board of Directors- An allocated member of the Board will be assigned the role of co-ordinating the
recruitment of Lay Members.

5.1.1. The Chairs of the sub-committee wishing to recruit Lay Members to a committee is responsible
for:

i) Contacting one of the Board of Directors who will coordinate the recruitment process.
ii) Writing a Lay Member Role Description using the template in Appendix C.

iii) Providing the Board of Directors with a contact within the recruiting sub-committee to answer any
queries about the Lay Member role.

iv) Organising a date and venue for interviews and allocating a lead interviewer.

v) Ensuring the Lay Members recruited are provided with ongoing support, information and training.
Contact the Board of Directors for advice on the support, information and training available for Lay
Members if required (Appendix A).

Vi) Ensuring any personal information held about Lay Members is kept securely, electronically in
password-protected documents or restricted-access folders. All information in hard copy must be
scanned onto computer and stored securely and the hard copies shredded or disposed of in confidential
waste.

5.2. Director allocated to recruiting Lay Members (Lay Person Director)

5.2.1. The Director will be identified for each recruitment process and is responsible for coordinating the
recruitment process and liaising with the Board of Directors

5.2.2. The Lay Person Director is responsible for sending the Lay Member Role Description out to the
Membership to invite members to apply.

5.2.3. The Lay Person Director and Administrator is responsible for:
i) Maintaining an accurate database of all Lay Members.

ii) Sending out application forms to candidates on request and acting as initial contact for queries about
the role, referring the enquiry to the relevant contact in the recruiting committee if necessary.

iii) Receiving the completed application forms via email and storing forms securely electronically in a
folder with access restricted to the Lay Person Director.

iv) Informing the applicants if there is an unexpected delay during the recruiting process.

v) After the closing date for applications, sending the completed application forms by email to the Board
of Directors or Chair of Complaints Committee for shortlisting.

vi) Inviting shortlisted candidates for interview.

vii) Sending newly recruited Lay Members a Confidentiality Agreement to sign and a copy of the “Lay
Members Information Pack”.
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viii) Storing signed confidentiality agreements securely electronically in a folder with access restricted to
the Lay Member Director.

6 Recruitment Process
6.1. Advertising for Lay Members
6.1.1. For most Lay Member roles, applications will be sought from members of BAPT

6.1.2. However, depending on the target audience it might be appropriate to display posters in schools,
community or hospital clinics, health centres, libraries, etc.

6.1.3. To reach a wider audience, a press release or advertisement in an appropriate media might be
considered, but this will depend on the budget available.

6.1.4. An advert to be placed on BAPT’s website and in the Play Therapy magazine.

6.1.4. In exceptional circumstances, for example if there is a short timescale for recruitment or general
advertisement has produced no suitable applicants other lay members may be approached individually.

6.2. Shortlisting & Interviewing Candidates

6.2.1. Applicants should be shortlisted by two members of the interview panel and a small number may
be interviewed. Depending on the circumstances, interviews may not be necessary or telephone
interviews might be appropriate.

6.2.2. To reduce inconvenience to volunteers in their time and travelling, it will not always be necessary
for a candidate to be interviewed more than once for different roles, for example if they are already
known to the Board of Directors. Therefore, on occasion, a Lay Member could be recruited to a sub-
committee following an interview for a different committee.

6.2.3. Interviews, if held, should be informal and last up to 30 minutes. The interview panel should
consist of at least 2, but no more than 3 members. Interviewers should include the Lay Person Director
and a Lay Member, plus another member of the relevant sub-committee.

6.2.4. Applicants should be informed of the results of the interviews by one of the panel by their
preferred means (telephone, email, letter) as soon as possible and usually no later than the next
working day.

6.2.5. Newly recruited Lay Members will be asked to sign a Confidentiality Agreement and be provided
with a copy of the Lay Member Information Pack by the Lay Member Director.

7 Support for Lay Members

7.1. Once Lay Members are recruited, the Board of Directors or the sub-committee is responsible for
their ongoing support, information and training. Lay Members should be given the contact details of the
Lay Member Director or the chair of the sub-committee so they know who to contact for support and
advice.
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7.2. Lay Members give their time to BAPT for free and must be provided with enough support,
information and training as they need to fulfil their role and participate fully in meetings.

7.3. New Lay Members should be invited to attend a short orientation meeting with the Lay Member
Director or Chair of the Sub-Committee to provide them with information about the Board/committee,
if required, and to discuss their support and training needs.

7.4. Lay Members should be provided with meeting papers in good time by their chosen method (email,
post). If the meeting papers are numerous, offer to send them hard copy or reimburse their printing
costs.

7.5. Ensure the agenda includes full details of the meeting venue (do not assume they will know where
to go) e.g. provide the full address including postcode, a location map, directions and information on
parking if required.

7.6. Like any committee member, ensure that Lay Members are kept informed of any changes to
meeting arrangements and they are given plenty of notice of arrangements in which they are expected
to take part. Do not assume they will be able to undertake extra meetings or pieces of work without
prior discussion or agreement.

7.7. Lay Members’ out of pocket expenses must be paid according to BAPT’s agreement for the
Reimbursement of Expenses Incurred by Members of the Public. It is essential that Lay Members’
expenses are paid promptly when they make a claim.

7.8. Avoid Lay Members incurring unnecessary expenses, e.g. consider paying travel expenses on the day
of the meeting using petty cash or provide them with pre-paid envelopes to send in travel claims or any
other paperwork. Or ask them to email their expenses directly to the Treasurer.

7.9. It is good practice to use plain English at all times in meetings and minutes. If the use of jargon and
abbreviations is necessary, ensure these are fully explained for the benefit of everyone present.
Consider devising a Glossary of common terms for the benefit of Lay Members.

7.10. Always remember your Lay Members are volunteers and ensure you thank them for their
involvement on behalf of BAPT. Consider other ways of showing BAPT’s appreciation of their
involvement e.g. sending them a card at Christmas or give them a small one-off gift or voucher if
appropriate.
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APPENDIX A - Confidentiality Agreement

Confidentiality Agreement for Lay Members

CONFIDENTIALITY

During your assignment to BAPT’s Board of Directors and sub-committee, you may gain privileged
knowledge of a highly confidential nature relating to the private affairs, information affecting members
of the public, personal matters concerning members and details of items under consideration by the
Board/committee. Such information must not be passed to any unauthorised person.

Breaches of confidence or other failures to comply with the Data Protection Act will result in the
immediate termination of the assignment and may also lead to legal proceedings.

AGREEMENT

| agree to obey all safety, security and other instructions given by BAPT during my assignment. |
understand and agree to abide by requirements around confidentiality.

Signed
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