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Why is inclusion important to community projects? 
 
Waltham Forest is home to a growing and diverse population, with 62% of residents 
from minority ethnic backgrounds. One in four residents do not speak English as 
their main language and more than a third were born abroad. There are 1.5million 
people with a disability in London, and 15% of Waltham Forest residents have a 
limiting health problem or disability. 
 
Although the borough is one of the most deprived in the country, there is a huge and 
often untapped wealth of skills, knowledge and passion that local people bring to 
community issues. The voluntary and community sector in the borough is thriving, 
and with it the networks of action and opportunities for people to use their skills and 
knowledge. 
 
Inclusion is about recognising everyone for their differences, and the potential 
they can bring to their community. It’s about making it easier for people to 
work together for positive change, and take ownership of the direction of that 
change. 
 
Including people from across the community is vital to the impact your project will 
have. A diverse group of volunteers will help you spread your message more widely, 
engage with people across the community, and bring unique skills to your project. 
 
The following tools will help you to include different people in your project effectively 
and safely. 
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Tools 

 
Tool 1: ‘We Can’ card game 
 
Tool 2: Including people  
 
Tool 3: Involving people 
 
Tool 3: Safeguarding 
 
Tool 4: Working with volunteers  
 
 
 

Tool 1: ‘We Can’ card game 

This is a quick game to see how the people in the room could bring their skills to a 

community project. 

Cards are printed with skills and activities which might be needed when setting up or running 

a community project. The aim is to show even a small group of people can bring a huge 

range of skills and experiences to help get a project off the ground. 

You can use the template for cards in the appendix to create your own game. Just fill in the 

blanks with the tasks or skills you think are most appropriate for your project. Then cut out 

the squares and stick them to cardstock or just use them on their own. You should aim to 

have around 30-40 cards, and below are some useful categories you could use: 

We can: 

 Paint a mural 

 Fix a bike 

 Plant a garden 

 Bake a cake 

 Change a lock 

 Mend a garment 

 Fix a leak 

 Rewire a plug 

 Paint a wall 

 Speak another 

language 

 Change a tyre 

 Put up a shelf 

 Create a website 

 Lead an 

expedition 

 Write a newsletter 

 Set an agenda 

 Take a photo 

 Cook a meal for 10 

 Organise a 

meeting 

 Play an instrument 

 Give a 

presentation 

 Negotiate a price 

 Read a map 

 Teach a language 

 Tell a story 

 Manage a team 

 Prune a tree 

 Spread a message 

 Drive a car 

 Care for sick 

people 

 Put others at ease 

 Lead a campaign 

 Write a blog 

 



3 
 

How to play ‘We can’ (5-10mins) In two big groups pick a dealer and give him/her the pile 

of cards, grey sides up. Set out coloured labels at three corners of the table, reading ‘we 

can’, ‘we can’t but know someone who can’, and ‘we can’t’. As the dealer turns the cards 

over one by one, the group members call out whether they can do the task/have the skill, or 

know someone who can. The cards are sorted into the three categories. Hopefully the group 

will find that the number of things in the ‘can’t’ pile is small. Even if it isn’t, it provides a clear 

idea of what skills need to be found for the project.  

 

Tool 2: Including people 

When you set up or work with a community group – it is important to be aware of the equality 
law as it relates to the community and voluntary section and how to promote inclusion and 
equality in your organisation. 

What equality law means for voluntary and community organisations? 

If your community organisation provides any goods, facilities or services to the public then 
the equality legislation applies to you. The legislation is based on the principle that there are 
protected characteristics: 

 disability 

 gender reassignment 
 pregnancy and maternity (including breastfeeding) 
 race 

 religion or belief 
 sex 

 sexual orientation 

Unlawful discrimination, in other words treating someone worse than anyone else because 
of a protected characteristic can take several forms: 

 You must not treat a person worse than someone else because of a protected 
characteristic (this is called direct discrimination). Example: not accepting 
someone as a service user because of their ethnic origin. 

 You must not do something to someone which has (or would have) a worse impact 
on them and other people who share a particular protected characteristic on 
people who do not share that characteristic. Unless you can show that what you 
have done is objectively justified, this will be what is called indirect discrimination. 
‘Doing something’ can include making a decision, or applying a rule or way of 
doing things. 

Example: having a no 'head-gear' rule at a drop-in which might affect people with 
religious head gear. 

 You must not treat a disabled person unfavourably because of something connected 
to their disability where you cannot show that what you are doing is objectively 
justified (this is called discrimination arising from disability). This only applies if you 
know or could reasonably be expected to know that the person is a disabled 
person. Example: banning dogs from a lunch session, which would exclude 
assistance dogs. 
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 You must not treat a person worse than someone else because they are associated 
with a person who has a protected characteristic. Example: not allowing a child to 
take part in a playground because of the sexual orientation of their parents. 

 You must not treat a person worse because you incorrectly think they have a 
protected characteristic (perception). Example: a service mistakenly thinks that a 
woman is a transsexual and says the service is not open to her. 

 You must not treat a person badly or ‘victimise’ them because they have complained 
about discrimination or helped someone else complain or done anything to uphold 
their own or someone else’s equality law rights. Example: a service user supports 
another service users complaint about discrimination and is told that cannot apply 
for help from a charity as a result. 

 You must not harass a person. Example: A member of staff is verbally abusive to a 
service user with protected characteristics. 

 In addition, to make sure that disabled people are able to use your services as far as 
is reasonable to the same standard as non-disabled people, you must 
make reasonable adjustments. You cannot wait until a disabled person wants to 
use your services, but must think in advance about what people with a range of 
impairments might reasonably need, such as people who have a visual 
impairment, a hearing impairment, a mobility impairment, or a learning 
disability. Example: a telephone service ensures it has textphone, a community 
group ensures its leaflets are simply written and have pictures and a community 
meeting is held in an accessible venue. 

There are examples where you can justify providing a service to particular groups. These 
reasons include separate but equal provision, including one group causing offence to 
another, positive action and if you are a religious organisation. 

 

Further Resources 

http://www.equalityhumanrights.com/sites/default/files/documents/EqualityAct/service_provid
ers_guide_voluntary_and_community_sector.pdf 

 

Policies for inclusion 

Organisations and companies have been writing statements or policies of inclusion for years. 
They are sometimes called Equality and Diversity, or accessibility statements. They set out 
what the organisation will do to include people. 

Statements themselves do mean that an organisation or company is doing everything that it 
can to include people – but they do show that an organisation is thinking about this important 
issue and, if the statement is following good practice set out what clear measurable things 
that the organisation will do. A statement can be a useful even for a small group, because 
the process of producing it gets people to think about how their project is benefitting and 
including different groups. 

When thinking about an inclusion statement – start with questions: 

 What does the group want to achieve with its statement? 

 How would the group define inclusion, accessibility, diversity and equality? 

http://www.equalityhumanrights.com/sites/default/files/documents/EqualityAct/service_providers_guide_voluntary_and_community_sector.pdf
http://www.equalityhumanrights.com/sites/default/files/documents/EqualityAct/service_providers_guide_voluntary_and_community_sector.pdf
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 What is the group's overall vision in relation to inclusion, accessibility, diversity and 
equality? 

 What practical steps can the group take to achieve its vision? e.g. recruitment, 
communications, service use, accessibility 

 How will the group review or measure them? 

 What further development or training does the group need to implement the equality 
policy? 

It is very important that the policy is only the start – much more important is that all people 
within the organisation are doing practical, reasonable things to make equality and inclusion 
a reality. 

 

Tool 3: Involving People 

There is an overlap between including and involving people – you could take including 
people to be about what the law says you must do, whereas involving people is about 
making your project relevant and beneficial to those it is aimed at. In reality including and 
involving people are similar – it’s about ensuring that your project is open to all (unless you 
have a good reason to aim at a particular group) and doing everything you possibly can to 
ensure people play a meaningful part in the project. Because community projects are about 
community engagement, how you involve people is the difference between success and 
failure for your project! 

Why not use the early stages of your project – maybe as part of the conversation – to ask 
people how they want to be involved. It makes sense to think about the following ten things 
early on. There is no right answer. You might try lots of different things before working out 
what the best way of involving people in your project is. The first step is to get out there and 
get talking to people about what they want from your project and what they might do. 

The questions below can be adapted to ask the group directly about how they want to be 
involved, or used by you to guide your project: 

1. People: Who are the people we want to participate in and benefit from this 
project? Why? Who else? 

2. Space: Where do/ don't people go and know? (include virtual spaces) 
3. Time: When are people free? When are people busy and unable to meet? How 

much time do people have? 

4. Skills: What do people know? What skills and interests have people got? How can 
we engage people to participate in different aspects of the project? 

5. Barriers: What barriers have different groups and/or individuals got to taking part? 
How can we overcome them? 

6. Language: What language(s) do people speak? How will this affect the way we 
communicate? 

7. Values and beliefs: What do people love? What to people hate? Believe? Not 
believe? 

8. Motivation: What do people want out of the project? What will the project give 
them? How can we use that to get things done? 

Once you know all this you will need to make sure your group keeps thinking about what it 
means for your project and everything you do – what activities you do, how you community 
and how you evaluate your project. Use the Involving People Wheel in the Appendix to 
help you think through this. 
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Tool 4: Safeguarding 
 
Keeping people safe has to be your top priority when carrying out any activity – especially if 

it involves children and vulnerable adults. The best way to keep people safe is by planning 

ahead and trying to predict situations which might put people at risk – and then working to 

reduce that risk. The Safeguarding Risk Assessment form in the appendix will help you 

work through this. 

Another tool which is used by employers to help keep children and vulnerable adults safe is 

a Disclosure and Barring Service (DBS) check, formerly known as a CRB check. The DBS is 

a government service which carries out criminal record checks, barred list checks, and 

issues a certificate with the results. The checks are only eligible to be carried out in very 

specific circumstances. The flowchart in the appendix will help you find out if you need to 

request a DBS check for an employee or volunteer. 

 

How to get a DBS check 

www.gov.uk/disclosure-barring-service-check/overview 

1. The employer gets an application form from DBS or an umbrella body (a registered 
body that gives access to DBS checks). 

2. The employer gives the applicant the form to fill in and return to them along 
with documents proving their identity. 

3. The employer sends the completed application form to DBS or their umbrella body. 
4. DBS sends a certificate to the applicant. The employer has to ask the applicant to see 

the certificate. 
5. If the applicant has subscribed to the DBS update service, the employer can check 

their certificate online. 

Individuals and the self-employed cannot apply for a check directly to the DBS. 
Instead, they can request a ‘basic disclosure’ from Disclosure Scotland (you don’t have to be 
from Scotland to do this). www.disclosurescotland.co.uk/apply/individuals 

DBS customer services 

customerservices@dbs.gsi.gov.uk 

Telephone: 0870 909 0811 

The best thing to do is to organise your activity so that it does not require DBS checks on 

anyone. You do this by making sure that children and vulnerable adults are always 

supervised by a parent, guardian or carer.  

 

What to do if you suspect someone is being harmed? 

We all have a responsibility to report abuse of children and vulnerable adults, especially if 

we’re working in the community. In the appendix you’ll find some useful definitions for what 

abuse is, and who is a child or vulnerable adult. 

If you suspect a child is being abused in Waltham Forest (and you believe the situation 

does not require immediate attention), you should contact the Waltham Forest Multi Agency 

https://www.gov.uk/disclosure-barring-service-check/arranging-checks-as-an-employer
https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-provide-
https://www.gov.uk/government/publications/dbs-update-service-employer-guide
https://www.gov.uk/government/publications/dbs-update-service-employer-guide
https://www.gov.uk/dbs-update-service
http://www.disclosurescotland.co.uk/basicdisclosureonline/index.htm
mailto:customerservices@dbs.gsi.gov.uk
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Safeguarding Hub team to discuss your concerns on: 020 8496 2310 or 020 8496 3000  

(out of hours). You can also report your concerns to Childline on 0800 1111 

If you suspect a vulnerable adult is being abused in Waltham Forest (and you believe the 

situation does not require immediate attention), you should get in touch with the council’s 

Safeguarding Adults team via email at safeadults@walthamforest.gov.uk Or, you could 

contact POhWER, an independent support group on 020 8221 2260. 

If there’s a danger to life, a risk of injury or a crime is taking place, please call the 

Police by dialling 999. 

 

Tool 5: Working with Volunteers 
 
At some point in your project you will want to recruit other people to help you to plan, run or 

measure it – and these people are likely to be volunteers. Whether they are friends, 

neighbours or people you don’t know, here are some guidelines which will help you to recruit 

and support them. 

The most important thing to think about is what roles you will ask volunteers to carry out. A 

good role description will set out the tasks involved and the abilities needed to carry them 

out. It will also give enough information about the length of time the role is for, how it will be 

supervised, and any other information that’s relevant to the position. Use the table in the 

appendix to help you determine some volunteer positions you may need to make your 

project a success. 

A role description should include the following information: 

 Title: keep it short and descriptive: Newsletter Delivery Volunteer or Newsletter 

Delivery Coordinator 

 Location: where will the volunteering take place? Could it be done from home? Will 

it be across several sites or always in the same place? 

 Purpose: How will this person help you achieve your aims? This is where you 

motivate potential volunteers by letting them know how crucial they could be to the 

success of the project. 

 Task and responsibilities: Be specific: ‘deliver a paper newsletter to 100 local 

households every month’ or ‘co-ordinate the delivery of newsletters by several local 

volunteers’ 

 Skills and abilities: If the role requires specific abilities, make sure you let people 

know: ‘requires knowledge of Word and experience using email and social media’ 

 Commitment: Let people know how long and how often you need them to volunteer. 

 Supervision: Make sure the volunteer knows who will they be reporting to, and, if 

relevant, how often and through which means (in person, by email, once a week, 

once a month) 

 How to apply: give a clear way for people to contact you to apply, and a deadline for 

applications if needed. Meet people in person or over the phone to talk through the 

role when they apply. 

 

http://www.childline.org.uk/Pages/Home.aspx
mailto:safeadults@walthamforest.gov.uk
http://www.pohwer.net/
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Recruitment: 

So now you have a volunteer role, where will you find the volunteers to fill it? There are 

many routes to recruiting volunteers in Waltham Forest: 

1. Your own networks: ask friends and family, send out an email to your contacts or 

knock on neighbours doors. This is the easiest and most common way to find 

volunteers for your community project. 

2. Voluntary Action Waltham Forest: our local voluntary support organisation. List 

your volunteer opportunity with them by contacting Diana Leary on 020 8558 3614 x 

239 or email diana.leary@voluntaryaction-wf.org.uk They will also offer advice on 

how to work with volunteers. www.voluntaryaction.net/services/volunteering 

3. Volunteer Anything: a locally-run volunteering noticeboard that matches 

opportunities with potential volunteers. volunteeranything.com  

4. Significant Seams: this local organisation has won funding from Team London to 

find speed volunteers for local groups. Contact Sue on 

volunteers@significantseams.org.uk 

5. Stella Creasy: the MP for Walthamstow has a popular weekly e-newsletter which is 

widely read by local people. To ask her to advertise your opportunity, email 

stella@workingforwalthamstow.org.uk 

6. Social Media: use Facebook or Twitter to find local people to help you run your 

project. You need to find the right group to post in for maximum impact.  Linked In 

now also has a UK Volunteer Marketplace service, though it’s aimed at charities and 

other established organisations. 

7. Do-it: This is a national online volunteer listings platform that will advertise your 

opportunity widely. do-it.org 

8. Team London: This listings platform is specific to London and targeted to young 

volunteers and speed volunteering in particular. volunteerteam.london.gov.uk 

9. Reach: a website for finding volunteers with particular skills. Need a treasurer, IT 

specialist or HR consultant? This website will help you find them. 

www.reachskills.org.uk 

 

What now? 

Volunteers are motivated by a range of different things: they may believe very strongly in 

your cause, want to ‘give something back’, learn new skills, meet new people – and many 

more. The key to keeping volunteers happy is to find out their motivation and make sure they 

are able to feel fulfilled. The easiest way to do this is to make sure you thank your volunteers 

for their involvement, and check in regularly to catch any problems before they get too big. 

Managing volunteers can be hard work and time consuming, but the benefits to everyone 

are worth it! 

 

  

www.voluntaryaction.net/services/volunteering
volunteeranything.com
do-it.org
volunteerteam.london.gov.uk
http://www.reachskills.org.uk/
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Appendix: 
 

Safeguarding definitions 

Child 

Anyone under the age of eighteen years. 

Vulnerable Adult 

Anyone aged 18 years or over: “who is or may be in need of community care services by 

reason of mental or other disability, age or illness and is or maybe unable to take care of him 

or herself, or unable to protect him or herself against harm or exploitation” (Dep of Health: 

No secrets 2000). 

Abuse 

“Abuse is a violation of an individual’s human and civil rights by any other person or 

persons”.  (No Secrets, DH March 2000). 

Abuse may be carried out deliberately or unknowingly and it may be a single or repeated act. 

Abuse can include: 

● Physical abuse - hitting; slapping; kicking; squeezing; shaking; suffocating; punching; 

drowning; burning; scalding 

● Sexual abuse - rape; indecent assault; inappropriate touching; other sexual acts 

including activities such as looking at or being involved in the production of pornographic 

material or watching sexual activities or encouraging individuals to behave in sexually 

inappropriate ways 

● Emotional abuse - belittling; threats of harm; abandonment or withdrawal of social 

contact; humiliation, name calling; denial of required services, contacts and social or 

family networks 

● Neglect and acts of omission - failure to access appropriate services for recognised 

needs; avoidance of required healthcare; ignoring physical needs; withholding of 

adequate nutrition, water, clothing or warmth; leaving in soiled clothes; exposing a 

person to unacceptable risk; omitting to provide or ensure adequate supervision  

● Financial or material abuse - theft; fraud; embezzlement; selling of assets; withholding 

of money or possessions; intentional mismanagement of a person’s finances or property 

● Discrimination - any acts that use hurtful language, cause harassment or similar 

treatment of an individual because of their race, gender, age, faith, culture or sexual 

orientation   

 

 


