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This document is based on the Home Office publication, 'Safe from Harm' (1993), the 

Baptist Union publication, 'Safe to Grow' (1994), the Diocese of Bristol publication 'Safe 

and Sound', the Methodist Church Division of Education and Youth publication 

'Safeguarding Children and Young People' (1995), The URC draft document “Policy and 

Procedures for Safeguarding Children”(2012), and Swindon Youth for Christ's 'Guidelines 

for Work with and the Pastoral Care of Young People' (1996). 

 

The policy and procedures contained in this document are adopted throughout West 

Swindon and The Lydiards Church Partnership, with the intention of minimising the risk of 

abuse to children and young people; and of ensuring identification and appropriate action if 

abuse occurs, or is thought to occur. 
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Agreed by Partnership Council of  
West Swindon and The Lydiards Church Partnership 

 
Children and young people belong to our church today. They have much to give as well as 
receive. We need to listen to them. As we nurture them in worship, learning and in 
community, life, we will pay appropriate respect to the wishes and feelings of children and 
young people. 
 
o  West Swindon and The Lydiards Church Partnership commits itself to the nurture and 

safekeeping of all, especially children and young people, and their spiritual and social 
development in a safe and secure environment. 

o  It is the responsibility of all church members to seek to prevent the physical, sexual, 
spiritual and emotional abuse of children and young people, and to report any abuse 
discovered or suspected. 

o  We recognise that our work with children and young people is the responsibility of the 
whole church. 

o  The church is committed to supporting, resourcing and training those who work with 
children and young people. 

o  The church is committed to following the Government Guidance ‘Working Together to 
Safeguard Children (2010)’. 

o  Each worker with children and young people will be working in accordance with the 
church's agreed procedures and will receive supervision especially with appointment 
procedures, requiring references and Criminal Records bureau checks 

o  As part of our commitment to children and young people, the local church has 
appointed: 

 
 ________________________________ and _______________________________ 

to be their Advocate(s). Their name, photograph and phone number will be publicly 
displayed. The role of the Advocate, is as someone with whom children and young 
people can chat and share their problems and concerns. 

 

o  As part of our commitment to children and young people, the local church has 
appointed: 

 
 _________________________________ as the Safe to Grow Coordinator 
 

.
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The Policy Statement will be explained to the churches once a year and the Policy Statement 

adopted at full meetings of the fellowship, rather than only in committee. 

A copy of the Policy Statement along with the section on The Whole Church will be displayed 
on a prominent notice board. 

A leaflet containing the Policy Statement and the section on Good Practice for the Whole 
Church will be available for every person attending the church. 

 
It is the responsibility of the whole church (and not simply those working directly with children 
and young people) to seek to prevent the abuse of children and young people in our churches 
and in activities connected with them. To that end ALL should adopt the following practice, 
unless in so doing a greater risk of abuse is generated. Good practice in all aspects of 
disability and discrimination procedure is also expected. 
 

Members of the church should: 

• Be aware of the contents of the Policy Statement and ensure that they follow its 
principles when with children and young people. 

• Advise a child protection coordinator when they feel anyone (including a leader) is 
acting in a way which might be, or construed to be, not in accordance with these 
guidelines and consequently potentially harmful to a child or young person. 

• Ensure that as far as practically possible they are not alone with a child or young 
person where their activities cannot be seen. 

• Ensure that language, tone of voice and body language are appropriate. 

• Not engage in any of the following: 
o Invading the privacy of children or young people when they are showering or 

toileting. 
o Sexually provocative games. 
o Making sexually suggestive comments about or to a child or young person. 

Even in fun. 
o Inappropriate or intrusive touching of any form. 
o Any scape-goating, ridiculing or rejecting of a child or young person. 
o Favouritism or singling out of a child for any sort of special attention 

• Ensure that any event our excursion organised involving children or young people has 
been discussed with the appropriate church leader. 

• Not let any child or young person involve them in excessive attention seeking that is 
overtly sexual or physical in nature. 
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The church leadership should ensure that: 

• As far as possible no one other than a parent/guardian should be alone with a child or 
young person where their activities cannot be seen. On church premises this may 
mean leaving doors open, or two groups working together. 

• In a 'counselling' situation with a child or young person, where privacy and 
confidentiality are paramount, try to ensure that another adult knows the interview is 
taking place and with whom. If possible seek approval from the child or young person 
for another adult to attend, or in the building and that the child or young person is 
aware that they are there. 

• Ensure that access to the building is safe and well lit. 

• Include the following statement in any licence with organisations letting church 
premises: 

 
'The licensee confirms that it is familiar with the Home Office Code of 

Practice  'Safe from Harm', has an understanding of it and undertakes to 
follow its guidelines in relation to work with those aged 18 or under. ' 
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An abused child is a boy or girl under the age of 18 years who has suffered from or is 
believed to be at significant risk of neglect, physical injury, emotional abuse or sexual abuse. 

Child abuse might be perpetrated by any adult who has a position of trust or authority with 
respect to a child. These adults may be the parents or carers of the child or any other person 
known to the child or family who may have contact with the child. A child may also be the 
victim of abuse where the abuser is another child. 

Child abuse may be the result of direct acts towards the child by any of those mentioned 
above, or by the failure of those who have responsibility for the child to provide reasonable 
care, or both. 

 
Categories of Child Abuse: 
 
Physical  injury to a child, or failure to prevent physical injury (or suffering) to a child, 

including deliberate poisoning, suffocation, or Munchausen's syndrome by 
proxy. 
Signs to look for unexplained or hidden injuries, lack of medical 

attention (See Appendix 1 B) 
 
Emotional  persistent or severe and emotional ill treatment or rejection of a child is likely to 

cause adverse effect on the emotional or behavioural development of a child. All 
abuse involves some emotional ill treatment, this definition applies when it is the 
main or sole form of abuse. 
Signs to look for reverting to younger behaviour, nervousness, stealing, lying, 

sudden underachievement, attention seeking, running away; may 
be frightened by threats or taunts, or are given responsibilities 
beyond their years. 

 
Sexual  sexual exploitation of a child or adolescent, especially a danger where the child 

is dependent and/or developmentally immature. 
Signs to look for age-inappropriate preoccupation with sexual matters 

evident in words, play, drawings; being sexually provocative with 
adults; disturbed sleep, nightmares, bedwetting, secretive 
relationships with adults. 

 

Neglect the failure to protect a child from exposure to any kind of danger, including cold 
and starvation, or persistent failure to carry out important aspects of care. This 
will often result in the significant impairment of the child's health or development, 
including non-organic failure to thrive. 

Signs to look for looking iII -cared for and unhappy, being withdrawn or 
aggressive; having lingering injuries or health problems. 
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Organised Abuse 

 abuse involving one or more abusers. The abusers concerned may be acting in 
networks to abuse children, sometimes acting in isolation, or maybe using an 
institutional framework or position of authority to recruit children for abuse.  They 
may use children themselves to recruit other children. 

Organised abuse can be in a quasi-religious or ritualised form. 
 
Spiritual where an adult with spiritual authority uses that authority to coerce, control or 

exploit a follower causing spiritual wounds 

 

 
Although there is no statutory definition of 'significant' the word 'harm' is defined in The 
Children Act 1989 in Section 31 (9) as "ill-treatment or the impairment of health or 
development".  

'Development' is defined as "physical, intellectual, emotional, social or behavioural 
development" 

‘Health' means "physical or mental health" 

‘ill-treatment’ includes "sexual abuse and forms of ill-treatment which are not physical" 

For example, with a case of neglect it will be necessary to consider whether it involves actual 
or likely significant harm and whether it involves ill-treatment or impairment of health or 
development, in each case, as defined by the Children Act 1989. 
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Taken from Section 6 of Good Practice – Safeguarding Children and Young People in the Church The United 
Reformed Church 3rd edition May 2004. From www.urc.org.uk 

Background: 

Many denominations have their own guidelines, policies and helpful leaflets/packs, primarily 
because our various structures, understanding of accountability and disciplinary procedures 

differ. 

Methodist Church – Safeguarding A4 booklet www.methodistchurch.org.uk 
Congregational Federation – Keeping Safe A5 booklet 
Baptist Union – Safe to Grow A4 booklet 
Roman Catholic Church – Review on Child Protection led to COPCA 
Church of England – refer to Diocesan variations – launch of new policy Feb 04 
The United Reformed Church – Good Practice www.urc.org.uk 

A number of churches are linked together under the Churches’ Agency for Safeguarding as 
an Umbrella Body for the use of the Criminal Records Bureau. www.churchsafe.org.uk 

Key Legislation: 

Education Reform Act 1988 
Children Act 1989 
Police Act Part V 1997 
Protection of Children Act 1999 
Criminal Justice and Court Services Act 2000 

Sources of further Information: 

Safe from Harm – A Code of Practice for Safeguarding the Welfare of Children in 
Voluntary 

Organisations in England and Wales. Home Office1993 
Superhighway Safety – Children’s safe use of the internet – DfEE 
PO Box 5050 Sherwood Park, Nottingham NG15 0Dl (0845 602260) 
www.safety.ngfl.gov.uk [also ChildLine] 
The Protection of Children Act 1999 – A practical Guide to the Act for all 
organisations working with children – Department of Health, PO Box 777, London SE1 
6XH 
www.doh.gov.uk/scg/childprotect 
Safer Recruitment to protect the Vulnerable – Criminal Records Bureau, PO Box 
91, Liverpool L69 2UH CRB Information Line: 0870 90 90 811 www.crb.gov.uk 
Criminal Justice and Court Services Act 2000 – Protection of Children Guidance, 

Home Office 

Working against Racism in Children’s Resources (WARCR) 460 Wandsworth 
Road, London Sw8 3LX (020 7627 4594) 
MiDAS – Minibus Drivers Awareness Scheme 
www.communitytransport.com/midas/midas.htm 
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Data Protection Information Commissioners Office, Wycliffe House, Water Lane, 

Wilmslow, Cheshire SK9 5AF. Information line 01625 545745 
www.dataprotection.gov.uk 
Criminal Records Bureau www.crb.gov.uk 
Scottish CRC www.disclosurescotland.co.uk 
DfES circulars can be found via www.des.gov.uk/publications There is a 
comprehensive search facility. 

Practical help: 

The Children’s Legal Centre, 
University of Essex, Wivenhoe Park, Colchester, Essex, CO4 3SQ (01 206 872466) e 
mail clc@essex.ac.uk www.childrenslegalcentre.com 
Kidscape 152 Buckingham Palace Road, London SW1W 9TR (020 7730 3300) 
ChildLine (0800 1111) Freepost 1111, London N1 0BR 
Churches Child Protection Advisory Service, PO box 133, Swanley, Kent BR8 7UQ 
01322 667207 
www.ccpas.co.uk 
Christian Survivors of Sexual Abuse (CSSA) BM-CSSA, London WC1N 3XX 
National Society for the Prevention of Cruelty to Children, 42 Curtain Road, 
London EC2A 3NH 
(020 7825 2500) www.nspcc.org.uk  k 
National Association of Child Contact Centres, Minerva House, Spaniel Row, 
Nottingham NG1 6EP (0115 948 4557) www.naccc.org.u 
www.naccc.org.uk 

Resource books and booklets: 

Worth Doing Well – Methodist Church 
NYA Handbook of Policies and Procedures in Scotland 
Leaflet: ‘Towards a Charter for Children’ from The United Reformed Church 

Caring for Young People and the Vulnerable? – Home Office - Sentencing & 

Offences unit  (020 7273 2985) 

Why speak out against smacking – Barnardos, Tanners Lane, Barkingside, Ilford, 
Essex IG6 1QG (020 8550 8822) www.barnardos.org.uk 
Guidance to churches – protecting children and appointing children’s workers -
Churches Child 
Protection Advisory Service /Congregational and General Ins. PLC 
Criminal Justice and Court Services Act 2000 – Protection of Children Guidance, 

Home Office 

Useful organisations: 

Family Policy Studies Centre 
231 Baker Street, London, NW1 6XE (020 7486 8179) 

Children are Unbeatable! Alliance 
77 Holloway Road, London N7 8JZ (020 7700 0627) 
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Churches’ Network for Non-Violence 
6 Sylvia Avenue, Hatch End, Pinner, Middlesex HA5 4QE (020 8428 3275) 
info@churchesfornon-violence.org www.churchesfornon-violence.org  

National Council for Voluntary Youth Services 
2 Plough Yard, Shoreditch High Street, London EC2A 3LP 
 (0207 422 8630) e mail mail@ncvys.org.uk www.ncvys.org.uk  

National Council for Voluntary Child Care Organisations 
Unit 4, Pride Court, 80-82 White Lion Street, London N1 9PF 

(0207 833 3319) e mail office@voluntary child.org www.ncvcco.org  

National Youth Agency 
17-23 Albion Street, Leicester, LE1 6GD (0116 285 6789) 

Employment guides: 

AMAZE – employment manual 
Association of Christian Youth and Children’s Workers 
PO Box 5898, Hinkley, LE10 2YX 
(0121 503 0824) email amaze@clara.co.uk www.amaze.org.uk 
Children’s Work Handbook – YMCA 
YMCA, 640 Forest Road, London E17 3DZ (020 8509 4567) 
National Council for Voluntary Organisations – Good Employment Guide 
Regent’s Wharf, 8 All Saints Street, London N1 9ERL (020 7713 6161) 

Training materials: 

Sections of Kaleidoscope – Ecumenically written and produced Training Material for 
children’s workers and Spectrum – for Youth Workers 
Society of Friends – Firm Foundations - Health, Safety and the Law 
Taking Care – National Children’s Bureau 
8 Wakley Street, London EC1V 7QE (020 7843 6000) 

First Aid Courses: 

St John Ambulance – www.sja.org.uk –search for local courses and book online 
St Andrews Ambulance Association – www.firstaid.uk 48 Milton Street, Glasgow G4 
0HR 
British Red Cross – www.redcross.org.uk – free first aid guides, branches throughout 
the UK. 
9 Grosvenor Crescent, London SW1X 7EJ (020 7235 5454) 

 
New materials and policy developments are always highlighted in 
URCHIN – United Reformed CHildren’s Information Network (£5.00 for 3 issues - 

March/July/ November) United Reformed Church House, Youth and Children’s Work Office, 

86 Tavistock Place, 
London WC1H 9 RT (020 7916 8683) Email: children@urc.org.uk www.urc.org.uk  
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This form should NOT be used in the case of an accident. 
All accidents should be recorded in the group/ church accident book. 

 

1. Group / Church Name  

2. Names of adults present at the incident 3. Role of adults present 

  
  
  
4. Names of the children/ young people involved 
  
 
 
 
 

(If more people were involved please list on the reverse of this form) 
 

5. Incident details     

Date: Time: 

Location: 
 

Record of what occurred – (indicating cause if possible, what actions were taken) Continue overleaf 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Details of person completing the report 
Name: Date report completed: 

Contact telephone number: 

Signature: 
 

 

Incident report to be given to the local church’s or Partnership Child Protection 
Coordinator immediately following the incident. 
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COMMON SITES FOR NON-ACCIDENTAL INJURIES 
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CHILD/YOUNG PERSON Anyone aged 0-18 years, whether or not they are a part 
of the church's children's or young people’s group. 

CHILDRENS WORKER 

 

Anyone who looks after a child or young person either as 
a leader or as a helper. In the text, this is sometimes 
shortened to WORKER. 

SUPERVISOR 

 

Someone who has responsibility for monitoring and 
supporting volunteers working with the church’s children 
and young people. 
They will have special responsibility of interviewing, 
monitoring and supporting a new applicant through their 
probationary period. . 
Generally, though not exclusively, Supervisors will be the 
respective children or young people’s groups’ team 
leaders. 

ADVOCATE 

 

Someone appointed by the local church committee as an 
independent person to whom the children have special 
access, 
Who is NOT currently working alongside children in the 
church.  
The Advocate needs to be approachable for both 
children and adults. 
They are likely to be well known to the children and 
young people, and respected and above all trusted by 
the children/young people and those who work with 
them. 
Their position will be reviewed annually by the church 
committee and ratified at the Church Annual General 
Meeting. 
Their photograph and telephone number will be 
prominently displayed in the church. 

CHURCH LEADER The Minister and those in Leadership roles in the local 
church. 
It is their responsibility to take up and ratify references of 
all applicants. 

SAFE TO GROW CO-

ORDINATOR 

Someone appointed by the church to administrate the 
Safe to Grow policy within the local church. 
To ensure all applications are processed properly.  
To ensure that all records of all currently working with 
the church’s children or young people are up to date.  
To monitor who requires Initial training or refresher 
training in Safe to Grow. 

PARTNERSHIP 

CHILD-PROTECTION 

CO- ORDINATOR 

Someone appointed by  the Partnership Council, to 
coordinate the church co ordinators and to ensure we 
are working as safely as possible. 
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MINIMUM 

 
Ensure that a minimum of two leaders are always present.  
With indoor activities it is preferable to have at least one 
adult of each gender represented. 
With residentials and trips least one adult of each gender is 
required. 

GENDER 
 

Leader/workers of the same gender as the children/young 
people are recommended, especially with older children and 
young people 

  

AGE 
 

RATIO FOR INDOOR ACTIVITIES 

0-2 1 adult per 3 children 

2-3 1 adult per 4 children 

3-7 
1 adult per 8 children 

8+ 1 adult per 10 children 

  

AGE RATIO FOR RESIDENTIALS AND TRIPS 

0-2 1 adult per 3 children 

3-7 1 adult per 4 children 

7-8 
1 adult per 7 children 

8-13 1 adult per 10 children. 1 additional adult per every 8 extra 

children thereafter 

13+ 1 adult per 10 children.  1 additional adult per every 10 extra 

children thereafter.  
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In order to safeguard the welfare of the children and young people in their charge, 

voluntary organisations should consider the issues raised by each of the following 

statements of principles and then, if they wish to do so, take any action which they deem 

to be appropriate in the light of their circumstances, structures and the nature of their 

activities. 
 
 

1.  Adopt a policy statement on safe guarding the welfare of children. 
 
2.  Plan the work of the organisation so as to minimise situations where abuse of 

children may occur. 
 
3.  Introduce a system whereby children may talk with an independent person. 
 
4.  Apply agreed procedures for protecting children to all paid staff and volunteers. 
 
5.  Give paid and volunteers clear roles. 
 
6.  Use supervision as a means of protecting children 
 
7.  Treat all would-be paid staff and volunteers as job applicants for any position 

involving contact with children. 
 
8.  Gain at least one reference from a person who has experience of the applicants 

paid work or volunteering with children. 
 
9.  Explore all applicants' experience of working or contact with children in an 

interview before appointment. 
 
10.  Find out whether an applicant has any conviction for criminal offences against 

children. 
 
11.  Make paid and voluntary appointments conditional on the successful completion 

of a probationary period. 
 
12.  Issue guidelines on how to deal with the disclosure or discovery of abuse. 
 
13.  Train paid staff and volunteers, their line managers or supervisors, and policy 

makers in the prevention of child abuse. 
 
Safe from Harm: Summary of Recommendations page 2  
(Pub: Home Office, London 1993, ISBN 0 62529 93-X) 
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If you are appointed by the church to work directly with children and/or young people 
you should be aware of the following: 
 

• The church's procedures and requirements for being accepted to work with children 
and young people. 

• That the church operates a policy of supervision for the protection of both adult and 
child, and that observations will be made from time to time.  

• The need to be alert for signs of abuse.  

• Be aware of what to do when abuse is disclosed or discovered. 

In addition to the requirement of all church members (see previous section) you must: 
 

• Treat those in your care with respect and dignity befitting their age. 

• Learn to control and use appropriate disciplinary procedures with children and young 
people without ever resorting to physical punishment. 

• Ensure there is the appropriate leader to child ratio (see Appendix 1 D – Child to Adult 
Ratios) 

• Where possible, leaders of the same gender as the children or young people need to 
be present, especially where older children and young people are concerned. (see 
Appendix 1 D - Child to Adult Ratios)  

• Control the level of aggression or exclusion particularly in games.  

• Make sure another adult is present if, for example, a young child has soiled their 
 underclothes and needs to be thoroughly washed. 

• Not invite a child or young person to, or have them remain in, a leader’s home alone. 

• (Invite a group, or ensure a third person is present). 

• Ensure the parent/guardian knows where their child is. 

• Not to be alone in a car with a child or young person. 

• Keep a register of up to date information concerning child or young person 
membership. (See Appendix 2 A – Annual Registration). Each session to be registered 
properly including names of children and young people, and all leaders and helpers. 
This register, in turn, can be used for essential checks in the event of building 
evacuation. 

• Ensure provision is made for medical help if required. 

• Be aware of where the nearest telephone for use in emergencies. (The installation of a 
telephone, on church premises, with easy access, or mobile, is recommended). 

• Know where the fire extinguishers and alarms are, as well as emergency exits. (It is 
recommended that an agreed fire drill is drawn up indicating how and where children 
and young people ought to congregate in cases of fire). 

• Not place one person alone with a child, children, young person or people. 

• Not allow unknown adults access to children or young people.  Visitors should always 
be accompanied by a known person 
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Private transport 

• Children and young people should not be taken out in private cars without the prior 
consent of their parents. This also applies to giving lifts to and from a church activity. 

• If any leaders or helpers use their own cars for youth and children’s work, it is 
essential that they consult their insurers about such use and confirm this to the local 
church committee or partnership council. 

• Whoever makes the transport arrangements it is always the responsibility of the driver 
to ensure the vehicle is roadworthy and adequately insured. 

• Any driver who has an ‘unspent’ conviction for a driving offence should not transport 
children. Driving license endorsements that are “expired” for insurance purposes, may 
well be acceptable. If there is doubt about e.g. previous speeding offenses, consult 
your local church child protection coordinator. 

• At no time should the number of children in a car exceed the usual passenger number.  

• There must be a seat belt for every adult passenger and a child restraint appropriate 
for  the age, height and weight of each child, and these must be correctly used. 
Further information is available in the leaflet  Carrying Other People's Children Safely,   
from the ROSPA website 

• There should be 2 adults in each car in which children are travelling and a minimum of 
2 children. If, in an emergency, a driver has to transport one child on his or her own 
the child should sit in the back of the car and this should be recorded on an incident 
sheet. (see Appendix 1 A Incident Form) 

• Drivers who are not normal children’s/youth workers should be recruited for the task 
through the church’s normal recruitment processes. 

Minibuses 

• If a minibus is hired then motor insurance will need to be arranged and this should be 
available as part of the hiring arrangement. A minibus with seat belts should be used 
and all children/young people must have a proper seat. Some hire companies require 
evidence of a Midas Mini Bus test 

Coaches 

• The Church’s leadership team should check that any independent coach company 
used for transporting children has appropriate insurance in place. 
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Great care should be exercised when taking children or young people away from 
the place where you usually meet them. In particular, when taking children or 
young people away on excursions that involve overnight stays. In addition to the 
previous pages you must: 
 

• Ensure the trip is well planned and fully discussed and suitable for the age group 
concerned. 

• Inform the church committee and their approval obtained and minuted. 

• Obtain signed consent from parents/legal guardians. The Children's Act (1989) states 
that consent has to be obtained from both parents. All reasonable steps should be 
taken to ensure this. (See Appendix 2 B - Consent Form for Visits). 

• Ensure there is the appropriate leader to child ratio (See Appendix 1 D – Child to Adult 
Ratios). 

• Have back up plans should you be unable to complete the original planned program. 

• Ensure provision is made for medical help in necessary. Ensure that there is a 
complete First Aid kit, and that it is checked frequently. 

• Be advised that it is good practice for, at least, one leader or helper to be qualified in 
First Aid. 

• Ensure that in the case of overnight stays: 

o There must be same sex leaders as the children or young people attending. 

o Leader’s and children or young people have separate sleeping accommodation.  

o Separate sleeping accommodation is provided for each gender. 

o Where possible, provide sleeping accommodation for differing age groups. 

o Do not invade the privacy of children or young people unnecessarily. Leaders are 
to knock before entering dormitory accommodation and, except for emergencies, 
to enter the accommodation of children or young people of the same sex only. 

o For residential work longer than 90 days, or where a young person under 18 is 
employed by the organisation and living away from home, the organisation shall 
register with the Social Services as an organisation which takes children and 
young people away, and shall register both with the Social Services Department 
and the location's Social Services Department when using a specific venue. 
 

Where minibuses are used it is expected that all drivers and leaders will adhere to the 
legal (and where appropriate, local authority) regulations.  
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The Register 1 Oct 2012. 

A was man arrested after accidentally sending a 
filthy text intended for just his girlfriend, to 
everyone in the contacts book of his BlackBerry 
Messenger  

Because two of the recipients of the text were 
girls aged 13 and 14, the message landed him in 
Birmingham Crown Court where he was 
convicted on two counts of inciting minors to 
engage in sexual activity. He is subject to an 18-
month supervision requirement 

 
There are three areas of concern for online or mobile communications 

• Unhealthy interactions between children 

• Direct interactions between children and children’s workers. 

• Data confidentiality 
Any action or incident outside these policy guidelines must be recorded as an incident. If it is 
recorded it may well not be much of a concern, but it’s a big concern if it’s not recorded. 

 
Mobile phones 
Mobile phones enable instant text and voice communications at any time. Because these 
communications are personal and private the information they contain must not be shared 
without the permission (or knowledge) of the owner of the device, and both parties to a 
communication or their parents. 
 
The possibility exists that mobile phones might be used for bullying. This is treated the same 
as physical intimidation, parents should be used to investigate and may be expected (and 
possibly helped to) resolve the issues. 
 
It has been known for a child to take a worker’s 
phone, use it to take an inappropriate 
photograph, then report the existence of the 
picture. It has been known for a child to send 
an inappropriate text message from a 
“borrowed” phone to another child and 
purporting to come from the children’s worker. 
 
Children’s workers may find it useful to have 
mobile phones available for communication 
with each other or with children. If mobile 
phones are to be used in this way, it is 
essential the children’s workers do not use their personal phone. A separate dedicated phone 
(or simply a SIM card) should be purchased by the organisation for their use in this way. It is 
recommended that these mobile phones be held in common and used as public property. 
 

All text messages should be recorded. They can be forwarded to an email address – just put 
the email address into a contact or use it instead of a telephone number. As far as we know, it 
works from all mobile networks. You could also use a SIM card reader 
 
It is essential that another worker (or their supervisor) regularly reviews all such 
communications with children. Mobile phones (even a works mobile phone) should only be 
used for communication with groups of children and should not be used for communication 
with an individual child, except in an emergency. 



E-SAFEGUARDS 

 

 
West Swindon and the Lydiards Church Partnership 
SAFE TO GROW Policy 

 

Issue 3,  
Jan 2013 

 

Page 17 
 

 

 
Mobile phones often have cameras. (see section on photographs and video) Children’s 
workers mobile phones should NOT routinely be used to take photographs or videos of 
children. If this is done the existence of the data MUST be recorded and this record given to 
the supervisor, or to the local safe to grow coordinator. The data produced must be treated as 
confidential. 
 
Children’s workers mobile phones MUST be kept absolutely private and utterly secure even 
(and especially) when working with children. 
 
Mobile phones may be used as portable data-storage (see below) 
 
Email 
Email sends data from computer to computer, like a relay race passes a baton, until it 
reaches its destination. Most email systems delete the files after they pass, but there is no 
easy way to check this is the case for any intervening computer. Email is not secure – do not 
send confidential data by email. 
It is possible that military grade encryption could be used to make email secure, however 
there is no assurance it will still be secure in 70 years time when the data must still exist, and 
may still be stored online. Do not send confidential data by email. 
 
Children’s workers may find it useful to have email available for communication with children. 
If email is to be used in this way, it is essential the children’s workers do not use their 
personal addresses. A separate dedicated address should be set up by the organisation for 
their use in this way. It is recommended that these email addresses be administered and held 
in common and used as group property. 
 
It is essential that another worker (or their supervisor) regularly reviews all such 
communications with children. All outgoing and incoming emails should be recorded. 
 
Social media 
Social media makes the exchange of user-generated information very easy. These forms of 
communication are often personal and private, even though conducted in a supposedly public 
forum. There are dangers especially when children’s workers interact in this way with 
children. 

• Facebook 

• Twitter 

• Google + 
There are many more examples of the genre. 
 
As a general rule do allow “friend” links or contact between individual children and children’s 
workers.  



E-SAFEGUARDS 

 

 
West Swindon and the Lydiards Church Partnership 
SAFE TO GROW Policy 

 

Issue 3,  
Jan 2013 

 

Page 18 
 

 

 
It is recommended that children’s workers do not have Facebook (Bebo, LinkedIn, Google+ 
etc) accounts. However children’s workers may find it useful to have such accounts available 
for communication with children. If social media is to be used in this way, it is essential the 
children’s workers do not use their personal accounts. A separate dedicated account should 
be set up by the organisation for their use in this way. It is recommended that these accounts 
be administered and held in common and used as group property. 
 
It is essential that another worker (or their supervisor) regularly reviews all such 
communications with children 
 
Confidential data 
Data about children is confidential if it falls into any of the following categories.  

• Home address, telephone numbers, personal email address, school 

• Identified (or identifiable) images or video footage 

• Records of incidents 

• Medical records, forms completed by parents, permission slips 

• Attendance registers 
This data MUST be held securely, under lock and key if in paper form, encrypted if in 
electronic form. 
It is advised to treat as confidential, ALL records about children, or which features their image. 
It is possible that children’s workers or their supervisors may need to hold this data while a 
child to whom it applies is attending church activities. In this case the existence and form of 
such data MUST be communicated to local church safe to grow coordinator or partnership’s 
child protection coordinator. 
 
When the child to whom the data applies is no 
longer attending church activities the data MUST be 
held by the partnership child protection coordinator 
(or under their control).  

 
Data about children’s workers or staff is confidential if it falls into any of the following 
categories  

• Home address, telephone numbers, personal email address, professional details, work 
contacts 

• Records of incidents 

• Completed  application forms, work-related declarations, reference requests and 
references 

• Criminal Records Bureau returns, 
declarations and letters pertaining, 
Independent Safeguarding Agency 
communications 

This data MUST be held by the partnership child 
protection coordinator (or under their control).  

Retention is required for 70 years. 
This probably means all electronic data is 
printed 
(using branded, not generic ink or toner) 
onto low acid archival paper (ISO 9706) and 
stored in an airtight and light-tight container. 

Retention is required for 70 years. 
This probably means all electronic data is 
printed 
(using branded, not generic ink or toner) 
onto low acid archival paper (ISO 9706) and 
stored in an airtight and light-tight container. 
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Confidential data - Disclosure 
Confidential data does not mean secret data. The data may be disclosed at the discretion of 
the partnership’s child protection coordinator and with the knowledge of the partnership’s data 
protection officer, to statutory authorities for the sole purpose of safeguarding children. The 
data may be disclosed in response to a court order. These decisions will be recorded along 
with copies of the data disclosed. These records are also confidential. 
 
Confidential data – Destruction 
If it is desired to destroy data this decision MUST be reviewed by the partnership’s child 
protection coordinator in case retention is necessary. 
If the data is in paper form is must be cross-cut shredded with more than one person present 
If data is in electronic form on a mobile phone or media player the device’s deletion tools must 
be used and the device re-booted afterwards. If the device does not have explicit deletion 
tools, any data that must be kept should be copied elsewhere then the device reset with a 
complete clearance of its storage. This should be done by more than one person. 
If the data is on a hard disk drive  

• On  Windows use the eraser tool from http://eraser.heidi.ie  (or more conveniently the 
portable version from  http://portableapps.com/apps/security/eraser-portable) or a 
similar tool, using the DOD 5220.22-M or Guttman methods 

• On Mac delete the file as normal, recover any files you may wish to keep from the 
Trash bin, click on the finder and select Secure Empty Trash. 

If the data is on a flash key or USB stick the only reliable way is to wipe the whole device; 
mount the key/stick on a computer, recover any files you need from the key/stick and run 
RoadKil’s DiskWipe (available from http://www.roadkil.net/program.php/P14/Disk%20Wipe) 
making sure you run it on the drive letter you wish to erase!. A second person should be 
present to ensure it’s done properly. 
 
Online storage 
Online storage can be part of useful services, however there may exist issues in securing 
data you may have uploaded, the ownership and control or the data, and the disposal or 
deletion of data. You may also not always spot when an online service involves insecure data 
storage. 
 
Everything that is uploaded to any web site is public and theoretically available to the whole 
world. An accurate analogy is a notice board in a public street. If you have some arrangement 
for a “private space”, even if this is password controlled, it is unlikely to be reliably secure - an 
analogy might be in your garden – this may be private but is not reliably secure even if the 
gate is locked and the fences are high. 
 
If a service allows you to upload data, files, videos, photos to a website for free, or in order to 
offer you a service, it is almost certain not be very secure. Eg: Dropbox, Youtube, Photobox, 
“Free” websites (there are many more examples) 
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Our church websites are hosted by people to whom we pay money, we have contracts in 
place with them, they have terms of service that lead us to believe they will try their best to 
keep our data secure, that we will keep ownership and control of the data, they will not re-use 
or re-sell it to third parties, and that when we tell them to delete it they will do so. If you’re 
using a free service you won’t have many of those safeguards. Be aware. If unsure what 
terms of service are involved, check. They are obliged to have the information available. If 
there is doubt about their data integrity, copyright and data removal policies be careful how 
you use the services. DO NOT use any online services to print or share confidential data. 
 
In contrast, the emerge website http://remixswindon.weebly.com is hosted on Weebly.com. 
This is free, easy to create and update, and quite funky. Their policy disclaims any ownership 
of uploaded content, but does not guarantee account and file privacy, and says nothing about 
their willingness to securely delete data. This is not the place for confidential information. 

 
Portable data 

• Laptops 

• External disc drives, camera and phone memory cards, memory sticks and flash keys 

• Mobile phones and media players 
The issues here revolve around physical security. These devices, though portable, are targets 
for theft, and frequent victims of loss or accident. If any data is held on such devices, make 
sure 

• your supervisor or safe-to-grow coordinator knows what data you have stored 

• its not the only copy 

• you keep it physically secure - preferably attended, locked and away from view when 
not attended. 

It is advised that laptops have non-shared user-specific accounts with complex passwords. 
Passwords should be greater than 8 characters and contain digits and punctuation as well as 
upper and lower case characters. They should be changed twice yearly. Monthly if the laptop 
is shared. 
Screensavers should be set to lock the screen after no more than 5 minutes, and be 
password controlled to reactivate. 
 
If confidential data is held on portable devices this must be only for a preset purpose and for a 
short pre-defined time. A list of the data must be held by the partnership’s child protection 
coordinator, and the partnership’s data protection officer. It is possible to encrypt and 
password protect folders using MS Windows built-in tools, but is not easy. It is advised to use 
a free tool such as TrueCrypt to do the job. 
It should be achievable on Mac using Apple built-in tools. 
Passwords should be shared with supervisors. 

 
Photographs and video 
Children’s workers mobile phones should NOT routinely be used to take photographs or 
videos of children. If this is done the existence of the data MUST be recorded and given to the 
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supervisor of the work, or to the local safe to grow coordinator. The data produced must be 
treated as confidential. 
 
If photographic or video record is required from an activity, it is best to nominate a specific 
photographer and oblige them to deal correctly with the data produced. Inform your 
supervisor or local safe to grow coordinator. Photos and other digital media should be stored 
in a secure location 
 
An experienced photographer can take representative images of activities without making 
children’s identities explicit. Unidentified and unidentifiable images are not confidential.  
 
Written permission must be obtained from a parent or guardian, before an identifiable  
photograph is taken or video recorded. It must be made clear why the image(s) or video is 
being used, what it will be used for, who might see the pictures and where they will be stored. 
If images or video are recorded without this permission and permission cannot be or is not 
obtained the data must be adequately destroyed.  
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Where there is clear evidence of abuse: 

• Do not delay 

• Do not confront 

• Do not act alone  

• Do not start to investigate  

• Consult with your local Safe to Grow Coordinator as soon as possible. 

• Seek advice from the Partnership’s Child Protection Coordinator, or a denominational 
Child Protection Officer a.s.a.p. – see telephone number below 

• As and when appropriate and following advice given: Inform the local Social Services 
and/or the Police immediately and in any event within 24 hours. 

 
In an emergency involving a child protection issue ring one of the following statutory 
child protection agencies: 

The Police 999 (emergency), or 
101 (non emergency) 

Police Child Abuse Investigation Team 01793 507976 
Swindon Children Services Referral 
Team 

01793 463903 

Swindon Children Services Emergency 
Duty Service (Out of Hours) 

01793 436699 

Further information at  
Swindon Local Safeguarding Children Board (LSCB) http://swindonlscb.org.uk 
 
For further advice and information, call 

Diocese of Bristol 
Child Protection Officer 

0844 892 0104 
 

URC South Western Synod 
Childrens and Youth Development 
officer (CYDO) 

01823 275470 (Synod 
Office) 
 

NSPCC 0808 800 5000, or  
Text 88858 
Email help@nspcc.org.uk  

Childline 0800 1111 

Recording 

As soon as possible write down as carefully as possible what the child has said, how they 
said it and how they appeared emotionally. Write down the context of the disclosure and what 
you said; sign and date it. If you express an opinion in your record, state that you are doing 
so, and record what has led you to form that opinion. Do not talk to the alleged abuser. Pass 
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the information on to the nominated Safe to Grow Co-ordinator, unless the allegation is about 
them, in which case it should be referred to a denominational Safeguarding Officer (See the 
section Allegations Against Workers) 
 
Recording is vital and may save the child having to tell their story repeatedly. It may also help 
with prosecutions or in ascertaining if allegations are accurate. 
 
Records should be kept securely and only disclosed to the appropriate authorities. 
An incident report form is attached (Appendix 1 A – Incident Form) 

Reporting concerns 

If you believe that a child may be suffering, or is at risk of suffering, significant harm you 
should always refer your concerns. It is important to remember that it is not appropriate to 
investigate matters yourself.  
 
A church member or worker may only have one small observation but that piece of 
information may be vital when put together as a whole to make the “big picture”. Safeguarding 
is made up of many pieces of information and practice, just as a jigsaw is and we must 
ensure that we report any information we have so that we can contribute to the ‘Safeguarding 
Jigsaw’ that may help protect the vulnerable. 
 
The church Safe to Grow co-ordinator should be contacted in all circumstances where there is 
concern about a child. If anything is likely to receive attention from the media then a 
denominational Safeguarding Officer will probably also contact a press office. 
 
In an emergency anyone can, and should, make a referral to Children’s Services or the 
Police. A record should be kept of such a referral and given to the Partnership’s Child 
Protection Co-ordinator, who will include the information on the annual returns. It is worth 
noting that Social Care should always be notified of incidents of domestic violence due to the 
emotional impact on children and young people living with domestic violence, as well as the 
increased risk of physical and sexual abuse and neglect. 
 
Careful consideration needs to be given, and advice sought, before a decision is taken as to 
whether to inform parents/carers. It may in some circumstances be good practice to discuss 
your concerns with the family and, where possible, seek their agreement to making the 
referral. However, in some cases, particularly that of sexual and physical abuse, children 
could be placed at further risk if parents/carers were told of concerns so advice should be 
sought from the statutory agencies before making such a decision. It should be remembered 
that our actions should not in any way compromise any possible future investigations  
 
If a referral is made Children’s Services will consider what you have told them, together with 
any other information already held or received. It is important reminder to note here that your 
information could be a significant part of the jigsaw.
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The following is a summary, for reference only and is no substitute for training. 
 
When talking with a child:  
 

• Look at the child directly 

• Reassure the child that they are right to tell you and you believe them.  

• Accept what the child says 

• Do not press for information. 

• Tell the child they are not to blame. 

• Be aware that the child may have been threatened. 

• Do not appear shocked or appalled. 

• Tell them that you may need to tell someone else; do not promise confidentiality. 

• If you are informed of anything illegal you must inform your local Child Protection 

Coordinator (and/or the Partnership Child Protection Coordinator) 

• Let them know what you are going to do next, who you are going to inform and why. 

• Let them know roughly what will happen next, yet be sensitive. (See below) 

• Finish on a positive note. 

• As soon as possible afterwards make hand-written factual notes of exactly what the 
child said and the date and time of your talk. Use the incident form if it is handy. 

 

• Do not take on board other people’s problems as if they were your own. Remember, 
empathy is standing in someone else's shoes with your feet firmly in your own. 
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It is a sad fact that some people will cause harm to those they work with. On occasion 

this will have been intentional, and a part of their motivation to work with vulnerable 

people, and for others it may be as a result of poor attitudes, low standards of care or 

inadequate awareness of professional boundaries.  

 

We therefore endorse and follow the guidance issued in ‘Working Together to Safeguard 

Children’ which states that a referral must be made without delay where it is alleged a 

worker has: 

• Behaved in a way that HAS harmed a child or MAY have harmed a child, 

• POSSIBLY committed a criminal offence against or related to a child, or 

• Behaved towards a child or children in a way that INDICATES that he or she 

is unsuitable to work with children 

 

These procedures apply in connection with the person’s employment, be that paid or 
voluntary. However they may also be used where concerns arise about: 

• A person’s behaviour in their personal life which may impact upon the safety of 
children to whom they owe a duty of care 

• a person's behaviour with regard to  his/her own children. 
 
If an allegation requiring immediate attention is received outside normal office hours the out of 
hours emergency duty team or police should be contacted and the (Local Authority 
designated Officer) LADO informed the next working day 
  

Concerns outside of criteria 

Concerns that fall outside of these criteria may nevertheless amount to inappropriate conduct. 
The Church will need to decide whether to handle this by way of advice, supervision, training, 
disciplinary processes or a combination of some or all of these 
 

Who should be informed of referral to LADO 

The a denominational Safeguarding Officer should be informed in respect of any referral. If 
the allegation is in relation to Ordained Ministers, their denominational Safeguarding Officer 
will be able to advise. It is probable, in these cases, that lawyers and press advisors will be 
necessary. 
 
The worker concerned should only be informed after consultation with the LADO, and as soon 
as possible but with due regard to protecting evidence. 
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The role of the LADO 

The LADO provides advice and guidance to employers, voluntary organisations, including the 
faith sector, where there are concerns about a worker.  
 
They will first establish, in discussion with the referrer, that the allegation falls within the scope 
of these procedures, and may have some foundation. 
 
You will; need to provide basic details about the allegation: 

• What was said and by whom 

• Any action taken. 

• Whether the parent/carer of the child has been informed. 

• The name, date of birth and address of the member of staff and of the 
child/children involved. 

• Whether there were any witnesses. 

• Strategy meetings/discussions 
 
Depending on the nature of the allegation and on the urgency of the referral the LADO may 
decide that a strategy discussion is appropriate and this may be by phone. If the allegation is 
more serious and/or complex in nature the LADO will set up a multi-agency strategy meeting 
to agree the next steps.  
 
Strategy meetings will usually include the employer and/or referrer, a children’s services 
worker, a Police Officer and the LADO. The aim of strategy meetings are to gain fuller 
information and discuss immediate steps, i.e. whether the member of staff should be 
suspended or whether there is an alternative way of ensuring proper enquiries can be 
undertaken. Advice will be given by the LADO as to whether, when, and what information the 
staff member can be told about the investigation. 
 
An investigation against a worker may have three related, but independent strands:  

• Child protection enquiries, relating to the safety and welfare of any children who 
are or who may have been involved  

• A police investigation into a possible offence against a child 

• Consideration of disciplinary action in respect of the worker, including the 
possibility of suspension 

 
If the police or Children’s services decide to investigate, it is likely that they will advise that 
internal investigations should wait until the outcome of the statutory investigations.  



ALLEGATIONS AGAINST WORKERS 
 

 
West Swindon and the Lydiards Church Partnership 
SAFE TO GROW Policy 

 

Issue 3,  
Jan 2013 

 

Page 27 
 

 

Informing the member of staff 

The person who is subject of the allegation needs to be informed as soon as possible after 
consultation with the LADO.  
 
Where it is likely that police and or children’s social care will be involved an agreement needs 
to be made with those agencies as to what information can be disclosed to the member of 
staff. 
 
If the alleged misconduct involves sexual abuse or other allegations of child abuse where 
there is a risk that the alleged perpetrator may destroy evidence it is essential that the police 
are consulted before the person is informed about any action as they must be given the 
opportunity to investigate first. 
 
If the staff member is a member of a trade union or a professional association, he or 
she should be advised to seek support from that organisation. 
 
Informing parents/carers 
There are some circumstances where the employer may need to directly advise parents of an 
incident involving their child for instance if the child was injured whilst in the care of the 
Church and required medical treatment.  In these circumstances care should be taken not to 
say anything that could jeopardise the ability to conduct a proper investigation. 

Suspension of a Worker 

Suspension of a worker should be carried out in consultation with the statutory authorities. 
Timing can be crucial and the Police and Social Services need to be able to conduct 
investigations that are not compromised by a premature suspension. 
 
Where an allegation of abuse is made against a worker, depending on the nature of the 
allegation, and any advice from Social services or the Police, consideration should be given to 
suspending the worker ‘without prejudice’, in other words without passing judgment on the 
validity of the allegation. Staff should not be automatically suspended and strategy meetings 
may discuss alternatives. If a paid member of staff, they will be suspended at the appropriate 
rate of pay (normally full pay) pending further investigation. 
 
This action protects the worker from further allegations of abuse, the organisation from 
allegations of not dealing with the situation appropriately and, most importantly, the child, 
young person or vulnerable adult from possible further abuse or intimidation.  
 
Suspension should always be considered where there is cause to suspect a child is at risk of 
significant harm, or the allegation warrants investigation by the police, or is so serious that it 
might be grounds for dismissal. 
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Criminal investigations 
The LADO’s discussion with the police may result in the beginning of a criminal investigation. 
The police will aim to complete their enquiries as quickly as possible, consistent with a fair 
and thorough investigation. The Church will co-operate with the Police at all times. 
 
The police gather their evidence and will seek advice from the Crown Prosecution Service 
(CPS) as to the level of evidence needed in order to proceed through the courts.  
 
There are many reasons why a particular case may not come to court or may result in a 
finding of ‘not guilty’, one being the burden o proof in Criminal proceedings being what is 
referred to as a higher test of ‘beyond reasonable doubt’, as opposed to civil proceedings 
which are tested ‘on the balance of probabilities’. This does not necessarily mean there is no 
remaining concern and these concerns may mean that the person should not continue to 
work with children. Equally there may remain evidence of inappropriate or misguided 
behaviour which needs to be addressed. The advice of the statutory agencies should be 
sought about any continuing risk to children. It may still be appropriate in some 
circumstances, and in accordance with legal advice, to continue disciplinary action. 
 
If there remain unresolved matters of concern, either untested complaints of serious harm to a 
child or evidence of inappropriate behaviour by the adult, a professional risk assessment 
should be carried out to try to ascertain whether it is safe for the person to continue work 
which brings them into contact with children. Depending on the outcome of the assessment it 
may be necessary to introduce a regime of conditions: training and supervision; to refer the 
person to the Independent Safeguarding Authority; to re-deploy the person in another post; or 
to terminate employment. 
 

Disciplinary 

If the CPS decides against criminal proceedings disciplinary proceedings must always be 
considered. 
 
Disciplinary proceedings carry a lower burden of proof, based on ‘in all probabilities this did 
happen’ (the balance of probabilities) as opposed to ‘beyond reasonable doubt’. If you have 
reasonable belief that the individual has acted inappropriately i.e. in an abusive manner, and 
that the implications in relation to their role are such that it is no longer tenable for them to 
continue in the role you are likely to ‘dismiss’ or cease using that person. The police may be 
able to share some details of their investigation with the employer. This may spare the Church 
the need to interview witnesses who have spoken to the police. 
 
Resignations and compromise agreements 
If a person tenders their resignation during an investigation or before one is started, the 
investigation should be continued. It is important to try to reach a conclusion. In practice 
continuing to investigate without the compliance of the worker can prove very difficult indeed. 
However employers are expected to be able to show evidence that they have done as much 
as they can to reach a conclusion that can be properly recorded. 
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Compromise agreements by which a person agrees to resign, the employer agrees not to 
pursue disciplinary action, and both parties agree a form of words to be used in any future 
reference – must not be used in these cases without the benefit of legal advice and 
consideration of any safeguarding issues. In any event, such an agreement will not prevent a 
thorough police investigation where appropriate, nor can it override an employer’s statutory 
duty to make a referral to the Independent Safeguarding Authority and the Charity 
Commission where circumstances require it. 

References 

It is important to mention in references the fact of a disciplinary investigation, unless it has 
been proved unfounded. 
 

Referral to the Independent Safeguarding Authority (ISA) 

A  referral must be made to the ISA when: 

• the employer withdraws permission for an individual to engage in work with children, 

• or would have done so had that individual not resigned, retired, been made redundant 
or been transferred to a position which is not work with children  because the employer 
believes that the individual has engaged in relevant conduct or  

• satisfied the harm test or  

• has committed an offence that would lead to automatic inclusion on a barred list.  
 
This is a statutory duty on all employers and a failure to refer in such circumstances is a 
criminal offence. The duty applies in respect of Ordained, Lay, Casual, Agency, Self 
Employed, paid and volunteer staff. 
 
Additionally guidance in Working Together states the need to  
 

‘notify the Independent Safeguarding Authority (ISA) of any relevant information so that 
those who pose a risk to vulnerable groups can be identified and barred’ 

 
Relevant conduct is conduct that falls into any of these categories: 
 

• it endangers, or is likely to endanger, a child or vulnerable adult; 

• it is conduct that, if repeated against a child or vulnerable adult, would   

• endanger them or be likely to endanger them; 

• it involves sexual material relating to children (including possession of such  

• material); 

• it involves sexually explicit images depicting violence against human beings  
(including possession of such images); 

• it is inappropriate conduct of a sexual nature involving a child or vulnerable 
adult. 
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A person will be automatically included on a barred list where he or she has been convicted 
of, or cautioned in relation to, serious criminal offences involving sexual misconduct or 
violence. 
 

Action in respect of false or unfounded allegations 

If an allegation is determined to be unfounded, consideration should be given to referring the 
matter to children’s services in order that a decision can be made as to whether the child 
concerned is in need of services. 
 
In the rare occasions where it can be proved that the allegation has been deliberately 
invented or malicious, consideration should be given to asking the police to consider if any 
action should be taken against the person responsible for making the allegation. There is of 
course a risk in taking such action as children who need to disclose abuse may be deterred. 
In addition, a child who has made a false or malicious allegation may need some sort of 
support; it is after all unusual behaviour. 
 
It is crucial to ensure that the member of staff who has been the subject of a false allegation is 
properly supported. Such incidents can cause staff extreme stress and in some cases the 
employer may need to offer the services of a counsellor. 

Reinstatement and redeployment 

Careful consideration should be given to the future employment or volunteering role of 
anyone against whom an allegation has been made  
 
A professional risk assessment, by someone with suitable qualifications and experience in 
this field may need to be carried out.  

Insurance advice 

It is vital that where there may be liability issues, the Church should inform the claims 
manager of the insurance company as soon as any incident arises that may lead to a claim. 
Advice should be sought about the insurance position, and any steps (where possible) 
needed to be taken to safeguard it. The claims manager will also need to be kept in touch 
with developments.  
 
Any person accused of abuse where they have the benefit of insurance should also inform 
their insurance company 
 

Pastoral Support 

During the investigation the child and family will need support. A separate person will need to 
support the alleged perpetrator. People involved in support should be uninvolved with the 
investigation or disciplinary proceedings and may be chosen from outside the Synod to 
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ensure neutrality. The police advise that it is important that these parties should not 
communicate with each other about the allegation so that evidence is not contaminated.  
 
In the case of allegations against a Minister, the denominational authorities will need to 
manage the impact of the investigation on the Church. 
 
 
Charity Commission 
The Charity Commission advice is that referral to the ISA constitutes a threat to the reputation 
of the charity and should as such be reported to them as a serious incident. Serious incident 
reporting by charity trustees is considered by the Charity Commission as one of their key 
compliance and monitoring tools. It ensures that they can provide assistance at the earliest 
opportunity, targeting their resources where the risks are highest and helping to put charities 
back on a secure footing where necessary. The responsibility for reporting serious incidents 
to the Commission rests with the charity’s trustees, even if they delegate work to others 
 

Whistle blowing 

To fulfil our commitment to safeguard and promote the welfare of Children, West Swindon 
and the Lydiards Church Partnership recognises the importance of creating a culture where 
there is a mechanism in place for workers to be able to raise legitimate concerns about other 
workers. This is commonly referred to as whistle blowing 
 
The Public Interest Disclosure Act 1998 gives workers legal protection against being 
dismissed or penalised as a result of publicly disclosing certain serious concerns. While the 
Act does not provide the same protection for volunteers, we endeavour to adopt the same 
practice of protecting the whistle-blower that is outlined in the legislation.  
 
All staff, volunteers and members of a congregation are encouraged to acknowledge, and to 
bring matters of unacceptable practice, performance or behaviour to the attention of the 
Church Safeguarding Co-ordinator or deputy; any denominational Safeguarding Officers can 
be contacted. 
 

Recording and retention of records 

It is important that a clear and comprehensive record is kept of any allegations made, details 
of how these were followed up, and any action taken. It is useful to keep a chronology that 
serves as a time line that makes reference to notes, E Mails or correspondence and makes 
reference to where those documents can be found. All documents should be kept on the 
person’s confidential file and copies should be given to the person in accordance with Data 
Protection Legislation. The person can make an application to see their file. 
 
False and malicious allegations are very different to unsubstantiated allegations. For an 
allegation to be described as false it is necessary to have evidence that disproves the 
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allegation. This means that the allegation is unfounded. For an allegation to be described as 
malicious it is necessary to have evidence that not only disproves the allegation but also 
proves a deliberate intent to deceive. Where the allegation is unsubstantiated it simply means 
that there has been insufficient evidence to prove or disprove the allegation and therefore is 
not able to conclude either guilt or innocence. 
 
Records of investigations, whether proved to be unfounded or not, must be retained until the 
staff member reaches retirement age, or for 10 years - whichever is the longest. 
 
If a person about whom an allegation has been made leaves the Church their file should be 
passed to the receiving Church, or denomination if different from those of the Partnership. 
 

Allegations of historical abuse 

These should be referred to the Police and Children’s Services and be dealt with in the same 
way as contemporary concerns. The person against whom an allegation is made may be 
working with children and protective measures may need to be put in place until the outcome 
of an investigation is known. 
 
Remember that a referral may make up an important part of the safeguarding jigsaw. 
 

Learning lessons 

At the conclusion of a case in which an allegation is substantiated the Church should review 
the circumstances of the case to determine whether there are any improvements to be made 
to the procedures or practices to help prevent similar events in the future. 
 
Consideration should be given to any policy or practice areas which require greater 
exploration.  This may include additional commitment to training, more robust induction for all 
new staff, use of codes of conduct, guidance for managing particularly vulnerable groups and 
dealing with parents. 
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To be completed by parent/carer for all young people under the age of 18  
Please include an additional sheet if you wish to give us any additional information 
1. YOUNG PERSON DETAILS 
Surname ……………………………………….…… First name(s) …………………………………………. 
Date of Birth ………………………… National Health Number ………….………………………………… 
Address…………….…………………………………………………… ……………………………………… 
…………………….………………………………………………………Postcode ……….. ………………. 
Tel. No …………………………………… Mobile No. …………………………………. 
2.  MEDICAL INFORMATION 
Please indicate if your child suffers from any medical condition, however mild, or is taking meication 
on a regular basis. Conditions such as asthma, epilepsy, diabetes, heart condition, allergies or 
physical weakness should be included. 
 
 
 
Date of last tetanus injection  
3. FAMILY DOCTOR 
Name 
………………………………………………………………………………………………………………….. 
Address 
………………………………………………………………………………………………………………….. 
……………………………………………………………………… Postcode ……………………………... 
Tel No. ………………………………………………………. 
4. DIETARY REQUIREMENTS 
Please give details of special dietary requirements, food allergies, etc. (e.g. vegetarian, non-dairy 
food, peanut allergy, etc). 
 
 
5. EMERGENCY CONTACT Person holding parental responsibility 
Name ………………………………………………………………………………………………………….… 
Address ……………………………………………………………………………………………………….… 
……………………………………………………………………….. Postcode 
………………………………. 
Tel No. Home ……………………. Work………..…………………. Mobile …………………………….... 
Person other than person holding parental responsibility who could be contacted in case of 
emergency 
Name ………………………………………………………………………………………………………….. 
Address ……………………………………………………………………………………………………….. 
……………………………………………………………………….. Postcode 
………………………………. 
Tel No. Home………………………. Work…………………………. Mobile ……………………………….. 

 
I certify that the information given above is correct at the date of signing and understand that it is my 
responsibility to inform the Church of any changes. (Changes must be in writing and sent 
to……………………………………………………) 
I understand that this information will be held for contact and use in emergencies.  
Parent/Carer’s signature 
 

Date 

Parent/Carer’s name (please print) 
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To be completed by parent/carer for all persons under the age of 18.  
Used in conjunction with information and medical form and a letter detailing each visit/activity 
 

Child/Young person’s full 
name 

……………………………………………………………………….…. 
 
 

Address 
 

……………………………………………………………………….…. 
……………………………………………………………………….…. 
 

 
I agree to any emergency medical treatment being given as considered necessary by the 
medical authorities if I cannot be contacted. 
 

NB: The medical profession takes the view that a parent’s consent to medical 
treatment cannot be delegated. Medical consent forms have no legal status and a 
doctor has the right to insist on parental consent before treating a child. It has been 
found, however, that medical staff find this type of general consent helpful. 

 
I understand that 
 

• �my child will be under the care of the named leaders and will abide by the rules and 
guidelines laid down by the leaders of the visit/activity 

• �if my child’s behaviour during the visit/activity is unacceptable I may have to collect 
my child. 

• �if my child becomes unwell during the visit/activity I may have to collect my child. 

• �whilst those in charge of the party will take all reasonable care, they cannot 
necessarily be held responsible for any injury, loss or damage suffered during this 
visit/activity. 

• �in the event of an emergency, every effort will be made to obtain my consent to any 
medical/surgical/dental treatment and/or administration of anaesthetic / blood 
transfusion 

• �if these efforts prove unsuccessful, the leader(s) in charge of the visit/activity will 
then use their best endeavours to contact the person listed as emergency contact 
designated in Section 5 of the consent form. 

 
I authorise the leader(s) to supervise my child taking prescribed medication. (All medication 
must be in original packaging, clearly labelled with child’s name together with the dosage and 
instructions for use and handed to the visit/activity organiser prior to departure for 
safekeeping) 

Parent/Carer’s signature Date 

Parent/Carer’s name (please print) 
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Those supervising work with children and young people will:  

• Hold regular meetings with workers to review and plan work. 

• Support those working with children and young people. 

• Enquire as to their working and personal relationship with the children or young people. 

• Take or create opportunities for observing those working with children and young 
people. 

• Watch for any child or young person receiving exceptional treatment. For example 
being highly favoured, excluded, or treated unduly harshly. 

• Hold regular meetings with the Advocate(s) and Church Leaders to review the work. 

• Provide, under direction of the Church Leadership, appropriate training opportunities 
for those working with children and young people. 

• Keep written records meetings, training and observation sessions. 

If the Supervisor has concerns relating to good practice between an adult leader/helper and 
a child or young person, they should explore further by talking:confidentially with the 
leader/helper concerned. 

The issue should not be abandoned until the Supervisor/ leader is sure there is no possibility 
of abuse. 
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Implementation 

• All those working with children and young people will require references and a 
Criminal Records Bureau check. 

• Advocates and all who have a supervisory role will be given a complete copy of the 
Policy Statement and Procedures Manual. 

• Those working with children and young people, on completing a probationary period 
and 'Safe to Grow' training, will receive a document containing a copy of: 

o The Policy Statement 

o The Policy and Implementation Guide, section on The Whole Church, including 

� Appendix 1 sections A-D 

o Good Practice for those Working Children’s and Youth Workers, including 

� Code of Conduct 

� Transport 

� Residential or Excursion Activities 

� E-Safeguards 

� Procedures If Abuse is Disclosed or Discovered 

� Allegations Against Workers 

o A copy of their signed Volunteer Contract (Appendix 3 C) 

Initial Training Programme 

• All who wish to work with children or young people, in whatever capacity, are required 
to attend an initial 'Safe to Grow' training programme. This initial training programme 
will be provided during a six-month probationary period, or equivalent time period. 

• Ideally this initial training programme will be conducted by Social Services and/or 
qualified children I youth worker and/or a Child Protection Officer from a Parent 
denomination and/or a representative sent by the Parent denomination. 

• This initial training programme will allow for discussion and feedback on the policy and 
how it is working, with suggestions for improvement and alterations. 

Continuing Training 

• All who wish to work with children and young people, in whatever capacity, are 
required to attend a Refresher 'Safe to Grow' training programme every three years. 
The training programme is open to any who wish to attend (for example those working 
with children but not as part of the church)
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It is helpful to have a clear process in mind when embarking upon a recruitment process and 
for the recruiting person to have a good idea about the position and what sort of people may 
be appropriate to fill the position. The following is a brief checklist: 

 

• There is a written job description/role profile and person specification for the position 

• The position is advertised  

• Those applying have completed a standard application form and a self declaration 

form 

• Written references have been obtained, and followed up  

• Short-listed (if required) candidates have been interviewed 

• Safeguarding has been discussed at interview 

• Qualifications have been verified 

• A criminal records application form has been completed 

• A suitable induction training programme is provided for the successful applicant 

• The applicant has been given a copy of the organisation’s safeguarding policy and 

knows how to report concerns. 

• The applicant has completed a probationary period 

 

Candidates should not commence work until the recruitment process has been fully 

completed (including the receipt of all checks and references). This will reduce the risk of 

exposing children and vulnerable adults to potential harm as well as the embarrassment of 

having to remove someone from a position of work if they prove unsuitable. It also reduces 

the risk of committing an offence by ‘knowingly’ employing someone whose name is on either 

of the barred lists. 

 

Job Description  

A clear and up to date job description or role profile should be given to every applicant. This 

will contain duties, roles and responsibilities for work with vulnerable people and a person 

specification detailing experience, knowledge and /or qualifications required, as well as 

details of the support and training that will be provided. Alongside these details, each job 

description or role profile should make absolutely clear what duties will be expected of the 
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post-holder regarding contact with and responsibility for vulnerable people and what level of 

supervision will be provided for these duties. 

should be given to every applicant 

 

Advertisement 

As a matter of good practice, all positions with vulnerable people should be advertised. 

Whether this is in the local church newsletter, on the church notice board or in the local 

paper, advertising assists you to gain the greatest number  

of possible applicants. As well as a brief description of the role, the advertisement must also 

state the church’s commitment to safeguarding and the need to complete criminal records 

checks. It is also helpful to state the closing date for applications and the dates agreed for 

shortlisting and/or interview where this is appropriate. 

 

Candidate Information Packs 

The Candidate Information Pack is one of your first opportunities to present a good, 

professional impression to potential applicants. It is also the primary chance to provide your 

applicants with all of the information they may require to submit an application that may result 

in the person being shortlisted for interview. At the very least, the pack should include: 

• Covering letter to the candidate 

• Information about the Church/Organisation 

• Safeguarding Policy Statement 

• Job Description/Role Profile and Person Specification 

• Application Form (Appendix 3 A Application Form) 

• Recruitment timetable, including closing date for applications and interview date(s). 

 

Application Forms 

A standard application form (Appendix 3 A Application Form) should always be used 
because it ensures everybody provides the same information and it is more difficult to hide 
relevant information. It also assists with the shortlisting (if undertaken) and the recruitment 
decision. Using CVs should be avoided as these cannot always be guaranteed to be 
accurate or provide the information you require. Two copies shall be signed. One shall be 
held on file the other held by the applicant.  
 

Self-declaration Form 

A self declaration form (Appendix 3 D Declaration Form) that includes agreement to a 

criminal records check should also be completed and signed by the applicant for all positions 

working with vulnerable people. 
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In order to maintain confidentiality and to ensure a fair and transparent process, the form 

should be able to be separated from the application form and returned in a separate 

envelope to the person making the recruitment decision and not opened before the decision 

to interview has taken place. 

 

Rejecting Applications 

Any applications that are significantly incomplete should not be accepted or short-listed. Any 

anomalies, discrepancies or gaps in employment identified by the scrutiny should be taken 

into account in considering whether to short-list the applicant. As well as reasons for obvious 

gaps in employment, the reasons for a history of repeated changes of employment without 

any clear career or salary progression, or a mid-career move from a permanent post to 

agency, freelance or temporary work, also need to be explored and verified. 

 

Assessing Candidate Information 

Following the above checks, each application that is received should then be assessed in 

relation to whether the required criteria have been demonstrably met by the applicant in 

his/her application form. 

 

Invitations to Interview 

This is an important part of the process that should be used to inform the candidate about the 

interview process, including what additional forms of assessment might be used, whether 

children and young people or adults who may be vulnerable will be a part of the process and 

where the interview is to take place. 

 

References 

This is a crucial part of a safer recruitment process and is an important part of gathering 

information about the applicant, which can provide useful insights into their experience, 

attitudes, motivation and character. It is best practice to take up references for all your 

shortlisted candidates before interview so that the information supplied can be addressed in 

interview if necessary and form part of the recruitment decision. 

 

Two references should be requested and ideally one should be from their current employer 

(or previous employer if they are not currently working). The reference should be requested 

using a standard template (Appendix 3 B Form Letter – Reference Request) 
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The Interview  

The interview should generally be conducted by at least two people with leadership or 

supervisory responsibilities within the church/organisation, one of whom will directly 

supervise the person who is appointed.   

 

Making Confident Recruitment Decisions 

A decision as to whether or not to appoint should be based on ALL of the information 

gathered (i.e. their experiences, ability, suitability and their motives for wanting to work with 

children and young people). Decisions should not be based on external factors such as the 

urgency of need or the immediate availability of the applicant.  

If there are legitimate concerns about a candidate that you have not been able to resolve at 

interview, it is best not to appoint. This minimises the risk of placing children, young people or 

adults who are vulnerable at risk of harm.  

 

Conditional Offers  

When you have made your decision about who you would like to offer the position to, any 

offer made should be conditional upon receipt of satisfactory criminal record checks, 

references (if not already obtained) and any other outstanding checks, such as health. You 

may also wish to add a requirement for the candidate to have satisfactorily completed a 

specified probationary period before confirmation of a permanent job offer 

 

Criminal Records Checks 

Once a decision has been made and a conditional offer of employment has been given, a 

criminal records check must be carried out for the successful applicant. You are not entitled 

to require any other candidate to apply for a criminal records check. The check will reveal 

any information held on central police databases such as cautions, convictions, reprimands, 

warnings, bind-overs and where the applicant is applying to work in ‘Regulated Activity’ their 

inclusion on government lists that bar an individual from working with children, young people 

of vulnerable adults (the ISA Barred Lists for Working with Children and Vulnerable Adults).  

 

Although criminal records checks can be applied for in respect of anyone aged 16 and above 

careful consideration should be given before applying for a check in respect of anyone below 

18 years old. This is because they should never be expected to be responsible for leading 

activities with children and/or adults who may be vulnerable and are unlikely to be able to 

meet requirements for the supervision of either vulnerable people or other workers. 
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An Enhanced CRB check (with a check of the barred lists) is required for anyone 

undertaking Regulated Activity. It is illegal to request a check of the barred lists for 

anyone who is not undertaking Regulated Activity (Sept 2012) 

The new definition of Regulated Activity is  -  

‘any unsupervised activities: teach, train, instruct, care for or supervise children, or 

provide advice / guidance on well-being, or drive a vehicle only for children.  

Regular is defined as carried out by the same person frequently (once a week or more 

often), or on 4 or more days in a 30-day period (or in some cases, overnight).’ 

It is our opinion that most Sunday School or Sunday Club activities are NOT 

“Regulated Activities” so we intend in most cases to apply for an enhanced CRB 

check and NOT a check of the ISA Barred Lists for Working with Children and 

Vulnerable Adults. There will be exceptions. 

 

Blemished Disclosures 

It is important the church is clear about the procedure for dealing with concerns resulting 

from information revealed by the check (a blemished disclosure).  All blemished disclosures 

are currently returned to the Churches Advisory Service who refer them to Church House, 

who in turn contact the denomination Safeguarding Officer. An assessment of risk is 

undertaken as to whether it is considered safe to appoint the person and what further 

information, if any, might be necessary to assist in that risk assessment.  In certain cases it 

may be necessary to commission a formal risk assessment. Old, minor and unrelated or 

irrelevant offences will not prohibit people who are otherwise suitable to work with children 

from doing so.  

An employer who ‘knowingly’ seeks to appoint an individual who is barred from working in 

regulated activity for which they have been barred is also committing a criminal offence. Both 

offences are punishable by a £5000 fine and/or 5 years imprisonment. 

Because of the addictive nature of sexual offending it is our policy  that all those with 

convictions of a sexual nature against children (relevant offences) will not be placed in any 

position of responsibility that puts them in contact with children. The same applies to those 

having committed relevant offences against adults. 

 

Probationary / Induction Period  

When a worker is appointed it is beneficial for both worker and the church to have a 

probationary period (usually 3-6 months). During this time the church will provide relevant 

training and policies (e.g. safeguarding, code of conduct, disciplinary and grievances) and 

arrange support for the worker, including regular meetings with a supervisor to discuss how 
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the job/role is going and to make any adjustments. The probationary period also allows the 

church to assess the worker’s performance. 

 

At the end of this period the recruiter should confirm the worker’s position in writing unless, of 

course, they have proved unsuitable, in which case this must also be stated in writing. The 

recruiter will recommend to the church committee whether the person is suitable for the post.  

If the committee so decides they will confirm the appointment and minute their decision.  

 (Appendix 3 C – Volunteer Contract) 

 

Notification of the appointment will be sent to the Partnership Safe to Grow co-ordinator who 
will keep a record of all trained 'Safe to Grow' applicants within the Partnership. 
 

Additional Information 

o All new applicants will follow the procedure set out above. 

o The names of newly appointed workers will be notified to Partnership’s Council and 
Child Protection Coordinator as soon as possible 

 
o Current workers will also be asked to complete any forms currently not on file. 
 
o Advocates will be appointed annually at the church AGM, on the recommendation of the 

Church Committee or Leadership team. 
o The names of local church Safe to Grow Coordinators, and Advocates will be notified to 

the Partnership Council as soon a possible. 
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Full Surname ……………………………………… First Name(s)……………………………..….. 

 

Former Name(s) …………………………………………………………………………………….. 

 

Date of Birth …………………………………………………………………………………….. 

Address ………………………………………………………………………………………….….. 

…………………………………………………………..………. Postcode ……………………… 

Tel. No. Home ………………………Work……………………. Mobile …….………………….. 

How long have you resided at this address? 
……………………………………………………….. 

If less than 12 months please give the following information 

Previous address ……………………………………………………………………………….……. 

………………………………………………..Postcode ………………………… 

Church attended …………………………………………………………………………………… 

Address of church ………………………………………………………………………………….. 

Name of Minister …………………………………………………………………………….……. 

Period of attendance ……………………………………………………………………….……….. 

Please give details of any previous experience of looking after or working with children 
and/or 

young people 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

……………………………………………………………………………………………………… 

Please give details of any qualification or appropriate training 

………………………………………………………………………………………………….… 

………………………………………………………………………………………………….… 

………………………………………………………………………………………………….… 

………………………………………………………………………………………………….… 

……………………………………………………………………………………………………. 
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REFERENCES 

Please give the name, address and telephone number of two people (other than relatives or 
friends within the partnership) who have known you for at least two years and are able to 
provide a personal reference. 

 

Name ………………………………………... 

 

Address ……………………………………... 

………………………………………………... 

……………………    Postcode …………… 

Tel. No: ……………………………………… 

 

Name ………………………………………………. 

 

Address ………………………………………..… 

………………………………………..………..….. 

………………………… Postcode ……………….. 

Tel. No:……………………………………………… 

DATA PROTECTION 

In order to comply with the Data Protection Act 1998, that the information you 
provide on this form will be held securely within our recruitment system 
indefinitely. 

If you are eventually appointed, 

In order to work with children and young people an ENHANCED Disclosure 
must be obtained from the Criminal Records Bureau (CRB). 

If the role requires undertaking “Regulated Activity” it is necessary to check the 
Independent Safeguarding Authority’s Barred Lists for Working with Children and 
Vulnerable Adults 

Please contact your group’s supervisor, your local church Safe to Grow 
coordinator, or the partnership’s child protection coordinator. 

Under the terms of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 
1975 the group you will be working with is a ‘vulnerable’ group and this means 
that you are exempt from the Act and can be asked to declare any previous 
criminal convictions including ‘spent’ convictions. This information can then be 
used for deciding whether or not you are suitable to work with this group. Failure 
to disclose criminal convictions may result in the termination of your services. 

 

Signed ……………………………………………………………………………………………………… 

 

Date ………………………………… 

Please check that you have read and completed ALL sections of this form and return the form 
as soon as possible, to 
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Date ………………………… 
 
 
 
 
 
 
Dear 
 
 
 
The person named below has applied to become a 
………………………………….. (job description enclosed) and as such would 
have substantial access to children and young people. He/She has given your 
name as someone who can comment on their suitability for this work and I 
would be grateful if you would kindly complete the questionnaire below and 
return it to me by  
 
…………………………. 
A stamped addressed envelope is enclosed. 
 
Please bear in mind that it is the church’s duty to protect children from harm 
of a physical, emotional or sexual nature and all those who wish to work with 
children and young people are required to sign an undertaking to this end.  
For your information a copy of the church’s child protection policy is enclosed. 
 
 
 
Yours sincerely 
On behalf of the Partnership Council, 
West Swindon and the Lydiards Church Partnership 
 

………………………………………………………… 
 



FORM LETTER – REFERENCE REQUEST 

Appendix 3 B Issue 3, 
Jan 2013 

West Swindon and the Lydiards Church Partnership 
SAFE TO GROW Policy 

 

 

NAME: ……………………………………………………………….……………………………………….. 

 

ADDRESS ……………………………………………………………………………………………………. 

 

1. How long have you known the applicant?  

 

2. What is your relationship with the applicant? 

 

3. With your knowledge and experience of the applicant, please comment on their suitability for working 

with children/young people. Please include comments on honesty, reliability, health and experience of 
working with children and young people. 

 

 

 

 

 

 

4. From your experience does the applicant have the ability to follow policies and procedures? 

 

 

5. Do you consider the applicant to be a good team worker? 

 

 

6. Any additional comments you would like to make about the applicant. 

 

 

 

 

 

Signed ………………………………………………………………….… Date ………………………… 

 

Print Name ………………………………..………..Occupation………………………………………... 

 

Address ...........……………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………. 
If there is insufficient space in any section above please continue overleaf 
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(To be completed at the end 6 months probationary period) 

 

Church or group 

 

Name of Volunteer 

 

 

We welcome you as 

 

You are joining a team which, together with the whole church, commits itself to the care and 
nurture of children and young people. 

On behalf of the members of this church, we undertake to support you and your work, by 

prayer, by our interest and by providing resources and training. 

 

Your supervisor is 

The responsibilities of your job are: 

 

 

 

 

 

 

Once a year we will meet with you to talk about your work, and, if you wish to continue, we 
will discuss your development and training as appropriate. 

Working with children and young people is a responsibility, but it also brings fulfilment. We 
hope you will enjoy your work. 

 

Signed Minister 

Signed Volunteer 

Date 

One copy should be retained by the volunteer 
One by the person to whom the volunteer is responsible 
One by the Safe To Grow co-ordinator attached to the place of work/venue
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STRICTLY CONFIDENTIAL 
 
As a place of worship/organisation we undertake to meet the requirements of the Data 
Protection Act 1998 and all other relevant legislation. 
 
All applicants are asked to complete this form and return, to the  contact for 
worship/organisation detailed below, in a separate sealed envelope 
 
To:  ………………………………………………………………………………………………… 
(name of person in place of worship processing Criminal Records Disclosure checks) 
 
Address:……………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
 
Appointment applied for …………………………………………………………………………… 
 
Have you ever been charged with, cautioned or convicted in relation to any criminal 
offence; or are you at present the subject of a criminal investigations/pending prosecution? 
 
 Yes  No                           (please tick) 
 
If yes, please give details including the nature of the offences and the dates.  Please give 
details of the court(s) where your conviction (s) were heard, the type of offence and 
sentence(s) received.  Could you also give details of the reasons and circumstances that 
led to the offence(s).  Continue on a separate sheet if necessary. 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
 
POLICE INVESTIGATIONS 
This should include relevant police non-conviction information.  Please complete this 
section if the post you are applying for requires an Enhanced Disclosure check. 
 
Have you ever been the subject of a police investigation that didn’t lead to a criminal 
conviction? 
 
     Yes  No                      (please tick or circle) 
 
If yes, please give details below, including the date of the investigation, the Police Force 
involved, details of the investigation and the reason for this, and disposal(s) if known. 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
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To your knowledge have you ever had any allegation made against you, which has been 
reported to, and investigated by, Social Services/Social Work Department (Children’s or 
Adult Social Care)? 
 
 Yes  No                    (please tick or circle) 
 
If yes, please provide details, we will need to discuss this with you. 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
Has there ever been any cause for concern regarding your conduct with children, young 
people, vulnerable adults?  Please include any disciplinary action taken by an employer in 
relation to your behaviour with adults. 
 
 Yes  No                      (please tick) if ‘yes’, please give details: 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
DECLARATION 
To help us ensure that we are complying with all relevant safeguarding legislation, please 
read the accompanying notes and complete the following declaration. 
 
I, (full name) ________________________________ of (address) 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
confirm that I am not barred from working with children/vulnerable adults in regulated 
activity. 
  
I consent to a criminal records check if offered appointment to the position for which I have applied.  
I am aware that details of pending prosecutions, previous convictions, cautions, or bindovers 
against me will be disclosed along with any other relevant information which may be known to the 
police, and lists held in accordance with the Safeguarding Vulnerable Groups Act 2006. 
 
I understand that a check may be made with the Independent Safeguarding Authority and that it is 
a criminal offence for any person to seek work in Regulated Activity whilst being barred. 
  
I agree to inform the person within the place of worship/organisation responsible for processing 
applications for Criminal Records Bureau checks if I am convicted of a ‘Relevant Offence’ after I 
take up any post within the place of worship/organisation.  I understand that failure to do so will 
lead to the immediate suspension of my work with children or vulnerable adults and/or the 
termination of my employment. 
 
I agree to inform the person within the place of worship/organisation responsible for processing 
applications for Criminal Records Bureau if I become the subject of a police and/or a social 
services/(Children’s Social care or Adult Social Services)/social work department investigation.  I 
understand that failure to do so will lead to the immediate suspension of my work with children or 
vulnerable adults and/or the termination of my employment. 

 
 
Signed: ……………………………………………………. Date: ………………………………… 
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IMPORTANT NOTES 
 
The Disclosure of any offence may not prohibit employment. 
 
As this post involves substantial, unsupervised contact with children, young people and/or vulnerable adults 
all applicants who are offered an appointment will be asked to submit to a criminal records check before the 
position can be confirmed.  You will be asked to apply for a criminal records disclosure at the appropriate 
level through the Criminal Records Bureau (CRB) (England & Wales) 
 
As the position is exempted under the Rehabilitation of Offenders Act this check will reveal any details of 
cautions, reprimands or final warnings, as well as formal convictions. Because of the nature of the work for 
which you are applying, this position is exempt from the provision of section 4(ii) of the Rehabilitation of 
Offenders Act 1974 (Exemptions Orders as applicable within the UK), and you are not entitled to withhold 
information about convictions which for other purposes are ‘spent’ under the provisions of the Act. You must 
therefore declare all convictions whenever they occurred. In the event of appointment, any failure to disclose 
such convictions could result in the withdrawal of approval to work with children or vulnerable adults within 
the church/organisation. 
 
This process is subject to a strict code to ensure confidentiality, fair practice and security of any information 
disclosed. The CRB Code of Practice and our own procedures are available on request for you to read. It is 
stressed that a criminal record will not necessarily be a bar to appointment, only if the nature of any matters 
revealed could be considered to place children or vulnerable adults at risk. As a place of 
worship/organisation we agree to abide by the Code of Practice on the use of personal data in 
employee/employer relationships under the Data Protection Act 1998 as well as the expectations of the 
CRB. 
 
As a condition of employment we ask that you keep us informed of any other work (either paid or voluntary) 
which you are undertaking which involved working with children or vulnerable adults. Should ever we need 
to refer an individual to any of the lists of people deemed unsuitable for working with children or vulnerable 
adults then we would also inform them of any knowledge we have of that individual working in any other 
capacity with children/vulnerable adults.  
 
 
Under the Safeguarding Vulnerable Groups Act 2006 it is an offence for any organisation to ‘knowingly’ offer 
employment to anyone who has been convicted of certain specific offences, or included on either of the two 
barred lists under the Independent Safeguarding Authority (ISA). 
 
The ISA Barred Lists replace the Protection of Children Act (PoCA) List, List 99 and the Protection of 
Vulnerable Adults (PoVA) List in England and Wales, and the Disqualification from Working with Children 
(DWC) List, the Unsuitable Persons List (UP List) and the Disqualification from Working with Vulnerable 
Adults (DWVA) List In Northern Ireland as well as the system of Disqualification Orders, which was operated 
by the Criminal Justice System. 

The new (Protection of Freedoms Act, 2012) definition of regulated activity (i.e. work that a barred person 
must not do) in relation to children comprises, in summary: 

(i) unsupervised activities: teach, train, instruct, care for or supervise children, or provide 
advice/ guidance on well-being, or drive a vehicle only for children; 

(ii) work for a limited range of establishments (‘specified places’), with opportunity for contact: 
e.g. schools, children’s homes, childcare premises. 

(iii) relevant personal care, e.g. washing or dressing; or health care by or supervised by a 
professional;  

(iv) registered childminding; and foster-carers.  

Not work by supervised volunteers;  

Work under (i) or (ii) is regulated activity only if done regularly, i.e. is frequent (once a week or more), 
‘intensive’ (takes place on four or more days in a 30-day period) or overnight. HM Government has 
published statutory guidance on supervision of activity that would be regulated activity if unsupervised.  


