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Introduction 
 
 
Cheltenham Network Church places a high priority on the discipleship of all its members in the context of 
a safe and welcoming environment. Furthermore, we believe that all should be nurtured in the Christian 
faith, and aim to provide an environment where children, young people and vulnerable adults can see, 
experience and learn about the love of God, and put in place the foundations upon which to build a 
Christian lifestyle.  
 
We believe that every person is a vital part of church family life. As such, we want everyone to be 
valued, encouraged and built up as those who are created in the image of God and for them to discover 
the love of God for themselves. 
 
We recognise that it is in such an environment that individuals may best be able to confide about abuse 
that they may be suffering and we should be prepared to act accordingly.  
 
This safeguarding handbook seeks to provide policy and guidelines on behalf of the Cheltenham 

Network Church Leader and Trustees, which ensure that everyone is encouraged to grow in the 
Christian faith. It has been adapted from the Gloucester Diocese documents “Diocesan Policy 
Statement for safeguarding adults (May 2015)” and “Working with adults with care and support 
needs who experiencing, or at risk of abuse and neglect. (May 2015)” 

 
It contains: 

¶ the Gloucester Diocese “Diocesan Policy Statement for safeguarding Children and Young People 
(May 2015)” 

¶ the Cheltenham Network Church Safeguarding Policy 

¶ associated guidelines, information and advice 

¶ safeguarding forms 
 
The Cheltenham Network Church Safeguarding Officers/Nominated Persons are-  
 
Alison Tickle for Children and Young People 
Sue Brown for Adults at Risk 
 
The Operations Coordinator (Clare Corley) is responsible for processing DBS checks and maintaining 
the associated records.  
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Gloucester Diocese 

Diocesan policy statement – 
Working with Children and Young People 

 
 
1. Scripture teaches that all people are special because they are made in the image of God.  This is 

therefore true for children and young people, who should be respected and protected.  Within the 
Kingdom of God, children matter in their own right and are to be taken seriously. 

 
2. God requires the Church to foster relationships of the utmost integrity, truthfulness and 

trustworthiness.  Clergy and laity who work for the Church in a paid or voluntary capacity need to 
exercise the greatest care when working with those for whom they have been given responsibility. 

 
3. The highest standards should be maintained therefore in all pastoral, counselling, educational, 

worship and recreational circumstances.  The exploitation of any relationships for any purpose will 
not be tolerated. 

 
4. The Diocese of Gloucester is committed to creating a culture of informed vigilance, which takes 

children, and adults who are vulnerable, seriously – and will work closely, and in partnership with, the 
local authority and statutory authorities to ensure that we offer best practice, advice and guidance. 

 
5. The Diocese of Gloucester accepts the principle of The Children Act (1989) that the welfare of the 

child is paramount, and will follow all statutory requirements, and the national Church of England, 
House of Bishops’ “Protecting all God’s Children” and “Safer Recruitment” advice and guidelines. 

 
6. If allegations of abuse are made, then the Diocese of Gloucester will respond immediately and 

collaborate fully with the statutory and voluntary agencies concerned with investigating such 
allegations of child abuse.  It will not conduct investigations on its own and will work in partnership 
with the police, local authority, and others to follow legal compliance, and to ensure we are able to 
offer informed pastoral care to any child, young person, or adult who has suffered abuse. 

 
7. It is Diocesan policy that all CCs should have in place a policy for Safeguarding/child protection – 

and that this is reviewed annually and a copy supplied as part of the requirements of the 
Archdeacon’s Visitation. 
 

8. The Diocese will ensure that clergy and nominated local people are kept informed of changes in law, 
process etc. – and that training is available for those who are responsible for/oversee local parish 
safeguarding practices. 

 
9. The Diocese of Gloucester will seek to ensure that every paid and volunteer post is recruited to using 

Safer Recruitment processes in line with national church guidelines. 
 

10.  Within the Safer Recruitment guidelines, the Diocese of Gloucester will seek to ensure that 
each paid post or volunteer position for which it is asked to act in the disclosure process is 
assessed for the appropriateness of a DBS disclosure; that any advertisement or other 
indication of an employment or volunteering opportunity will indicate where appropriate the 
level of disclosure that will be sought; and that the conditional nature of any offer of 
employment or volunteering role, until the receipt of satisfactory disclosure information, is 
clearly indicated. 

 
11. The Diocese of Gloucester will work, through its central Diocesan Safeguarding Team, to ensure that 

churches are advised and supported in a timely way. It will manage the Risk Assessment process for 
any parish potential employee/volunteer with a blemished disclosure and advise accordingly. 

 
12. The Diocese of Gloucester is committed to a process of five-year DBS rechecking of employees and 

volunteers for whom this is appropriate, as part of its ongoing strategy for the protection of children 
and vulnerable adults. 
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13. The Diocese of Gloucester is committed to the safe storage and disposal of disclosure information in 
line with Data Protection requirements. 

 
14. The Diocese of Gloucester will work closely with local churches to care for and supervise through 

appropriate contracts of behaviour, any member of our church community known to have offended 
against a child/ren. 
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Diocese of Gloucester’s commitment to and policy for safeguarding adults  

 

1. Introduction to the policy  

  

1.1 The Diocese of is committed to promoting good practice that takes account of the broad 
understanding of vulnerability, whilst also accepting that criminal record disclosures only apply to a 
specified range of vulnerability. It receives annual reports and updates from the Diocesan Team and the 
Chair of the Safeguarding Board.  

1.2 Across the Diocese, we will champion and promote good practice that respects the rights of 
individuals to enjoy privacy, dignity, independence and choice and which actively promotes the 
empowerment and well-being of vulnerable people. This includes the right to live a life free from abuse 
and neglect.  

1.3 On this Christian basis, and championed by Synod, the Bishop’s Council, Bishop’s Senior Staff, and 
the Gloucester Diocesan Board of Finance are collectively committed to creating and maintaining an 
organisational culture that is respectful, non abusive and which takes allegations of abuse seriously. 

 

2. Our commitment   

¶ We are committed to respectful pastoral ministry to all adults within our church community.   

¶ We are committed, within our church community, to the safeguarding and protection of 
vulnerable people.   

¶ We will carefully select and train all those with any pastoral responsibility within the Church, 
including the use of criminal record checks and disclosures where legal or appropriate.   

¶ We will respond without delay to any complaint made that an adult for whom we were 
responsible has been harmed, cooperating with police and the local authority in any 
investigation.   

¶ We will seek to offer informed pastoral care to anyone who has suffered abuse, developing with 
them an appropriate healing ministry.   

¶ We will challenge any abuse of power by anyone in a position of trust.   

¶ We will care for and supervise any member of our church community known to have offended 
against a vulnerable person.   

  

3. Definitions of vulnerability  

3.1 The church understands that vulnerability in adults takes many forms.  Adults can be vulnerable for a 
variety of reasons and circumstances. Synod accepts the working definition for use with those who may 
be vulnerable set out in the national Church of England report Promoting a Safe Church:  

¶ “Any adult aged 18 or over whom, by reason of mental or other disability, age, illness or other 
situation or specific circumstance is permanently or for the time being unable to take care of him 
or herself, or to protect him or herself  against significant harm or exploitation”.   

 3.2 The introduction of The Protection of Freedoms Act in 2012 changed the definition of what is a 
‘vulnerable adult’. No longer does the definition relate just to the person, but to the service provided to 
that person.  

 

3.3  The Care Act 2014 has changed the descriptions of who is vulnerable from vulnerable adults to 
adults with care and support needs who are experiencing, or at risk of abuse and neglect. This has been 
shortened to adults at risk. The safeguarding duties apply to an adult who:  
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¶ Has needs for care and support (Whether or not the local authority is meeting any of those 
needs)   

¶ and  is experiencing, or at risk of, abuse or neglect  

¶ and  As a result of those care and support needs is unable to protect themselves from either the 
risk of, or the experience of abuse or neglect.  

  

4. Enabling responsibility  

4.1 The Diocese champions the overall approach outlined in Promoting a Safe Church.  This is based on 
enabling adults to be as responsible for themselves as it is practicable. It is the case that those who are 
most vulnerable are least able to report any abuse.  

4.2 We believe that it is a Christian duty to recognise and support those who are identified in being more 
vulnerable. Some of the factors that can increase vulnerability include:  

¶ A sensory or physical disability of impairment  

¶ A learning disability  

¶ A physical illness  

¶ Mental ill health issues (including dementia)  

¶ An addiction to alcohol or drugs  

¶ Failing faculties in old age  

¶ A permanent or temporary reduction in physical, mental or emotional capacity brought about by 
life events, including bereavement, previous abuse or trauma, instability to economic  or legal 
circumstances  

 4.3 We are committed to promoting activities and awareness, which will help ensure that people are: 

¶ Treated with respect and dignity  

¶ Have their privacy respected  

¶ Are able to lead as independent a life as possible  

¶ Have the protection of the law  

¶ Have their rights upheld regardless of their ethnicity, gender, sexuality, impairment or disability, 
age, religion, or cultural background  

¶ Be able to engage in effective communication  

¶ Be heard  

  

This will support parishes in ensuring that everyone is able to worship and follow their Christian 
discipleship with encouragement and in safety. 
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CHELTENHAM NETWORK CHURCH - SAFEGUARDING POLICY 
 
 
Name:    CHELTENHAM NETWORK CHURCH (hereafter "the Church") 
Denomination:  ANGLICAN   
Charity No:  1079714 (Cheltenham Network Church Trust)  
Address:   7 CIRENCESTER ROAD, CHARLTON KINGS, CHELTENHAM GL53 8EP 
Tel No:   01242 528977 
Email:   ashley@cnc.church 
 
Insurance Co.:  Congregational & General Insurance Plc (includes £5,000,000 Public Liability) 
 
The Church Trustees (hereafter referred to as the Trustees) recognise the importance of their ministry to 
all members of the Church, and their responsibility to protect and safeguard the welfare of everyone 
entrusted to the Church's care. 
 
 
As part of its mission, the Church is committed to: 

¶ valuing, listening to and respecting everyone as well as promoting their welfare and protection 

¶ safe recruitment, supervision and training for all the children's/youth workers within the church 

¶ adopting a procedure for dealing with concerns about possible abuse 

¶ supporting those affected by abuse in the church 

¶ encouraging and supporting parents/carers 

¶ maintaining good  links with the statutory authorities and other organisations 
 
 
The Trustees: 

¶ recognise the need to provide a safe and caring environment for children and young people 

¶ acknowledge that anyone can be the victim of physical, sexual and emotional abuse, and neglect 

¶ accepts the diocesan policy statement and guidelines on working with children and young people 

¶ accepts the diocesan policy statement and guidelines on working with adults at risk 

¶ recognise the need to build constructive links with statutory and voluntary child and adult 
protection agencies  
 

 
 
APPLICATION OF SAFEGUARDING POLICY 
 
The Trustees have therefore adopted the procedures set out in this document (Safeguarding Policy, and 
attached practice advice & guidelines), and will: 
 

¶ ensure that everyone involved in the care of children and young people or adults at risk, whether 
through paid employment or volunteer roles, are personally made aware of the Trustees’ policy, 
and will sign a document to say they have been briefed on Child Protection and have read the 
guidelines before commencing their role and annually thereafter.  

¶ ensure that the Church Leader/Nominated Person will be responsible on the Trustees’ behalf for 
implementing and monitoring the Trustees’ policy 

¶ review this policy annually at a meeting of the trustees and ensure that a copy of this policy will 
be presented to the Archdeacon or Bishop Visitor at the Visitation 

¶ make a copy of this policy available to all employees and volunteers of this church, and to 
parents/guardians 

¶ ensure that new Trustees attend the diocesan Safeguarding Training within six months of 
becoming a Trustee, unless they have already completed it within the last three years.  

 
 
 
This policy will be reviewed annually.  
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Appointment & training  
 

¶ ensure that everyone involved in the care of children, young people and adults at risk will be 
interviewed by the Church Leader, or appropriate other, and asked to complete the disclosure 
form which will be checked by a diocesan counter signatory 

¶ ensure that any required DBSs or other required checks and references including the five year 
rolling re-check programme are complied with 

¶ ensure that they review its employment and volunteer recruitment practices so that every position 
sets out clearly what level of disclosure (where appropriate) applies, that no one is active in that 
role until the required disclosure has been received, and any subsequent risk assessment has 
been completed satisfactorily 

¶ ensure that everyone involved in working with children, young people and adults at risk fully 
understand the nature of the work they have agreed to do and are aware of lines of responsibility 
and accountability 

¶ ensure that anyone newly appointed attend the diocesan Safeguarding Training within six months 
of taking up there role, unless they have already completed it within the last three years.  

¶ ensure that further training opportunities are encouraged 

¶ ensure that regular opportunities are given for workers to meet together to review and plan work, 
share experiences etc. 

 
Dealing with abuse 

 

¶ ensure that any complaint made regarding a child or adult at risk, for whom we are responsible, 
who may have been harmed or is in significant danger will be reported immediately and that we 
will fully cooperate with statutory agencies during any investigation into allegations concerning a 
member of the church community 

¶ offer informed pastoral care to any child, young person or adult who has suffered abuse and 
provide them with details of local and national support agencies 

¶ effectively supervise and support any member of our church community known to have offended 
against a child; and in our commitment to the protection of children, set boundaries for that 
person which they will be expected to keep 
 

Under no circumstances should a church worker/volunteer/member carry out their own investigation into 
the allegation or suspicion of abuse. If a person is aware of allegations against a church member and/or 
is suspicious of abuse, they should:  
 

¶ inform the Nominated Person  

¶ suspicions must not be discussed with anyone other than the Nominated Person 

¶ (if the Nominated Person is not available, inform the Church Leader. If the Nominated Person 
and Church Leader are both unavailable, the person is advised to contact the Diocesan 
Safeguarding team on 01452410022 or out of hours on 07944680320 or Churches’ Child 
Protection Advisory Service (CCPAS); 0845 120 45 50;  www.ccpas.co.uk) 

 
The Nominated Person will then: 

¶ make a written record of the precise details of the allegation or suspicion and keep them in a 
secure place AND 

¶ contact the Diocesan Safeguarding team as soon as possible to share information, to seek 
advice and support. 

 
Note: 

¶ it is, of course, the right of any individual as a citizen to make a direct referral to the child or adult 
protection agencies or seek advice from CCPAS or the Diocese, although the Trustees hope that 
members of the Church will refer to the Nominated Person initially. If, however, the individual with 
the concern feels that the Nominated Person has not responded appropriately, or where they 
have a disagreement with the Nominated Person as to the appropriateness of a referral they are 
free to contact an outside agency direct 

 
 



Cheltenham Network Church Safeguarding Handbook - July 2018           pg. 9 

 
 

 
 
 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Church  Leader   Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee    Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee    Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee     Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee    Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee    Date: _____________________________ 
 
 
 
Signed: ___________________________________________________________________ 
 
Print Name: ___________________________________________________________________ 
 
Position:  Trustee    Date: _____________________________ 
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Guidelines for nominated person  
 
 
The reason for having a nominated person for each church is to ensure that general safeguarding 
awareness is shared with the parish priest who has the overarching responsibility for child protection and 
adults at risk. It is not intended that it should be an arduous, daunting, or time consuming appointment, 
but its importance should not be underestimated.     
  
For Children and Young People  
The post should not be confused with leading Sunday school or other activities – the post is to support 
and advise those who do, where appropriate. The nominated person can be a person to whom the 
children's and youth leaders may turn for support and advice, particularly if they have concerns about a 
child or the behaviour of another worker.  
  
For Adults at Risk 
The nominated person can be a person to whom the leaders of adult groups may turn for support and 
advice, particularly if they have concerns about an adult or the behaviour of another worker. 
 
Protecting children and adults who may be at risk requires continuing vigilance and ensuring that the 
nominated person’s identity is well known to all (alongside details for those who run activities) in the 
parish is key.   
 
Responsibilities 
 

¶ be familiar with the contents of the Cheltenham Network Church Safeguarding Handbook and be 
jointly responsible with the Church Leader for the implementation of these guidelines 
 

¶ share in the responsibility with the Church Leader and Trustees for the protection of children and 
adults at risk who come into the care of the church 

 

¶ take an interest in the work of his/her church with children and young people so that he/she 
knows the children and youth leaders and is familiar with the type of activities undertaken by 
children and youth groups 

 

¶ take an interest in the work of his/her church with adults at risk so that he/she knows the adult 
leaders and is familiar with the type of activities undertaken. 
 

¶ be involved with the careful selection and appointment of workers and should be one of the 
interviewers of prospective volunteers or paid workers within Safer Recruitment practices. 
 

¶ ensure that the Trustees have a full list of volunteers working with children, young people and 
adults at risk in the settings appropriate to that church 

 

¶ be alert to any unusual behaviour or inappropriate relationship on the part of any church 
worker/volunteer/member with a child, young person or adult at risk  

 

¶ feel able to contact the Diocesan safeguarding team with any questions. 
 

¶ in the event of suspicion or an allegation of abuse, know when to seek advice from one of the 
Diocesan Advisers and when it is necessary to inform statutory authorities immediately.   
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General 
 

¶ should be known in the church and especially to those who are working with children and adults 
at risk 
 

¶ should understand and question how church activities can ensure that children and adults at risk  
are best protected 

 

¶ should develop their activities with the Trustees to monitor good practice and suggest 
improvements 

 

¶ should ensure children and youth workers know who to talk to if the Nominated Person is not 
available 

 

¶ should seek appropriate advice and keep up to date on best practice 
 

¶ may phone CCPAS and/or the Diocesan Human Resources Manager to explore answers to any 
questions 

 

¶ must be clear about the insurance cover for the church, so that appropriate and proper action can 
be made 

 
 

Allegations 
While you will want to react with careful consideration, when there may be evidence, and/or where an 
allegation has been made, it is important to avoid delay in order to forestall further abuse. Be clear of the 
difference between an allegation and a suspicion or concern. Acceptable evidence, which could lead to 
an allegation, is where someone is making a clear statement of abuse, or where injuries to the person 
are raising strong suspicions. Suspicion or concern will not necessarily suggest or provide evidence, but 
could be where a person starts acting out-of-character, or shows physical discomfort etc. 
 
An allegation may be made against a parent or carer, or against a member of staff/volunteer working 
with children or adults.  
 
Appropriate telephone numbers 
 
Diocesan Human Resources Manager   01452 410022 
(Judith Knight, Church House) 
For out of hours safeguarding concerns                                07944 680320 
 
Gloucestershire County Council Children’s Helpdesk           01452 426565  
Out of ours emergency duty team                                         01452 614194 
 
Police        101 or 999 
 
Local Authority Designated Officer for Allegations (LADO) 01452 426994 
(Nigel Hatten) 
 
CCPAS       0845 120 4550  
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Employment & Recruitment 
 
 

¶ everyone wishing to work with children, young people or adults at risk in the church community 
must be asked to fill in an approved form. This would include details of name, address, date of 
birth, previous address and church if moved in last twelve months, details of previous related 
experience and a contact name for a reference 

 

¶ all references should be taken up. If the applicant has not been known for at least two years, then 
these references MUST be in writing. Where a verbal reference is given, notes must be taken of 
what is said and date, time etc. and signed. Equal opportunities must be taken into consideration.  
Confidentiality should be maintained 

 

¶ an extended conversation is recommended, based on information given in the written application: 

¶ previous work in the church 

¶ personal relationship with children (family, babysitting, etc) 

¶ work with voluntary organisations 

¶ previous experience of working with children 

¶ reasons for being interested in working with children, young people or adults at risk in the 
church 

 

¶ all situations which involve work with children and young people are exempt from the 
Rehabilitation of Offenders Act 1974. This means that all convictions for criminal offences against 
children and young people must be declared. References are very important in this. Such 
information must be kept strictly confidential 

 

¶ a probationary period should be agreed. It might be for example one to six months depending on 
the nature of the role. This should coincide with a period of induction and training with regular 
supervision meetings and a review meeting at the end. Short-term volunteers should be 
supervised as if undertaking a probationary period 
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Disclosure and Barring Service (DBS) 
 
All staff or volunteers who work with children (up to the age of 18) have to have a DBS check, and as 
part of the Gloucester Diocese requirements, these checks are now done online through CCPAS 
(Churches’ Child Protection Advisory Service). For those working with adults at risk only roles, which are 
classed as Regulated Activities, require a DBS check (see below for definition and included activities). 
 
The Church Leader, or appropriate other, will interview everyone whose role requires a DBS check and 
they will be asked to complete the disclosure form which will be checked by a diocesan counter 
signatory. 
 
A new DBS or DBS update service check will be required every five years. 
 

The role of Gloucester Diocese as Registered and Umbrella Body 

Since the national agency became operational in 2002 the diocese has operated a dual service: it carries 
out its own DBS checks on all Clergy as part of the routine appointment process, as well as Readers, 
PtOs (Permission to Officiate), and others as appropriate, and diocesan employees. 

In addition, it acts as an “umbrella body” for parishes whereby they can obtain DBS disclosure under the 
“umbrella” of the diocesan registration. The Diocese makes no charge to parishes for processing 
disclosure applications on their behalf and therefore the only fee payable is that required by the DBS 
itself. (Volunteer DBSs are free. There is a charge for employee DBSs). 

From April 2002 it has been possible to check children’s workers, youth workers and relevant church 
leaders against police, DoH (Department of Health) and DfEE (Department for Education and 
Employment) records, using the Disclosure and Barring Service’s (DBS) ‘one-stop’ disclosure service for 
England and Wales. Access has to be through a ‘registered’ body and the Diocese of Gloucester has 
registered. 
 
Application is made by the individual through local identification verifying regulations, and countersigned 
by the registered body.  A copy of the disclosure is sent to the individual and copy to the registered body. 
 
The registered body (The Diocese) confirms where an appointment can go ahead or where there are any 
issues to be further explored before confirming the appointment. 
 
No appointment can be confirmed until the Diocese has confirmed the DBS outcome. 
 
There is a process of appeal if an individual feels that the disclosure provided for them is inaccurate. 
 
www.homeoffice.gov.uk/DBS - for application guidance documents, online tracking and FAQs 
www.direct.gov.uk/DBS - for information regarding the DBS process  
www.businesslink.gov.uk/DBS - helpful information for parishes and employers 
 
‘A Regulated Activity’ is undertaken under a specific church role (not as individual in a family); and at 
any time, it doesn’t matter if it is a one-off or regular activity = DBS Enhanced plus barring check. 
Apart from the work of health or social work professionals, the activities include:  
  

¶ Helping someone with washing and dressing, or with eating and drinking – or helping someone 
learn to do these tasks themselves.  

  

¶ Helping someone pay their bills, dealing with their cash, shopping, collecting benefits/pension (eg 
helping someone pay a household bill. Posting the letter for the housebound person is not 
Regulated Activity but taking the money from them to take and pay at the post office counter is 
Regulated Activity).  

  

http://www.homeoffice.gov.uk/crb
http://www.direct.gov.uk/crb
http://www.businesslink.gov.uk/crb
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¶ Helping someone conduct their affairs (e.g. Power of Attorney where the individual is not a family 
member).  

  

¶ Driving someone (because of their age, illness or disability) to/from places in order to receive 
health, personal or social care (e.g. as part of a church role not as a family or friend).  

  

¶ People undertaking home communion, and pastoral assistants are all included in this category 
because of the nature of their role in its broadest terms. This is in line with National Church of 
England advice and guidance. 
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First aid 
 
 
It is vitally important to know any medical information about everybody in your group, and to 
having, where possible, an appropriate person with responsibility for first aid present at 
activities.  
  
What level of qualification is needed?  
Churches and their various groups should seriously consider having someone equipped to carry out 
basic first aid.   
  
It goes without saying that formal first aid training must be provided by a recognised organisation, and in 
order to obtain recognised status as a First Aider, training must be undertaken on a regular basis. This 
ensures that up-to-date information regarding changes in medicine and practice are taken on board. 
Refresher training usually needs to be done every three years.   
  
An appointed person is someone who oversees first aid requirements and supervises any incident that 
arises and should record any incident in the Accident Book for Health and Safety purposes.  
  
You should therefore:  

¶ Ensure that all premises used by children have a properly equipped first aid kit.  

¶ The first aid kit should be clearly located and recognisable. Its contents should be stored in a 
waterproof container and a designated worker should regularly check the contents. A white cross 
on a green background must identify all first aid containers.   

¶ Make sure that an accident book is available, properly used and that any notifiable incidents 
(under health and safety regulations) are recorded and dealt with.  

¶ Ensure information regarding any trained first aiders is readily accessible.  

¶ Make sure everyone is aware who is responsible for first aid.  

¶ Provide a sign giving the nearest available telephone for emergency calls.   
  
You should be aware that supporting children, young people and adults with medical needs to enable 
them to fully participate in events and activities.  This is part of meeting the requirements of the Disability 
Discrimination Act 1995.  
  
  
Organisations and training resources  
  
St. John Ambulance  
Website:  www.sja.org.uk  
  
British Red Cross 9 Grosvenor Crescent London SW1X 7EJ  
Website: www.redcross.org.uk 
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Abuse awareness, codes of behaviour guidelines and advice for working 
with Children and Young People.  

 
Abuse:  What to look for, what to do 
 
Those who work with children have a responsibility to be aware and alert to signs that all is not well with 
a child. It is important to keep an open mind and consider carefully what your concern is.   
  
Whilst these signs do not necessarily mean that a child is being abused, they probably indicate that the 
child or family is having some problems which should be followed up appropriately – usually through the 
investigations of social care professionals.    
  
Churches SHOULD NOT carry out their own investigations. However, gleaning information that would be 
helpful to social care professionals can be vital in speeding up referrals.    
  
Asking questions like ‘That looks nasty; how did you do that?’ or ‘I’ve noticed you have been upset 
recently; is there anything I can do to help?’ are perfectly ok questions. Checking the answers and being 
comfortable with them are key to keeping an open mind on what may be happening.  
  
  
If you suspect a child or young person is at risk of abuse you must do something! 
 
1. Kinds of abuse 
 
Definitions of abuse (England and Wales) 
The definitions of child abuse recommended as criteria throughout England and Wales by the 
Department of Health, the Department for Education and Employment and the Home Office in their joint 
document, óWorking Together to Safeguard Childrenô (2015) are as follows: 
 
Abuse and neglect 

¶ Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child 
by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an 
institutional or community setting, by those known to them or, more rarely, by a stranger.  They 
may be abused by an adult or adults, or another child or children. 

 
Physical abuse 

¶ Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused 
when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

. 
Emotional abuse 

¶ Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and 
persistent adverse effects on the child’s emotional development.  

¶ It may involve conveying to children that they are worthless or unloved, inadequate, or valued 
only insofar as they meet the needs of another person. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may include interactions that are 
beyond the child’s developmental capability, as well as overprotection and limitation of 
exploration and learning, or preventing the child participating in normal social interaction.   

¶ It may involve seeing or hearing the ill-treatment of another, for example domestic abuse 
between the child’s parents. It may involve serious bullying, causing children frequently to feel 
frightened or in danger, or the exploitation or corruption of children. Some level of emotional 
abuse is involved in all types of maltreatment of a child, though it may occur alone. 

 
Sexual abuse 

¶ Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 
including prostitution, whether or not the child is aware of what is happening.  The activities may 
involve physical contact, including penetrative (e.g. rape, buggery or oral sex) or non-penetrative 
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acts. They may include non-contact activities, such as involving children in looking at, or in the 
production of, sexual online images, watching sexual activities, or encouraging children to 
behave in sexually inappropriate ways. 

 
Neglect 

¶ Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely 
to result in the serious impairment of the child’s health or development. Neglect may occur during 
pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a 
parent or carer failing to: 
o provide adequate food, clothing and shelter (including exclusion from home / abandonment) 
o protect a child from physical and emotional harm or danger 
o ensure adequate supervision (including the use of inadequate care-givers) 
o ensure access to appropriate medical care or treatment 
o it may also include neglect of, or unresponsiveness to, a child’s basic emotional needs 

 
Spiritual abuse 

¶ Abuse can occur in all cultures and religions. Within faith communities, harm can be caused by 
the inappropriate use of religious belief or practice. This can include the misuse of the authority 
of leadership or penitential discipline, oppressive teaching, or obtrusive healing and deliverance 
ministries, any of which may result in children experiencing physical, emotional or sexual harm. If 
such inappropriate behavior becomes harmful it should be referred for investigation in the usual 
way. 

¶ Careful teaching, supervision and mentoring of those entrusted with the pastoral care of children 
should help to prevent harm occurring in this way. Other forms of spiritual harm include the 
denial to children of the right to faith or the opportunity to explore a range of belief systems 
including growth in the knowledge and love of God. 

 
Organised abuse 

¶ Organised or multiple abuse may be defined as abuse involving one or more abusers and a 
number of related or non-related abused children and young people.  The abusers concerned 
may be acting in concert to abuse children, acting in isolation, or may be using an institutional 
framework or position of authority to recruit children for abuse. 

¶ Organised and multiple abuse occur both as part of a network of abuse across a family or 
community, and within institutions such as residential homes or schools. 

 
 
2. The following may be signs of abuse 
 
Those who work with children have a responsibility to be aware and alert to signs that all is not well with 
a child. It is important to keep an open mind and consider carefully what is causing you concern. This is 
not an exhaustive list but just some examples to be aware of….. 

 

¶ physical abuse: unexplained injuries or those that have received no medical attention, hidden 
injuries, signs of neglect 

¶ sexual abuse: allegations made by the child or young person, preoccupation with sexual matters, 
sexual activity through words, play or drawings, severe sleep disturbances with fears and 
phobias, being sexually provocative with adults 

¶ emotional abuse: regression of behaviour, nervousness, sudden under-achievement, 
inappropriate relationships with peers/adults, attention seeking, running away/stealing/lying, 
looking uncared for 

¶ other: unexplained reluctance of children to be left in the care of an individual – unexplained 
mood changes 
 

NB: Physical abuse and neglect are difficult to hide.  Sexual abuse can be almost impossible 
to identify and prove.  Many symptoms of distress can point to abuse but there may be 
other explanations.  It is important therefore, that the above signs are not taken as 
indications that abuse has taken place.  They should make us stop and think, but not 
necessarily jump to conclusions. 
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3. If a child or young person wants to talk about abuse 
 
It is usually very difficult for a child or young person to tell someone that they are being abused 

¶ let them know that you will listen to anything they have to tell you, but that there are some things 
so serious that you have to tell someone else 

¶ do not promise confidentiality 

¶ accept what the child or young person says, keeping calm and looking at them directly 

¶ listen carefully and do not stop a young person who is revealing painful events 

¶ never push for information or ask leading questions 

¶ be aware that the child or young person may have been threatened 

¶ reassure the child or young person they were right to tell you 

¶ let the child or young person know what you are going to do next and that you will let them know 
what happens 

¶ make notes as soon as possible, writing down exactly what was said and when he/she said it 
 

Record the date, time and location and whether other people were present. 
Keep the hand-written record. 
 
Give children a chance to talk with an independent person. This could be to: 

Childline  0800 1111 
NSPCC  0800 800 5000 
 
 

4. What to do if you suspect abuse 
 

¶ the person who first suspects or is told of alleged abuse is responsible for ensuring that his/her 
concern is taken seriously 

¶ suspicion may vary from a vague disquiet about possibly inappropriate behaviour to clear 
evidence of serious abuse with many intermediate levels 

¶ information may reach you from a variety of sources: 
o a child or young person claiming that he/she has been abused 
o another child or young person who is concerned 
o a member of the child's family 
o a fellow worker of the suspect 

¶ someone who believes he/she is the object of malicious or unfounded rumour 

¶ think through your own concerns 
 
 
5. If you suspect abuse or feel that inappropriate behaviour is taking place;  
  

¶ The Diocesan Safeguarding Team (contact details on page 11)   
  

¶ Gloucestershire County Council Children’s Helpdesk 01452 426565 Out of ours emergency duty 
team 01452 614194  

  

¶ Other local authorities http://www.gloucester.anglican.org/parishlife/safeguarding/details-for-local-
authorities/details-for-localauthorities.php  

  
  
If an allegation or referral is made then the Nominated Person should contact the Diocesan 
Safeguarding Team as soon as possible to share information, to seek advice and support.  
  
If an allegation is made against an authorised minister, it is normal that this will happen directly to the 
Police or statutory services, who will be then, be in direct contact with the diocese.  
  
If an allegation was to be made to the Nominated Person, they should immediately get in touch with the 
Diocesan Safeguarding Adviser, or Head of HR and Safeguarding who will refer immediately to the 
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statutory bodies who lead on all allegations.  
 
 
 
What action to take 
 
If abuse or inappropriate behaviour is suspected: 

¶ inform the Nominated Person of your concerns 
 

The Nominated Person will then: 

¶ keep a confidential written account of the precise details of the allegation or suspicion in a secure 
place. (This includes a record of all phone calls, letters and conversations) 

¶ inform the Diocesan Safeguarding Team 
 
(Please refer to Guidelines for Nominated Person for Child Protection for more detailed information). 
 
 
If you suspect a child or young person is at risk of abuse you must do something! 
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Social Media – tips for staying safe on the web 
  
Social media plays a massive part in children and young people’s lives today. It is instant, it is 
accessible, and it is a very attractive way for young people to be in touch with each other, and for others 
to be able to be in touch with them.  
  
The informality that social media encourages can mean that it might be harder to maintain a professional 
distance that is required when working with children, young people and the vulnerable.   
  
Communicating directly online with someone, for example with private messaging, is like meeting them 
in private. You’re advised to send messages to groups, rather than individuals, or share them publicly.   
  
Whilst sharing thoughts and reflections with friends or followers via social media can seem personal and 
private, it is not. By law, if one or more people can access it, content is classed as published, in the 
public domain and subject to legislation around libel, defamation, copyright and data protection. If you 
wouldn’t say something in a public meeting or to someone’s face or write it in a newspaper or on headed 
paper – don’t say it online.   
  
Be mindful of your own security - don’t overshare personal information. Never publish detailed personal 
information such as your address or telephone number, unless in a private message to someone you 
know and trust.   
  
If you are having Facebook pages for particular groups of young people, remember Facebook’s own 
guidelines are that children should be at least 13 to have an account.  
  
If you have a church website page or Facebook, or any other social media page for young people – 
ensure this is properly mediated and take professional advice.  
  
Encourage young people to be social media aware - the NSPCC has helpful resources:   
  
www.nspcc.org.uk/preventing-abuse/keeping-children-safe/online-safety/ www.nspcc.org.uk/preventing-
abuse/keeping-children-safe/share-aware/  
  
The Diocese has some additional information and contact details for Ben Evans communications and 
social media officer http://www.gloucester.anglican.org/parish-life/safeguarding/guidelines-and-
safepractice/social-media-guidelines.php 
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Understanding self-harm 
 
 
Introduction 
 
Self harm is the act of deliberately injuring yourself physically. It can be unnoticed harm, such as hitting 
or punching yourself, or taking small doses of poisonous or reactive substances. It can also include acts 
of visible damage, such as cutting or burning. It generally starts in adolescence, the average age is 13; 
and peaks in early or mid 20s if no help is sought. It is not just a problem for girls, although more girls 
than boys seek help. It is strongly linked with problems of low self esteem and confidence. 
 
How can we help a young person self harming?  

¶ Talk about what is going on.  

¶ Help them see that you understand – and help them to understand.  

¶ Ensure their safety in episodes of self harm.  

¶ Encourage them to get some help.  

¶ Get some support yourself.  
  
One of the difficult and frustrating issues about self harm is that it can easily be manipulated. Sufferers 
feel that the only way that they will get love, care and attention is if they force you to show it and they can 
do this by self harming. Such manipulative behaviour includes threatening to harm themselves if you 
don’t call round, making sure you see scars or evidence of harm, showing reluctance to improve and 
being easy to relapse following any step forward.   
  
This means:  

¶ Keeping very clear boundaries; remember we can only offer Pastoral and Practical support.  

¶ Trying not to react to manipulation.  

¶ Trying not to confront it when you experience it.  

¶ Do not handle the situation alone, and seek professional help and advice.   
  
Practical suggestions  

¶ Discuss why people self harm.  

¶ Teach or try different ways of dealing with negative emotions.  

¶ Teach the whole youth group.  

¶ Be willing to share how you deal with emotions, being aware of your own strategies.  

¶ Seek professional help if you are concerned.  
  
Note:  
1. Self harm can be ‘catching’. If one person begins to self harm, it is possible that others in the group 
will want to do the same.  
  
2. Self harm is not the same as attempted suicide. Self harm is an attempt to feel better, not to die.  
Suicide, in contrast, stems from the desire not to feel at all any more.  
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Understanding eating disorders 
 
 
Introduction 
 
The Eating Disorder Association (EDA) estimates that around 1.15 million people in the UK are suffering 
from eating disorders. Only 60,000 on average are receiving treatment.  
  
There are a number of different types of eating disorders. The two most common are anorexia nervosa 
and bulimia nervosa.  
  
The potential medical consequences can be very serious.  
  
There is evidence that there are many causes for eating disorders. These causes may be the initial diet, 
concern about body image, family dysfunction, and relationship difficulties. There are also more serious 
causes such as low confidence and self esteem, perceived responsibility of other people’s happiness, 
revulsion of life, abuse etc. In all these cases, action needs to be taken.  
  
How can we help a young person who we think/has an eating disorder?  

¶ Talk about what is going on.  

¶ Help them see that you understand – and help them to understand.  

¶ Encourage them to get some help.  

¶ Seek professional help and advice if you are concerned.  

¶ Get some support yourself.  
  
Practical suggestions  

¶ Discuss why and how people can develop weight issues.  

¶ Teach or try different ways of dealing with negative emotions.  

¶ Teach the whole youth group.  

¶ Be willing to share how you deal with emotions, being aware of your own strategies.  

¶ Seek professional help if you are concerned.  

¶ Be aware – particularly if you are working with young people who are high risk  

¶ Do talk to them – but try to avoid focusing on food or weight  

¶ Be on their side and engage  
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Code of behaviour when working with children and young people 
 
 
Do  treat everyone with respect 
 
Do  provide an example you wish others to follow 
 
Do plan activities that involve more than one other person being present or, at least, which 

are within sight or hearing of others 
 
Do respect a young person’s right to personal privacy within the appropriate professional 

boundaries 
 
Do  have separate sleeping accommodation for leaders and young people 
 
Do provide access for young people to talk to others about any concerns they may have 
 
Do encourage young people and adults to feel comfortable and caring enough to point out 

attitudes or behaviour they do not like 
 
Do  maintain a healthy adult lifestyle to role model to young people 
 
Do remember that someone else might misinterpret your actions, no matter how well 

intentioned 
 
Do recognise that caution is required even in sensitive moments of counselling, such as 

when dealing with bullying, bereavement or abuse. 
 
 
Do not permit abusive youth peer activities e.g. initiation ceremonies, ridiculing, bullying 
 
Do not  play physical contact games with young people 
 
Do not have any inappropriate physical or verbal contact with others 
 
Do not  jump to conclusions about others without checking facts 
 
Do not allow yourself to be drawn into inappropriate attention seeking behaviour such as 

tantrums or crushes 
 
Do not exaggerate or trivialise child-abuse issues 
 
Do not show favouritism to any individual 
 
Do not make suggestive remarks or gestures 
 
Do not rely on just your good name to protect you 
 
Do not  believe “it could never happen to us” 
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Guidelines on touching children and young people 
 
 

¶ keep everything in public. A hug in the context of a group is very different from a hug behind 
closed doors 
 

¶ touch should be related to the child’s needs, not the worker’s 
 

¶ touch should be age-appropriate and generally initiated by the child rather than the worker 
 

¶ avoid any physical activity that is, or may be construed as, sexually stimulating to the adult or 
child 

 

¶ children are entitled to determine the degree of physical contact with others except in exceptional 
circumstances, i.e. when they need medical attention or for their own safety 

 

¶ team members should take responsibility for monitoring one another in the area of physical 
contact and should express concerns to the Nominated Person 

 

¶ touch should not be prolonged 
 

¶ corporal punishment in any form should never be used 
 
 
Also  
  

¶ Clear guidelines should be given to workers about listening to what children say.  
  

¶ The guidelines in ‘Abuse: What to look for, what to do’ and professional help should be sought if 
any disclosure of abuse is made.   
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Supervision of children and young people 
 
 
It is important to have a high enough ratio of adult supervisors to children for any visit.  The factors to 
take into consideration include: 
 

¶ sex, age and ability of group 

¶ pupils with special educational or medical needs 

¶ nature of activities 

¶ experience of adults in off-site supervision 

¶ duration and nature of the journey 

¶ type of any accommodation 

¶ competence of adults, both general and on specific activities 

¶ requirements of the organisation/locality to be visited 

¶ competence and behaviour of pupils 

¶ First Aid cover 
 
Staffing ratios for visits are difficult to prescribe, as they will vary according to the activity, age, group, 
location and the efficient use of resources.  However, a general guide for visit in normal circumstances 
might be as an example: One adult for every six children. 
 
Group leaders should assess the risks and consider and agree an appropriate safe supervision level for 
their particular group. There should be a minimum of one adult in charge. In addition to the adult in 
charge there should be enough supervisors to cope effectively with an emergency. Parents and Carers 
should always be aware of the level of supervision. 
 
Aim for adults to supervise each other - as far as possible, arrange that an adult is not left alone with a 
child or young person where there is little or no opportunity of an activity being observed. Groups may 
need to meet in one large room or in adjoining rooms with the door left open. In many situations one 
adult should be female (e.g. when young children or girls are present). 
 
Try to avoid the situation where an adult takes a single child to the toilet away from the rest of the group.  
If this is unavoidable, inform another adult of where they will be and for what purpose. 
 
Below are suggested ratios of adult to child, recommended for a specific indoor/outdoor activity or 
holiday event. These are the ratios required in regulations governing day care for under-eights.      
  
                                    Adult :  Children   
Two years and under   One   :   Three   
Three years      One   :   Four  
 Four to eight years    One   :   Eight  

  
Organisations such as OFSTED and the NSPCC safe network can offer more detailed advice and 
guidance on safe ratios.  
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Working with groups of children 
 
 
Be well prepared 
Try to have ideas ‘up your sleeve’ and be ready when the children arrive. 
 
Be aware 
Try to notice and avoid situations before they start. A look can do wonders. So can a quiet word or 
simply saying ‘no’. Diverting attention can nullify what they are doing so it doesn’t get out of control.  
Giving responsibility can also help. 
 
Be calm and stay objective 
Decide what is acceptable and what is not. Lay ground rules from the start and keep to them. Be firm, 
but matter of fact. Involve the children in making rules if you can. Don’t be afraid to say ‘no’. Think of 
ways to handle specific situations – decide what sanctions would be appropriate (e.g. restricting 
privileges). Have a signal for being quiet. Insist on quiet so that you can explain what you are doing.  
Mean what you say and be consistent. 

 
Be fair, but firm 
Have an element of choice if children refuse to join in. 
 
Be prepared to listen 
Be aware of children and their interests. Beware of misinterpreting behaviour or what they are saying. 
 
Be yourself 
But look critically at how you behave too. You are their example. Watch what you say and do. Try not to 
take remarks personally. Answer if you can – laugh if you can. 
 
Be honest in answering questions 
 
Build relationships 
Get to know each child and find out about their background if you can. Also build a relationship with the 
family – involve parents if there is a problem (sooner rather than later) and ask for their help adopting a 
professional stance. Don’t be critical of the child or the parents – say something like: “He doesn’t seem 
very happy at Sunday School at the moment. Is there any way in which we can help him?” 
 
Have someone to help you 
Who can help diffuse situations whilst you are leading, perhaps by sitting with a child or taking them to 
one side to talk with them? Often disruptive children are seeking attention for some reason. Also try to 
share any problems with someone so you do not feel you are alone in having issues. 
 
Have a male role model if possible 
Some children lack a father figure. 

 
Involve the children in ‘doing’ as much as possible 
A busy and interested child is less likely to cause problems. Assess the suitability of activities for 
different children and different abilities. Check that it is not too easy/too difficult/too repetitious. Work at 
the children’s level. Many children have quite short attention spans and you may need to be ready to 
change an activity at short notice. Incorporate flexibility and surprise. Games can help. Programmes 
should always be adaptable. 
 
Praise children as much as possible 
Give them a positive attitude. Be specific about the good behaviour you are praising: “Well done for 
clearing away so quickly” rather than “Thanks for your help”. 
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See the child behind any wrong doing 
See what might have led up to the bad behaviour. Is the child hurting in some way? Watch out for signs 
of abuse. Let children know that although their action is being punished, they are still valued and 
respected. Always let them know why they are being punished. Also watch out for the quiet child and for 
the child who shows a change in their normal behaviour. 
 
Try not to stereotype children 
Give them a fresh start each time. 
 
Have a structure to your meeting 
So that children have some idea of what to expect. This gives them a sense of security. However, once 
established, do not be afraid to break the routine sometimes. Similarly, building up rituals in worship can 
help children explore further into the unknown because they are firmly rooted in the known. 
 
Try to avoid confrontational situations 
Diffuse situations wherever possible. It is better to speak quietly to a child alone than make a scene in 
front of others. 
 
Avoid causing children embarrassment 
Avoid belittling them. Help them to work out for themselves what they did wrong and how they can 
change and also put right any hurt they caused. Support them in doing this. 
 
Exclusion 
If the worst happens you can say that you can no longer take responsibility for a child. 
 
Remember 
It is often the children who are misbehaving who are the ones who take on board all you say and do. 

 
Pray! 
And have others praying for you too. 
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Discipline: What can we do? 
 
 

Sanctions for where a child/young person’s behaviour is inappropriate and/or could potentially harm 
another should be carefully reviewed. 
 
 
Team agreement 

¶ the leadership team should be in agreement as to the standard of behaviour allowed in the group. 
Ensure that all know about the discipline procedures 

 
 
The rules 

¶ the young people in the group must be given the boundaries of behaviour that are acceptable.  
 
 
Supervision 

¶ always ensure adequate supervision of activities by leaders. Have other leaders helping 
 
 
Control 

¶ if necessary stop all activities until order is restored 
 
 
Consistency 

¶ apply all rules fairly and consistently 
 
 

Don’t 

¶ shout, lose your temper or strike a child 
 
 

Restraint 

¶ if your young people need to be restrained because of physical behaviour, training, advice and 
guidance should be sought from the local authority 
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Regular CNC kids’ activities 
 
 
Sunday morning kids’ clubs 
These meet in various classrooms in Bournside School, close to the Sixth Form Centre where the main 
service is held. 

¶ Crèche – under fives 

¶ Pebbles – infant school age 

¶ Boulder Gang – junior school age 

¶ Rock – years 7 to 9 

¶ Next Gen – years 10 to 13 
 
 
Midweek meetings 
These are held in the homes of kids’ club leaders. 

¶ Rock – two Wednesday evenings a month 

¶ Next Gen - two Sunday evenings a month   
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Transporting children 
 
 
Where parents/carers make their own arrangements with friends and other parents for transporting 
children to and from activities, this is entirely an informal arrangement and no church responsibility 
exists, except to ensure that parents know their responsibilities for each event.  
  
These guidelines apply to churches where children’s activities involve transport by an employee or 
volunteer in the line of their specific church role.  
  
A full Risk Assessment should be carried out prior to any activity.  If you need any help with the 
assessment get in touch with the Diocesan Safeguarding Team. A template Risk Assessment is also 
available on the safeguarding pages of the diocesan website: http://gloucester.anglican.org/parish-
life/safeguarding/safeguarding-general-resources/  
  
  

¶ only those who have gone through the church Safer Recruitment procedures should transport 
children.  

  

¶ all car drivers and escorts on mini buses/coaches, should have read the child protection policy of 
the church and agree to abide by this.  

  

¶ parental consent should be given for each activity and all journeys should be carried out with their 
consent and knowledge.  

  

¶ Trustees must ensure that there is a clear policy that seat belts should be worn at all times, the 
driver should have adequate insurance and the vehicle should be road worthy.  

  

¶ drivers should avoid being alone in a vehicle with a child. Where a child is the last one to be 
dropped off, parents should know, and the child should sit in the back of the vehicle.  

  

¶ at the collection or dropping off points do not leave a child on their own.  Make sure that an 
appropriate adult collects children.   

  

¶ never take a group of children or young people off the premises with fewer than two adults, and 
ensure that there is parental consent 

 

¶ ensure that no arrangement is made to meet a child or young person off church premises without 
a parent or other appropriate adult being present 

 
 
Arrangements when using mini buses In addition to the above, consider the following:  
  

¶ ensure full compliance with mini bus regulations.  
  

¶ ensure that you have adequate supervision. As well as a driver, another responsible adult 
escorting the children/young people will be needed. 
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Holidays and Residential Trips with Children/Young People 

 
 
General 

¶ approved by Church Leader/Trustees 

¶ residential trip covered by church insurance  

¶ written confirmation must be obtained, before the trip, of the premise’s Employers and Public 
Liability insurances  

 
 
Kids Team 

¶ DBS checks for kids team (where needed) 

¶ all leaders should carry a mobile phone, and have the phone numbers of other leaders saved on 
their phone 

¶ a list of details of all children/young people present on the trip, including emergency contact 
details for parents or carers, should be carried by a leader at all times 

¶ a copy of this list should be held by a designated link person at home, who will act as the 
intermediary in the event of emergency communication between the group and the church, and 
with parents and carers 

¶ leaders must report all serious incidents to the designated person at home, who will in turn pass 
on appropriate information 

¶ all leaders should be clear about their specific responsibilities   

¶ all leaders should know how to recognise a concern, or handle a disclosure from a child/young 
person, and who to report those issues to 

 
 
Link person  
If the trip is to a distant place, a link person in the home area should be designated. The link person 
should:   

¶ hold a copy of the group itinerary and programme 

¶ hold a copy of the list of children involved 

¶ hold copies of the parental consent forms with their contact details 

¶ be in touch with the group leader 

¶ inform parents in the event of an unforeseen delay or emergency 
 
 
Information for parents  
It is important that parents should have full information before giving consent. This should include:   

¶ aims and objectives of the event or activity 

¶ date of the event and its duration 

¶ details of venue including arrangements for accommodation and supervision 

¶ travel arrangements 

¶ name of group leader and contact numbers 

¶ information about financial, medical and insurance arrangements 

¶ it may be helpful to hold a briefing session for parents before the event 
(No child under the age of 8 can be taken away on residential activities without being accompanied by 
his or her parent or guardian). 
 
 
Parental consent  

¶ each child or young person under the age of 18 (unless they are over 16 and living away from 
home or married) must have the written consent of his or her parent or guardian 

¶ the group leader should take the consent forms with them on the trip 
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Risk assessment  

¶ if the residential trip is to a recognised established venue, leaders should check in advance that 
the organisation has carried out a risk assessment for the premises and the activities which will 
be undertaken, and is itself carrying the risk. Ask for written copy/assurance. 

¶ a risk assessment identifying risks in relation to specific needs of service users and actual risks 
for the holiday should be carried out by the church, and evaluated in advance of the holiday, and 
action taken to minimise these risks  

¶ on arrival, leaders should carry out a further risk assessment of the accommodation to ensure the 
environment is safe for all parties present  

¶ leaders should familiarise themselves with the Fire Exits and appliances where they are staying 
and ensure that they are working. Any health and safety hazards should be reported and dealt 
with immediately 

 
 
Premises  

¶ Food Hygiene 

¶ First Aid kit and First Aider 

¶ Fire Precautions/Drill 
 
 
Accommodation  

¶ boys and girls must have separate sleeping and washing facilities which are private to them 

¶ mixed groups must have adults of both sexes involved 

¶ adults should have separate accommodation but in close proximity to the young people 

¶ young people under the age of 18 must not be left alone overnight 

¶ there should be a rota of awake adults during the night at least until all the young people have 
settled down 

¶ any other arrangements should be carefully explained to parents beforehand and their consent 
obtained in writing for the arrangements 

 
 
Supervision  

¶ one person must be designated overall group leader 

¶ ratios of helpers to young people should be strictly followed 

¶ for over 8’s there must be at least one adult for the first 8 children, and then one adult for every 
additional 10 children 

¶ when physical activities are planned staffing levels should be increased accordingly 

¶ individual adults should never be alone with children or young people 

¶ parents should be informed beforehand if it is intended to allow groups of young people to go off 
unsupervised e.g. for shopping 

¶ if instructors are engaged for specific activities, check that they have the appropriate certificates. 
Organisations should be registered with the Adventure Activities Licensing Authority and have the 
appropriate insurance. Risk assessments will be needed 

¶ make sure children have appropriate clothing and kit needed for activities 
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Swimming in the Sea or other Natural Waters  
Swimming in the sea or other natural waters are potentially dangerous activities. This should only be 
allowed as formal and supervised activities, preferably in recognised bathing areas which have official 
surveillance e.g. where there is a qualified life guard present. Even with life guard cover, all children and 
young people should always be in the sight of the group leader and team. One person should always 
stay out of the water for better surveillance. Ideally the group leader should hold a relevant life-saving 
award, even where there is life guard cover.  Swimming requires one adult in the water with every three 
children under the age of eight.    
 
 
Swimming Pools  
Ascertain before any visit to a swimming pool:   

¶ the level of supervision provided by the pool staff, are they qualified in life saving? Is there 
constant pool supervision 

¶ are there signs indicating the depth - e.g. shallow end. (Depending on the age of the group you 
are taking, is the shallow end shallow enough?)  

¶ does the pool cater for children with disabilities 

¶ does the deep end allow for safe diving?  (If the depth is less than 1.5 metres diving  should not 
be permitted)  

¶ in the absence of mobile phones is there a poolside telephone?  Is there a poolside alarm 

¶ are there resuscitator and other pieces of first aid and rescue equipment and is there someone 
trained to use them 

¶ is there a changing room for each sex 

¶ are the changing and showering facilities safe and hygienic 

¶ have the children and young people been instructed on how to behave in and around water 

¶ ensure that children and young people have not eaten (at least half an hour) before swimming 
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SAFEGUARDING PROCEDURES FOR UNDER-18s 
PARTICIPATING IN WORSHIP BANDS 

 
 
KIDS ARRIVING 

¶ Welcome letter/fact sheet for parents so that they are clear about arrangements (e.g. when their 
child can turn up, is the child collected by a worship/PA adult or do they go in to Bournside on 
their own. Suggest stating that kids can’t arrive before a set time, which is 5 minutes after the 
band leader is due to arrive). 

¶ If the parents want their children to come and go on their own, they need to sign up to that so it is 
clear they have given that permission.  

¶ There is no official age limit for kids arriving on their own – common sense would suggest from 
Year 7 onwards. 

¶ (Ideally kids shouldn’t be waiting on their own, but this may be unavoidable if the child has arrived 
at Bournside on their own, and the worship/PA adults have been delayed for some reason. It is 
also better for a child to be 1:1 with an adult inside rather than wait outside on their own until 
more kids/adults arrive. This shouldn’t be standard practice, but is ok on an occasional basis). 

¶ Have designated adult/s who would know what to do in an emergency. 
 

 
 
WORSHIP FOLDER 

¶ Weekly Sheet, Register 

¶ Disclosure form, Recording & Reporting, Useful Information 

¶ Phone numbers & any relevant medical information for under 18s 

¶ Archive Weekly Sheet & Register every September 
 
 
 
DBS 

¶ Each band leader will need a DBS check. Band members do not need a DBS check. 

¶ PA team members are not eligible for a DBS check as they are not teaching children or taking 
them to the toilet. 

 
 
 
RISK ASSESSMENT 

¶ Done annually, ideally in September. 
 
 
 
FIRST AIDER  

¶ Helpful, but not a requirement. 

¶ Have designated adult/s who would know what to do in an emergency, and where the first aid kit 
is. 

 
 
 
SAFEGUARDING TRAINING 

¶ Short session for all adult band/PA members in September 2016. Review in 2017 to see if this is 
needed on a regular basis. 

 
 
 
RATIOS 

¶ For current ratios refer to Useful Information. 

¶ (September 2016 ratios: 3 to 8 years: 1 adult to 8 children; over 8 years: 1 adult to 10 children).  
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Abuse awareness, codes of behaviour guidelines and advice for working 
with Adults at Risk.  

 
 
 

Parish perspective, understanding and recognising signs and symptoms of 
abuse against adults who may be at risk  

 
1. The following is the definition of an adult at risk as set out in the House of Bishops’ Report (Promoting 
a Safe Church p2):  
  

¶ Any adult aged 18 or over who, due to mental or other disability, age, illness or other situation is 
permanently or for the time being unable to take care of him or herself, or to protect him or 
herself against significant harm or exploitation.  

  
1.1   The definition of an adult with care and support needs who are experiencing or at risk of abuse and 
neglect as set out in the Social Care Act 2014 is   
  

¶ Any adult who has needs for care and support (Whether or not the local authority is meeting any 
of those needs)    

¶ and  is experiencing, or at risk of, abuse or neglect  

¶ and as a result of those care and support needs is unable to protect themselves from either the 
risk of, or the experience of abuse or neglect.  

  
  
  
2. What is abuse, where can it happen and who could be abusing people within the CNC congregation?  
  

¶ ‘Abuse is a violation of an individual’s human and civil rights by any other person or persons.’  
(Human Rights Act)  

  
Abuse can take many different forms:  
  

¶ Physical abuse – being hit or restrained, or misuse of medication  
  

¶ Sexual abuse – being harassed, teased or touched in a way that the person does not like; being 
forced to have sex against their will  

  

¶ Neglect and acts of omission – not getting the food, care or clothing needed  
  

¶ Self-neglect - being neglectful of one’s own personal hygiene, health or surroundings this can 
include behaviour such as hoarding.  

  

¶ Modern Slavery- being trafficked forced into slavery, domestic servitude or forced labour.  
  
  

¶ Domestic violence – can include Psychological, physical, sexual, financial, emotional abuse; so 
called ‘honour’ based violence, female genital mutilation and forced marriage.   

  

¶ Psychological abuse – being bullied, threatened or verbally abused  
  

¶ Discriminatory abuse – being ridiculed or threatened because of race, gender, disability, beliefs 
or age  

  

¶ Financial abuse – money or possession being stolen or used in a way that the person does not 
like                         
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¶ Organisational  abuse – being mistreated by an organisation or person that is providing care  
  

¶ Spiritual abuse – the inappropriate use of religious belief or practice; this can include the misuse 
of the authority of leadership or penitential discipline, oppressive teaching or intrusive healing and 
deliverance ministries, which may result in vulnerable people experiencing physical, emotional or 
sexual harm. (Promoting a safe Church, (2006)  

  
3. Where can abuse happen  
  
Abuse can happen anywhere, for example:   

¶ In the domestic home   

¶ While with family and friends  

¶ While receiving treatment  

¶ In a day centre  

¶ In a care home, residential home, nursing home  

¶ In hospital  

¶ In church  
  
  
4. Who could be abusing people within the CNC congregation?  
  

¶ A partner (husband or wife)  

¶ A friend or relative  

¶ Someone employed to help look after an adult at risk  

¶ Someone living in the same care home, hostel, housing scheme  

¶ Someone attending the same day activities or centre  

¶ A stranger  
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Guidelines for those in positions of trust or exercising pastoral ministry with 
adults who may be at risk. 

 
1. Introduction   
  
1.1 Exercising any kind of ministry involves developing an understanding of ourselves and how we relate 
to others, how we increase the well- being of others and how we ensure our, and their own, well-being 
and safety.   
  
1.2 People in positions of trust necessarily have power, although this may not be necessarily apparent, 
and respecting professional boundaries is particularly important. Many pastoral relationships can 
become intertwined with friendships and social contacts making this guidance even more necessary.  
  

¶ Particular care should be exercised when ministering to people where there is a close personal 
friendship or family relationship.  

¶ Awareness of the dangers of dependency in pastoral and professional relationships and seeking 
advice or supervision when these concerns arise should be developed.  

¶ Healing ministry should only be undertaken by designated trained diocesan staff/clergy with 
expertise in the theology and non-intrusive practice of that work.  

¶ Clergy and other people with pastoral responsibilities must recognise their limits and not 
undertake a role that can be confused with a professional role – a role that is beyond their 
competence or qualification (e.g. therapeutic counselling, deliverance ministry, counselling 
victims of abuse and domestic abuse, or their perpetrators or giving legal advice).  In such 
instances, the person should be referred to someone with appropriate expertise and/or a 
professional agency/body.   

  
3. Conversations and interviews in a ministry context  
  
3.1 Conversations in a ministry context are pastoral encounters. People need to be aware that 
innuendoes or compliments of a sexual nature are always inappropriate. When a person asks questions 
or seeks advice around topics of a sexual nature, the motives and needs of that person should be 
questioned, and the ability to assist effectively reviewed.  
  
3.2 Clergy and those with pastoral roles should consider in advance:  

¶ the place of the meeting, arrangement of the furniture and lighting, appropriate personal attire;  

¶ the balance of privacy for conversation with the opportunity for supervision (open doors or 
windows in doors, another person nearby);  

¶ the physical distance between people determined by hospitality and respect, being aware that 
someone may have suffered abuse or harassment in the past;  

¶ whether the circumstances suggest a professional or social interaction;  

¶ the propriety or danger of visiting or being visited alone, especially in the evening and the 
personal safety and comfort of all participants;  

¶ establishing at the outset the nature of the interview in respect to subject matter, confidentiality 
and duration; 

¶ the appropriateness of initiating or receiving any physical contact, for example gestures of 
comfort, which may be unwanted or misinterpreted.  

  
4. Record keeping and privacy  
  
4.1 It is a good idea to keep a note of a meeting or visit  

¶ The content of any encounter should only be recorded with the person’s consent unless it is a 
matter of child protection or might be a record of suspicion of abuse or mistreatment  

¶ Any record should be factual and avoid rumour or opinion.  

¶ Records concerned with abuse should be kept indefinitely (at least 50 years).  

¶ The publishing, sharing or keeping of personal data or images should follow the appropriate 
legislation.     
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5. Working with colleagues  
  
5.1 The standards maintained within a pastoral relationship are equally relevant in relationships with 
colleagues. Harassment or bullying should never be condoned. All workers need to be aware of the 
possibility of stress within the work place. The needs of family should be acknowledged and all who work 
together should acknowledge the boundaries between work and home, allowing sufficient time for 
relaxation and holidays.    
  
5.2 Everyone who works with vulnerable people should know to whom they are accountable and have a 
designated person with whom to discuss their work.   Such mentoring is especially necessary for those 
undertaking a continuing individual pastoral ministry of counselling, or when their ministry takes them 
outside normal church work.  
  
5.3 When leaving office or relinquishing any task, those in church roles should relinquish any pastoral 
relationship except with the agreement of any appropriate successor.  
  
6. Sexual conduct  
  
6.1 The sexual conduct of those in church roles may have an impact on their ministry within the Church. 
It is never appropriate for workers to take advantage of their role and engage in sexual activity with 
anyone with whom they have a pastoral relationship.    
  
6.2 A power imbalance is inherent in pastoral relationships and conduct should be of the highest 
standards at all times. Individuals should avoid situations where they feel vulnerable to temptation or 
where their conduct may be misinterpreted. Responsibility should be taken for words and actions if there 
may be physical contact with another adult (e.g. a hug may be misunderstood) or discussions about 
sexual matters. This will include seeking permission, respecting the person’s wishes, noticing and 
responding to non-verbal communication, refraining from such conduct if in doubt about the person’s 
wishes.  
  
7. Financial integrity  
  
7.1 Financial dealings can have an impact on the church and the community and must always be 
handled with integrity. Those with authority for such matters should maintain proper systems and not 
delegate that responsibility to anyone else. Those working in a church role:  
  

¶ Should never seek personal financial gain from their position beyond their salary or recognised 
allowances.  

  

¶ Should never be influenced by offers of money.  
  

¶ Should ensure that church and personal finances are kept apart and should avoid any conflict of 
interest.  

  

¶ Should ensure that money received by the church is be handled by two unrelated lay people.  
  

¶ Any gift received should be disclosed to the incumbent so it can be decided whether it should be 
accepted.  

  

¶ Should take care not to canvass for church donations from those adults who may be at risk.  
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Following up concerns or issues raised 
  
  
  
What should you do if you suspect, or become aware of, or are told that an adult who may be 
being abused?  
  

¶ Do not dismiss your concerns  

¶ If the person is in immediate danger, call the police or an ambulance  

¶ Keep any evidence such as letters, emails, other paperwork  

¶ Do not confront the alleged abuser  

¶ Report your concerns to the Incumbent or the Nominated Person in your parish  

¶ Write an account of what you have heard or been told for future reference and keep it safe. This 
shouldn’t be a long detailed narrative, but the key points, and what you remember someone 
saying or doing.  

  
You must never assume that somebody else will recognise and report what you have seen or heard.  
  
It can be difficult if the allegation is about a colleague/friend or it is difficult to believe what you have 
heard, but…  
  
What should I do if someone starts telling me they have been abused?  
  

¶ Listen very carefully; give them your full attention.  

¶ If the person is in immediate danger, call the police or ambulance.  

¶ Do not agree to keep it a secret; you cannot do this. Explain to them you have to pass it on.  

¶ Reassure them you will deal with the allegation discreetly and will take it seriously.  

¶ Avoid asking questions about the alleged abuse  

¶ Do not make judgements.  

¶ Do not confront the alleged abuser.  

¶ Report the allegation to the Incumbent and/or Nominated Person; to the Diocesan Head of HR 
and Safeguarding; or to the Diocesan Safeguarding Officer.  

¶ Write what you have been told for future reference  

¶ If your incumbent or any other parish/retired priest or Reader is implicated report it immediately to 
the Head of HR and Safeguarding; the Diocesan Safeguarding Officer; or the Bishop of 
Gloucester or Archdeacon on 01452 410022 x 270.  
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Resources 

 
 
Useful telephone numbers 
 
The Churches’ Child Protection Advisory Service (CCPAS)  0845 120 4550 
www.ccpas.co.uk 
 
Samaritans        01242 515777 
 
Gloucestershire rape and sexual abuse centre helpline                   01452 526770 
 
Cheltenham General Hospital (switchboard)    0300 422 2222 
 
Gloucester Royal Hospital (switchboard)    0300 422 2222 
 
 
 
Gloucestershire Safeguarding Children Board                                 www.gscb.org.uk  
Safeguarding Children Services    

¶ for concerns about a child      01452 426565  

¶ out-of-hours emergency number     01452 614194 
  
 NSPCC Helpline              0808 800 5000  
  
Childline                0800 1111 
 
 
 
Gloucestershire Safeguarding Adults Board     www.gloucestershire.gov.uk/gsab  
Safeguarding Adults services  

¶ for concerns about an adult      01452 426868  

¶ out-of-hours emergency number     01452 614194  
  
Action against Elder Abuse helpline          0808 808 8141  
  
Gloucestershire Domestic abuse support service      0845 60209035  
  
Health watch         0800 652 5193 
(To find health and social care services in Gloucestershire)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ccpas.co.uk/
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Holidays and residential trips with children/young people 
CHECKLIST 

 
 

 Comments Done 

General   

Church leader/trustees   

Church insurance   

Premises’ insurance   

Food Hygiene   

First aid kit / First Aider   

   

   

   

Kids Team   

DBS   

KT phone numbers in 
mobiles 

  

List of kids etc.   

Responsibilities   

S/G aware   

   

   

   

Parents   

Itinerary etc.   

Group leader details   

Consent forms   

   

   

   

Link person   

List of kids etc.   

Itinerary   

   

   

   

Risk assessment   

Premises’ own   

CNC (beforehand)   

   

   

   

Residential   

Risk Assessment   

Fire precautions   

Incidents recorded   
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BECOMING A MEMBER OF CNC KIDS’ TEAM – THE OFFICIAL STUFF 
 
 
DBS checks 
 
DBS checks have to be carried out for each member of the CNC Kids’ team. 
You can’t be a regular member of the team without a DBS check! 
Email Clare Corley (clare@cnc.church) for more information. 
 
Safeguarding Handbook 
You will be required to read the CNC Safeguarding Handbook and sign to say you have before 
commencing your role and annually thereaftere.  
 
Safeguarding Training 
You will be required to complete the Gloucester Dioceses’ Safeguarding Training within six months of 
becoming a member, unless you have already completed it in the past three years. 
 
 
How to find relevant information 
 
CNC safeguarding policy & handbook - On the church website www.cnc.church 

- There is also hard copy in the kids’ box 
 
Details of Nominated Person & Deputy - On the Useful Information sheet (front of kids’ folders) 
 
 
 
 
 
What to do each Sunday: 
 
Fill out register, weekly sheet   - These are in the kids’ folders 
 
Check about medical/food info  - This should be on the register  
(Also in the General Info forms) 
 
Reporting unusual concerns, disclosures  - Information on this is in Recording and Reporting  
(Front of kids’ folders) 
 
 
 
 
 
Fire Procedures 
 
A copy of the fire evacuation procedures is in the front of each kids’ folder. 
Please familiarise yourself with all the fire exits. 
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Three steps to complete a DBS check 

 
 
 

All staff & volunteers who work with children (up to the age of 18) have to have a DBS check, and as part 
of the Gloucester Diocese requirements, these checks are now done online through CCPAS (Churches’ 
Child Protection Advisory Service). The DBS check has to be updated every 5 years, unless you register 
for the Update Service with 14 days of the date on your certificate. 
 
 
 
Step 1 - Enter personal information for online check at CCPAS website 
You will need to log on to the CCPAS website by entering the link below (this will be emailed as well!) 
https://disclosure.capitarvs.co.uk/ccpas/applicantLogin.do?applicationType=crb 
 
Things you will need to hand when you do this: 

¶ Organisation reference: 234A111002 

¶ Password:   GLOUCESTER234 

¶ Name of the role:  this will be emailed to you 
 

¶ PLEASE MAKE SURE YOU ENTER YOUR NAME AS IT APPEARS ON YOUR 
DOCUMENTATION! 

 
 
Step 2 - Meet with Evidence Checker to confirm your identity 
When you have entered all the required information, you will then need to meet with the CNC Evidence 
Checker, Clare Corley, to verify your identity using three documents, which you will need to provide. 
There is a list of documents, which can be used overleaf. 
 

¶ PLEASE MAKE SURE YOU HAVE THE APPROPRIATE DOCUMENTS DISPLAYING THE 
CORRECT DATES! 

¶ IF APPLICABLE, PLEASE BRING DOCUMENT TO SHOW CHANGE OF NAME  
(eg. marriage certificate, decree absolute) 

 
 
Step 3 - Two other forms to complete 

¶ Confidential Declaration form  

¶ Personal Details form 
 
These will be sent to the diocese, once your identity details have been confirmed and entered online. 
Gloucester Diocese also keeps a record of disclosures. 
 
 
What happens next? 
If you supplied an email address whilst entering your application, as soon as your application has been 
received at the DBS and is assigned a DBS Application Reference number you will receive an email 
detailing this information. This email will also include details and links to the DBS website to enable you 
to track the progress of your application.  
 
Once the disclosure process is complete, the DBS will post your certificate directly to you at the address 
you provided on your form. Please be aware that this is an important document and your Recruiter may 
need you to show your certificate to them before you start work in your role. 
 

¶ PLEASE EMAIL THE CNC NOMINATED PERSON YOUR DBS REF. NO. AND DATE. 

¶ PLEASE REGISTER FOR THE UPDATE SERVICE WITHIN 14 DAYS OF THE DATE ON 
YOUR CERTIFICATE. (THIS IS FREE AND MEANS THAT YOU WON’T HAVE TO DO 
ANOTHER DBS CHECK WHEN THIS ONE EXPIRES). 
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Identity documents 
 
 
 

¶ One document must be from Group 1, plus two others from Groups 1, 2a or 2b 

¶ One of these documents must verify your current address 

¶ Please also provide proof if your name has changed (eg. marriage certificate) 
 
 
  

Group 1 
 

Current valid Passport 
Current Photo Driving Licence 
Birth Certificate (issued at the time of birth) 
 

Group 2a 
 

Birth Certificate (issued after the time of birth by the General Register Office) 
Marriage/Civil Partnership Certificate 
Adoption Certificate 
 

Group 2b 
 

Mortgage Statement ** 
Bank/Building Society Statement * 
Credit Card Statement * 
Financial Statement (pension, endowment, ISA) ** 
P45/P60 Statement ** 
Council Tax Statement ** 
Utility Bill (not mobile telephone) * 
Benefit Statement (e.g. Child Allowance, Pension) * 
 

NOTES *     document must be less than 3 months old 
**   document must have been issued within the last 12 months 
 
All documents provided must be originals - photocopies are not acceptable 
 
This list is not exhaustive. If there are problems with providing these 3 documents, 
please talk to the Evidence Checker who can provide details of alternatives. 
 

 
 
 
 

Enclosures: 
Confidential Declaration form 
Personal Details form 
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Disclosure form for Cheltenham Network Church  
 
 

Name of group: 
 
 
 

Group leader: 

Name of child: 
 
 
 

Date and time of disclosure: 
 

Is the child at risk of immediate significant harm?: 
 
 
 

 

 
 

Describe your concerns, what was observed or what was said. Be as accurate as possible. 
 
It is important to provide as much information as possible, basing your information on facts and 
observations, as well as what was said. Try not to make assumptions, jump to conclusions, or make 
‘value’ judgements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Name of person making the disclosure: 
 
 
 

Signature: 

This form given to NP/Deputy NP/Incumbent on: 
 
 
 

Their signature: 
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Annual Risk Assessment form for Cheltenham Network Church  
- kids / youth groups on Sunday mornings 

 
 
Name of group: 
 
 
 

Area / room assessed: 
 
 

Group Leader: 
 
 
 

Assessment by (print name): 
 
 

Signed: 
 
 
 

Date: 
 
 

 
What is the 
activity / 
environment? 

What are the 
hazards? 

Who might be harmed 
and how? 

What are you already 
doing? 

Do you need to do 
anything else to 
manage this risk? 

Action by whom? Risk 
level 
(pto) 

Done 
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Risk assessment form for Cheltenham Network Church 
- kids / youth trips and outings 

 
 

Name of group: 
 
 

Event Co-ordinator: Assessment by (print name): 
 

Proposed activity or visit: 
 
 

Venue: 
  

Signed: 
 

Date of event: 
 

Proposed numbers attending:  
 
Adults:__________    Children:__________ 
 

Date: 

Consent forms completed (circle):          Yes          No          N/A 
 
 

 

 

Hazard: 
 

Potential injury: 
 

People at risk: 
 

Existing controls: 
 

 
Risk level: 
(low/medium/high) 
 

Action needed: 
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Notes on Risk Rating – assessing likelihood and severity 
 
 
Hazard – anything that might cause harm, eg. an open drawer 
Likelihood – how often the hazard could happen 
Severity – how serious the injury could be 
 
Risk rating – can be between L1 and H3. H3 is unacceptable! 
 
 

Likelihood 
 

Severity Risk Rating Example 

Low 
 
Medium 
 
High 

Seldom, infrequent 
 
Frequent 
 
Certain or near certain 

1 
 
2 
 
3 

Minor cuts & bruises 
 
Serious injury, could require hospital treatment 
 
Fatality, or several people seriously injured 

L1 through to H3 Young child slips over chair leg, bumps 
head. 
 
Risk rating is between L1 – M2. 
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