
The Parish of St Chad, Irby, with St Bartholomew, Thurstaston

Safeguarding Children, Young People & Vulnerable Adults.
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Policy and Procedures 2012

Our policy and procedures are based on those outlined in Protecting All God’s Children, published by the House of Bishops’, 4th edition 2010, and Safeguarding Children, Policy and Procedures 2011, produced by Chester Diocese.  The Chester Diocesan document can also be accessed on: http://www.chester.anglican.org/dev/docs/children/safeguarding-children-policy.pdf
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1. Policy Statement on safeguarding children, young people and vulnerable adults.

(For the purposes of this document, a child/young person is a person under the age of 18 years.)

1.1. This statement was agreed at the PCC meeting of St Chad Irby and St Bartholomew Thurstaston held on:   





10th September 2012
As members of this church, we commit ourselves to the nurturing, protection and safekeeping of all, especially children, young people and vulnerable adults.

It is the responsibility of each one of us to prevent the physical, sexual and emotional abuse of children, young people and vulnerable adults and to report any abuse discovered or suspected.

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

Our church is committed to supporting, resourcing and training those who work with children, young people and vulnerable adults and to providing supervision.

Our church is committed to following the policy and procedures outlined in the Chester Diocesan Safeguarding Children and Young People. 
The parish will adopt good practice guidance in its mission and ministry among children and young people (see Appendix 6). 

It is expected that all who work with children and young people will comply with the policy and procedures outlined in the Parish’s Safeguarding Children, Young People & Vulnerable Adults and with its Good Practice guidance.  

As a Parish we are committed to the following principles in our ministry among children, young people and vulnerable adults:


children and young people are an important part of the Church today;


they have much to give as well as to receive;


we will listen to them;


as we nurture them in worship, learning, and in community life, we will respect the wishes and feelings of children and young people.

1.2. As part of our commitment to children, young people and vulnerable adults, the PCC has

appointed Mr Robert Wiseman to be the Parish’s Safeguarding Officer.

1.3. This policy statement will be read out to at least one PCC meeting each year, at which progress in its implementation will be reviewed.

2. Principles underlying the parish policy and procedures for safeguarding children and young people. 
2.1. St Chad Irby with St Bartholomew Thurstaston endorse the following statement from the House of Bishop’s document Protecting All God’s Children 2010  2.1 page 8:

The Church of England, in all aspects of its life, is committed to and will champion the protection of children and young people both in society as a whole and in its own community. It fully accepts, endorses and will implement the principle enshrined in the Children Act 1989 that the welfare of the child is paramount. The Church of England will foster and encourage best practice within its community by setting standards for working with children and young people and by supporting parents in the care of their children. It will work with statutory bodies, voluntary agencies and other faith communities to promote the safety and well-being of children and young people. It is committed to acting promptly whenever a concern is raised about a child or young person or about the behaviour of an adult or someone under the age of eighteen in a position of trust, and will work with the appropriate statutory bodies when an investigation into child abuse is necessary. It is also committed to the support of those who have been abused and to listening to the voices of survivors, who can help the Church learn lessons from the past”

2.2. St Chad Irby with St Bartholomew Thurstaston endorse the following statement from the House of Bishop’s document Protecting All God’s Children 2010 and Safeguarding Children, Policy and Procedures 2011, produced by Chester Diocese. 

Every person has a value and dignity which comes directly from the creation of male and female in God’s own image and likeness. Christians see this potential as fulfilled by God’s re-creation of us in Christ. Among other things this implies a duty to value all people as bearing the image of God and therefore to protect them from harm.

Principles

We are committed to:


The care, nurture of, and respectful pastoral ministry with, all children and adults


The safeguarding and protection of all children, young people and adults when they are vulnerable


The establishing of safe, caring communities which provide a loving environment where there is a culture of ‘informed vigilance’ as to the dangers of abuse.

To achieve these aims/principles:


We will carefully select and train all those with any responsibility within the Church, in line with safer recruitment principles, including the use of criminal record disclosures and registration with the relevant vetting and barring schemes.


We will respond without delay to every complaint made which suggests that an adult, child or young person may have been harmed, co-operating with the police and local authority in any investigation.


We will seek to work with anyone who has suffered abuse, developing with him or her an appropriate ministry of informed pastoral care.


We will seek to challenge any abuse of power, especially by anyone in a position of trust.


We will seek to offer pastoral care and support, including supervision and referral to the proper authorities, to any member of our church community known to have offended against a child, young person or vulnerable adult.


In all these principles we will follow legislation, guidance and recognised good practice.
2.3. We recognise that the church is probably unique in caring for both those who have been abused and for those who have abused others.

3. The role of the Parish Priest, Parochial Church Council, and the Safeguarding Co-ordinator.
3.1. The PCC, with the Parish Priest, share the responsibility for the duty of care of the children, young people and vulnerable adults in their church setting.

Members of the PCC will be fully aware of the Chester Diocesan Policy on Child Protection, and will ensure that a Safeguarding policy for the parish is produced, which is consistent with this document and adapted to the local situation. 

3.2. The PCC will ensure that the parish policy is reviewed annually to ensure that it is still appropriate to the work currently undertaken.

3.3. The PCC will appoint a Safeguarding Coordinator and support that person in the implementation of this role. See below for a role description. 

3.4. The PCC will ensure that people who are authorised to work with the children, young people and vulnerable adults within the parish are properly appointed, trained and supported. 
3.5. The PCC will ensure that people who are known to pose a threat to children, young people or vulnerable adults are effectively managed and monitored in the church context.

3.6. The PCC is aware that failure to comply with the Diocesan Guidelines will leave it open to the charge of negligence if any child, young person or vulnerable adult in its care (or in the charge of its officers or organisation) comes to any harm. 

3.7. The Parish Safeguarding Coordinator will be appointed by the PCC annually and will ensure that:


The Parish Policy is reviewed, updated and adopted by the PCC on an annual basis together with a brief report on the current implementation within the parish.


The Parish Policy document is widely available and appropriate information about safeguarding policy and procedures is given to all existing and new workers in the various groups within the parish.


Relevant parts of the Parish’s Safeguarding policy are shared with all organisations using the facilities of the church.


All volunteers follow the appropriate recruitment process in conjunction with the PCC and Parish Priest, including referrals to the CRB authorities


All volunteers have  role descriptions and volunteer agreements in respect of their work with children, young people and vulnerable adults.


The Parish Safeguarding Policy is implemented and that the PCC is informed of any difficulties in doing so.


There is a poster identifying sources of help for children and young people displayed wherever they meet i.e. Childline, NSPCC.



The PCC is  informed  of relevant changes in legislation.

4. The recruitment, selection and appointment of volunteers involved in working with children, young people and vulnerable adults. 

4.1. The following procedures for the recruitment, selection and appointment of volunteers to work with children and young people in church, and church related groups, are based on those outlined in Safe From Harm (The Home Office, 1993), All God’s Children (House of Bishops) and Safeguarding Children and Young People (Chester Diocese). 

4.2. They will apply to anyone who is involved in regularly caring, training, supervising or in sole charge of children, young people and vulnerable adults on behalf of St Chad Irby with St Bartholomew Thurstaston Churches. The current understanding of “regular” is given as at least once a month on an ongoing basis. With our current provision, this will include leaders and helpers for the following groups:

Junior Church

Tots and Tinies 

Other volunteers as diocesan and national guidance advises.

4.3. Prospective volunteers will: 


Have the opportunity to discuss the requirements of the role, its responsibilities and the church’s vision for children’s ministry;


Complete a registration form, a confidential declaration form (in order that they have an early opportunity to declare any relevant matters) and give the name of two referees, from whom written references will be obtained. Before a prospective volunteer takes up a post, a Criminal Records Bureau Disclosure will be obtained (only applies to adults over 16 years of age);


Be given a written description of the role and the responsibilities involved.

4.4. Volunteers will be appointed for an initial period of 6 months and for a maximum of 3 years before they are asked to renew their commitment to this role.

4.5. Additional notes:


The decision to seek a CRB disclosure will be made on the basis of the assessment of risk posed by the particular individual in the circumstances and settings under which they will operate and not on the grounds of “just in case”. 


Volunteers in roles that present less risk (e.g. those helping with support activities at e.g. holiday clubs, helping with refreshments, clearing up) will be asked to complete a registration form and a self-declaration form. 


The PCC will decline offers from volunteers deemed to be unsuitable. Where appropriate, such people will be guided to another form of Christian service.


In line with Diocesan policy, we shall not accept portability (the transfer of CRB information from one organisation to another). A new certificate will be obtained for work within the parish.


We shall renew CRB checks every 5 years, unless we are advised to do otherwise. 


We will require volunteers to sign annually a declaration stating that no changes have occurred in their circumstances relating to work with young people, such as for example a caution or conviction of another person in their household.

4.6. A register will be kept of all volunteers working in church or church related groups for children, young people and vulnerable adults. This will include each volunteer’s registration form, references, confidential declaration form and confirmation from Chester Diocese that a satisfactory CRB disclosure has been obtained. They will be stored in a safe and secure place within the parish in perpetuity.

4.7. Safeguarding policy for hirers of our Churches and buildings.


When one of our church buildings is hired for private parties, it is the responsiblity of those hiring the premises to assure themselves of the safety of their children. However, the PCC will decline to hire their premises to anyone that they believe may be unsuitable and unlikely to run a safe party.


When children’s groups have a regular hire arrangement with the PCC, it will be a condition of hire that the organisers either agree to conform to the parish’s Safeguarding policy, or provide the PCC with a copy of their own child protection policy.


The PCC will obtain written confirmation from all regular hirers that they have public liability cover for their activities.  
5. Good Practice in working with children and young people. 
As Churches, we are committed to following “good practice” in all our work with children and young people. Our basic standards of good working practice are set out in Appendix 5, a copy of which will be given to all leaders on appointment. 

6. Responding to concerns about or allegations of abuse.

6.1. Concerns about, or allegations of, abuse are not a common occurrence, but the PCC has set down the following procedures so that all leaders/helpers of children’s and young people’s groups and those working with vulnerable adults have clear guidelines for responding appropriately should the need arise. 

6.2. If a leader/helper suspects that a child or young person is about to disclose abuse, they will:


Make it clear to the young person or vulnerable adult that they cannot promise confidentiality;


Listen to the child, young person or vulnerable adult, letting them express their views and feelings without inter​ruption, accepting what they are saying;


Reassure the child, young person or vulnerable adult that they have done the right thing in telling someone;


If abuse or possible abuse is disclosed, explain that they must pass this information on.

6.3. It will be explained to leaders/helpers that they must not:


Show shock or disbelief in response to what they are being told;


Agree to keep the disclosure a secret;


Make a promise or suggestion that they can stop the abuse;


Ask questions seeking further detail – this risks contaminating evidence;


Investigate any allegation. We recognise that specially trained professionals undertake this role;


Contact the alleged perpetrator; 


Make any statement or comment to the press.

6.4. As soon as possible after the conversation, the leader/helper will:


Make notes of what was said using the child’s, young person’s or vulnerable adult’s words whenever possible;


Speak to the Parish Priest or the group’s co-ordinator who will refer the concern to the Inter - Diocesan Child Protection Adviser;


If the subject of the allegation is the Parish Priest then the Archdeacon or Diocesan Child Protection Adviser (NOT the Bishop) will be contacted.
6.5. All concerns about abuse will be taken seriously and the protection of any child who is or has been exposed to danger of abuse will be sought without delay. If a child is considered to be in immediate danger the police will be contacted straight away by the person discovering the danger if there is insufficient time to communicate with the Safeguarding Co-ordinator or the Rector.
6.6. In the case of a clear allegation or a strong suspicion the case will be referred to the Police or Children and Young People’s Services. We will not investigate any allegations ourselves. We shall seek the guidance of the Local Authority or Police Representative before contacting parents. 

6.7. Any requests for press statements will be referred to the Diocesan Communications Department. 

6.8. In consultation with the Inter Diocesan Child Protection Adviser, serious matters of child protection, which might subsequently result in an insurance claim, will be reported to the Parish’s insurance company.
7. Diocesan guidelines on safe practice in the use of photographic images
(Taken from Safeguarding Children 2011, Chester Diocese, page 31.)

7.1. When using photographic images of people in diocesan publication and websites the following is a good practice protocol advised by the National Safeguarding and Youth Officers. The legal position relating to this area is currently under review by the Court of Appeal, who have taken the view that in one case it was at least arguable that a child photographed in a public place has a reasonable expectation of privacy. The guidance below goes beyond the current definitive legal position, which allows for images of anyone in a public place to be published as long as the photography is not intrusive.

7.2. As Christian publishers we wish to demonstrate love for our neighbour by respecting his or her privacy and not causing any embarrassment.

7.3. We want to promote and encourage the Church’s work with people of all ages, through the appropriate use of images and video reflecting the diversity of church activities in our publications.

7.4. People should always be made aware of our wish to take photographs or to film, with an explanation given as to how the photographs/film will be used. Awareness will be assumed if: 


people are attending a photo call;


the intention to take photographs or to film is included in the invitation to the event;


people are given the choice to opt out.

In all other circumstances permission should be sought at the time the photograph is taken and a chance to opt out should be given.

7.5. Even given the ‘assumed awareness’ of the circumstances listed in 7.4 above, specific permission should be sought for images of individuals (a person may be happy for a large group photo, but not an individual one). Specific permission should also be sought where it is the intention to name any person shown in the photograph in an accompanying caption or article.

7.6. Photographs submitted for publication where young people are recognisable and there is insufficient evidence that their consent has been obtained should not be published. Permission should not be assumed, even if images have been submitted (e.g. by parishes) for publication.

7.7. Many schools approach parents to ascertain whether they have objections to photographs of their child being used in various media to represent the activities of the school. Teachers are often, therefore, in a position to grant general permission to publish images of children in school-related activities (e.g. cathedral education events), in loco parentis. However, this should not be assumed, and permission from an appropriate representative of the school should be sought to publish such images in church publicity.

7.8. Outside this school activity context, in other cases involving minors (under-16s), their consent and the consent of a person with parental responsibility for the child should be obtained, which must specify for what purposes the photos or film will be used and how they will be stored if not destroyed. In particular, if the intention is to use the picture or film on the internet, this will be clearly stated at the time the permission is sought.

7.9. Further written consent will be required from young people and their parents/cares if photographs or film are to be used in other ways.

7.10. Clearance forms should be stored with photographs or film for future reference.
8. Diocesan guidelines on safe practice with the use of electronic communication  

(Taken from Safeguarding Children 2011, Chester Diocese, page 32

ICT (Information and Communication Technology) Safety

Background

In recent years the huge increase in the use of, and accessibility to, different types of information and communication technology (*ICT1) has created more effective and speedier methods of connecting with each other and introduced new ways in which to transmit information. However, along with the positive implications of these new communication technologies, we also find ourselves aware of how they can be misused, particularly in working with children and young people. 

Today 41% of children aged 8-11 regularly use the internet, and over 75% of 11 year olds have their own television, games console and mobile phone (*ICT2). These proportions have increased over the years and it has become the norm for our children and young people to own mobiles, be extremely computer literate and to own their own part of cyberspace, whether that is through a social networking site or having their own webpage.

It is unsurprising that they would want to use these new and very accessible methods of ICT in order to contact their peers, family and those who work with them through church activities so, as the Church, we have a responsibility to communicate professionally, accountably and effectively with the children and young people we serve through these methods.

In light of the recent tragic events in the news involving cyber bullying and grooming through Facebook, this document is intended to increase awareness and understanding of information and communication technology and thereby creating a greater sense of accountability in our use of it. As in all our ministries amongst the parishes and communities of this diocese, we seek to place the safety of children, young people and vulnerable adults at the very highest level.

General protocols for ICT communication


Consent should be obtained by leaders (*ICT3) from the parents or guardians of any young people or children they wish to communicate with through ICT.


Clear and unambiguous language should be used. Many abbreviations are currently used which are open to misinterpretation, for example “lol”‟ could mean “laugh out loud‟ or “lots of love”. Nuance and tone in communication can sometimes be hard to read, so ensure that language is clear and not open to misunderstanding.

Use of emails and Instant Messenger (IM)


When using emails and IM, such as MSN, in communicating with children and young people, you should ensure that the general protocols for ICT communication should be taken into account.


Another leader should always be copied into all emails which are sent to children and young people to ensure accountability. If no other appropriate adult within the parish is available to be accountable, then a suitable substitute should be found such as the parish priest or churchwarden.


When communicating with a group of children or young people, use a group email and not individual ones. This saves time, and ensures there is no favouritism as everyone will receive the same message.


A specific email account should be used to communicate with children and young people. The address should be known by the young person or child, their parent or guardian, and other leaders. This should not be your personal email account.


There should be an agreed length of time for a conversation with a child or young person through instant messaging, and an agreed curfew when no communication should take place, for example between 10pm and 7am.


Log all conversations in a text/Word file and ensure that it is saved in a specific area on your computer. At the beginning of each IM conversation, you should inform the child or young person you are communicating with that the content of your conversation will be saved.

Mobile Phones


When using mobile phones in communicating with children and young people, you should ensure that the general protocols for ICT communication should be taken into account.


If a child or young person owns a phone, it is possible that parents may not wish leaders to know the number, so it is important to obtain consent to contact their child on that particular number or on any other mobile number given.


Where at all possible use group rather than individual texting.


As with emailing and use of IM, ensure that your language is not open to misinterpretation and avoid using emoticons or abbreviations that could be misunderstood.


Any text messages that are received which cause concern should be saved and passed to your Parish CPO.


Most mobile phones now come with built in digital cameras. As with all cameras used by leaders you should ensure you have parental consent to take and use photographs taken of children and young people.

Social Networking Sites (SNS)


Sites such as Facebook, Bebo, MySpace and others create further issues which are not covered in previous sections. Again, guidance around consent, accountability, curfew and language should be followed in using social networking sites.


It is recommended that on SNS, leaders should have two profiles; one for personal use and the other for work use.  “Friend requests” from young people known to leaders should only be accepted on their work profile. When using your work profile on any SNS, you should ensure that use of any IM/chat facility is restricted to emergency use only.


Communication should be in the public domain wherever possible by using group mailing and public wall posts.


Where groups are set up on SNS, they should be in a closed status and not open to the general public. Administrative rights to the group should be retained by the leader/s who should undertake regular moderation and evaluation of the group.


Any content in conversations, wall posts or messages that causes concern should be saved, printed and passed onto your Parish Safeguarding Co-ordinator.

*1 ICT are electronic devices such as personal computers (PC), mobile phones, smartphones, Personal Digital Assistants (PDA), games consoles and digital cameras that allow communication via websites, email, instant messenger, voice and texts.

* 2 Statistics from OFCOM

* 3 Leaders include children’s and youth leaders, clergy, Parish Child Protection Officers and other people with a responsibility for work with children and young people

9. Diocesan guidelines on the recruitment of ex–offenders

9.1. We shall abide by the Diocesan Policy on the Recruitment of ex offenders, appropriately applied to our parish situation. The following is taken from Safeguarding Children 2011, Chester Diocese, page 18.

9.2. It is a requirement of the Criminal Records Bureau (CRB) Code of Practice that all Registered Bodies must treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of information revealed.
It also obliges Registered Bodies to have a written policy on the recruitment of ex-offenders, a copy of which can be given at the outset of the recruitment process.

9.3. The Diocesan Policy on the recruitment of ex-offenders states:


As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, the Diocese complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of information revealed.


The Diocese is committed to the fair treatment of its parish staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical disability or offending background. 

We actively promote equality of opportunity for all with the right mix of talent, skills and potential, and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.

A Disclosure is only requested after a risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

Where a Disclosure is to form a part of the recruitment process, we encourage applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate confidential cover, to a designated person, and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows the Diocese to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.


We ensure that all those in the Diocese who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.


This policy should be made available to all Disclosure applicants at the outset of the recruitment process. 


At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might relate to the position. Failure to disclose information that is directly relevant to the position sought may lead to withdrawal of an offer of employment.


We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.


We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

9.4. Having a criminal record will not necessarily bar anyone from working for us
9.5. We will consult with the Diocesan Child Protection Adviser and/or the Diocesan Child Protection Advisory Group when applicants receive a blemished disclosure or applicants are aggrieved about the outcome of the CRB process.
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St Chad Irby with St Bartholomew Thurstaston

Application form for volunteer roles involving children, young people or vulnerable adults Section A

If you have a disability that may make the completion of this form difficult, the form can be completed by someone on your behalf but we will still require your signature. If you have a disability that may make it difficult for you to attend an informal chat regarding the role, please advise us so we can assist you as appropriate.

(Please complete in BLOCK CAPITALS using black ink)

By applying to work with children or vulnerable adults within the Church you are confirming that you are not barred from working with vulnerable groups. If this is not the case, you are committing a criminal offence.

Role(s) Applied For:

Title: Mr/Mrs/Miss/Ms/Other (please specify)

Current Full Name: (please include all forenames in addition to your surname)

Name Known By: (if applicable)

Full Address:

Postcode:

Preferred Contact Telephone number(s):

Email Address:

How long have you lived at the above address? 

(If less than 12 months, please state your previous address and parish / church)

Name of Group with which you intend to work:

Where and when they meet: 

How often they meet:                                                 Age range of Group: 

Question 1 of 3

Please tell us something about yourself – any interests or experience you have which are relevant to the role

Question 2 of 3

Do you have any current medical conditions you feel we should be aware of in order that we can ensure your wellbeing whilst you undertake the role(s)?

Question 3 of 3

Please give names, addresses and telephone numbers of two people who we may contact who have

known you well for at least 2 years and would be able to comment on your suitability for this role.

We cannot accept references from your relatives or family members; your Parish Priest / Deacon or members of your Diocesan/Religious Safeguarding Team. Please note that only 1 of the 2 required referees may be a member of the group/activity to which you are applying to work.

Referee 1 






Referee 2

Full Name






Full Name

Full Address 






Full Address

Postcode






 Postcode

Preferred Contact





Preferred Contact

telephone number(s)





telephone number(s)

Email Address






 Email Address

In what capacity does this person know you?


 In what capacity does this person know you?

Declaration (please read, sign & date)

o I give my consent, in accordance with the Data Protection Act 1998, for the information contained in this form to be processed and stored for the purposes of recruitment.

o I understand that a Criminal Records Bureau (CRB)/pre-appointment vetting checks will be required as part of the recruitment process. Details of the CRB check will be recorded and retained indefinitely on the National CSAS Confidential Database.

o By making this application I confirm that I am not barred from working with vulnerable groups and understand that to apply to work with children/vulnerable adults when barred from doing so is a criminal offence.

o In the event that I am not appointed or in the future step down from the post, I understand that relevant information will be retained on file until I reach normal retirement age, or for 10 years if that is longer. (As per Working Together good practice guidance)

o I declare that the information I have given on this form is correct and true to my knowledge.

Are you willing to undertake a course of training pertinent to your area of work, within the next 12 months? 


Yes      
 No   
Signed:








 Dated:

Please return this form Section A and B to (Safeguarding Co-ordinator):
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Appendix 2. CONFIDENTIAL
St Chad Irby with St Bartholomew Thurstaston                  

Application form for volunteer roles involving children young people or vulnerable adults

Section B   

Declaration  This form is strictly confidential and, except under compulsion of law, will be seen only by those responsible for the appointment and, when appropriate, the diocesan child protection adviser. All forms will be kept securely under the terms of the Data Protection Act 1998.

Guidelines from the Home Office following the Children Act 1989 advise that all voluntary organisations, including churches, should take steps to safeguard children who are entrusted to their care. In accordance with the House of Bishops‟ Policy on Child Protection, you are therefore required to make the following declaration:

Have you ever been convicted of a criminal offence (including any “spent convictions‟ under the Rehabilitation of Offenders Act 1974) or placed on probation, or discharged absolutely or conditionally for a criminal offence?


Yes  No 

Have you ever been cautioned by the police, given a reprimand or warning or bound over to keep the peace? 


Yes  No 

Are you at present under investigation? 








Yes No 

Have you ever had a child removed from you or placed under supervision by the Local Authority?
Yes No 

Do you suffer, or have you suffered from any illness, disease or disability which may affect your ability to work with children and / or young people?
 








Yes No 

Has your conduct ever caused or been likely to cause harm to a child or put a child at risk, or, to your knowledge, has it ever been alleged that your conduct has resulted in any of those things?




Yes No 

Have you, since the age of eighteen ever been known by any name other than that given below?

Yes No 

Have you during the last five years, had any home address other than that given below?


Yes No 

If you answered YES to any of the above, please give details which may, if you wish, be enclosed in a separate sealed envelope. It will be regarded as relevant only to this application and will not necessarily debar you from consideration. The object of this is not, in any way, to reflect upon your integrity, but it is necessary simply to protect the children and young people, the parish priest and the PCC.

Signed ________________________________________ Date ____________________

Before an appointment can be confirmed applicants must provide a satisfactory enhanced disclosure from the Criminal Records Bureau.

Appendix 3. CONFIDENTIAL
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St Chad Irby with St Bartholomew Thurstaston

Parish Office 

St Chad’s Vestry

Roslin Road

Irby

Wirral CH61 3UH

Date: 

Letter to referees

Dear




,

(name of professional/volunteer) has offered to work in a professional/voluntary capacity as a helper at St Chad Irby and St Bartholomew Thurstaston (name of organisation – e.g. youth club, Sunday School) and has given me your name as a referee.

The Diocesan guidelines state that the welfare of children is paramount, and they require parishes to enquire into the background of those working with children in the church.

Please fill in the enclosed form, and return it to me. If you have any queries, or you wish to speak to me, you may telephone me at any time.

You and I will recognise that these are sensitive matters. But it is now standard for questions like these to be asked of everyone who works with children and young people, whether in a paid or unpaid capacity. Your answers will be treated in utmost confidence.

May I take this opportunity of thanking you for your help.

Yours sincerely,

Safeguarding Co-ordinator
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St Chad Irby with St Bartholomew Thurstaston

Answer form for referees

Reference Form for Candidates applying to work with Children and Young People

Name of Candidate: _____________________________________________________________________

Post applied for: _____________________________________________________________________

Please fill in this form to the best of your ability and return it to the Parish Safeguarding Coordinator.

If you have any questions please feel free to telephone the Coordinator.

1. How long have you known the candidate and in what capacity?

_______________________________________________________________________

2. Please describe any previous experience of looking after or working with children or young people that the candidate has. In your opinion, would the candidate be willing to undertake training within the first twelve months?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

3. Does the candidate demonstrate an ability to provide warm and consistent care and knowledge of appropriate boundaries / behaviour?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

4. Does the candidate demonstrate a commitment to treat all children and young people as individuals and with equal concern?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

5. Is the candidate a person of integrity and flexibility, whose physical and emotional well-being are appropriate for the service he or she is offering?

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

6. To your knowledge, has the candidate ever been convicted of a criminal offence (including any “spent convictions” under the Rehabilitation of Offenders Act 1974), or placed on probation, or discharged absolutely or conditionally for a criminal offence?











Yes  No   

7. To your knowledge, has the candidate ever had a child removed from her / his custody or placed under supervision by a Local Authority?











Yes  No   

CONFIDENTIAL

8. To your knowledge, has the candidate’ conduct ever caused or been likely to cause harm to a child, or put a child at risk, or (to your knowledge), has it ever been alleged that her / his conduct has resulted in any of these things? 





  
                                                    Yes   No   

If the answer to any of the questions 6 to 8 is Yes, please give details below.

Signed: __________________________________________ Date: _________________

Referee’s name, address and telephone number:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

N.B. Please return this form to the Parish Safeguarding Co-ordinator 

Appendix 5  CONFIDENTIAL
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Parish of St Chad Irby and St Bartholomew Thurstaston
Working agreement including role outline (role description)

Name_of_Volunteer:______________________________________________________

Address:

_______________________________________________________________________

_______________________________________________________________________

Thank you for agreeing to work as ___________________________________ in part of our overall work with children and young people.

The Parochial Church Council (PCC) puts a very high value on work with children and young people.

The PCC intends to make sure that the appropriate resources and support are available from the Parish and from the Diocese and intends that no one should work unsupported.

These are the particular responsibilities of the volunteer’s work that have been discussed with you in detail:

 _______________________________________________________________________

Working with children and young people is a big responsibility but it also brings enormous satisfaction.

The PCC hopes that you find this work rewarding. Any further questions that arise from time to time can be discussed with _______________________________________

Once a year ____________________ will meet with you to talk about the work, and if you wish to continue, we can discuss training opportunities so that there is an opportunity to continue to develop skills.

You acknowledge receipt and have read a copy of the Parish Child Protection Procedures and understand who to contact and the referral procedures.

This agreement assures you of the continuing prayerful support of the Parish for volunteers and the work which is undertaken on our behalf.

Signature of Incumbent / Priest-in-Charge:_____________________ Date: __________

Signature: ________________________ (Role) ____________________ Date: ______

On behalf of the PCC.

Signature: ___________________________________ (Volunteer) Date: __________
Appendix 6
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St Chad Irby with St Bartholomew Thurstaston

Checklist (may be used as an aide memoire)

When appointing staff/volunteers to posts working with children/young people

1. Name of volunteer_____________________________________________________

2. Date role description agreed by  PCC______________________________________

3. Date application form received from candidate_______________________________

4. Date confidential declaration received______________________________________

5. Written reference – Name of referee_______________________________________

Date_letter_sent____________________________________________________

Reply_received_____________________________________________________

6. Written reference – Name of referee ______________________________________

Date_letter_sent________________________________________________________________

Reply_received___________________________________________________________________

7._Date completed CRB form received _______________________________________

8._Date_CRB_form_signed_and_sent_to_diocesan_office________________________

9. Date CRB response received ______________________________________________

10. E learning Safeguarding training completed ________________________________

11. Date appointment agreed by PCC ________________________________________

12. Date of start of probationary period ______________________________________

13. Date post confirmed __________________________________________________

14. Volunteer agreement given to worker_____________________________________

15. Date for first review discussed___________________________________________

Appendix 7   Volunteer Annual Declaration Form                                    [image: image7.png]



Name of Volunteer

Date of Declaration

I declare that since my last declaration that there have been no changes in my or my household’s circumstances, such as a caution or conviction, which might have an adverse affect on my work with children or vulnerable adults. 

Signed:

Next is Appendix 8 Various Consent Forms
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St Chad Irby and St Bartholomew Thurstaston                                          

ANNUAL CONSENT FORM FOR CHILDREN INVOLVED WITH CHURCH ACTIVITIES 
Group: ______________________________________________

Full name of child: _____________________________________

Date of birth: ______/______/______

Child’s Address: ______________________________________________________________________________

Details of any regular medication, medical condition (e.g. asthma, epilepsy, diabetes, allergies, dietary needs etc.), illness or disability which may affect normal activity:

______________________________________________________________________________

Name of Doctor: __________________________________________________________________________

Doctor’s telephone number (incl. code): _________________________________

Date of last anti-tetanus injection (if known): ______/______/______

Child’s NHS number (if known) _______________________________

With whom does the child live? ______________________________

What Relationship does this person have to the child (e.g. Mother): ________________________

Tel: (day) _________________________

(evening) _________________________

Name of additional contact (e.g. grandparent, or other holding parental responsibility):

______________________________________________________________________________

Tel: (day) _________________________ (evening) _______________________

Consent to use of images:

*I do/ do not give permission for images of …………………………………………… to be taken as part of a group using (tick): camera , video , digital-camera , webcam , mobile 

*I do/do not give permission for images of ……………………………………… to be used: (tick yes or no) 

To promote the event: Yes No 

To promote the event as a safe place for young people: Yes No 
St Chad Irby with St Bartholomew Thurstaston
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CONSENT FORM FOR CHURCH ACTIVITIES

Statement of consent for:                                       (name of children/young peoples activity)                   

I give permission for __________________________ to take part in the normal activities of this event.

I confirm that separate permission has been sought for other identified activities.

I understand that while involved he/she will be under the control and care of the group leaders, and/or other adults approved by them, and that, while the staff in charge of the group will take all reasonable care of the children, they cannot necessarily be held responsible for any loss, damage or injury suffered by him/her during, or as a result of, the activity.

In an emergency and/or if I am not contactable, I am willing for him/her to receive necessary hospital or dental treatment including an anaesthetic          Yes              No    (ring as appropriate)

Name: _____________________________________

Relationship to child: __________________________

Signed: _____________________________________      Today’s date: ______/______/______

Contact telephone: Landline _________________________ Mobile_________________

Address (if different to that of child): ______________________________________________________________________________

______________________________________________________________________________

If you do not have parental responsibility (e.g. you are a foster carer/grandparent, etc.), please give details of those with parental responsibility:

Names(s): ___________________________________________________________________

Address(es): _________________________________________________________________

____________________________________________________________________________

Tel: (1) (day) ____________________   (evening) _______________________

       (2) (day) ____________________   (evening) _______________________

Consent to use of images:

*I do/ do not give permission for images of …………………………………………… to be taken as part of a group using (tick): camera , video , digital-camera , webcam , mobile 

*I do/do not give permission for images of ……………………………………… to be used to: (tick yes or no) 

promote the event: Yes No and promote it as a safe place for young people: Yes No 

St Chad Irby with St Bartholomew Thurstaston            
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IMAGES CONSENT FORM FOR CHILDREN OR YOUNG PEOPLE

To be completed if it is likely during the course of an event, it is likely that images of young people will be taken.

Predominantly, these will be taken by camera (photo) and/or video.

Images may be used to promote future events of this nature.

Consent to use of images:

*I do/ do not give permission for images of …………………………………………… to be taken as part of a group using (tick): camera , video , digital-camera , webcam , mobile 

*I do/do not give permission for images of ……………………………………… to be used : (tick yes or no) 

To promote the event: Yes No 

To promote the event as a safe place for young people: Yes No 

Your name: ________________________________________

Relationship to child: ________________________________________

Signed: ___________________________________ Date: ________________
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St Chad Irby with St Bartholomew Thurstaston            
              

IMAGES CONSENT FORM FOR CHILDREN OR YOUNG PEOPLE (MULTIPLE CONSENT)

To be completed by each responsible adult (use another page if needed) if it is likely during the course of an event that images of children will be taken.  If the responsible adult does NOT want images taken of their child or use of images for a certain type of promotion of event please ask them to indicate as indicated.

DATE OF EVENT:

EACH RESPONSIBLE ADULT TO READ BELOW AND COMPLETE TABLE AS WISHED

*I do/ do not  (tick appropriate column) give permission for images of (indicate name of child(ren)) to be taken as part of a group using cameras/videos/digital cameras/webcams/mobiles (indicate which type of media if any you do NOT want used) for promotion of the event and/or as an event safe for young people (indicate if you do NOT want it used for one of these purposes)                                                                                

	Name of child
	Name of responsible adult
	Relationship of responsible adult
	Signature of responsible adult
	Permit
	Refuse
	Indicate type of media or use of media NOT wanted
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The role of the Parish Safeguarding Co-ordinator

The Parish Safeguarding Co-ordinator is appointed by the PCC annually, this person will have up to date knowledge and have completed the diocesan e learning package for safeguarding children prior to taking on the role and then will be responsible for the following tasks:

 To ensure that the Parish Policy is reviewed, updated and adopted by the PCC on an annual basis together with a brief report on the current implementation within the parish.

 To ensure that the policy document is widely available and given to all existing and new workers in the various groups within the parish.

 To ensure that the Parish Policy is shared with all organisations using the facilities of the church.

 To ensure that all volunteers go through the appropriate recruitment process in conjunction with the PCC and Parish Priest.

 To ensure that each volunteer has a role description and a volunteer agreement in respect of their work with children and young people.

 To ensure that each volunteer has an opportunity for an annual review of their work and that this review is recorded and details kept on file.

 To monitor the implementation of Parish Policy and report to the PCC any difficulties in doing so.

 To ensure that there is a poster identifying sources of help for children and young people displayed wherever they meet i.e. Childline, NSPCC.

 On leaving the post, the coordinator must pass on all records, documents and resources in good order to their successor or the parish priest.
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St Chad Irby with St Bartholomew Thurstaston

Recommended good practice to be given to youth/child group leaders etc

Adult / Child Ratios

Guidance recommends the following ratio of leaders to children according to their age:

For 0 to 2 years - 1 leader to every 3 children (1:3)

For 2 to 3 years - 1 leader to every 4 children (1:4)

For 3 to 8 years - 1 leader to every 8 children (1:8)

For over 8s - 1 leader for the first 8 children followed by 1:12 

(i.e. 32 children would require 3 leaders)

Toilets - The ideal is 1 toilet and 1 hand basin per 10 children

Warm and Clean - Group areas should be warm, adequately lit and ventilated. Maintain high standards of cleanliness.

Special Needs - Be able and willing to accommodate children with special needs. Be aware of access to your building and toilet facilities.

Entrances and Exits - Should be well lit and easily accessible.

Registration - Social Services need to register premises where activities take place for more than 2 hours in any one day or if a holiday club runs for more than 6 days a year.

More than one leader - There should always be more than one leader for any group. (If possible have at least one male and one female leader if the group is mixed).

Time alone - Minimise time alone with any child or young person. If it is vital to be isolated with an individual ensure that another leader is informed of where you will be and why. If possible remain in the view of another leader. Try never to be behind a closed door but if necessary tell someone that you are there.

Administration - Keep an up-to-date register and record of children, their parents and contact phone numbers, attendance and other specific information (such as asthma, epilepsy, diabetes, allergies etc).

Insurance - Most existing parish insurance covers indoor activities for children and youth. PCCs need a record of any other activities that may take place and it must be checked that insurance cover is adequate.

Touch - Touch is an important part of human relationships: for example, it can be necessary to stop a young child from hurting herself or himself; it can also be a natural way of responding to someone in distress. However, everyone working with children should be sensitive to what is appropriate and inappropriate physical contact, both in general terms, and in relation to a specific individual.

Leaders need to be conscious of situations in which their actions, however well intentioned, could be misconstrued by others or be harmful.

Good Practice with Colleagues - If you see another member of staff acting in ways which might be misconstrued, be prepared to speak to them or to your supervisor about your concerns. Leaders should encourage an atmosphere of mutual support and care which allows all workers to be comfortable enough to discuss inappropriate attitudes or behaviour.

Health and Safety  -  All leaders should know the location of the nearest telephone.

 Adults must be aware of the safety / fire procedure.

 A fire drill should be carried out regularly.

 Fire extinguishers should be available and regularly checked.

 Children with infectious illnesses must not attend.

 No smoking should be permitted near the areas children will be in.

 Children should submit a health form before an activity.

 Take health forms when going off-site.

 Accidents should be recorded with a note of any action taken and signed by the leader involved.

 A first aid kit should always be available and its location must be well known.

 No medication should be administered without written parental consent. 

 One leader should be a firstaider.

 A responsible adult should make sure that the premises are open in good time.

Transport - If at all possible do not give lifts to children and young people on their own other than for short journeys. If they are alone ask them to sit in the back seat. Check that insurance covers the vehicle and passengers. Seat belts must be worn.

Finance - If money is collected, an account of this should be given to the PCC.

Volunteers - Volunteers, particularly those under the age of 18, should never work unsupervised and should be given clear guidance and support.

Casual Visitors - Casual visitors i.e. those who have not been authorised by the Church as leaders or helpers, should not have access to children without the presence of an adult who is deemed to be responsible for the group.

Communication - Clergy, the PCC and parents should be clearly informed of all the activities in which children and young people may take part on church premises or through the church in any way. The PCC must approve all church activities with children and young people.

Good Practice of Workers - Treat all children and young people with respect and dignity befitting their age; watch language, tone of voice and where you put your body.

 Do not engage in any of the following:

- invading the privacy of children when they are showering or toileting

- rough, physical or sexually provocative games

- making sexually suggestive comments about or to a young person, even in fun

- inappropriate and intrusive touching of any form

- any scapegoating, ridiculing, or rejecting a child or young person

 Learn to control and discipline children without using physical punishment.

 Do not let youngsters involve you in excessive attention-seeking that is overtly sexual or physical in nature.

 Do not invite a child or young person to your home alone: invite a group, or ensure that someone else is in the home. Make sure the parents know where the child is.

 Do not share sleeping accommodation with children or young people if you take a group away.




