
The Parish of St Chad’s Church, Pattingham with Patshull

SAFEGUARDING GUIDELINES
PROMOTING A SAFER CHURCH

These guidelines have been approved the Parochial Church Council in order to implement its Safeguarding Policy. 
It applies to all members of our church community although some provisions only apply to those undertaking 
particular roles.

Most of this guidance is taken from the Church of England’s Parish Safeguarding Handbook which is available 
online, together with a number of other resources for those at a parish level, at 
https://www.churchofengland.org/more/safeguarding/templates-resources 

For the purpose of safeguarding in the context of the Church of England the following definitions are used.
“Children and Young Persons” are those who are under 18 years of age.
The term “vulnerable adult” refers to a person aged 18 or over whose ability to protect himself or herself from 
violence, abuse, neglect or exploitation is significantly impaired through physical or mental disability, illness, old 
age, emotional fragility, distress, or otherwise; and for that purpose, the reference to being impaired is to being 
temporarily or indefinitely impaired.

There are a number of annexes which include the PCC’s Safeguarding Policy and the parts of the Parish 
Safeguarding Handbook which are likely to be of most direct application. Annex 7 is a list of various roles within 
our church with notes as to the training, recruitment and other requirements applicable to those roles.

These guidelines (other than Annex 7) were approved by the PCC on 11th December 2018 and will be reviewed at 
least annually thereafter. Annex 7 was approved by the PCC on 23rd July 2019.

List of Annexes

Annex 1 – The PCC’s Safeguarding Policy

Annex 2 – Safer Recruitment (Section 5 of the Parish Safeguarding Handbook)

Annex 3 – Safeguarding Training (Section 6 of the Parish Safeguarding Handbook)

Annex 4 – A Safe Environment and Activities (Section 11 of the Parish Safeguarding Handbook)

Annex 5 – Use of Social Media (Section 12 of the Parish Safeguarding Handbook)

Annex 6 – Responding Promptly to Every Safeguarding Concern or Allegation (Section 7 of the Parish Safeguarding 
Handbook)

Annex 7 – Requirements for roles within our church
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The Parish of St Chad’s Church, Pattingham with Patshull

SAFEGUARDING POLICY
PROMOTING A SAFER CHURCH

The following policy was agreed at the Parochial Church Council (PCC) meeting held on 11 th December 2018

In accordance with the Church of England Safeguarding Policy our church is committed to: 
 Promoting a safer environment and culture.
 Safely  recruiting  and  supporting  all  those  with  any  responsibility  related  to  children,  young  people  and

vulnerable adults within the church.
 Responding promptly to every safeguarding concern or allegation.
 Caring pastorally for victims/survivors of abuse and other affected persons.
 Caring  pastorally  for  those  who are  the  subject  of  concerns  or  allegations  of  abuse  and  other  affected

persons.
 Responding to those that may pose a present risk to others.

The Parish will:  
 Create a safe and caring place for all.
 Have a named Parish Safeguarding Officer (PSO) to work with the incumbent and the PCC to implement policy

and procedures.
 Safely recruit, train and support all those with any responsibility for children, young people and adults to have

the confidence and skills to recognise and respond to abuse.
 Ensure that there is appropriate insurance cover for all activities involving children and adults undertaken in

the name of the parish.
 Display in church premises and on the Parish website the details of who to contact if there are safeguarding

concerns or support needs.
 Listen to and take seriously all those who disclose abuse.
 Take steps to protect children and adults when a safeguarding concern of any kind arises, following House of

Bishops  guidance,  including  notifying  the  Diocesan  Safeguarding  Adviser  (DSA)  and  statutory  agencies
immediately.

 Offer support to victims/survivors of abuse regardless of the type of abuse, when or where it occurred.
 Care for and monitor any member of the church community who may pose a risk to children and adults whilst

maintaining appropriate confidentiality and the safety of all parties. 
 Ensure that health and safety policy, procedures and risk assessments are in place and that these are reviewed

annually.
 Review the implementation of the Safeguarding Policy, Procedures and Practices at least annually.

Each person  who works  within  this  church community  will  agree  to  abide  by  this  policy  and  the guidelines
established by this church.

This church appoints Gena Richards as the Parish Safeguarding Officer 

Maureen Hobbs Iain Coleman Gena Richards
Vicar Churchwardens

Date: 11th December 2018
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5. Safer Recruitment 26   

 

A key way of protecting children and adults from harm is to ensure the careful recruitment 
of those working with them. The House of Bishops’ Safeguarding Policy states ‘The Church 
will select and vet all those with any responsibility related to children, young people and 
vulnerable adults within the Church’.  

 

The PCC is responsible for the appointment of those working with children, young people 
and vulnerable adults, paid or unpaid. Often the responsibility is delegated to the 
incumbent. At least two individuals (which could include the incumbent) must be responsible 
for recruitment. All those involved in recruitment must be capable and competent, trained in 
safer recruitment and able to keep personal matters confidential. 
 

1.  Job/Role Description 
Construct a clear and accurate job description and 
person specification, or for an unpaid role, a role 
outline, which sets out what tasks and 
responsibilities the applicant will undertake, and the 
skills and experience required. This will include what 
level of DBS check is required. 

Model Parish Safeguarding 
Officer Role Description 
 
DBS Eligibility 
 
DBS Frequently Asked 
Questions  
 

2.  Advertise 
Advertise unpaid roles within parish notices and paid 
roles more widely.  
 
 
 

 

3.  Application Form 
Ask all applicants to complete an application form for 
all paid roles (a Curriculum Vitae may be used for 
voluntary roles, but an application form is good 
practice and is recommended). Always ask for, take 
up and check two references.  

Model Application Form 
 

4.  Confidential Declaration Form (CDF) 
Ask applicants to complete a Confidential 
Declaration Form. 

Confidential Declaration Form  
 

5.  Shortlist (Paid posts) 
Shortlist, carefully examining the application forms. 
Identify any gaps in employment/personal history 
and ensure those shortlisted have met the 
requirements of the person specification. 
 
Shortlist (Unpaid roles) 
Review any interest from volunteers and assess 
suitability against requirements. 

 

6.  Interview  
Have a face-to-face interview (or informal discussion 
if unpaid) with pre-planned and clear questions to 
assess applicants’ suitability for the role. Seek 
explanations for gaps in employment/personal 
history. It may also be appropriate to ask the 

Model Interview Questions  
 

                                                           
26 See the House of Bishops’ Safer Recruitment Practice Guidance for further information.  
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individual to complete a test or presentation if 
applicable. Check identification and the Confidential 
Declaration Form (CDF). 

7.  Offer the role 
Decide whom to offer the role to. This decision will be 
made by the interviewing panel. This is subject to 
completion of all checks to the satisfaction of the 
PCC. No role can commence until satisfactory 
checks have been completed.  

 

8.  Checks 
Once the applicant has been offered the role, subject 
to satisfactory checks, ask the applicant to complete 
an enhanced Disclosure and Barring Service check 
(DBS) application27 (online or paper depending on 
the diocese’s process). Any blemished DBS checks 
or information of concern on the CDF must be risk 
assessed by the DSA. 
Please note if someone has either never lived in the 
UK or spent a period of time overseas (i.e. lived 
abroad), the person making the appointment should 
request an additional check and ask the applicant to 
obtain criminality information from the country where 
he/she was resident28. 
It is also recommended to undertake an occupational 
health check for paid roles where possible. 

Model Reference Request 
Letter 

9.  Appoint 
Once all checks are satisfactory and support the 
interview decision, the person can be formally 
appointed.  
It is recommended to add an end date to unpaid 
roles. This can always be extended but helps set 
expectations for both parties. 

Model Appointment Letter 

10.  Probation Period 
Have a period of probation29 for any paid role (or a 
settling in period for unpaid) and review throughout, 
as well as at the end of this period.  

 

11.  Induct, Train and Support 
Induct new unpaid and paid workers. This should 
include expectations in relation to behavior (a Code 
of Conduct30). Ensure supervision/support is in place 
and arrange for attendance on the Church of England 
safeguarding training (see section 6). 

 

 

 

                                                           
27 This is either an enhanced criminal record check with barring information or an enhanced criminal record check 
without barring information. See Safer Recruitment Practice Guidance, Appendix 7 & 8 for further information.  

28 For further details about the recruitment of overseas applicants see the Safer Recruitment Practice Guidance.  

29 This may be 6 months for paid roles, depending on the contract, and shorter for unpaid roles. 

30 See section 11. 
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6. Safeguarding Training31 

 
The House of Bishops’ Safeguarding Policy states that the Church ‘will train and equip church 
officers to have the confidence and skills they need to care and support children, young people 
and vulnerable adults and to recognise and respond to abuse.’  
 
The Training and Development Framework outlines the core safeguarding training that is 
available from the diocese. 
 

C0 - Basic Awareness Recommended for anyone who needs a 
basic level of awareness of safeguarding.  
This module is also a pre-requisite for 
attendance at any other core training 
module. 

C1 - Foundation Required for anyone who has safeguarding 
responsibilities/ contact with children and/ or 
vulnerable adults. 

C2 - Leadership Required for anyone who has safeguarding 
leadership responsibilities and/or leads 
activities involving children and/or vulnerable 
adults. 

C3 - Clergy and Lay Ministers Those holding a license, commission, 
authorisation, permission to officiate from a 
bishop, ordained or lay. 

C4 - Senior Staff Senior staff who have key roles in 
safeguarding policy, strategy and practice. 

C5 - Refresher To be undertaken every three years by those 
who have completed C1, C2 or C3.  

 

 

 

 

 

 

 

                                                           
31 See the Safeguarding Training and Development Practice Guidance for further guidance. 
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Who gets what training in the parish?32 
 

Basic Safeguarding Awareness 

CO is a basic safeguarding awareness course that can be completed by any member of the 
congregation, to improve their understanding of abuse and enable them to help build a culture 
of informed vigilance within the Church. It can be undertaken online at 
https://safeguardingtraining.cofeportal.org/login/index.php. 
 
However, it is recommended that the following roles are encouraged to complete it: 
 
Vergers, servers, welcomers, caretakers, refreshment helpers, shop staff, sidespersons, flower 
arrangers, administrative staff, bell ringers, choir members/music group members (including 
sound/AV).  

Additional Core Training Requirements 

Role CO C1 C2 C3 C5 

Incumbent and clergy, 
including those that hold PTO 

 x x   

Licensed lay ministers e.g. 
readers 

 x x   

Parish workers with children/ 
vulnerable adults (paid or 
volunteer) 

  x x  

Leaders/supervisors of work 
with children/vulnerable adults 
(paid or volunteer) 

   x  

Parish safeguarding officers    x  

Church operations managers   x x  

Church wardens    x  

PCC members  x x x x 

PCC safeguarding leads    x  

Youth and children’s pastors 
(if not ordained or licensed) 

   x  

Music group leaders/ choir 
leaders 

   x  

Bell tower captains    x  

 
 

 

 

 

 

 

 

                                                           
32 Please note that this is not an exhaustive list but aims to cover the most common roles in a parish. 
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11. A Safe Environment and Activities58 

The House of Bishops’ Safeguarding Policy Statement states that ‘The Church will 
strive to create and maintain environments that are safer for all, that promote well-
being, that prevent abuse, and that create nurturing, caring conditions within the 
Church for children, young people and vulnerable adults…The Church will strive 
to support all church officers to adhere to safer working good practice and to 
challenge the abuse of power’.  

 

11.1. Code of Safer Working Practice59  
 

Code of Safer Working Practice 
 
All those working on behalf of the parish with children, young people and adults 
Must: 

• Treat all individuals with respect and dignity. 

• Ensure that their own language, tone of voice, and body language is respectful. 

• Ensure that children, young people and adults know who they can talk to about a 
personal concern. 

• Record and report any concerns about a child, young person or adult and/or the 
behaviour of another worker with their activity leader and/or Parish Safeguarding 
Officer. Sign and date the record. 

• Obtain written consent for any photographs/videos to be taken, shown, displayed or 
stored (Model Consent Form to be linked shortly).  

• Administer any First Aid with others around. 
 
In addition, for children and young people must: 

• Always aim to work with or within sight of another adult. 

• Ensure another adult is informed if a child needs to be taken to the toilet. Toilet 
breaks should be organised for young children. 

• Respond warmly to a child who needs comforting but make sure there are other 
adults around.  

• Ensure that the child and parents are aware of any activity that requires physical 
contact and its nature before the activity takes place. 

 

Must not: 

• Invade an individual’s privacy whilst washing and toileting. 

• Use any form of physical punishment. 

• Be sexually suggestive about or to an individual. 

• Scapegoat, ridicule or reject an individual or group. 

• Permit abusive peer activities e.g. initiation ceremonies, ridiculing or bullying. 

• Show favoritism to any one individual or group. 

• Allow an individual to involve you in excessive attention seeking. 

• Allow unknown adults access to children, young people and adults that may be 
vulnerable. Visitors should always be accompanied by an approved person. 

• Allow strangers to give children, young people and adults who may be vulnerable in 
the group, lifts. 

                                                           
58 Safer Environment and Activities Practice Guidance will be available shortly. 

59 A ‘Model Code of Safer Working Practice’ will be available shortly in Safer Environment and Activities Practice 
Guidance. 
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• Befriend children, young people and adults who may be vulnerable on social media. 

• Take photographs on personal phones or cameras as this means that images are 
stored on personal devices. 
 

In addition, for children and young people, must not; 

• Give lifts to children you are supervising, on their own or your own (unless there are 
exceptional circumstances e.g. in an emergency for medical reasons or where 
parents fail to collect a child and no other arrangements can be made to take a child 
home. In such situations, the circumstances and your decision must be recorded 
and shared with an appropriate person at the earliest opportunity). 

• Smoke or drink alcohol in the presence of children and young people. 

• Arrange social occasions with children and young people (other than events which 
also include adult family members/carers) outside organised group occasions. 

 

11.2. Acceptable Touch 
 

Sympathetic attention, humour, encouragement and appropriate physical contact are 
needed by children and adults. Some physical contact with children, particularly younger 
children, is wholly appropriate. The following guidelines regarding touching are 
suggested: 

• Always ask permission.  

• Be mindful of your body position. 

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

• Touch should be in response to a child’s needs and not related to the worker’s needs. It 
should be age appropriate, welcome and generally initiated by the child, not the church 
officer. 

• Avoid any physical contact that is or could be construed as sexual and/or 
abusive/offensive.  

• Allow the child to determine the degree of physical contact with others except in 
exceptional circumstances (e.g. when they need medical attention). 

 
In addition: 

✓ You can allow people you support to give you brief hugs if you feel comfortable with 
this.    

✓ You can allow people you support to hold hands or link arms with you to help with travel 
and stability.    

✓ You should discourage people you support from touching your face. You can offer your 
hand instead.    

✓ You should discourage people you support from sitting on your lap. You can offer to sit 
side by side.     

✓ You should avoid using touch if the person you support is very distressed and is 
unlikely to tolerate it.   

 

Ensure that church officers at all levels must take responsibility for monitoring one another 

in the area of physical contact. They should be encouraged to challenge one another if 

necessary. Concerns about possible abuse or inappropriate behaviour should always be 

reported. 
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11.3. Children’s Activities  
 

Church groups that involve children need to ensure good practice standards across a wide 
range of areas including: recruitment of group leaders; DBS checking; staffing ratios; suitability 
of premises; health and safety arrangements; and facilities for children with special needs.  

The minimum staffing levels for groups should be as follows60: 

0 – 2 years 1 adult to 3 children 1:3 

2 – 3 years 1 adult to 4 children 1:4 

4 – 8 years 1 adult to 6 children 1:6 

9 – 12 years 1 adult to 8 children 1:8 

13 – 18 years  1 adult to 10 children  1:10 

 

Each group should have at least two workers, even for smaller groups, and if possible one 
male and one female. Staff ratios for all groups should always be based on a risk assessment. 
For example, staffing numbers would need to be increased for outdoor activities and more so 
if that activity is considered higher risk, potentially dangerous or when children with disabilities 
or special needs are involved.  

For all groups and activities: 

• Undertake a health and safety risk assessment- see Model Activity Risk Assessment 
Template. 

• A registration form61 must be completed for every child or young person who 
attends groups or activities which should include up to date information on parents’ 
contact numbers, medical information (e.g. allergies) and any special needs – see 
Model Registration Form – Activities and Trips.  

• An attendance register must be kept and be available at all group meetings. 

• A First Aid kit must be available on any premises that are used by children. 

• An accident and incident logbook must be available, and all accidents recorded. The 
logbook should be stored in a secure place. Any significant incidents must be recorded 
(e.g. a fight between children). 

• There should be access to a telephone, if possible. 

• In premises where children’s groups meet, the Childline and Family Lives 
telephone numbers should be displayed (see section 13).  

• Parents must sign a consent form before children are transported in a private car, 
and before any photography or images are taken - see Model Consent Form – 
Transport. 

 
In addition, when taking children offsite62:  

• The church leadership must be informed and agree to the activity. 

• Details of the activity and any itinerary must be given in advance to parent/s and consent 
forms received in advance of the activity taking place.  

                                                           
60 The above ratio is based on NSPCC guidance. 

61 The information in these forms should be reviewed annually or as and when it changes i.e. a child is diagnosed 
with a medical condition/ allergy etc. It will normally be completed by a parent. 

62 This means activity that takes place away from church premises. 
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• Details of the activity and a list of contacts must be left with someone in the church. 

• Details of the activity and arrangements must be given to the incumbent and/or PSO. 

• A risk assessment must be undertaken, and confirmation obtained that the activity is 
covered by PCC insurance. 

• A leader must be designated to take responsibility for First Aid. 
 
Many of these items are equally applicable to groups involving vulnerable adults. 

 

11.4. Visiting Adults  
 
Visiting vulnerable adults in their homes is an essential element of many church officers’ roles. 
Many parishioners will be well known to the church officer and where there have been no 
previous concerns the level of risk to the church officer or parishioner during visits will usually 
be low. However, unexpected circumstances can be encountered, some of which may place 
a church officer at risk. For example, the unexpected presence in the home of a relative or 
friend with a history of violence or threatening behaviour. Unfortunately, case histories also 
show that a parishioner may be at risk from a church officer. For these reasons it is very 
important for parishes to ensure their church officers and parishioners are as safe as they can 
be, and that there is accountability and transparency in the manner in which church officers 
engage in lone working or visits to homes. 

 
To assure the person you are visiting of their safety, and for your own as a church officer: 
 

• If possible undertake a risk assessment before an initial visit, especially if you do not know 
the person. If there are any concerns or risks known before a visit is made, you are advised 
always to undertake a risk assessment (see Model Risk Assessment Checklist for Home 
Visiting). In these circumstances, consider whether the visit is necessary, or whether you 
should be accompanied by another church officer. In addition, visiting in pairs may be 
advisable, especially if the adult is perceived to be vulnerable.  

• Do not call unannounced; call by appointment, if appropriate telephoning the person just 
before visiting. 

• Be clear about what support you can offer and the purpose and limitations of any pastoral 
care/ support that is available.  

• Do not make referrals to any agency that could provide help without the adult’s permission, 
and ideally encourage them to set up the contact, unless there are safeguarding concerns.  

• Never offer “over the counter” remedies to people on visits or administer prescribed 
medicines, even if asked to do so. 

• Do not accept any gifts from adults other than token items, to avoid misunderstandings or 
subsequent accusations from the person or their family. If someone wants to make a donation 
to the church, put it in an envelope, mark it on the outside as a donation and obtain a receipt 
from the Treasurer. 

• Make a note of the date when you visit people, report back about the visit to the agreed named 
person and say what is concerning or going well. They will report safeguarding concerns to 
the Parish Safeguarding Officer and/or incumbent or directly to the DSA if they are not 
available.  
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12. Use of Social Media 

Social media sites enable users to create and share content and keep in touch with other 
users. They include maintaining a profile page on a networking site such as Facebook, Twitter, 
Instagram, Snapchat; writing or commenting on a blog, whether it is your own or the blog of 
another person; taking part in discussions on web forums or message boards. For many, 
especially young people, using social media is an extension of physical face to face 
relationships. It is therefore important that churches also engage with their community and 
worshippers through these platforms. However, this must be done safely to avoid the risk of:  

• Forming inappropriate relationships. 

• Saying things you should not, such as offensive, sexual or suggestive comments. 

• Blurring the boundaries between public work/ministry and your private life. 

• Grooming and impersonation. 

• Bullying and harassment. 
 

The Role of the PCC  
The PCC must approve the use of social media and mobile phones by the church. Where 
there are Facebook or similar online groups set up on the church’s behalf, the PCC must 
ensure there is a named person to whom all workers are accountable.  
 
The named person must be a church officer, who should be a colleague or supervisor, and 
should be aware of the account name and password so that they can at any time log on to the 
account to monitor the communications. The named person should be proactive in fulfilling 
this role. 
 
Communications must be shared with the named person. Church officers remain bound by 
professional rules of confidentiality. Where there is concern that a young person or adult is at 
risk of abuse, or they themselves pose a risk of abuse to others, safeguarding procedures 
must always be followed. 
 

Guidance for Church Officers 
 
DO 
 

✓ Have your eyes open and be vigilant.  
 

✓ Maintain the upmost integrity – honesty, transparency, consistency and accountability 
are key. Treat online communication with children, young people and adults as you 
would communication that is face to face. Always maintain the same level of 
confidentiality. 
 

✓ Report any safeguarding concerns that arise on social media to the PSO and the DSA. 
 

✓ Always assume that everything you write is permanent and may be viewed by anyone 
at any time; that everything can be traced back to you personally as well as to your 
colleagues or the church. Always think before you post. 
 

✓ Draw clear boundaries around your social media usage associated with your private 
life and your use of different social media for public ministry. Keep church account/s 
and profiles separate from your personal social media account/s e.g. only use a 
Facebook page, Twitter or blogs for public ministry, while keeping a separate 
Facebook profile for private life. 
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✓ Always ask parents/carers for written consent to: 

o Use and store photographs of children/young people from activities or events in 
official church publications, or on the church’s social media, website and displays.  

o Use telephone, text message, email and other messaging services to communicate 
with young people.  

o Young people connecting to the church’s social media pages. 
 

✓ Only use an approved church/ministry account to communicate with children, young people 
and/or vulnerable adults. The named person should be able to access this and review 
conversations, and the account should be visible to young people and their parents. Young 
people must be made aware that any communication will be viewed by all users. Save any 
messages and threads through social networking sites, so that you can provide evidence to 
the named person of your exchange when required. 

 
✓ Avoid one-to-one communication with a child or young person.  

 
✓ Use clear and unambiguous language in all communications and avoid abbreviations that 

could be misinterpreted. 
 

✓ Save and download to hard copy any inappropriate material received through social 
networking sites or other electronic means and show immediately to the named 
person, PSO, incumbent or, if appropriate, Diocesan Safeguarding Adviser.  

 
✓ Use passwords and log off promptly after use to ensure that nobody else can  

use social media pretending to be you. 
 

DO NOT 

➢ Use a personal Facebook or any other social media account in your work with children, 
young people or vulnerable adults.   
 

➢ Add children, young people or vulnerable adults as friends on your personal accounts.  
 

➢ Facebook stalk (i.e. dig through people’s Facebook pages to find out about them).  

 

➢ Say anything on social media that you would not be happy saying in a public meeting, 
to someone’s face, writing in a local newspaper or on headed notepaper. 

 

➢ Comment on photos or posts, or share content, unless appropriate to your church role. 
 

➢ Use visual media (e.g. Skype, Facetime) for one to one conversations with young 
people, use only in group settings. 

 

In particular, do not allow content to contain or share links to other sites that 
contain:  
 

➢ Libellous, defamatory, bullying or harassing statements. 
 

➢ Breaches of copyright and data protection. 
 

➢ Material of an illegal nature.  
 

➢ Offensive sexual or abusive references. 
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➢ Inappropriate language. 
 

➢ Anything which may be harmful to a child, young person or vulnerable adult, or which 
may bring the church into disrepute or compromise its reputation.  

 

Mobile Phones 
Wherever possible, church officers should be supplied with a mobile phone dedicated for work 
purposes. This allows for the phone to be switched off outside working hours, and for usage 
to be accountable. This means that the work phone number is the only number that young 
people or adults are given, and the church officer’s personal number can remain private. Texts 
or conversations that raise concerns should be saved and passed on to the named person or 
the PSO/incumbent (or if unavailable the DSA).                                                    
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7. Responding Promptly to Every Safeguarding Concern or 
Allegation  
7.1. Quick Guide 
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7.2. What to do if you are concerned about a child or adult or you 

are concerned that a church officer33 may be abusing a child or 

adult34 
 

 
If you have a concern that a child or adult is or may be being abused, or that a church 
officer is or may be abusing a child or adult35 (see sections 3 and 4 for information on types 
of abuse): 
 

1. Respond well to the victim/survivor, if it is a direct disclosure, to ensure they feel 
listened to and taken seriously. Explain what will happen next and check out 
support requirements. They should be informed that their identity and the identity 
of the respondent36 will be shared with key church officers37, and may be shared 
with the statutory agencies38, if there is any current risk to children or adults. The 
concern or allegation should not be shared with anyone other than those who need 
to know (e.g. the statutory agencies and appropriate church officers - see footnote 
37) (see section 7.3). 
 

2. EMERGENCY: If you believe a child or adult is in immediate danger of significant 
or serious harm, contact the emergency services on 999. 
 

3. NON- EMERGENCY: Contact the Parish Safeguarding Officer or incumbent, in the 
first instance. They must then contact the DSA. If neither are available, contact the 
DSA directly39. If the concern arises in an activity, discuss with the group/activity 
leader, who will contact the Parish Safeguarding Officer or incumbent.   
 

4. Any safeguarding concerns must be reported to the DSA within 24 hours. 
 

5. If the PSO/incumbent or the DSA are not available within 24 hours, contact 
Children’s Social Care or Adult Social Care40 and/or the police directly, if the 
concern is that a child or adult is being abused. Contact the Local Authority 
Designated Officer (LADO)41 and/or police if the concern is that a church officer 
may be abusing a child or adult.  
 

                                                           
33 A “church officer” is anyone appointed/elected by or on behalf of the Church to a post or role, whether they are 
ordained or lay, paid or unpaid, for example a priest, church warden, bell ringer, organist or youth group leader.  

34 Please see the House of Bishops’ Responding to, assessing and managing safeguarding concerns or allegations 
against Church Officers Practice Guidance for further information. 

35 Please note that this includes a concern about a church officer’s behaviour that is not in line with safer working 
practices as outlined in section 11.  

36 The person about whom a safeguarding concern or allegation has been made. Sometimes called the ‘subject of 
concerns or allegations’ or ‘alleged perpetrator’. 

37 This would normally be a Parish Safeguarding Officer, incumbent, archdeacon and DSA. It may also be a 
group/activity leader if the concern arose within an activity. 

38 This means the Local Authority and/or the police. 

39 If concerns arise outside of normal office hours contact the diocesan out of hours service.  

40 Please note that in some areas this is called the Multi Agency Safeguarding Hub (MASH). In some areas this 
will be for children only, in other areas it will be for both children and adults. 

41 Please note that the LADO should be the first point of contact. They will then inform the police, as required. 
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Advise the Parish Safeguarding Officer or incumbent as soon as possible that you 
have made a referral, they will advise the DSA.  
 
If in doubt don’t delay, seek advice from statutory agencies. 
 

6. Do not contact the respondent42 or anyone who may be implicated in the allegation 
or disclosure, even if they would normally be contacted as part of the procedure, 
until advice has been sought from the DSA or statutory agencies43. 
 

7. Record the details of the concern or allegation. Where it is not appropriate to take 
notes at the time (usually it will not be), make a written record as soon as possible 
afterwards or before the end of the day. Record the time, date, location, persons 
present and how the concern or allegation was received, e.g. by telephone, face 
to face conversation, letter, etc. The record should include details of information 
provided to that person as well as the information received. Always sign and date 
the record. Keep it factual. Pass on a copy to the DSA (and/or the PSO/incumbent). 
The records should be kept secure and confidential (please see Model Parish 
Recording Template. 

 
If the concern is about a child or adult: 

8. The DSA will act in line with the House of Bishops’ guidance. They will offer advice, 
support and guidance and help to make the required referrals. If there is a risk of 
harm, the concerns must be reported to the statutory agencies within 24 hours of 
the DSA receiving the concerns. This would be Children’s or Adult Social Care 
and/or the police.  
 
There should be close communication between the DSA, PSO/incumbent until the 
situation is resolved. The archdeacon should also be informed.  

If the concern is about a Church Officer: 
 

9. The DSA will act in line with the House of Bishops’ guidance. They will offer advice, 
support and guidance and refer the concerns to the Local Authority Designated 
Officer (LADO) and/or police within 24 hours. The DSA will now take over the 
management of the safeguarding concern in conjunction with the core group (which 
will be convened within 48 hours) and statutory agencies. There may also be a 
requirement for parish representatives to attend a subsequent core group(s). If 
there are doubts about the whether or not to make a referral and under what route, 
the DSA will seek advice from the LADO.  

 

Please note that the procedure is the same for non-recent abuse44. 

 

 
A proper balance must be struck between protecting children and adults and respecting the 
rights of the person against whom an allegation is made. In such circumstances the welfare 
of the child, young person or adult must come first. The rights of the person against whom the 

                                                           
42 The person about whom a safeguarding concern or allegation has been made. Sometimes called the ‘subject of 
concerns or allegations’ or ‘alleged perpetrator’. 

43 This means the Local Authority and/or the police. 

44 This means abuse disclosed by an adult which happened to them in the past, either as a child or as a younger 
adult; and abuse disclosed by a child which happened to them in the past as a younger child. 
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allegation is made are important and must be given due weight, once the immediate safety 
and protection of the child, young person or adult has been assured. 
 

7.3. Guidelines for Responding to a Person Disclosing Abuse 
 

Respond 
 
Do 

• Listen.  

• Take what is said seriously. 

• Only use open questions (open questions begin with words like: who, what, when, where 
and how. Open questions cannot be answered with a ‘yes’ or ‘no’). 

• Remain calm. 

• Take into account the person’s age and level of understanding.  

• Check, if face to face, whether they mind you taking notes while they talk so you can make 
sure you capture the information accurately. At the end you can check with them that you 
have understood everything correctly. 

• Offer reassurance that disclosing is the right thing to do. 

• Establish only as much information as is needed to be able to tell your activity leader/ 
Parish Safeguarding Officer/ DSA and statutory authorities what is believed to have 
happened, when and where. 

• Check out what the person hopes to result from the disclosure. 

• Tell the child or adult what you are going to do next.  
 
Do Not  

• Make promises that cannot be kept (e.g. that you won’t share the information). 

• Make assumptions or offer alternative explanations. 

• Investigate.  

• Contact the person about whom allegations have been made. 

• Do a physical or medical examination.  
 
Record 

• Make some very brief notes at the time, if appropriate, and write them up in detail as soon 
as possible. 

• Do not destroy your original notes in case they are required by the DSA or the statutory 
authorities. 

• Record the date, time, place, words used and how they appeared to you. Record the actual 
words used, including any swear words or slang. 

• Record facts and observable things, not your interpretations or assumptions. 

• Don’t speculate or jump to conclusions. 
 
Report  

• If there is immediate danger to a child or adult contact the police. 

• Otherwise report to your activity leader/ Parish Safeguarding Officer/incumbent 
immediately.  

• Within 24 hours the PSO/incumbent reports the concerns to the DSA. 

• The DSA will advise regarding reporting to statutory agencies within 24 hours. 

• If there is any doubt seek advice from social services or the police. 
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7.4. Non-Recent Abuse 

Safeguarding concerns or allegations may be about something that is going on now and/or 
something that may happen in the future (recent) or something that happened in the past (non-
recent). Non-recent allegations of abuse must be treated as seriously as recent allegations. 
Research evidences that it may take up to 25 years or longer for an adult to disclose sexual 
abuse that happened to him/her either as a child or younger adult. A victim/survivor needs to 
be aware that if a respondent is known to be currently working with children/vulnerable adults 
in either a paid or voluntary capacity a referral to the statutory services will be made. The DSA 
will make this referral45.  
 

7.5. Domestic Abuse46  
 
The House of Bishops’ policy states that ‘The Church is committed to those who have been 
victims and survivors of domestic abuse. Domestic abuse in all its forms is contrary to the will 
of God and an affront to human dignity. All need to play their part in preventing or halting it’. 
The welfare of the adult victim of domestic abuse is important, but where there are children in 
the family it must be understood that they too are victims of domestic abuse. Consideration of 
the child’s welfare always comes first. In all circumstances, contact the DSA who will help 
clarify the issues and steps needed, which may involve contacting Children’s Social Care. 
There may be a need for a risk assessment and for a Safeguarding Agreement to be put in 
place. The DSA will undertake this work in conjunction with the parish church and any statutory 
agencies (see section 10). 
 

What do you need to do in a parish?  

• PCC to agree a parish domestic abuse statement including who to contact if there are 
concerns.  

• Appoint a named individual who is a point of contact for any advice and support. This 
may be the Parish Safeguarding Officer (PSO). 

• Follow the process on how to respond to safeguarding concerns or allegations.  

• Support those in leadership positions, pastoral and safeguarding roles to engage in 
diocesan domestic abuse training. 

• Consider the best place to display the domestic abuse statement including information 
about helplines and local services. 

• Discuss domestic abuse in appropriate contexts such as marriage preparation. 

• Challenge inappropriate comments and behaviour by church members.  
Recommended good practice: 

• Encourage leaders and those who preach to speak against domestic abuse in teaching, 
sermons, prayers and parish magazines - remember that many of the congregation may 
have personal experience of domestic abuse. 

• Offer some awareness raising activities e.g. invite speakers from local domestic abuse 
agencies. 

• Consider including activities around healthy relationships within activities for children 
and young people. 

• Develop links with local domestic abuse organisations. 

• Organise courses in parenting and confidence-building. 
 

                                                           
45 Please note that any safeguarding concern or allegation made against a church officer who has died must also 

be reported to the DSA.  

46 For further information please see House of Bishops’ Responding Well to Domestic Abuse Practice Guidance 
2017. 
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7.6. Ministry of Deliverance  
 
Concerns may be expressed that a child, young person or adult is troubled by or possessed 
by evil spirits or demons and that this may account for behavioural issues in the individual or 
be considered to justify harsh treatment by the family, guardians, friends or carers.  
 
If a church officer, including a member of clergy, becomes aware of the above situation and/or 
a request is made for deliverance ministry, the parish must contact the DSA who will contact 
the appropriate person.  
 

7.7. Recording, Data Protection and Information Sharing   
 

Opening a Church Safeguarding Case File 
Good record keeping is an important part of the safeguarding task. A record, called a case 

file, should be opened whenever a safeguarding concern or allegation occurs in a church. 

The record should include key contact details, dates of when the information became known 

and the nature of the concerns. The record should include ongoing actions with dates, other 

key documents on the case file (e.g. observation notes, reports, consent forms etc.) and the 

case closure date. Records should use straightforward language and be concise and 

accurate so that they can be understood by anyone not familiar with the case. Please see 

Model Parish Recording Template. 

 

Record Retention and Security 

The safeguarding case files, whether electronic or paper, must be stored securely by the 
incumbent and the PSO. This should include identifying who should have access to them. 
Records in relation to safeguarding issues, even if they have not been proven, should be 
maintained in accordance with the Church’s retention guidance. If the incumbent moves from 
the church, the records should be passed to the new incumbent.  
 

Data Protection and Information Sharing 
In May 2018, the General Data Protection Regulation (GDPR) and the Data Protection Act 
2018 replaced the Data Protection Act 1998. The GDPR contains the principles governing the 
use of personal data. It should be noted that the GDPR and the Data Protection Act 2018 
place greater significance on organisations being accountable and transparent in relation to 
their use of personal data. Parishes handling personal data need to have the proper 
arrangements for collecting, storing and sharing information47. 
 
Personal information in relation to safeguarding will often be sensitive and is likely to be 
classed as what is called “special categories of personal data” under the GDPR, which means 
extra care will need to be taken when handling such data. Nevertheless, it is important to be 
aware that the Data Protection Act 2018 includes specific reference to processing data in 
relation to the “safeguarding of children and individuals at risk” and allows individuals to share, 
in certain situations, personal data without consent (see below)48. “The GDPR and Data 
Protection Act 2018 do not prevent, or limit, the sharing of information for the purposes of 

                                                           
47 More information for parishes about the new data protection regime can be found at 
https://www.parishresources.org.uk/gdpr/. 

48 There are also provisions that allow the sharing of personal data without consent for the prevention or detection 
of unlawful acts or to protect members of the public from dishonesty, malpractice or seriously improper conduct. 
However, you should always seek legal advice before relying on these provisions. 
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keeping children and young people safe” and this can equally be said to apply to vulnerable 
adults49.    
 

Reporting Concerns about Adults 
Referrals of suspected abuse are made to Adult Social Services and the police. Where 

possible, for a person over 18, this should be done with their written consent.  

 
The starting point is the presumption that an adult can give consent and has the mental 
capacity to do so. The provisions of the Mental Capacity Act 2005 are complex and questions 
and concerns about consent and mental capacity should always be discussed with the DSA. 
 

Sharing without consent 
Information can be shared legally without consent, if a person is unable to or cannot 
reasonably be expected to gain consent from the individual concerned; or if to gain consent 
could place somebody at risk. Relevant personal data can be shared lawfully without consent 
if it is to keep a child or vulnerable adult safe from neglect or physical, emotional or mental 
harm, or if it is protecting their physical, mental or emotional well-being. 
 
Never make these decisions on your own. If you are going to share personal data, this should 
always be discussed with the DSA. Of course, you may be able to share data, at least initially, 
without identifying the individual concerned both within the church and with the statutory 
services.  
 
Ultimately, the most important consideration is whether the sharing of information is likely to 
support the safeguarding of a child, young person or vulnerable adult.   
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                           
49 Information Sharing – Advice for practitioners providing safeguarding services to children, young people, parents 
and carers (July 2018). 
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The Parish of St Chad’s Church, Pattingham with Patshull

LIST OF ROLES WHICH INVOLVE SAFEGUARDING CONSIDERATIONS

This lists those roles within our church which may require any application of the guidelines relating to 
safeguarding. It does not include ordained clergy who operate under requirements imposed by the bishop nor 
does it apply to lay ministers licensed by the bishop in relation to that licensed ministry.

Role Training
level 

DBS check Safer 
recruitment

Who is responsible for 
appointment?

Notes

Safeguarding officer C2 Enhanced Yes PCC

Churchwarden C2 Enhanced No Elected

PCC member C1 No No Elected / co-opted

Sunday School leader C2 Enhanced Yes Vicar (1) 

Deputy Sunday School leader C2 Enhanced Yes Vicar (1)

Sunday School helper C1 Enhanced No Sunday School Leader (2)

Young Church leader C2 Enhanced Yes Vicar (1) 

Deputy Young Church leader C2 Enhanced Yes Vicar (1)

Young Church helper C1 Enhanced No Sunday School Leader (2)

Youth Group Leader C2 Enhanced Yes Vicar

Holiday Club Leader C2 Enhanced Yes Vicar (3)

Holiday Club Assistant leader C2 Enhanced No Holiday Club Leader (3)

Holiday Club helper C1 No No Holiday Club Leader (3)

Worship Leader Messy Church C2 Enhanced Yes Vicar (4)

Messy Church helper C1 No No Worship Leader Messy 
Church

(5)

Tower Captain C2 Enhanced Yes Vicar in consultation with
the ringers

Bell ringers who teach or train children C1 Enhanced No Tower Captain

Pastoral Visitors Leader C2 Enhanced Yes Vicar (6)

Pastoral Visitors C1 Enhanced No Pastoral Visitors Leader (6)
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Those assisting vicar with preparation of
young people for communion / 
confirmation

C1 No No Vicar (7)

Notes:

(1) – Deputy leader to lead in absence of leader. Likely that the Sunday School Leader will be deputy Young Church
Leader and vice versa so that they can cover for each others’ absences. Anyone who is to lead either Young Church
or Sunday School should be appointed as a deputy.

(2) – Helpers should operate under the supervision of the leader (or deputy).

(3) – It is assumed that the Holiday Club Leader has overall responsibility and that where participants are divided 
into groups each group is under the care of the leader or as assistant leaders. Helpers will not have unsupervised 
contact with children.

(4) – If Messy Church is not led by the Vicar or other licensed clergy or reader.

(5) – Messy Church helpers will not have unsupervised contact with children. If there is a need to divide 
participants into groups then each group will need to be under the supervision of an Assisant Leader, approved in 
a similar manner to Holiday Club Assistant Leaders.

(6) – As Pastoral Visitors are likely to be working with vulnerable adults there is a need for enhanced DBS checks t 
and appropriate safeguarding requirements.

(7) – It is assumed that they will not have unsupervised contact with children.
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