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Policy
The following policy was agreed at the Parochial Church Council (PCC)
meeting held on 3rd March 2021.
Commitment: 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 who may pose a present risk to others;

The Parish will:


Create a safe and caring place for all;
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Have a named Parish Safeguarding Co-ordinator (PSC) 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 Bishop’s
Safeguarding Adviser (BSA) 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 must abide by this policy and
the guidelines established by this Church.
This Church appoints Anne Harris as the Parish Safeguarding Co-ordinator and
Wendy Dyke and Richard Haynes as the Parish Safeguarding Officers.
Signed: Incumbent ……................................................................................................
Churchwardens ............................................................................................................
Date ……………………………………………………………………………………………
This Policy is based on guidance from the Church of England Birmingham website
http://www.cofebirmingham.com/hub/safeguarding (February 2021)
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Who to Contact
If you have any concerns or need to talk to someone please contact:
Anne Harris, Parish Safeguarding Co-ordinator or/
Wendy Dyke, Parish Safeguarding Officer or/
Richard Haynes, Parish Safeguarding Officer or/
Revd. Jennifer Crewes, Vicar on 07377 363 915
or leave a message on our safeguarding telephone number 07946 147 703

or email safeguarding@sainthildawarleywoods.co.uk
If you cannot contact the person above and someone is being harmed or is not
safe and needs immediate help:
dial 999 or contact social care services (details below) or for a child, contact the
NSPCC helpline 0808 800 5000.

Other Useful Contacts:
Bishop’s Safeguarding Advisor
Childline
Family Lives Helpline
Samaritans
Action on Elder Abuse
National Domestic Abuse Helpline
Black Country Women’s Aid
Birmingham & Solihull Women’s Aid
Men’s Domestic Violence Helpline
LGBT Domestic Violence Helpline
National Association of People Abused in Childhood
Stop it Now! Helpline
NSPCC Helpline
31:8 (formerly CCPAS):

07342 993 844
0800 1111
0808 800 2222
116 123
0808 808 8141
0808 200 0247
0121 552 6448
0808 800 0028
0808 801 0327
0800 999 5428
0800 085 3330
0808 1000 900
0808 800 5000
0303 003 11 11

Sandwell Local Authority Social Care Services
Sandwell Adults Social Care
0121 569 2266 out of hours: 0121 569 2355
Sandwell Children’s Trust
0121 569 3100
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APPENDIX A: ABUSE AND NEGLECT OF CHILDREN AND YOUNG PEOPLE
from the Church of England ‘Promoting a Safer Church: Parish Safeguarding
Handbook’ (2018).
Children and young people have the same right to protection, regardless of age,
disability, gender, reassignment, race, religion or belief, or sexual orientation.
Children and young people from minority ethnic groups and those with physical,
sensory and/or learning disabilities are especially vulnerable and need special care
and protection.
Definitions of ‘a Child’ and ‘a Young Person’
A child: the term ‘child’ is used to include all children and young people who have
not yet reached their 18th birthday.
A young person: the term ‘young person’ is used for those aged 14 to 17 (inclusive
of both ages).
Statutory Definitions of Child Abuse
The UK Government document ‘Working Together to Safeguard Children’ (2018)
categorises and defines abuse in terms of:
Physical abuse: includes hitting, shaking, throwing, poisoning, burning or scalding,
drowning or suffocating.
Emotional abuse: includes conveying to a child that they are inadequate,
humiliation, blaming, controlling, intimidation, verbal abuse, isolation, seeing or
hearing the ill treatment of another. It may involve serious bullying (including
cyberbullying).
Sexual abuse: includes assault by penetration (for example rape or oral sex) or
nonpenetrative acts such as masturbation, kissing, rubbing and touching outside of
clothing *. It may include involving children in looking at, or in the production of,
sexual images, watching sexual images or grooming a child in preparation for abuse.
Neglect: includes failure to provide adequate food, clothing and shelter, failure to
protect a child from physical and emotional harm or danger, failure to provide
adequate supervision and/or access to appropriate medical care or treatment. It
may occur during pregnancy as a result of maternal substance abuse.
*It is never appropriate for a Church Officer to touch a child, with the possible exception of this being
necessitated by a genuine medical emergency.
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Further Types of Child Abuse
Domestic abuse: witnessing domestic abuse is child abuse. Teenagers can suffer
domestic abuse in their relationships.
Child sexual exploitation: is a type of sexual abuse. Children or young people may
be tricked into believing they are in a loving consensual relationship. They may be
invited to parties and given drugs and alcohol. They may be groomed and exploited
online. Some children and young people are trafficked into or within the UK for the
purpose of sexual exploitation.
Bullying and cyberbullying: bullying is behaviour that hurts someone else. It
includes name calling, hitting, pushing, spreading rumours, threatening or
undermining someone. It can happen anywhere: at school, at home or online. It is
usually repeated over a long period of time and can hurt a child both physically and
emotionally. Bullying that happens online, using social networks, games and mobile
phones, is often called cyberbullying. A child can feel like there is no escape
because it can happen wherever they are, at any time of day or night.
Online abuse: with the ever-growing use of the internet, mobile telephones and
online gaming (e.g. Xbox, PlayStation), there has been a corresponding rise in the
use of the internet and other electronic communication to target, groom and abuse
children. Adults may target chat rooms, social networking sites, messaging services,
mobile phones, online gaming sites and the internet generally. Children are
particularly vulnerable to abuse by adults who pretend to be children of similar ages
when online and who try to obtain images or engineer meetings.
Electronic images: the downloading, keeping or distributing of indecent images of
children are all classified as sexual offences (the Protection of Children Act 1978
Section 1). Such offences are sometimes referred to as non-contact sexual
offences. However, it must be remembered that children have been abused in the
making of sexual images. The texting of sexual messages and photographs
(sometimes referred to as ‘sexting’ can be particularly problematic and abusive
amongst children and young people.
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APPENDIX B: ABUSE AND NEGLECT OF ADULTS
Definition of ‘a vulnerable adult’
from the Church of England ‘Promoting a Safer Church: Parish Safeguarding
Handbook’ (2018).
A vulnerable adult: the term ‘vulnerable adult’ refers to a person aged 18 or over
whose ability to protect themself 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.
Section 6 of the Safeguarding and Clergy Discipline Measure (2016)
Some adults may not consider themselves vulnerable but may be vulnerable to
being abused by individuals in positions of leadership and responsibility.
Some factors that increase vulnerability
As adults are not inherently vulnerable and in need of protection, the factors listed
below do not necessarily mean that a person is vulnerable, but a combination of
these factors and a person’s circumstances may result in an individual being
vulnerable to abuse or neglect.













A mental illness, chronic or acute.
A sensory or physical disability or impairment.
A learning disability
A physical illness
Dementia
An addiction to alcohol or drugs.
Failing faculties of old age.
Homelessness.
Being a refugees family or individual (including those seeking asylum).
Victims/survivors of domestic abuse (direct violence and/or significant
emotional coercion).
Those who have suffered historic abuse in childhood.
A permanent or temporary reduction in physical, mental or emotional capacity
brought about by life events, for example bereavement, abuse or trauma.

These factors may not exist in isolation; for example, someone with a drink problem
masking underlying dementia, or a frail, housebound elderly person with underlying
depression.
St Hilda, Warley Woods PCC, 3rd March 2021
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An Adult’s Right to Choose
All adults, including vulnerable adults, have a fundamental human right to choose
how and with whom they live, even if this seems to involve a degree of risk. They
should be supported to make those choices, to live as independently as possible and
treated respect and dignity.
Who Abuses Adults?
Potentially, anyone, adult or child, can be the abuser of an adult. Abuse will
sometimes be deliberate, but it may also be an unintended consequence of
ignorance or lack of awareness. Alternatively, it may arise from frustration or lack of
support. The list of people who might abuse an adult can include:







Relatives of the vulnerable person including husband, wife, partner, son, or
daughter
Neighbours.
Paid carers.
Workers in places of worship.
People who are themselves vulnerable and/or users of a care service.
Confidence tricksters who prey on people in their own homes or elsewhere.

Relatives who are main carers: carers can experience considerable stress,
exhaustion and frustration without respite or support. This can lead to unintended
poor care or abuse. Relatives who are main carers may also be subject to abuse by
those for whom they are caring. This abuse is often endured for long periods and
unreported.
Institutions: all people living in institutions are more likely to have a degree of
vulnerability.
Definitions of Adult Abuse
The UK Government document ‘Care and Support Statutory Guidance’ (2020)
categorises and defines adult abuse in terms of:
Physical abuse: including assault, hitting, slapping, pushing, misuse of medication,
restraint, inappropriate physical sanctions.
Domestic violence: including psychological, physical, sexual, financial, emotional
abuse, so called ‘honour’ violence.
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Sexual abuse: including rape, indecent exposure, sexual harassment, inappropriate
looking or touching, sexual teasing or innuendo, sexual photography, subjection to
pornography or witnessing sexual assaults, indecent exposure, sexual assault,
sexual acts to which the adult has not consented or was pressurised into consenting
Psychological abuse: including emotional abuse, threats of harm or abandonment,
deprivation of contact, humiliation, blaming, controlling, intimidation, coercion,
harassment, verbal abuse, cyber bullying, isolation, unreasonable and unjustified
withdrawal of services or supportive networks.
Financial or material abuse: including theft, fraud, internet scamming, coercion in
relation to an adult’s financial affairs or arrangements, including in connection with
wills, property, inheritance or financial transactions, the misuse or misappropriation
of property, possessions or benefits.
Modern slavery: encompasses slavery, human trafficking, forced labour and
domestic servitude, traffickers and slave masters using whatever means they have
at their disposal to coerce, deceive and force individuals into a life of abuse,
servitude and inhumane treatment.
Discriminatory abuse: including forms of harassment, slurs or similar treatment
because of race, gender and gender identity, age, disability, sexual orientation,
religion.
Organisational abuse: including neglect and poor care practice within an institution
or specific care setting such as a hospital or care home, or in relation to care
provided in one’s own home. This may range from one off incidents to on-going ill
treatment. It can be through neglect or poor professional practice as a result of the
structure, policies, processes and practices within an organisation.
Neglect and acts of omission: including ignoring medical, emotional or physical
care needs, failure to provide access to appropriate health care and support or
educational services, withholding the necessities of life, such as medication,
adequate nutrition and heating.
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APPENDIX C: SIGNS OF ABUSE
from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
‘A Brief Guide to the Categories of Abuse, for Leaders and Helpers’
There are many different signs of abuse, some of which may indicate that something
other than abuse is happening in the person’s life.
We should always be concerned when a person’s:
o behaviour is out of character for them;
o appearance or hygiene deteriorates;
o behaviour is fearful;
o trying to hide something;
o physical injuries have no satisfactory explanation or occur repeatedly.
It is reasonable to explore concerns by saying things like
“That bruise looks painful, how did it happen?” or
“You don’t seem yourself at the moment, are you okay?”
If you work with children or vulnerable adults in a voluntary or employed
capacity: you must understand what abuse is and the signs to look for.
For a more detailed guide to abuse: see the fact sheets and leaflets on the Church
of England Birmingham website at www.cofebirmingham.com/hub/safeguarding or
complete the Safeguarding ‘Awareness’ e-learning module at
https://safeguardingtraining.cofeportal.org/
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APPENDIX D: WHAT TO DO WHEN YOU HAVE INFORMATION
ABOUT A SERIOUS SAFEGUARDING SITUATION
from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
NEVER PROMISE to keep a secret
ALWAYS REPORT
o any concerns, however small they may seem,
o all disclosures
o all allegations
ALWAYS TELL
The Parish Safeguarding Co-ordinator
OR/ the Vicar
OR/ the Bishop’s Safeguarding Adviser
(when the concern is about the Parish Safeguarding Co-ordinator or the Vicar, or
when you can’t get in touch with them or you don’t want to tell anyone at your
Church).
If you need immediate advice and can’t wait to get in touch with any of the
above: call the duty social care team or NSPCC helpline
If a situation is not safe and someone is in danger or needs immediate help:
call the Police.
CONTACT NUMBERS
Parish Safeguarding Co-ordinator:
Vicar:
Revd. Jennifer Crewes
Bishop’s Safeguarding Adviser:

07946 147 70346 147 703
07377 363 915
07324 993 844

Sandwell Local Authority Social Care Services
Sandwell Children’s Trust
0121 569 3100 out of hours: 0121 569 3100
Sandwell Adults Social Care
0121 569 2266 out of hours: 0121 569 2355
NSPCC Helpline:
31:8 (formerly CCPAS):
Police:
St Hilda, Warley Woods PCC, 3rd March 2021
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Flowchart: When You have Information about a Serious Safeguarding Situation
You have information about a serious safeguarding situation
If a child or adult is in immediate danger
or requires immediate medical
attention, call the emergency services
on 999 OR/ If there are concerns about
their immediate welfare, don’t delay,
call Children or Adults Social Care
Services.

Most situations are not emergencies.
Ensure, if you can, that immediate
safety arrangements are in place for
victim(s) and for other potentially
vulnerable people, with no contact with
alleged abuser. Remember to protect
yourself from harm too.

Immediately inform the Vicar OR the Parish Safeguarding
Co-ordinator OR the leader of your team, about your concern.
(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If you are unsure about how serious a situation is, contact the
Bishop’s Safeguarding Advisor for guidance and reassurance.

On the same day, make a secure written or electronic record of the concern and all
your actions. Sign and date it. Pass it to the Parish Safeguarding Co-ordinator.

(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If the information concerns actual or potential harm at a church activity by a
church officer or by someone attending a church activity, ensure the
Bishop’s Safeguarding Advisor is informed within 24 hours.
(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If you are advised to do so, refer to your Local Authority Children’s Services
OR Adult Safeguarding Team OR to the Police

Maintain confidentiality. Don’t talk to others about it. Never alert the person who may
have caused the harm. BUT look after yourself. Debrief with your Vicar or your Parish
Safeguarding Co-ordinator and ask for further support if you need it.
(usually for the Vicar or the Parish Safeguarding Co-ordinator)
Follow the advice of the Local Authority, Police and the Bishop’s Safeguarding
Advisor. Co-operate fully with any investigation.
March 2014
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APPENDIX E: SAFEGUARDING RECORD KEEPING
from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
A record must be kept: about a pastoral encounter or relationship as soon as there
are concerns that someone has been harmed, is being harmed, or may be harmed.
Why keep records?







To ensure that what happened and when it happened is recorded.
To provide a history of events so that patterns can be identified.
To record and justify the actions of those who work or volunteer for the
Church.
To promote accountability.
To provide evidence of safeguarding activity.
To allow for continuity when there is a change of personnel

Data Protection (GDPR)
When recording personal details and confidential information about individuals, Data
Protection includes some important principles:








Proportionality: avoid bureaucracy and repetition; only record and keep
relevant information
Accountability: both to legislation and to the individual. Keep records lawful,
fair and transparent
Transparency: whenever this is safe, tell the individual you are keeping a
record and why. Always seek advice where harm may occur if the individual
sees the record.
Accessibility: records need to be available only to those who have a proper
need to see them.
Accuracy: records need to be kept up to date and accurate.
Security: records should be stored safe from loss, theft, damage and
inappropriate access

Parish Privacy Notice: Safeguarding records must be included in the parish’s
privacy notice.
Consent and Right to See Records: Individuals must give their consent to, and be
able to see, records being kept about them unless it is unsafe to do so or relates to
third parties. Seek advice from the Bishop’s Safeguarding Adviser before revealing
the identity of a victim to an alleged abuser.
Further information on GDPR is available at www.parishresources.org.uk/gdpr/
or www.ico.org.uk
St Hilda, Warley Woods PCC, 3rd March 2021
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What should be recorded in a safeguarding record?
Good record keeping is an important part of the safeguarding task. Records should
use clear, straightforward language, be concise and accurate so that they can be
easily understood. They should clearly differentiate between facts, opinion,
judgements and hypothesis. A record should cover:











Who it is about, the names of all key people and any witnesses;
What happened, using exact words spoken to you and as much factual
description as possible;
How it happened;
Where it took place;
When it took place, give dates and times;
Why it happened. Record explanations offered by the people involved not
your own theories;
What should happen next, what are you or others going to do next;
Include the views/perspective of the child or adult who is vulnerable;
Analysis of the risks that concern you and the things already in place that may
help keep the person safe, based on the facts and evidence;
Date & sign the record and each subsequent entry.

A model parish safeguarding recording template is available on
https://www.cofebirmingham.com/info-for-parishes/safeguarding/parishsafeguarding/
Storage of safeguarding records





Paper files should be kept in a lockable fire proof cabinet.
Electronic files: should have some form of encryption (e.g. password
protected) and be backed up regularly
Passwords: use hard to guess passwords that include capital letters and
numbers.
Timescale: records about safeguarding concerns must be kept for a minimum
of 75 years.

Emails




Take extra care when emailing confidential information.
Ideally encrypt emails.
Do not send confidential information to shared email addresses e.g. a family
email unless all recipients are entitled to see the information
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Postage
When mailing confidential information use:




online tracking,
a signature on receipt
the double envelope safeguard i.e. an inner envelope marked confidential but
no classification on the outer envelope.

Access to safeguarding records



Records should only be accessible to those who have a proper need to see
them
There should be a plan for access in an emergency when the record holder is
absent or when the record holder leaves your church

APPENDIX F: GOOD PRACTICE WHEN WORKING WITH
CHILDREN AND YOUNG PEOPLE
from ‘Safeguarding Under 18s’ on https://www.cofebirmingham.com/info-forparishes/safeguarding/working-safely-with-the-vulnerable/ ‘A Guide to
Safeguarding Children and Young People for Leaders and Helpers’

Getting Started
 have you completed your Confidential Self-Declaration Form and DBS check
and provided references?
 have you got your ‘A Small Guide to Safeguarding’ and ‘A Brief Guide to Abuse’
and seen your parish safeguarding policy?
 do you know who your Parish Safeguarding
Co-ordinator is?
 has the PCC agreed to your activity and done risk and health & safety
assessments?
 do you have access to First Aid help?
 do you know your venue’s Fire Evacuation Drill?
 do you have access to a telephone - or other means of summoning help?
 if your role involves driving – have you signed a volunteer driver agreement?
St Hilda, Warley Woods PCC, 3rd March 2021

Parish Safeguarding Policy and Procedures

15

Working Safely
DO
 Treat EVERYONE with respect and dignity
 Create space for children and young people to talk – informally and formally –
and make sure they know who they can talk to
 Challenge any abusive, bullying, sexual, racist or discriminatory behaviour
 Be prepared to refer to someone with greater expertise /experience and seek
support when you need to
DO NOT
o Invade a child or young person’s personal space or privacy – unless they are
unsafe
o Use any form of physical punishment
o Be sexually suggestive about or to a child or young person – even in fun
o Show favouritism, scapegoat or ridicule
o Outside of your group / activity:
 Offer or give lifts to a child or young person
 arrange to meet a child or young person
 invite a child or young person to your home
 send private messages to a child or young person or befriend them on social
media
o Allow unknown adults access to children or young people in your group – including
lifts home
o Smoke/drink alcohol/take illegal substances around children or young people in
your care – or allow other adults or young people to do so
The best interests of the child must be at the heart of everything you do

During Activities …





Always aim to work with or within sight of another adult
There should be a minimum of two adults (three adults where two of the adults are
in a relationship) in every group – but you may need more depending on the age of
the children or young people or activity
Aim to have male and female leaders when you can
If your role requires you to do one-to-one youth work you MUST receive
supervision from another church leader

Activity Log




Keep a journal of who is present each time the activity takes place
Keep a journal of anything out of the ordinary that happens – accident, incident, if
a leader needs to deviate from these guidelines in the best interests of the child or
young person etc e.g. medical need, a child is not collected
Store the log in accordance with your Church’s Privacy Notice
St Hilda, Warley Woods PCC, 3rd March 2021
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Get Consent



Ask parents to give consent to the activity with details of how to contact them,
medical, allergy and any specific needs for their child
Obtain specific parental consent for:
 Using social media
 Taking photos or videos
 Activities that involve physical contact
 Activities away from your church
 Church organised transport to an activity

If things don’t go to plan it’s a great learning opportunity – always talk things
through with your co-leaders, children or young people

Touch






Some physical contact with children, particularly younger children, can be
appropriate but remember:
Keep it public and age appropriate
Touch should be initiated and determined by or be in response to the child’s
needs – NEVER the adult’s
Touch should NEVER be sexually stimulating to adult, child or young person
Leaders should monitor and review each other in relation to physical contact –
and be able to challenge when necessary

Respond Well
DO
 Keep calm, listen carefully to what the child or young person is saying and give
them time to talk
 Accept without judgement and take seriously what is being said
 Tell them the abuse was not their fault
 Let them know who you must tell to help stop the abuse
DO NOT
o Show shock or disbelief
o Push the child or young person into giving details of the abuse – your role is to
listen to what they want to tell you, NOT to investigate
o Ask direct or leading questions – this could be harmful to the investigation
o Jump to conclusions or use words the child or young person has not already
used
o Discuss what they have told you with others who are not involved
(friend/colleague/partner) – only talk to others on a ‘need to know’ basis
o Make a comment about or alert the alleged abuser – or anyone else who may
tell them
St Hilda, Warley Woods PCC, 3rd March 2021
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Record




ALWAYS make a record of what the child or young person has told you and
pass it to your Parish Safeguarding Co-ordinator
Keep the record factual – who, why, what, where, when, how – sign and date it
If you can, agree with the child or young person that what you’ve written is
accurate

Report
NEVER promise to keep a secret
ALWAYS report any concerns about a child - or someone who works or volunteers
for the church - however small they may seem, all disclosures and all allegations
TELL Parish Safeguarding Co-ordinator or Vicar…
… or, when the concern is about them/you can’t get in touch with them/you don’t
want to tell anyone at your church, tell the Bishop’s Safeguarding Adviser
If you need immediate advice and can’t wait to get in touch with any of the above
call the duty social care team or NSPCC helpline
If a situation is not safe and someone is in danger or needs immediate help call
the police

Contact Numbers:
Parish Safeguarding Co-ordinator:
07946 147 703
Vicar: Jennifer Crewes:
07377 363 915
Bishop’s Safeguarding Adviser:
07324 993 844
Sandwell Children’s Trust
0121 569 3100
Sandwell Children’s Trust out of hours: 0121 569 3100
31:8 (formerly CCPAS):
0303 003 11 11
NSPCC:
0808 800 5000
Police:
101 or 999
ChildLine:
0808 11 11
Domestic Violence:
0808 2000 247
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APPENDIX G: GOOD PRACTICE WHEN WORKING WITH
VULNERABLE ADULTS
from ‘Safeguarding Vulnerable Adults’ on https://www.cofebirmingham.com/info-forparishes/safeguarding/working-safely-with-the-vulnerable/
‘A Guide to Safeguarding Vulnerable Adults for Leaders and Helpers’

Getting Started
 check if you need to have a DBS check and follow your church’s safer
recruitment process
 have you got your ‘A Small Guide to Safeguarding’ and ‘A Brief Guide to Abuse’
and seen your parish safeguarding policy?
 do you know who your Parish Safeguarding
Co-ordinator & Domestic Violence Contact are?
 Has the PCC agreed to your activity and done risk and health & safety
assessments?
 do you have access to First Aid help?
 do you know your venue’s Fire Evacuation Drill?
 do you have access to a telephone - or other means of summoning help?
 if your role involves driving – have you signed a volunteer driver agreement?
Make Safeguarding Personal

Working Safely
DO
 Treat EVERYONE with respect and dignity
 Challenge any abusive, bullying, sexual, racist or discriminatory behaviour
 Create an inclusive environment where everyone can participate in and
contribute to all aspects of church life/your activity
 Be aware of the dangers of dependency - seek advice if you think this might be
happening
 Be aware of your own limits – don’t over commit or undertake things beyond
your competency - seek advice when needed
 Respect personal space and privacy
 Give the person space and time to talk
 Listen attentively and communicate in ways the person can understand
 Check before touching anyone - avoid touch that could be mis-interpreted or
perceived as sexual
 Support and encourage the person to make their own choices – respect their
values and decisions
 Check what help the person wants – don’t presume you know
 Support the person to be as safe as they want to be
 If you think a person needs more help and support, seek their consent, or advice
from your parish safeguarding co-ordinator, before referring to outside agencies
St Hilda, Warley Woods PCC, 3rd March 2021
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DO NOT
o Act or speak in ways that are abusive – e.g. forms of physical punishment, making
sexual suggestions, showing favouritism or ridiculing a person
o Make the person feel judged negatively or treated harshly for the choices they
make or the things they tell you
o Treat an adult in a child-like manner
o Give money or significant gifts - your intentions may be misunderstood, or your
offering misused

Visiting

No Decision About Me Without Me

 Find out as much as you can about a visit before you go so you can assess the
risks and decide if it’s safe to go alone - be alert to the increased risks of visiting a
vulnerable adult, or an adult determined to lack capacity, on your own
 Make an appointment – don’t just turn up
 Tell someone where you’re going – and when you get back
 If you feel uncomfortable or unsafe - don’t go in or leave as soon as possible
 Be aware of your exit routes and have a way to summon help or raise the alarm –
e.g. a charged mobile phone, an agreed emergency ‘code’ to alert someone else
 Never:
- Buy for, offer or administer medicines
- Accept anything other than small token gifts
- Take with you anything you don’t need for the visit
 Regularly review visits with co-leaders and seek support or supervision when a
relationship is complex or problematic
 If a visit has concerned you make a record – always share safeguarding concerns
If things don’t go to plan this is a great learning opportunity – always talk
things through with your co-workers and the vulnerable adults you’re
working with.

Activity Log





Keep a record of who is present each time the activity takes place
Keep a journal, (store in accordance with your Church’s Privacy Notice), of
anything out of the ordinary that happens or you notice – accident, incident, if a
leader needs to deviate from these guidelines in the best interests of the person
etc
Keep a visit log – preferably a team log
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Respond Well
DO
 Keep calm, listen carefully to what the person is saying and give them time to
talk
 Accept without judgement or comment and take seriously what the person is
saying
 Reassure the person that the abuse is not their fault
 Let the person know who you need to tell and why – be as clear as you can be
about the next steps
DO NOT
o Show shock or disbelief
o Push the person into giving details of the abuse – your role is to listen to what
they want to tell you, NOT to investigate
o Ask the person direct or leading questions – this could be harmful to the
investigation
o Jump to conclusions or use words the person has not already used
o Discuss what the person has told you with others who are not involves
(friend/colleague/partner) – only talk to others on a ‘need to know’ basis
o Make a comment about or alert the alleged abuser – or anyone else who may
tell them

Record




ALWAYS make a record of what the person has told you and pass it to your
Parish Safeguarding Co-ordinator
Keep the record factual – who, why, what, where, when, how – sign and date it
Agree with the person that what you’ve written is accurate – unless this is
unsafe or may cause more harm or unnecessary delay

Report
NEVER promise to keep a secret
– but always maintain confidentiality
ALWAYS report all concerns, however small they may seem, all disclosures and all
allegations – any of these that involve a person who works or volunteers for the
church MUST be reported
TELL Parish Safeguarding Co-ordinator or Vicar…
… or, when the concern is about them/you can’t get in touch with them/you don’t
want to tell anyone at your church, tell the Bishop’s Safeguarding Adviser
If you’re worried but not sure if it is abuse or if you need consent to report - ALWAYS
report to get advice, but initially withhold the person’s details
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If you need immediate advice and can’t get in touch with the above call the duty
social care team.
If a situation is not safe and someone is in danger or needs immediate help call the
police

Contact Numbers:
Parish Safeguarding Co-ordinator:
Vicar: Jennifer Crewes:
Bishop’s Safeguarding Adviser:
Sandwell Adults Social Care
Sandwell Adults Social Care out of hours:
31:8 (formerly CCPAS):
Elder Abuse:
Police:
Samaritans:
National Domestic Abuse Helpline

07946 147 703
07377 363 915
07324 993 844
0121 569 2266
0121 569 2355
0303 003 11 11
0808 808 8141
101 or 999
08457 909 090
0808 200 0247

APPENDIX H: CHURCH OF ENGLAND RECRUITMENT PROCESS
PARISH CHECKLIST
from https://www.cofebirmingham.com/info-for-parishes/safeguarding/saferrecruitment/ ‘Form 10. Parish Check list for Recruitment Process’
1. Role Outline
Written Yes/No
Completed: Date: By:
2. DBS check needed? -------- No------- 3. Little/No Contact:
Regulated Activity Yes/No
Volunteer Contact details filed Yes/No
Substantial Contact Yes/No
Suitability assessed Yes/No
Little or No Contact Yes/No
Position of Trust Roles Application form
With Children Yes/No
Yes/No
With Vulnerable Adults Yes/No
References Yes/No
Completed: Date: By:
Completed: Date: By:
|
Yes
|
4.Substantial contact / regulated activity
Safeguarding policy & guidelines explained to applicant Yes/No
Completed: Date: By:
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5.Personal Details Form Yes/No
References Yes/No
Confidential Declaration Yes/No
Interview/conversation Yes/No
Completed: Date: By:
Confidential Declaration sent to Bishop’s Safeguarding Adviser or Archdeacon
when information disclosed. Date: By: incumbent/priest
6.DBS* check
DBS application completed Yes/No
Signed consent obtained Yes/No Identity Verified Yes/No
Applicant is homeworking Yes/No
Volunteer / Paid Worker **
Completed: Date: By: Parish Identity Verifier
7.DBS* check follow up
Outcome notified & recorded Yes/No
Completed: Date:
By: Lead Parish Identity Verifier (clear) Safeguarding Support Officer (unclear)
8.If unclear DBS* Outcome
Safeguarding Assessment Outcome notified & recorded Yes/No
Completed: Date: By: Lead Parish Identity Verifier
9.If clear DBS* outcome
Renewal of DBS* check
Renewal date recorded Yes/No
Completed: Date: By: Lead Parish Identity Verifier
10. Safer working practice Contact details filed Yes/No
Volunteer Agreement issued Yes/No
Completed: Date: By:
* Disclosure & Barring Service
** Delete as applicable
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APPENDIX I: ST HILDA’S CHURCH OFFICER ROLE DESCRIPTIONS
1. Procedure for identifying and creating a Role Description
1.1 A Church Officer Role is identified by the Parish Safeguarding Team as
requiring a Role Description.
1.2 Using the ‘St Hilda Role Description’ template, a Role Description is created,
by the person deemed to be leading in that area, together with the person whose
role is being described and in consultation with others if appropriate. This could
be done with advice from a member of the Parish Safeguarding Team and if
needed, with the use of a specimen role description from the Church of England
Birmingham website which is:
https://www.cofebirmingham.com/info-for-parishes/safeguarding/safer-recruitment/

1.3 The final version is checked with the Parish Safeguarding Team.1.4 The final
version is passed to the PCC for authorisation.
2. Church Officer Roles for which a Role Description is required
Church Officer Role

Role Description written by

Deputy Church Warden

Church Warden

Duty Church Warden

Church Warden

Director of Music, Organist, Musical

Incumbent

Co-ordinator
Parish Safeguarding Co-ordinator

PCC

Parish Safeguarding Team Member

PCC

Pastoral Care Team Member

Lay Pastoral Minister

Prayer Ministry Co-ordinator

Incumbent

Prayer Ministry Team Member

Incumbent

St Hilda, Warley Woods PCC, 3rd March 2021

Parish Safeguarding Policy and Procedures

