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This Practices Document was issued by the Safeguarding 

Co-ordinator on 13th October, 2016 and revised 31st 

January 2020. 

 

It sets out the practices which should be followed in implementing 

the Leadership’s safeguarding policy.  This is to help ensure that the 

Church provides a safe and caring environment for children, young 

people and vulnerable adults.   
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PURPOSE OF SAFEGUARDING PRACTICES DOCUMENT 

 

Cheddar Valley Community Church (CVCC) undertakes a range of activities with 

people of all ages including children, young people and vulnerable adults.  The 

Church’s Leadership Team recognises the need to provide a safe and caring 

environment for children, young people and vulnerable adults and has issued a 

Safeguarding Policy based on a model provided by the churches’ child protection 

advisory service, ThirtyOne:Eight.  They have also issued a “Leadership 

Safeguarding Statement” which summarises the essence of CVCC’s Safeguarding 

Policy.    

 

This Safeguarding Practices document has been issued to complement the Church‘s 

Safeguarding Policy.  Both the Safeguarding Practices document and the 

Safeguarding Policy should be followed by all CVCC workers. 

 

As in the Safeguarding Policy, CVCC “workers” in this document includes, wherever 

that word is used without qualification, all those working with children, young people 

and vulnerable adults irrespective of whether they are employed, self employed or 

volunteers.  

 

The Safeguarding Policy and Safeguarding Practices document are based on the ten 

Safe and Secure safeguarding standards published by ThirtyOne:Eight. 

 

As a Church  working with children, young people and vulnerable adults we want to 

operate and promote good working practice. This will enable workers to run activities 

safely, develop good relationships and minimise the risk of false accusation.  

 

We therefore have procedures which must be followed where there is an allegation 

or suspicion of abuse (Annex 1) and guidance on recognising abuse (Annex 2).  We 

have a general code of conduct (at Annex 4) which applies to all workers and some 

good practice guidelines for activities at Annex 6.  All workers should follow these 

guidelines. 

 

The guidelines include the need to obtain consent forms from a parent (guardian or 

carer as appropriate).  There is a general consent form which should be signed 
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every year and specific signed consent forms for particular activities.  These forms 

are at Annex 7.    

 

For ease of reference, some information from the Safeguarding Policy has been 

repeated in this Document.    

 

ANITA WORCESTER 

SAFEGUARDING CO-ORDINATOR 
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ANNEX 1 - RESPONDING TO AN ALLEGATION OR SUSPICION OF ABUSE 

 

Detailed definitions, and signs and symptoms of abuse, as well as how to respond to 

a disclosure of abuse, are set out in Annex 3. 

  

Procedures to be followed 

Under no circumstances should a worker carry out their own investigation into an 

allegation or suspicion of abuse.  The following procedures should be adopted: 

 

• The person in receipt of allegations or suspicions of abuse should report 

concerns as soon as possible to the Safeguarding Co-ordinator: 

 

 Mrs Anita Worcester, Mobile: 07816 295160.  

 

• In the absence of the Safeguarding Co-ordinator or, if the suspicions in any 

way involve the Safeguarding Co-ordinator, then the report should be made to 

one of her Deputies:  

 

Mrs Bella Nothard, Mobile: 07799 754953:  

or 

Mrs. Jackie Thomas, Mobile: 07952 317909 

 

• If the suspicions implicate both the Safeguarding Co-ordinator and the 

Deputies, then the report should be made in the first instance to the trustee 

with responsibility for safeguarding:  

           

           Mrs Anne Mehlig, Mobile: 07729 588942  

 

• The Safeguarding Co-ordinator (or other person who has been notified of the 

concerns) will then seek advice from: 

 

ThirtyOne:Eight (churches’ child protection advisory service)  

Phone: 0303 003 1111;  

Address: PO Box 133, Swanley, Kent, BR8 7UQ.  

Email: info@thirtyoneeight.org   
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 ThirtyOne:Eight may advise contacting Social Services or the police.  

 

The Safeguarding Co-ordinator (or other person who has been notified of the 

concerns) should as soon as practicable also inform: 

                  

 Mrs Jackie Thomas, mobile: 07952 317909 

 

Or, if she is not available, another member of the leadership team should be 

informed.  

 

In addition,  

- to comply with CVCC’s insurance policy, the Church’s insurance company 

and its Legal Costs Insurer should be informed speedily of the concerns by 

the Safeguarding Co-ordinator (or other person who is dealing with the 

concerns):   

 

o DAS Legal Expenses Insurance Company Limited: telephone: 0117 

934 2000 quoting reference TS5/3391503 

- Where there is an allegation of abuse the designated trustee should be 

informed, i.e. Anne Mehlig. 

 

It is important to note that: 

 

• The role of the Safeguarding Co-ordinator / Deputies is to collate and clarify 

the precise details of the allegation or suspicion and pass this information on 

to statutory agencies who have a legal duty to investigate.  

 

• Suspicions must not be discussed with anyone other than those nominated 

above. A written record of the concerns should be made in accordance with 

these procedures and kept in a secure place. 
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• Whilst allegations or suspicions of abuse will normally be reported to the 

Safeguarding Co-ordinator, the absence of the Safeguarding Co-ordinator or 

Deputies, should not delay taking or following advice from ThirtyOne:Eight, 

eg. referral to the social services and/or police if recommended to do so. 

 

It is, of course, the right of any individual as a citizen to make a direct referral to the 

safeguarding agencies or seek advice from ThirtyOne:Eight, although the Leadership 

hope that members of the Church will use the procedure set out in this Policy.  

 

However, if the individual with the concern feels that the Safeguarding Co-ordinator / 

Deputies have not responded appropriately, or where they have a disagreement with 

the Safeguarding Co-ordinator(s) as to the appropriateness of a referral they are free 

to contact an outside agency direct.  By making this clear, the Leadership intends to 

demonstrate its commitment to effective safeguarding and the protection of all those 

who are vulnerable. 

  

Detailed procedures where there is a concern about a child due to physical 

injury, neglect or emotional abuse 

 

If there is concern about a child’s safety because of   

- deliberate injury 

- an unexplained physical injury 

- a symptom of neglect 

- concerns about emotional abuse, or  

- if a child is afraid to return home 

 

the Safeguarding Co-ordinator / Deputies will: 

 

• Seek and follow advice given by ThirtyOne:Eight (who will confirm their 

advice in writing) regarding whether or not to refer a case to Children’s Social 

Care.                                          

                 Phone: 0303 003 1111 
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• If advised to do so, the Safeguarding Co-ordinator should then contact 

Children’s Social Care.                                                                           

Somerset Children’s Services,  

Phone number (office hours) is 0300 123 2224.  

The out of hours emergency number is 0300 123 2327 

 

The Police can be contacted by using the Police’s non-emergency 

telephone number, 101. 

In an emergency always contact the Police using 999 

 

• NOT tell the parents or carers unless advised to do so, having contacted 

ThirtyOne:Eight or Children’s Services.   

 

• Seek medical help if needed urgently, informing the doctor of any suspicions.   

 

• Inform the trustees. 

 

• For lesser concerns, (e.g. poor parenting), encourage parent/carer to seek 

help, but not if this places the child is at risk of significant harm.  

 

• Where the parent/carer is unwilling to seek help, offer to accompany them.  In 

cases of real concern, if they still fail to act, contact Children’s Services direct 

for advice.  

 

Allegations of sexual abuse 

 

In the event of allegations or suspicions of sexual abuse, the Safeguarding Co-

ordinator / Deputies: 

 

• Will seek and follow the advice given by ThirtyOne:Eight regarding whether or 

not to contact Children’s Services / Police. ThirtyOne:Eight will confirm its 

advice in writing for future reference.  
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• Will, if advised to do so, contact the Children’s Services Department Duty 

Social Worker or Police Child Protection Team direct.  

 

• MUST NOT speak to the parent/carer or anyone else other than those 

designated above. 

• In the case of very severe sexual assault (such as rape), which may have 

occurred over the last few days, contact the police. Do not touch or tamper 

with any evidence, such as clothing, & dissuade the child from cleansing 

themselves. 
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VULNERABLE ADULTS 

The following procedure will be followed where there is a concern that an adult is in 

need of protection: 

Suspicions or allegations of physical or sexual abuse of a vulnerable adult 

If a vulnerable adult has a physical injury or symptom of sexual abuse the 

Safeguarding Co-ordinator / Deputies will: 

 

• Contact ThirtyOne:Eight, who may suggest contacting the Adult Social Care 

Vulnerable Adults Team who have responsibility under the Care Act 2014 and 

government guidance, ‘No Secrets’, to investigate allegations of abuse.  

 

• Discuss any concerns with the individual themselves giving due regard to their 

autonomy, privacy and rights to lead an independent life. 

 

• If the vulnerable adult is in immediate danger or has sustained a serious injury 

contact the Emergency Services, informing them of any suspicions. 

 

• The Somerset Adult Social Care telephone number (office hours)         

0300 123 2224.  

The Adults & Mental Health out of hours emergency number                   

01823 368244 

   

ALLEGATIONS OF ABUSE AGAINST A PERSON WHO WORKS WITH 

CHILDREN 

If an accusation is made against a worker whilst following the procedure outlined 

above,  

• the Safeguarding Co-ordinator, in accordance with Local Safeguarding 

Children Board (LSCB) procedures, will need to liaise with Children’s Social 

Care in regards to the suspension of the worker, also making a referral to a 

Safeguarding Adviser (SA) / Local Authority Designated Officer (LADO). 

• In addition to this, consideration should be given to whether a referral should 

be made to the Disclosure and Barring Service which manages the list of 
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those people deemed unsuitable for working with children or vulnerable 

adults.  This should be discussed when liaising with a SA / LADO. 
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PREVENTION  

 

Management of Workers – Code of Conduct 

 

It is unacceptable for those in a position of trust to engage in any behaviour which 

might allow a sexual relationship to develop for as long as the relationship of trust 

continues.  

 

Everyone is required to abide by the Code of Conduct towards children, young 

people and vulnerable adults set out in Annex 4 of the Practices document issued by 

the Safeguarding Co-ordinator. 

 

The Leadership is committed to supporting all workers and ensuring they receive 

appropriate support and supervision. All workers will be issued with this Code of 

Conduct towards children, young people and vulnerable adults.  
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ANNEX 2 - DETAILS ABOUT CHEDDAR VALLEY COMMUNITY CHURCH (CVCC) 

(Extracts from the Safeguarding Policy) 

Address: The Oasis, Tweentown, Cheddar, Somerset BS27 3JB 

Telephone number: 01934 744353  

Email address: cvcch@hotmail.co.uk                    

Website: www.cheddarvalleycommunitychurch.net 

 

CVCC is: 

- An independent evangelical community church 

- A member of the Evangelical Alliance  

- A member of ThirtyOne:Eight (churches child protection advisory service) 

- A charity registered with the Charity Commission (number 288139)    

- A company limited by guarantee (number 10135450) 

- Insured by Ansvar and has Public, Product and Employee Liability Insurance. 

Normal Church Activities:- Policy no : CHP 27847;                               

Activities at The Oasis:- Policy no: CCP 2237937 

 

- Dr Samantha Hart 

- Mr Phillip Russell 

- Mrs Jackie Thomas 

Supported by an Advisory Board, consisting of: 

      -     Rev. John Reynard 

      -    Mrs. Julie Reynard 

      -   Rev. Russell Howell 

CVCC Trustee Board: 

    -   Mr. Colin Evans 

    -   Mr. Paul Hart 

    -  Mr. John Heather 

    -  Mrs. Anne Mehlig 



P
ag
e1

7 

 

CVCC Safeguarding Practices document – Approved13/10/16 ; Revised 31/01/2020  

Based on ‘thirtyOne:Eight’ Model Safeguarding Policy – © CCPAS 2018  

    -  Mr. Richard Timm 

 

Safeguarding Co-ordinator:      Mrs Anita Worcester                                                                                   

Mobile: 07816 295160. Email anita.worcester@icloud.com 

Deputy Safeguarding Co-ordinator: Mrs Bella Nothard,                                       

Mobile:  07799 754953        

Deputy Safeguarding Co-ordinator: Mrs Jackie Thomas,                                      

Mobile:  07952 317909 

Trustee with Responsibility for Safeguarding: Mrs Anne Mehlig                          

Mobile:  07729 588942 

 

 

The following is a brief description of our places of worship and the types of activities 

we undertake with children, young people and vulnerable adults: 

• The Church’s main meeting is on a Sunday morning at the Kings of Wessex 

Academy, Station Road, Cheddar, BS27 3AQ.   

• Some Church meetings are held during the week at the Church Centre, The 

Oasis, Tweentown, Cheddar, BS27 3JB  

 

The Church is in partnership with a café for the community at The Café, Bath Street, 

Cheddar, Somerset, BS27 3AA. The Café also provides a venue for some church 

meetings, including for some youth meetings and outreach events.  

 

CVCC runs children’s groups that meet during the Sunday morning service 

In addition, there is a children and young people’s group that meets during the week 

on The Oasis site. 

The Church also runs a Parent and Toddler Group on one morning a week in the 

Church Centre, which welcomes families from the community.  
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ANNEX 3 - RECOGNISING ABUSE 

 

a) Understanding abuse and neglect  

 

Defining child abuse or abuse against a vulnerable adult is a difficult and complex 

issue. A person may abuse by inflicting harm, or failing to prevent harm. Children 

and adults in need of protection may be abused within a family, an institution or a 

community setting. Very often the abuser is known or in a trusted relationship with 

the child or vulnerable adult. 

 

In order to safeguard those in our Church we recognise: 

 

the UN Convention on the Rights of the Child and have as our starting point 

as a definition of abuse, Article 19 which states: 

1. States Parties shall take all appropriate legislative, administrative, 

social and educational measures to protect the child from all forms of 

physical or mental violence, injury or abuse, neglect or negligent 

treatment, maltreatment or exploitation, including sexual abuse, while 

in the care of parent(s), legal guardian(s) or any other person who has 

the care of the child.  

2. Such protective measures should, as appropriate, include effective 

procedures for the establishment of social programmes to provide 

necessary support for the child and for those who have the care of the 

child, as well as for other forms of prevention and for identification, 

reporting, referral, investigation, treatment and follow-up of instances of 

child maltreatment described heretofore, and, as appropriate, for 

judicial involvement.  

For adults, the UN Universal Declaration of Human Rights with particular 

reference to Article 5 which states: 

 

No one shall be subjected to torture or to cruel, inhuman or degrading 

treatment or punishment. 
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b) Statutory Definitions of Abuse & Signs and Symptoms (children and young 

people)  

 
Child protection legislation throughout the UK is based on the United Nations 

Convention on the Rights of the Child. Each nation within the UK has incorporated 

the Convention within its legislation and guidance.  

The four definitions of abuse below operate in England based on the government 

guidance ‘Working Together to Safeguard Children (2018)’.   

What is abuse and neglect? 

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or 

neglect a child by inflicting harm, or by failing to act to prevent harm. Children may 

be abused in a family or in an institutional or community setting, by those known to 

them or, more rarely, by a stranger for example, via the internet. They may be 

abused by an adult or adults, or another child or children. 

Significant Harm  

The legislation defining the circumstances in which compulsory intervention in family 

life is justified in the best interests of children is based on the concept of ‘significant 

harm’.  There are no absolute criteria for judging what constitutes significant harm. 

However, they may include the degree, extent, duration and frequency of harm. 

Sometimes a single traumatic event may constitute significant harm e.g. violent 

assault, sexual assault, suffocating or poisoning. More often, significant harm is a 

series of events, both acute and longstanding, which interrupt, change or damage 

the child’s physical and/or psychological development. Some children live in family 

and social circumstances where health and development are neglected. For them, it 

is the corrosiveness of long term emotional, physical and/or sexual abuse that 

causes impairment, sometimes to the extent of constituting significant harm. 
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The four definitions of Abuse & Signs and Symptoms:   

Note: items marked * indicate the possibility that a child or young person is self-

harming.  

1) Physical Abuse 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 

scalding, drowning, suffocating, or otherwise causing physical harm to a child. 

Physical harm may also be caused when a parent or carer fabricates the symptoms 

of, or deliberately induces, illness in a child. 

The following signs could be indicators that abuse has taken place but should be 

considered in context of the child’s whole life. 

Signs and Symptoms of Possible Physical Abuse 

• Injuries not consistent with the explanation given for them  

• Injuries that occur in places not normally exposed to falls, rough games, etc  

• Injuries that have not received medical attention  

• Reluctance to change for, or participate in, games or swimming  

• Repeated urinary infections or unexplained tummy pains  

• Bruises on babies, bites, burns, fractures etc which do not have an accidental 
explanation* 

• Cuts/scratches/substance abuse*  
 

2) Emotional Abuse 

Emotional abuse is the persistent emotional maltreatment of a child such as to cause 

severe and persistent adverse effects on the child’s emotional development. 

It may involve conveying to children that they are worthless or unloved, inadequate, 

or valued only insofar as they meet the needs of another person. It may include not 

giving the child opportunities to express their views, deliberately silencing them or 

‘making fun’ of what they say or how they communicate. It may feature age or 

developmentally inappropriate expectations being imposed on children. These may 

include interactions that are beyond the child’s developmental capability, as well as 

overprotection and limitation of exploration and learning, or preventing the child 

participating in normal social interaction. It may involve seeing or hearing the ill-

treatment of another. It may involve serious bullying (including cyberbullying), 

causing children frequently to feel frightened or in danger, or the exploitation or 

corruption of children. Some level of emotional abuse is involved in all types of 

maltreatment of a child, though it may occur alone. 

The following signs could be indicators that abuse has taken place but should be 

considered in context of the child’s whole life. 

 

Signs and Symptoms of Possible Emotional Abuse 
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• Changes or regression in mood or behaviour, particularly where a child 
withdraws or becomes clinging.  

• Depression, aggression, extreme anxiety.  

• Nervousness, frozen watchfulness 

• Obsessions or phobias 

• Sudden under-achievement or lack of concentration  

• Inappropriate relationships with peers and/or adults  

• Attention-seeking behaviour  

• Persistent tiredness 

• Running away/stealing/lying  
 

3) Sexual Abuse  

Sexual abuse involves forcing or enticing a child or young person to take part in 

sexual activities, not necessarily involving a high level of violence, whether or not the 

child is aware of what is happening. The activities may involve physical contact, 

including assault by penetration (for example, rape or oral sex) or non-penetrative 

acts such as masturbation, kissing, rubbing and touching outside of clothing. They 

may also include non-contact activities, such as involving children in looking at, or in 

the production of, sexual images, watching sexual activities, encouraging children to 

behave in sexually inappropriate ways, or grooming a child in preparation for abuse 

(including via the internet). Sexual abuse is not solely perpetrated by adult males. 

Women can also commit acts of sexual abuse, as can other children. 

*Sexual activity involving a child who is capable of giving informed consent on a 

matter, while illegal, may not necessarily constitute sexual abuse as defined for the 

purposes of this guide. One example, which would fall into this category, is a sexual 

relationship between a 16 year old and her 18 year old boyfriend. The decision to 

initiate child protection action in such cases is a matter for professional judgement 

and each case should be considered individually. The criminal aspects will, of 

course, be dealt with by the police. 

The following signs could be indicators that abuse has taken place but should be 

considered in context of the child’s whole life. 

Signs and Symptoms of Possible Sexual Abuse 

• Any allegations made concerning sexual abuse 

• Excessive preoccupation with sexual matters and detailed knowledge of adult 
sexual behaviour  

• Age-inappropriate sexual activity through words, play or drawing  

• Child who is sexually provocative or seductive with adults 

• Inappropriate bed-sharing arrangements at home  

• Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, 
sometimes with overt or veiled sexual connotations  

• Eating disorders - anorexia, bulimia*  
 
 Child Sexual Exploitation 
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 A form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or 
young person under the age of 18 into sexual activity (a) in exchange for something 
the victim needs or wants, and/or (b) for the financial advantage or increased status 
of the perpetrator or facilitator. The victim may have been sexually exploited even if 
the sexual activity appears consensual. Child sexual exploitation does not always 
involve physical contact; it can also occur through the use of technology. 
 
4) Neglect 

Neglect is the persistent failure to meet a child’s basic physical and/or psychological 

needs, likely to result in the serious impairment of the child’s health or development. 

Neglect may occur during pregnancy as a result of maternal substance abuse. Once 

a child is born, neglect may involve a parent or carer failing to: 

• provide adequate food, clothing and shelter (including exclusion from home or 
abandonment); 

• protect a child from physical and emotional harm or danger; 

• ensure adequate supervision (including the use of inadequate care-givers); or 

• ensure access to appropriate medical care or treatment. 
 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional 

needs. 

The following signs could be indicators that abuse has taken place but should be 

considered in context of the child’s whole life. 

Signs and Symptoms of Neglect  

• Under nourishment, failure to grow, constant hunger, stealing or gorging food, 
Untreated illnesses,  

• Inadequate care, etc 
 

5) Extremism  

This goes beyond terrorism and includes people who target the vulnerable - 

including the young - by seeking to sow division between communities on the basis 

of race, faith or denomination; justify discrimination towards women and girls; 

persuade others that minorities are inferior; or argue against the primacy of 

democracy and the rule of law in our society. 
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c) How to respond to a child wishing to disclose abuse: 

Ensure the physical environment is welcoming, giving opportunity for the child or 

vulnerable adult to talk in private but making sure others are aware the conversation 

is taking place. Ensure the child is able to talk to an adult of the same sex. 

It is especially important to allow time and space for the person to talk 

Above everything else listen without interrupting 

Be attentive and look at them whilst they are speaking 

Show acceptance of what they say (however unlikely the story may sound) by 

reflecting back words or short phrases they have used 

Try to remain calm, even if on the inside you are feeling something different 

Be honest and don’t make promises you can’t keep regarding confidentiality / 

keeping the disclosure secret  

If they decide not to tell you after all, accept their decision but let them know that you 

are always ready to listen. 

Use language that is age appropriate and, for those with disabilities, ensure there is 

someone available who understands their preferred method of communication, for 

example, sign language. 

 

HELPFUL RESPONSES 

• You have done the right thing in telling  
 

• I am glad you have told me 
 

• I will try to help you  
 

DON'T SAY 

• Why didn't you tell anyone before? 
 

• I can't believe it! 
 

• Are you sure this is true? 
 

• Why? How? When? Who? Where?  
 

• I am shocked, don't tell anyone else 
 

• I won’t tell anyone else 
 

Record Keeping 
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Make notes as soon as possible (preferably within one hour of the person talking) including 

a description of any injury, its size, & if possible a drawing of its location and shape on the 

child’s body.                                                                                                                                           

Write down exactly what has been said, when it was said, what was said in reply & what was 

happening immediately beforehand (eg. A description of an activity). Write down dates & 

times of these events & when the record was made.  Write down any action taken & keep 

all handwritten notes even if subsequently typed up. These notes should be passed to the 

safeguarding co-ordinator to assist them should there need to be a referral to statutory 

agencies such as Adult or Children’s Social Care or the Police. Workers need to share 

concerns with the co-ordinator as well as clear allegations made by, or about, children, 

young people & adults at risk.                 
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ANNEX 4 - CODE OF CONDUCT   

CVCC behaviour code for working with children, young people & adults at risk of harm. 

Purpose 

 

This behaviour code outlines the conduct expected of all workers (staff and volunteers).  

The code of conduct aims to help protect adults at risk of harm, children and young people 

from abuse & inappropriate behaviour from those in positions of trust, & to reduce the risk of 

unfounded allegations of abuse being made.  

 

The role of workers (staff and volunteers) 

When working with children & young people or adults at risk of harm, you are acting in a 

position of trust for CVCC. You will be seen as a role model and must act appropriately. 

 

Good practice 

 

• Treat everyone with dignity, respect and fairness, and have proper regard for 

individuals’ interests, rights, safety and welfare 

• Work in a responsible, transparent and accountable way  

• Be prepared to challenge unacceptable behaviour or to be challenged 

• Listen carefully to those you are supporting 

• Avoid any behaviour that could be perceived as bullying, emotional abuse, harassment, 

physical abuse, spiritual abuse or sexual abuse (including inappropriate physical 

contact such as rough play and inappropriate language or gestures) 

• Seek advice from someone with greater experience when necessary 

• Work in an open environment – avoid private or unobserved situations 

• Follow policies, procedures and guidelines and report all disclosures, concerns, 

allegations, and suspicions to the safeguarding co-ordinator 

• Don’t make inappropriate promises particularly in relation to confidentiality  

• Do explain to the individual what you intend to do and don’t delay taking action 

 

Unacceptable behaviour 

 

• Not reporting concerns or delaying reporting concerns 

• Taking unnecessary risks 

• Any behaviour that is or may be perceived as threatening or abusive in any way 

• Passing on your personal &/or social media contact details & any contact that 

breaches CVCC social media policy 

• Developing inappropriate relationships 

• Smoking & consuming alcohol or illegal substances  

• Favouritism/exclusion – all people should be equally supported & encouraged 
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Breaching the Code of Conduct 

 

If you have behaved inappropriately you will be subject to disciplinary procedures (particularly 

in the case of paid staff where the line manager will consult the safeguarding coordinator as 

appropriate). Depending on the seriousness of the situation, you may be asked to leave CVCC. 

We may also make a referral to statutory agencies such as the police &/or the local authority 

children’s or adult’s social care departments or DBS. If you become aware of a breach of this 

code, you should escalate your concerns to the safeguarding coordinator or line manager (in 

the case of a paid staff member).  

 

Declaration 

I agree to abide by the expectations outlined in this document & confirm that I have read the 

relevant policies that assist my work with vulnerable groups. 

 

Name:  

 

Signature:  

 

Date:  

 

 

 
 
 
 
 
 
 
 
 
© Thirtyone:eight. UK’s only Independent Christian Safeguarding Charity. No part of this publication 
may be shared or distributed to any party outside of the member organisation, without the prior 
written permission of the publisher. 
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ANNEX 5 - MANAGING THOSE WHO MAY POSE A RISK 

 

CLAUSES TO CONSIDER IN A CONTRACT FOR A SEX OFFENDER 

This list is NOT exhaustive. It has been drawn from ThirtyOne:Eight material of what 
may need to be taken into account in the particular circumstances of an individual 
and the organisation involved.  It should be read in conjunction with the section on 
Pastoral Care in the Safeguarding Policy 

Boundaries 

• I will never allow myself to be in a situation where I am alone with children, 
young people or vulnerable adults  

• I will attend meetings and activities as directed by the Leadership 

• I will sit where directed at activities (e.g. Church meetings, social gatherings) 
and will not place myself near children, young people and vulnerable adults  

• I will not enter certain parts of the building designated by the Leadership, nor 
any area where activities for children, young people and vulnerable adults are 
in progress  

• I will decline invitations of hospitality where there are children, young people 
or vulnerable adults in the home  

• I accept that "x" and "y" will sit with me during activities (e.g. Church 
meetings, social gatherings) and accompany me when I need to use other 
facilities. They will know I am a sex offender. 

• I accept there are certain people who will need to be told of my circumstances 
in order for them to protect the children, young people or vulnerable adults for 
whom they care  

• I accept that contact will need to be made with my probation officer, who will 
meet with Leaders as and when necessary (where appropriate) 

• I accept that "z" will provide me with pastoral care.  

• I understand that if I do not keep to these conditions, I may be barred from 
attending activities. In such circumstances the Leadership may choose to 
inform the statutory agencies (e.g. police, probation, Adult Social Care, 
Children’s Social Care), and any other relevant organisations, as well as 
members of the Church. 

• I understand that any other concerns will be taken seriously and reported  

Due to the addictive &/or persistent nature of certain abusive behaviours CVCC will exercise 

great caution in recognising & dealing with people who may be a risk; especially if a person has 

committed sexual offences or offences of a violent nature.  

An agreement for managing offenders will be put in place when necessary. This will include the 

Boundaries & Pastoral Care structure outlined below. It will also be done with reference to the 

extensive guidelines available online from ThirtyOne:Eight, & where required, by seeking their 

direct advice. 
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• I understand that this contract will be reviewed regularly every ______ months 
and will remain for an indefinite period. 

 

 

Pastoral care 

As well as outlining the boundaries a sex offender would be expected to keep, 
ThirtyOne:Eight consider that it is also helpful to outline the types of pastoral care 
and support an organisation is able to offer. 

‘X’ and ‘Y’ and ‘Z’ have agreed to provide you with pastoral care and support; as part 
of that undertaking, they and the Leadership of the Church agree to: 

• Support you in finding suitable employment opportunity which will not bring 
you into contact with children, young people or vulnerable adults.  

• Support you in seeking any specialist help e.g. attendance on any Sex 
Offender Treatment Programmes, drug or alcohol or psychiatric rehabilitation 
or any counselling appointments.  

• Liaise with any previous Places of Worship you have attended, with the Prison 
Chaplaincy Team, or any other organisation you have worked with prior to 
joining us. 

• Work closely as a Church with any statutory authorities with responsibility for 
you, such as your probation officer, police public protection team or Children’s 
Social Services, cooperating with them in helping and supporting you.  

• Where appropriate, ask for any risk assessment in order to determine how 
best we can meet your needs while protecting children, young people and 
vulnerable adults. 

• Attempt to meet any practical needs you may have, including assisting with 
options for accommodation.  

• Support you in joining Circles of Support or any other similar programme. 

• Provide pastoral care and support to anyone with whom you are living, 
recognising that partners of known sex offenders need pastoral care and 
‘space’ to share without judgement.  

• Be there for you and will support you. 
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ANNEX 6 - CHURCH ACTIVITIES – GOOD PRACTICE GUIDELINES 

Safeguarding Guidelines for Group or Activity 

Some general guidelines adopted by CVCC from CCPAS guidance for running a 

club, activity or service include: 

 

• Completion of consent forms: a general one every year and specific ones 
appropriate to the particular activity eg swimming.  
 

• Ensuring that everyone is treated with dignity and respect in attitude, 
language and actions. 

 

• Consideration for the number of workers needed to run the group and whether 
they should be male, female or both.  Certain activities, such as swimming, 
will require a higher worker to participant ratio. 

 

• A clear strategy for summoning additional help (if needed) in situations where 
a worker is working alone with a child, young person or vulnerable adult.  

 

• The level of personal care (e.g. toileting) required appropriate to the needs of 
the individual. 

 

• Clear guidelines on personal privacy e.g. when working with children avoiding 
questionable activity such as rough or sexually provocative games and 
comments. 

 

• Not allowing anyone less than 16 years of age to be left in charge of children 
of any age or those attending the group being left unsupervised.  

 

• Only workers assigned to the group being allowed to participate in the 
activity. Other adults should not be allowed free access. 
 

• Recording all accidents, however minor, on an accident form1 (see Annex 9) 
or in an accident book.  
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1 In the event of an accident, the parent/carer of a child or young person should be 

asked to read and sign the accident form or book. Whether a vulnerable adult can 

sign the form will depend on the nature and extent of their disability. 

2 Such records may be very helpful by revealing patterns of behaviour or where, for 
example, workers have to deal with a difficult member who subsequently makes an 
accusation of assault or a young person repeatedly makes sexual comments about 
workers that may, at a later date, result in an allegation of abuse. Written records, 
which should be kept indefinitely, would enable any allegations to be seen in 
context.  
 

• Maintaining a logbook for all activities in which workers can write down 
unusual events or conversations that they witness and eg unexplained 
bruising, fights etc2.   

 

• All workers to be checked with the Disclosure and Barring Service. 
 

 

Adult to Child Ratios  

HELP AND ADVICE FOR ORGANISATIONS WORKING WITH CHILDREN FROM 

NSPCC CONSULTANCY SERVICES 

 

“When working with groups of children or young people, it is important that the level 

of supervision is appropriate to their age group and their needs, which may be very 

specific. 

 

“In general, younger children need to be more closely supervised and will require a 

higher adult to child ratio. The following are the adult to child ratios we would 

recommend for voluntary organisations, which are based partly on OFSTED 

guidelines: 

• Age 0 - 2: 
1 adult to 3 children 

• Age 2 - 3: 
1 adult to 4 children 

• Age 3 - 8: 
1 adult to 6 children 

• Age 9 - 12: 
1 adult to 8 children 
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• Age 13 - 18: 
1 adult to 10 children. 

“If the group is mixed gender, the supervising staff should also include both male and 
female workers wherever possible. 
 
“When deciding on the number of adults required, it is important to bear in mind that 
these ratios are guidelines only: in certain situations it will be necessary to have a 
higher number of adults than our recommendations suggest. If, for instance, the 
children or young people have specific support needs, or a risk assessment identifies 
behaviour as a potential issue for the group or event, the number of supervising 
adults will need to be higher. 
 
“It may not always be possible to adhere to these recommended ratios. 
However, every effort should be made to achieve the best level of supervision of 
children at all times.” 

Guidelines on physical contact 

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

• Touch should be related to the child, young person or vulnerable adult’s 
needs, not the worker's.  

• Touch should be age-appropriate and generally initiated by the child, young 
person or vulnerable adult, rather than the worker. 

• Avoid any physical activity that may be sexually stimulating.  

• All children, young people and vulnerable adults are entitled to personal 
privacy and the right to decide how much physical contact they have with 
others, except in circumstances such as a medical emergency. 

• When giving first aid (or applying sun cream etc), encourage the child, young 
person or vulnerable adult to do what they can themselves but, in their best 
interests, giving appropriate help where necessary.   

• Team members should monitor one another in the area of physical 
contact. They should be free to help each other by constructively challenging 
anything which could be misunderstood or misconstrued. 

• Concerns about abuse should always be reported. 

  

Guidelines for discipline 

• Do not compare a child, young person or adult with another in the group; 
rather encourage and affirm and, if possible, give them responsibility for 
appropriate tasks. 

• Build healthy relationships and be a good role model by setting an example. 
You can't expect others to observe the ground rules if you break them 
yourself. 

• Take care to give attention to the quieter and/or well behaved and resist 
allowing the demanding individuals to take all your time and energy. 

• Be consistent in what you say and ensure that other team members know 
what you have said. This avoids manipulation. 
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• If children and young people in particular are bored they often misbehave, so 
review your programme regularly. 

• NEVER smack or hit anyone and don't shout. Change voice tone if necessary. 

• Call on support from other workers if you feel so angry you may deal with the 
situation unwisely. 

• Lay down ground rules e.g. no swearing, racism or calling each other names, 
respect for property, and make sure everyone understands what action will be 
taken if not adhered to. 

• Every person is unique and will respond in different ways to different forms of 
discipline. It follows therefore each child should be dealt with on an individual 
basis.    

For those who are continuously disruptive: 

• Have them sit right in front of you or get a helper to sit next to them. 

• Encourage helpers to be pro-active rather than waiting to be told to deal with 
a situation. 

• Challenge them to change their behaviour whilst encouraging their strengths.  

• Warn them you may speak to their parents/carers about their behaviour, they 
may be sent outside the room (under supervision), or be banned from 
attending the group for a period of time. 

 

Guidelines on Bullying 

All children, workers, parents and carers should be aware that bullying will not be 
tolerated within CVCC and what they should do if bullying arises  

All workers should have an understanding of what bullying is and be aware of 
possible signs it is happening.  Children and parent/carers should be assured that 
they will be supported when bullying is reported.   

Prevention  

Strategies can be adopted to prevent bullying. As and when appropriate, these may 
include: 

• Writing a set of group rules  

• Signing a behaviour contract  

• Having discussions about bullying and why it matters  

Procedures  

• Report the bullying incident to children’s leaders   

• Ensure that details are carefully checked before action is taken  

• In all cases of bullying, the incidents should be recorded by the worker  

• Consideration should be given to informing the parents/carers of the bully, but 
this should only be done if workers are satisfied there is no bullying/abuse 
going on at home that might exacerbate the situation  

• If it is thought that an offence has been committed, consideration should be 
given to contacting the police  

• The bullying behaviour or threats of bullying must be investigated and stopped 
quickly 



P
ag
e3

3 

 

CVCC Safeguarding Practices document – Approved13/10/16 ; Revised 31/01/2020  

Based on ‘thirtyOne:Eight’ Model Safeguarding Policy – © CCPAS 2018  

• Help should be offered to help the bully address his/her behaviour  

Outcomes  

• The children’s worker involved in dealing with the incident should issue a 
warning to the child concerned  

• An apology should be given by the child who has bullied another  

• If possible, those involved will be reconciled  

• After the incident has been investigated and dealt with, the situation should be 
monitored to ensure repeated bullying does not take place  

• After the incident/incidents have been investigated parents/carers should be 
informed of the action taken  

• All incidents must be recorded and the record kept indefinitely    

Issues to be considered for particular activities   

Consent forms required 

A general consent form (Annex 7a) must be signed by the parent / carer of every 

child or young person every year.   

However, in addition to this, a specific signed consent form must also be obtained for 

the following activities: 

Swimming trips (Annex 7b) 

Visits / outings (Annex 7c) 

Overnight / residential stays (Annex 7d) 

Transport to or from specific activities (Annex 7e) 

Photographing children (Annex 7f); 

and some of these might require completion of an up-to-date medical consent form 

(Annex 7g). 

 
There are also specific things that need to be considered when planning particular 
activities.  These have been developed from guidance provided by CCPAS and 
CVCC’s insurer. 

Swimming trips 

There should be an increased adult to child ratio for all swimming trips and prior to 
the trip the swimming ability of a child/young person should be established. 

 A swimming consent form for each child (or a copy) should be taken by the group 
leader on the trip. A copy should also be retained by a contact person in CVCC.  

Before any visit to a swimming pool check:  

• there will be a qualified lifeguard present at all times  

• first aid/rescue equipment is readily available and this would preferably 
include a poolside telephone/alarm.  
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If appropriate to the group, check that the pool caters for children with disabilities.  

There should be adequate signs indicating the depth of the pool and depending on 
the age of the group you are taking, it is advisable to make sure that the shallow end 
is shallow enough. If the maximum depth of the pool is less than 1.5 metres, diving 
should not be permitted.  

Checks should be made that the changing rooms are safe and hygienic and there is 
a changing room for each sex. They should be supervised while children are in there 
by at least two leaders per changing room. They should be of the same gender as 
the children, but supervised in such a way that the leaders do not watch the children 
actually getting changed.  

 

Children and children’s workers should follow the rules of the pool. It is important 
children and young people know how to behave and take their lead from workers’ 
own behaviour.  

Group leaders should supervise behaviour at all times and there should be a 
minimum of two workers present while the children are in the pool. 

Whilst the pool’s lifeguard should be on duty to supervise swimmers this does not 
reduce the duty of care of workers, including being able to account for the 
whereabouts of all those participating in the event. 

Swimming in the sea or other natural waters is a potentially dangerous activity & 
should only be allowed as a supervised activity after a risk assessment. Sensible 
precautions should be taken & swimming should preferably be in a recognised 
bathing aresa with a lifeguard present.  

Sleepovers 

Sleepovers should be discussed and arranged in advance by the workers so that 
agreements can be made on the best way of caring for the children given the venue, 
number of children, age and gender mix etc.  

Children are best protected in an environment where the adults caring for them are 
aware of the possibility of abuse by adult and child alike and accept the need to be 
watchful. 

The following issues need to be considered when organising a sleepover; 

• There must be adequate insurance cover on the building to cover this activity 
including any limits on numbers.  

• Prior to the sleepover the building should be checked for suitable fire exits 
and workers should know where the water, electricity and gas can be turned 
off and the location of fire extinguishers. A fire drill should be carried out as 
soon as possible after entering the premises for the night.  

• Parents/carers must complete a medical consent form & an activity consent 
form(s) (Annex 7) in respect of their children’s medical care, travel and 
collection arrangements, sleeping conditions, food, other specific activities 
(e.g. games).  
 

• Parents/carers should be given written details of the arrangements for the 
night with the contact number of an identified children’s worker, not simply the 
phone number of the premises.  
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• Specific responsibilities should be designated to workers to ensure clarity of 
roles.  

• Make sure there is a qualified first-aider in attendance.  

• Males and females should sleep separately. If it is a mixed sex group, female 
and male leaders will be needed. 

• Adults should not sleep in the same room as the children unless it is 
considered the group needs to be supervised at all times. It may be more 
appropriate to appoint an adult to conduct random night patrols.  

• Appropriate night attire must be brought and worn. 

• Changing and showering facilities should be single-sex and separate for 
children and adults. If there are limited facilities, timetables need to be drawn 
up.  

• All medical information and emergency contact numbers must be easily 
accessible and workers should have access to a telephone or mobile phone.  

 

Visits / outings 

When organising an outing or visit it is important to do the following: 

• Visit proposed venue beforehand if possible to assess any risks  

• Consider the individual needs of the children or adults. 

• Ensure parent/carer signs consent form (Annex 7c) before major outings and 
are informed of the itinerary.  

• Ensure parent/carer completes and signs a medical form (Annex 7g) and 
provides emergency contact numbers. 

• Ensure the supervision ratios are adequate for the size of the group, the age 
of the children and the activities planned.  

• Ensure children are appropriately supervised so that no child gets lost and 
there is no unauthorised access to children. 

• Keep records of the vehicles used to transport children, with named drivers 
and appropriate insurance cover  

• When booking coaches, ensure the company has appropriate Public Liability 
Insurance and is willing to work to safeguarding standards. 

 
• On the day of the outing, ensure 

- the coach driver is suitable 
- the coach has appropriate seatbelts fitted and that children wear them for 
the duration of the journey.  
- gangways, aisles and emergency exits are kept clear.  

• Carry out a Risk assessment paying particular attention to:  
- potential dangers posed by strangers (adults and children) 
- a child’s eye view of the outing in terms of possible dangers  
- risks that may occur as a result of a special activity 
- additional help required for a particular activity (e.g. lifeguard for swimming) 
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Praying with Children and Young People   

It is important that parents/carers are aware that prayer is an integral part of CVCC’s 
life (particularly if they don’t attend church themselves), and that on occasions you 
may pray with their child either corporately or individually at the child’s request.  

In the unlikely event of a parent/carer requesting that their child does not participate 
in individual prayer, this must always be respected.  

Wherever possible, those praying with children/young people should be adults 
known to them personally eg. children’s workers. Prior to praying, always make sure 
you have the child’s permission. Generally only one adult should pray with a 
child/young person, as more can be intimidating; prayer team may also include other 
children/young people wherever appropriate. Always pray in an open area where 
others are around; this may mean the corner of a room, rather than a separate room 
or corridor. If there is a general invitation to come forward for prayer in or after a 
family service then it would be helpful to have children’s workers available to pray 
with the children/young people rather than relying on other leaders who may not be 
used to dealing with children. Only those authorised by CVCC’s leadership should be 
involved in this ministry. 

The child should be asked if there is anything specific they are requesting prayer for 
and their reply listened to. Speak quietly and calmly, never shout or raise your voice. 
Don’t laugh at or dismiss it out of hand if they want to pray for something you 
consider trite or irrelevant (e.g. my cat’s poorly). If they do not have specific needs or 
requests then simply ask God to bless them.  

Those praying with children and young people should always be alert to child 
protection issues and other concerns such as bullying. In these circumstances do not 
forget about or delay taking appropriate action because you are caught up with 
praying. 

If you have prayed about a specific issue it may be helpful to write it down afterwards 
and give it to the child so that, if they want, they can let their parents/carers know 
and remember it themselves.  

If a child/young person becomes distressed, stop praying. Stay calm and gently ask 
them if they would like to say what has caused their distress. Depending on the 
child’s response you could consider whether there are any gender issues or whether 
they would feel more comfortable with someone else 

If unsure or the child/young person remains distressed do not continue praying but 
stay with them until they are calm, offering them reassurance and complete 
acceptance. Then talk to the child’s parents/carers, assuming you have no child 
protection concerns.  

 

Practicalities  
 

Consider your body language, particularly in relation to things like your height and 
the height of the child/young person. Try to ensure you are on their level rather than 
towering over them perhaps by both of you sitting down; but do avoid crowding. 

Refrain from placing your hands on a child/young person’s head as they may find 
this frightening or threatening. If you think they may appreciate something like an 
arm round a shoulder or their hand being held always ask them if this is what they 
would like before doing it. 
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Bear in mind that a child/young person may be uncomfortable with the use of 
anointing oil so it is important to only go ahead with the child and parents’ 
agreement. 

Remember also that a child/young person may not, for example, understand things 
like ‘speaking in tongues’ and it is important therefore not to do anything that may 
cause confusion or distress. 

Use clear uncomplicated language. Reflect back what the child has said to you, to 
show you have understood their prayer request. If a child says they are feeling tired, 
you could reply “let us pray for you as you are feeling tired” not “I think you are 
depressed, let’s pray about that”. Keep the prayers simple and short so you can then 
be confident your prayers have been understood by the child. 

Avoid giving specific advice about problems involving decisions. A child or young 
person could be very susceptible to suggestion, particularly if they are 
distressed. Even if you believe you have heard from God about their situation, it 
would be far wiser to pray this through on your own or with a children’s worker. 
Never advise a child/young person to stop taking medication or cease seeing 
professionals involved in their care or welfare. 

Never promise total confidentiality. Should a child/young person wish to disclose to 
you a situation such as abuse within a prayer ministry context, you have a duty to 
pass this on to CVCC’s child Safeguarding Co-ordinator (contact details are given in 
this practice document) and possibly Children’s Social Services or the police. You 
may need gently to give clear boundaries but reassure the child that if you share 
anything about their situation with someone else it will be on a ‘need to know’ basis 
only and you will make sure they are supported and cared for. 

Deliverance / Exorcism 

 
Any religious, traditional or cultural practice that causes significant harm to a child is 
a criminal offence and cannot be justified. One example of this is when children have 
been subjected to horrific abuse following accusations they are witches or 
possessed by evil spirits. When practices such as these come to light, the statutory 
authorities may investigate and take appropriate action to protect the children 
involved. 

Some places of worship believe that a child can have an evil spirit or is possessed 
when they display behavioural problems or are different in some way. The child may 
have learning difficulties, mental health issues, copied or unconventional behaviours, 
or be experiencing some kind of trauma such as culture shock at coming to live in a 
different country.  

Children are easily frightened and very susceptible to suggestion. They may also be 
upset by shouting and will easily believe they are bad, wicked etc. A child should 
never be told they are demonised, possessed or oppressed by the devil or evil 
spirits. 

Prayer for children should therefore always be carried out using the guidelines 
above. 
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Peer-group Activities (children and young people) 

All peer-group activities should be overseen by named adults who have been 
selected in accordance with agreed recruitment procedures and have the backing of 
CVCC’s leadership. 

Before setting up a peer-led activity the following should be taken into consideration: 

• The appropriateness of the venue for the activity  

• Any medical issues, dietary needs and allergies will be appropriately 
managed.  

• Emergency contact numbers are to hand for all members under the age of 18 
years.   

• If the provision of food is part of the activity, leaders must ensure that food is 
prepared in accordance with Basic Food Hygiene standards.  

• If a peer-led activity involves under-8s and lasts for two or more hours a week 
for more than five days a year, it will need to be registered with OFSTED. If in 
doubt, contact them for advice.   

Whilst there may be a valid argument for groups of age 16+ being led and run by 
their peers, adult leaders should always be in the vicinity and should contribute to 
any programme reviews and planning. Peer-group leaders must be trained and 
supported by at least one adult worker.  

The following should also be followed:  

• If there are children/young people under 16 years at an activity, adult workers 
should be present or within earshot.  

• No person under the age of 16 should be left with the sole responsibility of 
caring for or supervising other children or vulnerable adults. 

• Young people (over 16) who assist with caring for other children/young people 
should be subjected to the same recruitment process as adults and have 
undertaken safeguarding training.  

• Peer-group leaders should be aware of safeguarding procedures, including 
reporting concerns (e.g. abuse, bullying) to their supervising adult and that 
sensitive information should not be shared openly in the group. 

Parents/carers must always be kept informed about what peer-group activities are 
for, who the leaders are, how they are run, where they meet and what parents can 
do to support them.  

 

Filming and taking photographs   

In accordance with the Data Protection Act 2018, organisations must be careful if 
they want to take photographs or film footage of people, and how images are used. 
This does not mean that photographs should not be taken or filming prohibited but 
there are certain protocols that must be followed to comply with data protection 
legislation as well as to ensure children, young people and vulnerable adults are kept 
safe. 

Permission must be obtained of both children and adults before a photograph is 
taken or film footage recorded. However, as it is perfectly acceptable to ask 
parents/carers to let us know if they do NOT want their child photographed or filmed, 
the general consent form (Annex 7a) includes this. 
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Nevertheless, when it is known that photographs are going to be taken (or likely that 
they might be taken) by or on behalf of CVCC, the worker should write to parents or 
carers to explain this.  In particular: 

• It must be made clear why the image(s) or film is being used, what it will be 
used for and who might want to look at the pictures. 

• When using photographs of children and young people, use group pictures 
and never identify them by name or other personal details. These details 
include e-mail or postal addresses, telephone or fax numbers.  

• Obtain written and specific consent from parents or carers before using 

photographs on a website. A consent form is at Annex 7f.   

Insurance requirements for specific activities 

CVCC’s insurer imposes particular requirements in respect of:  

•  “bouncy castles, other land-based inflatables or trampolines;  

• clean-ups or litter picks;  

• use of gym equipment;  

• face painting and henna tattoos;  

• firework and/or bonfire events;  

• fixed outdoor adventure and playground equipment”.   

 

Any worker considering one of these activities should contact 

  

• Richard Timm, telephone 01934 844721 or 07904 465398 

 

who will check what the insurer’s current requirements are.  This is likely to take 

some time so contact should be made well before the planned event.  

Face painting and henna tattoos 

In particular, CVCC’s insurer says that face paints and henna tattoos must not be 

applied to any person: 

• Under three years old 

• Who has open cuts and sores on their face 

• Who has a cold sore or conjunctivitis or any other known infectious skin 

condition. 

And, in addition, you must 
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• Carry out a skin test prior to the application of any face paints or henna 

tattoos where any person has food allergies or allergic reactions to soaps, 

skin creams and the like  

• Clean any equipment before each application 

• Only use professional face paints and henna tattoos that comply with current 

safety legislation or regulations. 
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ANNEX 7  

Section A     

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

 

General Information and Consent Form  
(for children and young people) 
 
Group:

 _____________________________________________________________ 

Full name of child/young person 

___________________________________________________________________

_____ 

Date of Birth: _____/_____/_____ 

Address:____________________________________________________________

___________________________________________________________________

__________ 

Name of GP: ______________________________________ 

Tel No:  __________________________________________ 

Address: 

___________________________________________________________________

___________________________________________________________________ 

NHS No: ________________________   

Date of last anti-tetanus injection: _____________________ 

Details of any regular medication, medical problem (e.g. asthma, epilepsy, diabetes, 

allergies, dietary needs, etc.) or additional needs/impairment which may affect 

activity: 

___________________________________________________________________

___________________________________________________________________

__________ 

Name of parent/carer: ______________________________________________ 
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Tel no: Daytime ___________________ Evening ____________________________

  

Mobile:  __________________________________ 

 

Additional contact (grandparent etc or other holding parental responsibility) 

Name____________________________________  

Tel no: ___________________________________ 

 

If you do not have parental responsibility (e.g. you are a foster carer/grandparent etc) 

please give details of those with parental responsibility 

Name(s): ________________________________ Tel no: 

_______________________ 

Address:____________________________________________________________

___________________________________________________________________

__________ 

 
I give permission for ______________________________ to take part in the normal 
activities of this group.  I understand that separate permission will be sought for certain 
activities, including swimming, and outings lasting longer than the normal meeting 
times of the group.  I understand that while involved he/she will be under the control 
and care of the group leader and/or other adults approved by the place of 
worship/organisation leadership 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 my child during, or as a result of, the activity. 
 
Whenever medical advice or treatment is needed, the assistance of a GP or A&E 
Department of a hospital should be sought.  The Children Act 1989 allows a doctor to 
provide any necessary treatment by doing ‘what is reasonable in all the circumstances 
of the case for the purpose of safeguarding or promoting the child’s welfare’. 
 
However, the parent/carer should be contacted and advised of the situation as soon 
as possible.  It is important, however that those caring for children and young people 
on day trips, outings and residential activities obtain in advance, the following from the 
parent/carer: 
1. All necessary information concerning the child/young person’s health, allergies, 

medication etc. 
2. Written agreement as follows: 
 
I understand: 
 

• My child will receive medication as instructed before or during the event. 

• Every effort will be made to contact me as soon as possible should my child 
become ill or have an accident. 

• My child will be given medical/dental treatment as necessary. 
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Communicating with children & young people 
Children and young people communicate via telephone, mobile, email and the 
internet. Do you give permission for children/youth workers to communicate via these 
methods to your child? E.g, contact via email with changes to the youth meeting times:
 _Yes _No 
 
I give permission for my child and the youth/children’s workers to communicate using  

 
_Telephone _mobile _email  _internet  

 
for the purpose of arranging children/youth activities. 
 
(Please delete forms of communication you don’t want your child contacted by) 
 
Signed: (parent/adult with parental responsibility) 
_______________________________ 
Date: ____________________________ 
 
 
 
The information requested on this form can be completed by a carer, but only those 
with parental responsibility can sign the consent (NB: This may not include a foster 
carer). If you would like to withdraw consent or have any further questions about the 
information we hold about you, please contact __________________ [name and 
designation] on _________[contact email] or ______________ [phone number]. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ANNEX 7 
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SECTION B 

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

 

Swimming Consent Form 
 
 
Full name of child/young person 
_________________________________________________________ 
 
Date of Birth: _____/_____/_____ 
 
Address____________________________________________________________
___________________________________________________________________
__________ 
 
Details of any regular medication, medical conditions (e.g. asthma, epilepsy, diabetes, 
allergies, dietary needs, etc.) or additional needs/impairment which may affect the 
swimming activity and/or activity where being able to swim is essential: 
 
___________________________________________________________________
___________________________________________________________________
__________ 
 
Date of last anti-tetanus injection       _____/_____/_____ 
 
Name of parent/carer_______________________ 
 
Tel no: Day: ___________________  Eve: _________________  
Mobile ________________ 
 
Additional contact (grandparent etc or other holding parental responsibility) 
 
Name: ___________________________________  
Tel no: ___________________________________ 
 
If you do not have parental responsibility (e.g. you are a foster carer/grandparent etc.) 
please give details of those with parental responsibility 
 
Name(s): _________________________________ Tel no: 
________________________ 
 
Address:____________________________________________________________
____ 
 
SWIMMING ABILITY (delete as appropriate) 
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Is your child able to swim 50 metres?     YES/NO 
Is your child water-confident in a pool?     YES/NO 
Is your child confident in the sea or in open inland water?  YES/NO 
Is your child safety conscious in water?     YES/NO 
 
I give permission for ______________________________ to take part in the specified 
visit and, having read the information provided, agree to him/her taking part in the 
activities described. I understand that while involved he/she will be under the control 
and care of the group leader and/or other adults approved by the church/organisation 
leadership 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 my child during, or as a result of, the activity. I confirm that my child 
is in good health and I consider him/her fit to participate. 
 
In an emergency and/or if I am not contactable, I am willing for my child to receive 

doctor/ hospital or dental treatment including an anaesthetic (please tick)  q  

YES  q    NO 

 
Signed (parent/or adult with parental responsibility)
 __________________________ 
 
The information requested on this form can be completed by a carer, but only those 
with parental responsibility can sign the consent (NB: This may not include foster 
carer).   
 
[This form should be taken by the group leader on the visit.  A copy should be retained 
by the church contact person]. 
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ANNEX 7 

SECTION C         Use this form as a template for your proposed visit 

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

Activities and Day Visits 
 
Proposed Visit or Activity 
_________________________________________________________ 
 
Design your own form to include the following: 
 

• Name of visit or activity 

• Date 

• Venue/destination 

• Departure place and time 

• Return place and time 

• Cost (Inc. cheques payable to) 

• Transport arrangements 

• Items to be brought (coat, swimming kit, packed lunch, money etc.) 

• Date by which reply is to be made, and person to whom it should be sent 

• Details of contact for safeguarding concerns and emergency contact 
 
Include the reply slip below in your form 
 
This form should be taken with the worker on the activity or visit. A photocopy should 
be kept securely at the place of worship/organisation. 
 
 
Reply Slip       One form per person 
 
Full name of child/young person 
____________________________________________________________ 
 
Address 
___________________________________________________________________
___________________________________________________________________
__________ 
 
Please give details of any medical conditions (e.g. asthma, epilepsy, diabetes, 
allergies, dietary needs) or disability that may be affected by this activity) 
 
___________________________________________________________________
___________________________________________________________________
__________ 
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Telephone number for emergencies    
Day:  _____________________ Evening: _____________________ 
 
 
 
I have read the above information and I give permission for 
____________________________ to take part in this activity. 
 
Whenever medical advice or treatment is needed, the assistance of a GP or A&E 
Department of a hospital should be sought.  The Children Act 1989 allows a doctor to 
provide any necessary treatment by doing ‘what is reasonable in all the circumstances 
of the case for the purpose of safeguarding or promoting the child’s welfare’. 
 
However, the parent/carer should be contacted and advised of the situation as soon 
as possible.  It is important, however that those caring for children and young people 
on day trips, outings and residential activities obtain in advance from the parent/carer: 
 
1. All necessary information concerning the child/young person’s health, allergies, 

medication etc. 
2. Written agreement as follows: 
 
I understand: 
 

• My child will receive medication as instructed before or during the event. 

• Every effort will be made to contact me as soon as possible should my child 
become ill or have an accident. 

• My child will be given medical/dental treatment as necessary. 
 
I enclose a cheque or cash to the sum of £____:____ 
 
Signed (parent/or adult with parental responsibility)
 __________________________ 
 
Date ____/____/____ 
 
The information requested on this form can be completed by a carer, but only those 
with parental responsibility can sign the consent (NB: This may not include a foster 
carer 
 
 
 
 
 
 
 
 
 
 
 
 
ANNEX 7 
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SECTION D  

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

Overnight / residential stays Information & Consent Form 
 
 
Name of Child: _____________________________________   
 
Date of Birth: _________________________ 
 
Address:  ________________________________________________________ 
 
Name of Parent/Carer ______________________________________________ 
 
Tel no: __________________ Mobile  _______________________ 
 
Name of GP: _____________________ Tel No: ______________________ 
 
Address: 
_________________________________________________________________ 
 
Details of any illness/disability:  
 
__________________________________________________________________ 
 
 
Details of any medication required during the camp / residential holiday (all 
medication to be labelled correctly and clearly with name and dose needed each 
day) 
 
___________________________________________________________________ 
 
Details of any allergies or special dietary requirements 
 
___________________________________________________________________ 
 
In an emergency and/or if I am not contactable, I am willing for my child to receive 
doctor/ hospital or dental treatment including an anaesthetic (please circle.)         
 
   YES / NO 
 
 
 
Signed (parent/or adult with parental responsibility) 
 
____________________________ Date _________________________ 
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The information requested on this form can be completed by a carer, but only those 
with parental responsibility can sign the consent (NB This may not include a foster 
carer). 
 
CONSENT 
 
Whenever medical advice or treatment is needed, the assistance of a GP or A&E 

Department of a hospital should be sought.  The Children Act 1989 allows a doctor 

to provide any necessary treatment by doing ‘what is reasonable in all the 

circumstances of the case for the purpose of safeguarding or promoting the child’s 

welfare’. 

However, the parent/carer should be contacted and advised of the situation as soon 

as possible.  It is important, however that those caring for children and young people 

on day trips, outings and residential activities obtain in advance from the parent/carer 

all necessary information concerning the child/young person’s health, allergies, 

medication etc. 

 
 

Group leaders will: 

• Ensure that children receive medication as instructed before or during the 
event. 

• Make every effort to contact parents/carers as soon as possible should a child 
become ill or have an accident. 

• Arrange for children to be given medical/dental treatment as necessary. 
 
 
 
This form should be taken with the worker on the camp or residential holiday.  A 
photocopy of the form should be kept securely in the Church Office. 

 

 

  



P
ag
e5

0 

 

CVCC Safeguarding Practices document – Approved13/10/16 ; Revised 31/01/2020  

Based on ‘thirtyOne:Eight’ Model Safeguarding Policy – © CCPAS 2018  

ANNEX 7 

SECTION E  

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

Consent form for transporting children 
 
CVCC is able to provide transport for children for the specific activity of 
 
(description) _____________________________ 
 
At ----------------------------------------------------------------- 
 
This transport will be in a (state all modes of transport) 
 

     Minibus                           car                       other  
 
and the following principles will be adhered to: 
 
All drivers will be safely recruited following national government guidelines and our 
safeguarding policy. 
  
Transport will be provided in vehicles that are roadworthy i.e. MOT and appropriate 
insurance.  
 
Our mini bus drivers are over ________  years of age and have held a full driving 
licence for at least  _______ years. 
 
Seat belts will be worn at all times by all occupants of the vehicle. 
 
I give permission for my child(ren) to be transported  
 

- to and from the activity. 
 
I understand that my child(ren) will be transported  
 

- to / from the address on this form (delete where appropriate). 
 
Name of Child: __________________________________   
 
Date of Birth: ___________________________ 
 
Address:  _____________________________________________________ 
 
Signature___________________________Name____________________________
.      
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Date__________________________ 

ANNEX 7 

SECTION F  

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

Using Images of Children 

 
To:
 ______________________________________________________________
____ 
Name of parent/carer* (*person with parental responsibility)   
 
Name and age of child: ________________________________________ 
 
Church /Organisation/ Club child attends: 
_____________________________________________________ 
 
Location of photograph: 
___________________________________________________________________
_____ 
 
Church/Organisation (name) _________________________________ would like to 
take photograph(s)/make a video/webcam recording of 
____________________________________________ (name of child/ren) 
 
These images may appear in our printed publications, on our website, or both. 
(Delete/add as appropriate). 
 
 
To comply with the Data Protection Act 1998, permission must be granted by the 
parent/carer before any images of your child/children are taken and used. Please 
answer questions 1, 2 and 3 below, then sign and date the form where shown. Please 
return the completed form to: 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
_______________ 
(Insert the name of the worker commissioning the photography and the return 
address.) 
 
 
To the parent (Delete as appropriate) 
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1. May we take images of your child during activities of the group or at the event?
           
 YES/NO 

2. May we use your child's image in our printed promotional publications?
 YES/NO 

 
3. May we use your child's image on our website?    

 YES/NO 
  
Signed: (parent/adult with parental responsibility) 
___________________________________ 
 
Date: _____/_____/____ 
 
 
 
 
Youth/Children's Worker 
 
I have checked which parents are happy for their child(ren)'s images to be used in the 
(churches/organisation's) ________________________ printed publications or on its 
website or both.   YES/NO 
 
Please note that websites can be seen throughout the world, and not just in the United 
Kingdom, where UK law applies. 
 
I have read and understood the conditions for using these images as detailed below. 
 
 
Signed (Youth/Children's worker) _______________________________________ 
 
Date: _____/_____/____ 
 
Name___________________________________________________________ 
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ANNEX 7  

SECTION G     

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

Medical consent Form  
 

TO BE COMPLETED AS NEEDED 
      
Group:__________________________________________________________ 
 
Full name of child/young person 
_______________________________________________________________ 
 
Date of Birth: _____/_____/_____ 
 
Address:_________________________________________________________ 
 
Name of GP: _________________________________ Tel No:  __________ 
Address: 
_________________________________________________________________ 
 
NHS No:____________ Date of last anti-tetanus injection: ________________ 
 
Details of any regular medication, medical problem (e.g. asthma, epilepsy, diabetes, 
allergies, dietary needs, etc.) or disability which may affect normal activity: 
 
_________________________________________________________________ 
 
Name of 
parent/carer________________________________________________________ 
 
Tel no: _______________________ Mobile  ___________________________ 
 
Additional contact (grandparent etc or other holding parental responsibility) 
 
Name_______________________________ Tel no: _______________________ 
 
I understand: 

• My child will receive medication as instructed before or during the event. 
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• Every effort will be made to contact me as soon as possible should my child 
become ill or have an accident. 

• My child will be given medical/dental treatment as necessary. 
 
Signed: (parent/carer) ____________________________Date: ________________ 
 
The information requested on this form can be completed by a carer, but only those 
with parental responsibility can sign the consent ( NB This may not include a foster 
carer). 
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ANNEX 8 - TICK LIST FOR SLEEPOVERS  
Building 

• Insurance cover adequate.  

• At least two means of exit. 

• Fire extinguishers in place and evacuation procedures known.  

Planning ahead 

• Separate sleeping areas for boys and girls and adults.  

• Out of bounds areas clearly marked (eg kitchen) and unused rooms locked. 

• Appropriate hygiene arrangements made for boys and girls / children and 
adults.  

Staffing 

• Adequate number of workers for number of children.  

• Adequate number of male and female workers. 

• Workers have undertaken safeguarding training and hold disclosure check 
clearance.  

• Responsibilities designated to leader/worker (ie cook, first-aider, activity 
leaders, putting to bed, night patrol, etc). 

• First-aider adequately qualified.  

• Chief caterer holds Basic Food Hygiene certificate. 

Parents and children 

• Given written information about the plans for the event.  

• Completed medical consent forms and activity consent forms. 

• Children informed on the night of ground rules for the event.  

Emergency contacts 

• Collect relevant contact numbers prior to the event.  

• Make sure the organiser knows what the contact numbers of the nearest 
emergency services are - including the nearest hospital. 

• Parents given an emergency contact number (mobile of the worker in charge). 
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ANNEX 9 – ACCIDENT AND INCIDENT FORM 

CHEDDAR VALLEY COMMUNITY CHURCH 
Registered office: The Oasis, Tweentown, Cheddar, Somerset, BS27 3JB 

01934 744353        cvcch@hotmail.co.uk           www.cheddarvalleycommunitychurch.org.uk 

A company limited by guarantee  

Registered in England and Wales - Company no: 10135450 

Registered charity no: 1166903 

 

Accident and Incident Form 
 

 
This form should be completed immediately after any accident or significant incident.  
The worker should discuss with the appropriate leader for the group/activity what 
follow up action is necessary. 
 
Day, date and time of the incident 

________________________________________________ 

 

Names, addresses and ages of those involved in the incident 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

____________________ 

 

Where did this incident take place? 

___________________________________________________________________

_____ 

 

Name of place of worship/organisation:  

___________________________________________________________________

_____ 

 

Name of the group: 

___________________________________________________________________

_____ 

 

Who is normally responsible for group?  (Name, address and telephone number) 
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___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_______________ 

Who was responsible for the group at the time of the incident, if different from the 

above?  (Name, address and telephone number) 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_______________ 

 

Which other workers were supervising the group at the time of the incident? (names, 

addresses and telephone numbers) 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

____________________ 

Who witnessed the incident? (Names, addresses, telephone numbers, and ages if 

under 16) Normally only two witnesses would be needed. 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_______________ 

Describe the accident/incident (include injuries received and any first aid or medical 

treatment given) 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_________________________ 

 

Have you retained any defective equipment? 

q YES q NO q NONE INVOLVED (Please tick) 



P
ag
e5

8 

 

CVCC Safeguarding Practices document – Approved13/10/16 ; Revised 31/01/2020  

Based on ‘thirtyOne:Eight’ Model Safeguarding Policy – © CCPAS 2018  

 

If yes, where is it being kept and by whom? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_______________ 

 

What action have you taken to prevent a recurrence of the incident? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

_______________ 

 

Is the site or premises still safe for your group to use qYES  qNO    (Please 

tick) 

Is the equipment still safe for your group to use? qYES  q NO    (Please 

tick) 

Who else do you need to inform? 

_____________________________________________________________ 

Have they been informed?  qYES  q NO (Please tick)  

If so, when and by whom? 

_____________________________________________________________ 

 

Have you reported a serious/significant accident or injury to the Local Authority 

environmental health department? qYES  qNO (Please tick) 

 

Signature of person in charge of group at time of accident/incident 

 

Signed:_________________________  Print Name:  

_____________________________ 

 

Date: ____/____/____ 

 

 

Form seen by: _________________________________  
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(state role eg. Church Minister, Head of Organisation/Health & Safety Officer)  

 

Signed: ________________________ Print Name: 

_____________________________ 

 

Date: ____/____/___ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ANNEX 10 - USEFUL DOCUMENTS 

Working Together to Safeguard Children July 2018  
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A guide to inter-agency working to safeguard and promote the welfare of children  

 

Care & Support Statutory Guidance (October 2018) 

Statutory safeguarding guidance for adults at risk summarised from the Care Act 

2014. 
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