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!
Section 1 
Details of the place of worship. 

Name of Place of Worship    ADEYFIELD FREE CHURCH 

!
Address:     78 Poynders Hill Hemel Hempstead  HP2 4NT 

Tel No:     07933 570594 

Email address:    secretary@adeyfieldfree.org.uk                    

!
Membership of Denomination        United Reformed Church 

!
Charity Number.   1131868    

!
Insurance Company    Congregational and General Insurance PLC. 
!

Appendix 1      Consent form to transport by car

Appendix 2      Form to be completed by drivers

Appendix 3      Taking groups off-site to meet elsewhere

Appendix 4     Recommended adult/child ratios

Appendix 5     Safeguarding Policy Summary

Appendix 6     Thirtyone:eight (previously CCPAS) Safeguarding Poster

Appendix 7     Statutory definitions of abuse

Appendix 8      How to respond to a child making a disclosure

Appendix 9      Volunteer Application Process 

Appendix 10     Contract for people with convictions of abuse

Appendix 11    Document for working with Offenders

Appendix 12    AFC policy on appropriate touch and discipline procedures

Appendix 13    Guidelines for discipline

Appendix 14   Access to the internet

Appendix 15   Workers’ communication with young people

Appendix 16    Flow Chart for referral 

Appendix 17    Forms SG1 and SG2 
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!
!
Church Statement 

The church belongs to the United Reformed Denomination seeking to worship with and serve the local 
community.  

Adeyfield Free Church has a commitment to inform and assist groups of children, young people and 
vulnerable adults in developing their Christian beliefs, during “Sunday school” and other activity times.    

Various members have regular contact with the local community through different activities such as 
Toddlers Club, Groups for the over 60’s, Coffee mornings and Youth and Children’s Groups serving the 
needs of those attending.  These are facilitated by the Church either within the local community or on 
Church premises and at all times the leaders endeavour to give support by extending a warm welcome 
and friendship, whilst adhering to this Safeguarding Policy. 

Church Meeting (hereafter called "the CM") takes seriously at all times its responsibility to protect and 
safeguard the welfare of children, young people and vulnerable adults with whom the church comes 
into contact. 

Our Safeguarding policy is available to anyone with a legitimate interest in the safety and well-being of 
children, young people and vulnerable adults.   A poster is displayed on the Church Notice Board that 
gives the necessary details along with details of our insurance certificate.      

Our commitment 
As a Leadership we recognise the need to provide a safe and caring environment for children, young 

people and vulnerable adults.  We acknowledge that children, young people and vulnerable adults can 

be the victims of physical, sexual and emotional abuse, and neglect.  We accept the UN Universal 

Declaration of Human Rights and the International Covenant of Human Rights, which states that 

everyone is entitled to “all the rights and freedoms set forth therein, without distinction of any kind, such 

as race, colour, sex, language, religion, political or other opinion, national or social origin, property, birth 

or other status”.  We also concur with the Convention on the Rights of the Child which states that 

children should be able to develop their full potential, free from hunger and want, neglect and abuse.   

They have a right to be protected from “all forms of physical or mental violence, injury or abuse, neglect 

or negligent treatment or exploitation, including sexual abuse, while in the care of parent(s), legal 

guardian(s), or any other person who has care of the child.”  As a Leadership we have therefore 
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adopted the procedures set out in this safeguarding policy in accordance with statutory guidance.  We 

are committed to build constructive links with statutory and voluntary agencies involved in safeguarding.   

!
The policy and attached practice guidelines are based on the ten Safe and Secure safeguarding 

standards published by the previously called Churches' Child Protection Advisory Service (CCPAS) and 

now called Thirtyone:eight and prepared in consultation with United Reformed Church.   

!
Definition of Child and Vulnerable Adult       
Definition of a child 
The legal definition of a child is someone under the age of 18. Some legislation in the UK allows young 
people from age 16 to make certain decisions for themselves (e.g. getting married), but safeguarding 
legislation applies to anyone under the age of 18 because this is the legal definition of a child. The 
Children Act 1989 and 2004 in England and Wales, the Children (Scotland) Act 1995 in Scotland and 
the Children (Northern Ireland) Order 1995 in Northern Ireland similarly define a child as someone 
under 18.  
Throughout this policy when we refer to a child our meaning (unless otherwise stated) is a person 
under the age of 18. 
Definition of vulnerable adult / adult in need of protection 
An adult is someone over 18 (unless specific legislation states otherwise). The Universal Declaration of 
Human Rights (1948), the European Convention on Human Rights, the Human Rights Act 1998 and the 
UN Convention on the Rights of Persons with Disabilities (2008) all state that adults should be free from 
abuse.  
It follows that some adults because of circumstance or particular vulnerability or risk may be in need of 
protection. Vulnerable adults are also known as ‘adults at risk’.  Throughout this policy we will use the 
terms vulnerable adults and adults in need of protection interchangeably. 
'No secrets: Guidance on developing and implementing multi-agency policies and procedures to protect 
vulnerable adults from abuse’ - Department of Health and Home Office (March 2000) states a 
vulnerable person is someone: 
‘who is or may be in need of community care services by reason of mental or other disability, age or 
illness; and who is or may be unable to take care of him or herself, or unable to protect him or herself 
against significant harm or exploitation’. 
In Scotland, the Adult Support and Protection (Scotland) Act 2007 defines an adult at risk as someone 
who is: 

• unable to safeguard their own well-being, property, rights or other interests,  
• at risk of harm, and because they are affected by disability, mental disorder, illness or physical 

or mental infirmity, are more vulnerable to being harmed than adults who are not so affected.  
• at risk of harm if another person’s conduct is causing (or is likely to cause) the adult to be 

harmed, or the adult is engaging (or is likely to engage) in conduct which causes (or is likely to 
cause) self-harm.  

 © CCPAS 2009 (now called Thirtyone:eight)  
The Leadership undertakes to:  
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• Endorse and follow all national and local safeguarding legislation and procedures, in addition to 

the international conventions outlined above. 

• Provide on-going safeguarding training for all its workers and will regularly review the 

operational guidelines attached. 
• Ensure that the premises meet the requirements of the Disability Discrimination Act 1995 and all 

other relevant legislation, and that it is welcoming and inclusive. 
• Support the Safeguarding Coordinator(s) in their work and in any action they may need to take 

in order to protect children and vulnerable adults. 
• File a copy of the policy and practice guidelines with thirtyone:eight. The Leadership agrees not 

to allow the document to be copied by other organisations.   

  

!
SECTION 2 

 Recognising and responding appropriately to an allegation or suspicion of abuse 

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 places of worship and organisations we adhere to 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.  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 

!
Updated April 2019/GS                                           !                                    Charity 6
Number: 1131868



of child maltreatment described heretofore, and, as appropriate, for judicial 

involvement.  

Also 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. 

Detailed definitions, and signs and symptoms of abuse are included in Appendix7 as well as 

how to respond to a disclosure of abuse, included here in Appendix 8 

!
SAFEGUARDING AWARENESS 

The Leadership is committed to on-going safeguarding training and development opportunities for all 

workers, developing a culture of awareness of safeguarding issues to help protect everyone.  All our 

workers will receive induction training and within that awareness safeguarding training.   

The Leadership will also ensure that children and vulnerable adults are provided with information on 

where to get help and advice in relation to abuse, discrimination, bullying or any other matter where 

they have a concern. 

Safeguarding training will be taken regularly (normally 3 yearly), by all workers and volunteers of the 

church, who have regular contact with children and vulnerable adults.  When training has been 

undertaken by volunteers as part of their employment (work situations), this will be noted.       

!
RESPONDING TO ALLEGATIONS OF ABUSE 
!
Under no circumstances should a worker carry out their own investigation into an allegation or 

suspicion of abuse.  Following procedures as below 

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

possible to the Safeguarding coordinator who is nominated by the Leadership to act on their 

behalf in dealing with the allegation or suspicion of neglect or abuse, including referring the 

matter on to the statutory authorities.  

!
• In the absence of the Safeguarding coordinator or, if the suspicions in any way involve the 

Safeguarding coordinator, then the report should be made to Deputy Co-ordinator.   If the 

suspicions implicate both the Safe Guarding coordinator and the Deputy, then the report should 
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be made in the first instance to the Thirtyone:eight formerly  Churches' Child Protection Advisory 

Service (CCPAS) PO Box 133, Swanley, Kent, BR8 7UQ. Telephone 0845 120 4550.  

Alternatively contact Social Services or the police.  

!
• Where the concern is about a child the Safe Guarding coordinator should contact Children’s 

Social Services.  Where the concern is regarding an adult in need of protection contact Adult 

Social Services or take advice from Thirtyone:eight as above. 

The local Children’s Social Services office telephone number (office hours) is 0300 123 4043_. 

The out of hours emergency number is 0300 123 4040    
• The Police Child Protection Team telephone number is 0845 33 00 222 

• Where the concern is regarding an adult in need of protection contact Adult Social Services or 

take advice from Thirtyone:eight as above. 

The local Adult Social Services office telephone number (office hours) is 0300 123 4042 

The out of hours emergency number is 0300 123 4040 

      The Police Child Protection Team telephone number is 0845 33 00 222 

!
• Where required the Safe Guarding coordinator should then immediately inform the insurance 

company and other strategic personnel within the Congregational and General Insurance 
PLC  telephone: 01274 700 700   
!
• 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. 

!
• Whilst allegations or suspicions of abuse will normally be reported to the Safeguarding 

coordinator, the absence of the Safeguarding Coordinator or Deputy should not delay referral to 

Social Services, the Police or taking advice from Thirtyone:eight (formerly CCPAS). 

!
• The Leadership will support the Safeguarding Coordinator/Deputy in their role, and accept that 

any information they may have in their possession will be shared in a strictly limited way on a 

need to know basis. 

!
!
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• 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 place of worship will use this procedure. If, however, the individual with the 

concern feels that the Safeguarding Coordinator/Deputy has not responded appropriately, or 

where they have a disagreement with the Safeguarding coordinator(s) as to the appropriateness 

of a referral they are free to contact an outside agency direct.  We hope by making this 

statement that the Leadership demonstrate its commitment to effective safeguarding and the 

protection of all those who are vulnerable. 

!
The role of the Safeguarding Coordinator/ Deputy is to collate and clarify the precise details of the 

allegation or suspicion and pass this information on to statutory agencies that have a legal duty to 

investigate.  

!
Detailed procedures where there is a concern about a child: 

ALLEGATIONS OF PHYSICAL INJURY, NEGLECT OR EMOTIONAL ABUSE  
!
If a child has a physical injury, a symptom of neglect or where there are concerns about emotional 

abuse, the Safeguarding coordinator/Deputy will: 

!
• Contact Children’s Social Services (or Thirtyone:eight) or Police Child Protection Team for 

advice in cases of deliberate injury, if concerned about a child's safety or if a child is afraid to 

return home.   

!
• Not tell the parents or carers unless advised to do so, having contacted Children’s Social 

Services/ Police Child Protection Team.   

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

!
• For lesser concerns, (e.g. poor parenting), discuss with parent/carer where they may get help/

advice but not if this places the child at risk of significant harm. Where the parent/carer is 

unwilling to seek help, in cases of real concern, if they still fail to act, contact Children’s Social 

Services direct for advice.  

!
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• Seek and follow advice given by Thirtyone:eight (who will confirm their advice in writing) if 

unsure whether or not to refer a case to Children’s Social Services. 

!
ALLEGATIONS OF SEXUAL ABUSE 
!
In the event of allegations or suspicions of sexual abuse, the Safeguarding Coordinator/Deputy will: 

!
• Contact the Children’s Social Services Department Duty Social Worker for children and families 

or Police Child Protection Team direct. They will NOT speak to the parent/carer or anyone else. 

!
• If unsure whether to contact Children’s Social Services or Police seek and follow the advice 

given by Thirtyone:eight.  Thirtyone:eight will confirm its advice in writing for future reference.  

!
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 

!
If a vulnerable adult has a physical injury or symptom of sexual abuse the Safeguarding Coordinator/

Deputy will: 
• 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. 
• For advice contact the Adult Social Care Vulnerable Adults Team who have responsibility under 

Section 47 of the NHS and Community Care Act 1990 and government guidance, ‘No Secrets’, 

to investigate allegations of abuse. Alternatively CCPAS can be contacted for advice. 

!
ALLEGATIONS OF ABUSE AGAINST A PERSON WHO WORKS WITH CHILDREN 

Whilst following the procedure outlined above, if an accusation is made against a worker (whether a 

volunteer or paid member of staff) the Safeguarding Coordinator, in accordance with Local 

Safeguarding Children Board (HSCB) procedures will need to liaise with Children’s Social Services in 

regards to the suspension of the worker, also making a referral to a Safeguarding Adviser (SA) / Local 

Authority Designated Officer (LADO). Where you are liaising with a SA / LADO discuss with them about 

the need to refer to the Disclosure and Barring Service. The DBS lists those people deemed unsuitable 

for working with children or vulnerable adult.  The CRB and ISA merged in December 2012 to form the !
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Disclosure and Barring Service.  DBS Disclosures should be renewed every five years and they are not 

portable from other organisations or other URC churches.   

!
!
!
!
!
Section 3   
PREVENTION - Safe recruitment 

The Leadership will ensure all workers (paid or volunteers) are appointed, trained, supported and 

supervised in accordance with government guidance on safe recruitment.  This includes ensuring that: 
!

• There is a written job description / person specification for the post 
• Applicants  completed an application form and a self-declaration form 
• Those short listed have been interviewed 
• Safeguarding is discussed at interview & on a continuing basis. 
• Written references have been obtained, and followed up where appropriate 
• For those coming from abroad all efforts will be made to seek references and “fit persons” 

report from their home countries. 
• A criminal records disclosure is completed (complying with Code of Practice requirements 

concerning the fair treatment of applicants and the handling of information) 
• Qualifications where relevant are verified 
• A suitable training programme is provided for the successful applicant 
• The applicant completes a probationary period 
• The applicant is given access to a copy of the organisation’s safeguarding policy and knows 

how to report concerns. 

!
Management of Workers – Codes of Conduct 
As a Leadership we are committed to supporting all workers and ensuring they receive support and 

supervision. All workers will be issued with Appendix 5 Safeguarding Policy Summary towards children, 

young people and vulnerable adults. The Leadership undertakes to follow the principles found within 

the ‘Abuse of Trust ‘guidance issued by the Home Office.  It is therefore 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.  
!
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Duty of Care 
 ‘The duty which rests upon an individual or organisation to ensure that all reasonable steps are taken 
to ensure the safety of a child or young person involved in any activity or interaction for which that 
individual or organisation is responsible. Any person in charge of, or working with children and young 
people in any capacity is considered, both legally and morally to owe them a duty of care.’  
(‘Guidance for Safer Working Practice for Adults who Work with Children and Young 
People’ (Department for Children Schools and Families - November 2007)) 
Position of Trust 
‘Broadly speaking, a relationship of trust can be described as one in which one party is in a position of 
power or influence over the other by virtue of their work or the nature of their activity. It is vital for all 
those in positions of trust to understand the power this can give them over those they care for and the 
responsibility they must exercise as a consequence of this relationship’.  
(‘Caring for Young People and the Vulnerable? Guidance for Preventing Abuse of Trust (Home Office)) 
Abuse of Trust 
If a person aged 18 or over is in a specified position of trust with a child under 18, it is an offence for 
that person to engage in sexual activity with or in the presence of that child, or to cause or incite that 
child to engage in or watch sexual activity.  
(Sexual Offences Act 2003.Sect 16-19 re-enacts and amends offence of abuse of position of trust) 
Section 4 
Pastoral Care  
Supporting those affected by abuse 
The Leadership is committed to offering pastoral care, working with statutory agencies as appropriate, 

and support to all those who have been affected by abuse who have contact with or are part of the 

place of worship. 

This will be carried out by the Minister and Safeguarding Coordinator, with additional help from those 

who are thought to be necessary and helpful.  Referral to specialist providers such as counselling 

agencies will take place as appropriate.     

  
Working with offenders 
When someone attending church is known to have abused children, or is known to be a risk to 

vulnerable adults, the Leadership will supervise the individual concerned. They will offer pastoral care 

to the offender and in line with its safeguarding commitment to the protection of children and vulnerable 

adults set formal boundaries agreed in writing with that person.   

!
AFC have a policy such that when a known offender attends a service or meeting he/she is allocated 

an elder who will supervise him/her during his/her attendance within the grounds of the church. 

!
To protect the vulnerable and reduce the possibility of a person being wrongly suspected of abuse AFC 

will agree a contract with a known offender.  The boundaries agreed will be informed by risk !
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assessments from necessary statutory agencies where appropriate, and the contract will state the 

support the Church will provide (see Appendix10).    

!
SECTION 5 

Practice Guidelines 
As a place of worship working with children, young people and vulnerable adults we wish 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.  

!
Adeyfield Free Church serves the local community through groups such as Toddler Group (Scramblers 
and Who let the Dads out), Children & Youth Groups, Monthly with Messy Church (for children, young 
people with specific learning difficulties and/or disabilities and their families) different Holiday Schemes 
and Groups for the over 60’s, Coffee mornings etc. 

We have a safeguarding code of conduct and good practice guidelines for volunteers; see appendices 

below.   

Appendix 1 and 1A   Consent forms for children/ young people to be transported in a volunteer’s car 

Appendix 2    Form filled in by volunteer drivers 

Appendix 3    Taking groups off-site to meet elsewhere 

Appendix 4    Recommended adult/child ratios for the safeguarding of children  

 Appendix 5   Safeguarding Policy Summary 

Appendix 6     Safeguarding policy poster – Thirtyone:eight (formerly CCPAS) 

Appendix 7     Statutory Definition of Abuse 

Appendix 8    How to respond to a child wishing to disclose abuse 

Appendix 9    Volunteer application process 

Appendix 10   Contract for people attending AFC who have convictions of Child Abuse  

Appendix 11    Working with Offenders        !
Appendix 12   AFC policy on appropriate touch and discipline procedures !
Appendix 13    Guidelines for discipline !
Appendix 14    Access to the internet !
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Appendix 15    Workers’ communication with young people !
Appendix 16     Flow Chart for referral for AFC  !
Appendix 17     Forms SG1 and SG2  !!
Working in Partnership 

The diversity of organisations and settings means there can be great variation in practice when it 

comes to safeguarding children, young people and vulnerable adults. This can be because of cultural 

tradition, belief and religious practice or understanding, for example, of what constitutes abuse. 

We therefore have clear guidelines in regards to our expectations of those with whom we work in 

partnership, whether in the UK or not. We will discuss with all partners our safeguarding expectations 

and have a partnership agreement for safeguarding. It is also our expectation that any organisation 

using our premises, as part of the letting agreement will have their own policy that meets 

Thirtyone:eight safeguarding standards. 

!
Good communication is essential in promoting safeguarding, both to those we wish to protect, to 

everyone involved in working with children and vulnerable adults and to all those with whom we work in 

partnership. This safeguarding policy is just one means of promoting safeguarding.  

!
 Adeyfield Free Church will display the helpline number for Child-line and also details of the Safe 

Guarding Coordinator/ Deputy on the main notice board. 

!
Signed by:  ________________________________ 
!
Date:  ________________________________ 
!
Signed by:       _________________________________ 
!
Updated:          _________________________________ 
!
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SECTION 6 
!
 Appendix 1 
!

Permission Form to transport children from church to other venues by volunteer drivers 

!
 I give permission for my child ……………………………………………. to be transported to------------------ 

---------------------------------------------------------------- by Adeyfield Youth Worker/volunteers in private cars. 

!
Signed ………………………………………     Date………………………. 

!
All young people are required to have access to an individual seat belt. 

The youth worker/volunteer will ensure that the vehicles have current MOT certificates and that 
appropriate insurance is in place, as per Appendix 2. 

No one must be allowed to transport any young person without permission from AFC’s designated 
safeguarding coordinator. 

The person to contact in case of emergency during this event is: 

Name:       Relationship: 

Telephone: 

!
The participant has the following medical conditions that you should be aware of (e.g. asthma, fits, 

epilepsy etc.) 

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

……………………………………………………………………………… 

!
!
!
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!
!
Appendix 1A   Permission Form for Children from Church to go to other venues as part of 
Outreach  

!
I give one-off / on-going permission for my child ……………………………………………………………….. 
to be taken to other venues by  

DBS checked members of Adeyfield Free Church. 

!
Signed…………………………………………………………Date:………………………………   

!
I give one-off / on-going permission for my child to be transported by DBS checked Church members in 
private cars to other venues. 

!
Signed…………………………………………………………Date:……………………………… 

!
All young people are required to have access to an individual seat belt. 

The Driver will ensure that the vehicle has current MOT certificate and that appropriate insurance is in 
place, as per Appendix 2. 

No one must be allowed to transport any young person without the permission from AFC’s designated 
safeguarding coordinator. 

!
The person to contact in case of emergency is: 

Name: ………………………………………………….. Relationship: ………………………………………… 

Telephone: ………………………………………………Mobile:………………………………………………. 

!
The participant has the following medical conditions that you should be aware of (e.g. asthma, fits, 
epilepsy etc.) 

………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………
……………………………………………………… 
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!
!
Appendix 2  

Volunteer Driver’s Details form 

Event:  _________________________________________________ 

Date of Event:  ___________________________________________ 

Name of leader in charge: __________________________________ 

Every driver must be able to agree to the following: 

                 Y/N 

!
Print name: 

Signed: 

Date:            

!

My car is roadworthy 

My  car is fully taxed    

I  have the relevant insurance to cover both the driver and  passengers 

I am DBS checked / have completed relevant form 

I understand the Safeguarding Policy Guidelines 

I will  wear my seat belt, and ensure the young people wear seat belts during the car journey 

!
Updated April 2019/GS                                           !                                    Charity 17
Number: 1131868



!
Appendix  3 

Taking groups off site to meet elsewhere. 

When necessary to go off site the full child protection policy applies and all the usual group policies 
apply.  

No strangers are to be allowed into the group. 

DBS checked staff for the group must remain with them. 

Parents and carers should be given information about new location and signed consent obtained to 
permit child/young person to go off site with group. If there is a need to transport the children/young 
people, transporting permission must be obtained. 

{Model Letters and forms are in the Safeguarding File] 

!
Appendix 4 

Adult – Child Ratios for groups as recommended by the URC  

The ratios required under The Children Act are: !
0 to 2 years 1 member of staff to three children 
2 to 3 years 1 member of staff to four children 
3 to 7 years 1 member of staff to eight children !
8 Years and over 
The Children Act specifies the ratios for under eight’s. The recommended ratios  
for children over eight and young people are: 
up to twenty children/young people, two adults (preferably one of each gender) 
one additional adult for every one to ten extra children/young people  
example: 20 children = 1 male and 1 female adult (at least)  !
21 children = 1 male and 1 female plus one extra adult  
30 children = 1 male and 1 female plus one extra adult  
31 children = 1 male and 1 female plus two extra adults 

!
!
!
!
!
!
APPENDIX 5 

!
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Safeguarding Policy Summary 
The Leadership and CM recognise the importance of AFC’s ministry /work with children, young people and 
vulnerable adults in need of protection and the responsibility to protect everyone.  
The following statement was agreed by the Church Meeting on: _____________________ 

This church is committed to the safeguarding of children, young people and vulnerable adults and ensuring their 
well-being.  !
Specifically: 

•  We recognise that we all have a responsibility to help prevent the physical, sexual, emotional abuse and 
neglect of children and young people (those under 18 years of age) and to report any such abuse that 
we discover or suspect. 

•  We believe every child, young person and vulnerable adult, should be valued, safe and happy.  We want 
to make sure that these groups are empowered to tell us if they are suffering harm. 

•  All children, young people and vulnerable adults have the right to be treated with respect, to be listened to 
and to be protected from all forms of abuse. 

•  We recognise that we all have a responsibility to help prevent the physical, sexual, psychological, 
financial and discriminatory abuse and neglect of vulnerable adults and to report any such abuse that 
we discover or suspect. 

•  We recognise the personal dignity and rights of children, young people and vulnerable adults and will 
ensure all our policies and procedures reflect this. 

•  We believe all adults should enjoy and have access to every aspect of the life of the place of worship 
unless they pose a risk to the safety of those we serve. 

•  We undertake to exercise proper care in the appointment and selection of all those who will work with 
children, young people and vulnerable adults. 

We are committed to: 

• Following the requirements for UK legislation in relation to safeguarding children, young people and 
vulnerable adults and good practice recommendations. 

• Respecting the rights of children as described in the UN Convention on the Rights of the Child. 
• Implementing the requirements of legislation in regard to people with disabilities. 
• Ensuring that workers adhere to the agreed procedures of our safeguarding policy. 
• Keeping up to date with national and local developments relating to safeguarding.  
• Following any denominational or organisational guidelines in relation to safeguarding children, young 

people and vulnerable adults 
• Supporting the Safeguarding coordinator/s in their work and in any action they may need to take in 

order to protect children, young people and vulnerable adults. 
•  Ensuring that everyone agrees to abide by these recommendations and the guidelines established by this 

place of worship/organisation. 
• Supporting parents and families 
•  Nurturing, protecting and safeguarding of children, young people and vulnerable adults   !
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•  Supporting, resourcing, training, monitoring and providing supervision to all those who undertake this 
work. 

•  Supporting all in the place of worship/organisation affected by abuse. 
•  Adopting and following the ‘Safe and Secure’ safeguarding standards developed by the Churches’ Child 

Protection Advisory Service – now called Thirtyoneeight. 
We recognise: 

•  Children’s Social Services (or equivalent) has lead responsibility for investigating all allegations or 
suspicions of abuse where there are concerns about a child.  Adult Social Care (or equivalent) has lead 
responsibility for investigating all allegations or suspicions of abuse where there are concerns about a 
vulnerable adult. 

•  Where an allegation suggests that a criminal offence may have been committed then the police should be 
contacted as a matter of urgency. 

•  Safeguarding is everyone’s responsibility. !
We will review this statement and our policy and procedures annually. 

If you have any concerns for a child or vulnerable adult then speak to one of the following who have been 
approved as Safeguarding Coordinators for this place of worship.  

June Page                                                                 Safeguarding Coordinator 

Gill Shelley                                          Deputy Safeguarding Coordinator 

A copy of the full policy and procedures is available from Administration Office 
A copy of our safeguarding policy has been lodged with Thirtyone:eight (formerly CCPAS)  
   
Signed by leadership  

Signed __________________________ ________________________ 

Date   __________________________ 

!
!
!
Appendix 6   Thirtyone:eight (formerly CCPAS) Safeguarding   

THIRTYONE:EIGHT  
PO Box 133, Swanley, Kent. BR8 7UQ 

0303 003 11 11 !
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info@thirtyoneeight.org 
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Appendix 7 
Statutory Definitions of Abuse (Children) 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a 
child by inflicting harm, or by failing to act to prevent harm.  
Children may be abused in a family or in an institutional or community setting; by those known 
to them or, more rarely, by a stranger. They may be abused by an adult or adults or another 
child/children.                                                                                                                                   
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.  
ENGLAND  
The four definitions of abuse below operate in England based on the government guidance 
‘Working Together to Safeguard Children (2006)’.  
Physical Abuse 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces illness in 
a child. 
                                                                           
                                                                           
 Emotional Abuse 
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe 
and persistent adverse effects on the child's emotional development. It may involve conveying 
to children that they are worthless or unloved, inadequate, or valued only insofar as they meet 
the needs of another person. It may feature age or developmentally inappropriate expectations 
being imposed on children. These may include interactions that are beyond the child's 
developmental capability, as well as overprotection and limitation of exploration and learning, or 
preventing the child participating in normal social interaction. It may involve seeing or hearing 
the ill-treatment of another. It may involve serious bullying causing children frequently to feel 
frightened or in danger, or the exploitation or corruption of children. Some level of emotional 
abuse is involved in all types of maltreatment of a child, though it may occur alone.  
Sexual Abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual 
activities, including prostitution, whether or not the child is aware of what is happening. The 
activities may involve physical contact, including penetrative (e.g. rape, buggery or oral sex) or 
non-penetrative acts. They may include non-contact activities, such as involving children in 
looking at, or in the production of, pornographic material or watching sexual activities, or 
encouraging children to behave in sexually inappropriate ways.  
Neglect 
Neglect is the persistent failure to meet a child's basic physical and/or psychological needs, 
likely to result in the serious impairment of the child's health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect 
may involve a parent or carer failing to provide adequate food and clothing, shelter including 
exclusion from home or abandonment, failing to protect a child from physical and emotional 
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harm or danger, failure to ensure adequate supervision including the use of inadequate care-
takers, or the failure to ensure access to appropriate medical care or treatment. It may also 
include neglect of, or unresponsiveness to, a child's basic emotional needs.  

Statutory Definitions of Abuse (Vulnerable Adults)  
The following definition of abuse is laid down in ‘No Secrets: Guidance on developing and 
implementing multi-agency policies and procedures to protect vulnerable adults from abuse 
(Department of Health 2000):  
‘Abuse is a violation of an individual’s human and civil rights by any other person or persons. In 
giving substance to that statement, however, consideration needs to be given to a number of 
factors: 
Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, 
it may be an act of neglect or an omission to act, or it may occur when a vulnerable person is 
persuaded to enter into a financial or sexual transaction to which he or she has not consented, 
or cannot consent. Abuse can occur in any relationship and may result in significant harm to, or 
exploitation of, the person subjected to it’. 
Physical Abuse  
This is the infliction of pain or physical injury, which is either caused deliberately, or through 
lack of care.  
Sexual Abuse  
This is the involvement in sexual activities to which the person has not consented or does not 
truly comprehend and so cannot give informed consent, or where the other party is in a position 
of trust, power or authority and uses this to override or overcome lack of consent.  
Psychological or Emotional Abuse 
These are acts or behaviour, which cause mental distress or anguish or negates the wishes of 
the vulnerable adult. It is also behaviour that has a harmful effect on the vulnerable adult’s 
emotional health and development or any other form of mental cruelty. 
Financial or Material Abuse  
This is the inappropriate use, misappropriation, embezzlement or theft of money, property or 
possessions  
Neglect or Act of Omission  
This is the repeated deprivation of assistance that the vulnerable adult needs for important 
activities of daily living, including the failure to intervene in behaviour which is dangerous to the 
vulnerable adult or to others. A vulnerable person may be suffering from neglect when their 
general well-being or development is impaired 
Discriminatory Abuse  
This is the inappropriate treatment of a vulnerable adult because of their age, gender, race, 
religion, cultural background, sexuality, disability etc. Discriminatory abuse exists when values, 
beliefs or culture result in a misuse of power that denies opportunity to some groups or 1

individuals. Discriminatory abuse links to all other forms of abuse. 
Institutional Abuse  
This is the mistreatment or abuse of a vulnerable adult by a regime or individuals within an 
institution (e.g. hospital or care home) or in the community. It can be through repeated acts of 
poor or inadequate care and neglect or poor professional practice.  

Signs of Possible Abuse (children & young people) 

!
Updated April 2019/GS                                           !                                    Charity 22
Number: 1131868

 



The following signs could be indicators that abuse has taken place but should be considered in 
context of the child’s whole life. 
Physical  
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*  
Sexual 
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*  
Emotional 
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  
Neglect  
Under nourishment, failure to grow, constant hunger, stealing or gorging food, Untreated 
illnesses, Inadequate care, etc  
*These indicate the possibility that a child or young person is self-harming.  Approximately 
20,000 are treated in accident and emergency departments in the UK each year.   
Self harm  

National Statistics (2001) report that according to parents, about one in fifty of 11 - 15 year olds 
have tried to harm, hurt or kill themselves (the highest rate being among 13 - 15 year old girls).  
Among 5 - 10 year olds, just over one in 100 has tried to harm, hurt or kill themselves.   
The incidence of self harm was greater for those children and young people coping with 
stressful life events such as: 

• Separation of parents, serious illness, death of parent or close relative  
• An increase in the parent’s mental health problems  
• An increase in the degree of family discord  
• An increase in the frequency of punishment  
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A study (March 2003), commissioned by the Samaritans, found young people more likely to 
harm themselves if they had friends who had already done so.   
In total, more than 6,000 pupils aged 15 and 16 were quizzed from 41 schools across 
England.  They were asked about suicidal thoughts and self-harming behaviour.   
The survey found that:    

• Young people who harm themselves often have difficulty coping with everyday 
problems  

• Rather than employing positive strategies such as talking to someone about the 
situation, they were more likely to blame themselves, sit in their room or drink alcohol  

• Only 20% of those who self-harmed felt they could speak to a teacher about something 
that was really bothering them  

• People who self-harm were shown by the survey to be more anxious, depressed and to 
have lower self-esteem than those who do not  

The two most common reasons for self-harm are, "to find relief from a terrible state of mind" 
and "because I wanted to die".   
The Samaritans is one organisation that runs courses for those interested in developing skills 
in helping people who self harm.   
  
!

  
Appendix 8 
How to respond to a child wishing to disclose abuse   

Effective Listening  
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. 

• 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  
• 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 sign language, Braille etc.  
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 
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• 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  
!
!

Appendix 9  

 Volunteer Application Process 

   

• Volunteer identified  
• Appropriate Elder interviews and then informs them of the formal application process.  

  
Disclosure and Barring Service (DBS) 
Safeguarding coordinator asks volunteer for their email address, their full name, address and date of 
birth.  These details are logged electronically at the DDC for the initial stage of registering for DBS.    

  

• Volunteer fills out application form and medical form and returns it to the Elder.  
• Elder asks administrator to send for references to be returned to the Elder.  
• Volunteer applies for DBS electronically – the DDC send the form to the volunteer.   
• Volunteer gives the three documents they used to prove their identity to June Page or Gill 

Shelley (approved signatories for DBS).   
• The process will be completed by June Page or Gill Shelley electronically and the documents 

returned within two days   

 Volunteer receives DBS check.  

• The DDC send to the volunteer and to June Page and Gill Shelley the relevant DBS number  
• This number is recorded for AFC records.   

 Appropriate Elder having reviewed application forms, references and DBS check will make decision 
to enrol volunteer. They will inform  

• Volunteer  
• Group leader  
• Safeguarding coordinator  
• Administrator 
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Appendix 10 
Contract for people attending AFC who have convictions of child abuse 
Adeyfield Free Church offers the hand of fellowship to you, due to the past mistakes the following must 

be read, agreed to and signed. This is so we can protect the undersigned and all other parties. 

!
The undersigned will: 
• Only attend the following church 

activities-------------------------------------------------------------------------------- 
• Only attend the above church activities with a befriender present (befriender is ideally from the 

eldership] 
• Not put themselves into a position of contact with children, young people or vulnerable adults 
• Decline offers of hospitality from church members where there are children present in the home. 
• Accept that if this contract is broken they will have to leave AFC and not be able to attend any AFC 

activity. 
• Be able to see the contract on request. 

!
The Church will: 
• Provide a base for 3 different befrienders but this doesn’t guarantee that they are always available. 
• Expect the person to respect the church decision. 
• Treat the person with respect and keep the knowledge sharing to a minimum. 
• Have regular contact with the undersigned and befriender to make sure contract is being kept to. 
• Keep contact with the legal representative (e.g. Probation officer) as a form of good practice. 
• Keep the contract in a secure place. 
!

  
The volunteer will be provided, by the Church  

• support in the work they have volunteered for.  
• access to the Safeguarding Policy Summary (given Appendix 5) 
• training to ensure the Safeguarding Policy is understood  
• regular feedback sessions and other training as necessary.  
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I the undersigned have read and agree to the above document 

!
Print Name--------------------------------------------    Sign------------------------------------------------ 

Date---------------------- 

!
Witnessed by: 

Minister--------------------------------------------------- Sign--------------------------------------------------

Date--------------------- 

!
Elder------------------------------------------------------- Sign--------------------------------------------------

Date-------------------- 

           

  

!
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Appendix 11  
Working with Offenders 
!
Adeyfield Free Church is committed to providing a safe environment for the vulnerable to worship. 

Therefore the CM has agreed the following policy when dealing with people who have committed 

offences involving any of the following, children, young people and vulnerable adults. 

!
Where someone attending church is known to have abused any of the list above whilst extending love 

and friendship to the individual this love should be shaped by wisdom. In welcoming them, into the 

fellowship of the church, we still endeavour to ensure the safety of the vulnerable. 

!
Therefore Adeyfield Free Church in its commitment to the protection of the vulnerable will meet with the 

individual and discuss the boundaries that person will be expected to keep. These would include not 

being alone with a child on or off the church premises, declining offers of hospitality from a church 

member where there are children present in the home. In order to help in this process the individual 

must also agree to a formal contract, which would be set up, see Appendix 10. 

!
If the contract is broken then the church has the right to ask the person to leave the church. If this is the 

case then the church leadership will encourage other churches in the area to let them know if someone 

new joins the church. If the person then joins another fellowship it is appropriate to indicate our 

concerns to a specific church leader. 

!
Agreed by church meeting on----------------------------- 
!
Signed by Church Secretary--------------------------------------------   date-------------------------------- 
!
Signed by Church Minister--------------------------------------------   date-------------------------------- 
!
!
!
!
!
!
!
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Appendix 12   !
AFC policy on appropriate touch and discipline procedures 
    !

• 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's needs, not the worker's. !
• Touch should be age-appropriate and generally initiated by the child rather than the 

worker. !
• Avoid any physical activity that is, or may be thought to be, sexually stimulating to the 

adult or the child. !
• Children are entitled to privacy to ensure personal dignity. !
• Children have the right to decide how much physical contact they have with others, 

except in exceptional circumstances when they need medical attention. !
• When giving first aid (or applying sun cream etc), encourage the child to do what they 

can manage themselves, but consider the child's best interests and give 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. !!!
Appendix 13    !
Guidelines for discipline !!
Discipline is the education of a person's character.  It includes nurturing, training, instruction, 
chastisement, verbal rebuke, teaching and encouragement.  It brings security, produces character, 
prepares for life and is an expression of God's love for an individual. (Hebrews 12:5-12 & Proverbs 
22:6) !

• Ask God for wisdom, discernment and understanding for the children in your care. !
• Work on each individual child's positives, do not compare a child with another, but 

encourage and affirm them, giving them responsibility for simple tasks. !
!
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• Build healthy relationships with children and be a good role model by setting an 
example.  You can't expect children to observe the ground rules if you break them 
yourself. !

• Take care to give quieter and well behaved children attention and resist allowing 
demanding children 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. !

• If children are bored they often misbehave, so review your programme regularly. !
• NEVER smack or hit a child and don't shout.  Change voice tone if necessary. !
• Discipline out of love, NEVER in anger. (Call on support from other leaders 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 the children understand what action will be taken if not kept. !
• Every child 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.    !
• Some children have a tendency to be disruptive in a group.  Give them a chance, warn 

them and only separate if they are disruptive as a last resort. !
• Have a disruptive child sit right in front of you or get a helper to sit next to them. !
• Be pro-active and encourage helpers to be pro-active rather than waiting to be told to 

deal with a situation. !
• Take a disruptive child to one side and engage with them, challenging them to change, 

whilst encouraging their strengths. !
• Remedial action can be taken against a constantly disruptive child.  They can be warned 

that you may speak to their parents/carers about their behaviour, they may be sent 
outside the room (under supervision), back into the church service or, after consultation 
with a church leader and advising the parent/carer, be banned from attending the group 
for a period of time. !

• If a child's behaviour continues to be disruptive despite measures taken above, seek 
advice and guidance from a leader.  !

• Pray with the other workers before the session and take time to debrief before you leave. !!!!!!!
!
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Appendix 14    !
Access to the internet !
If a church is providing Internet access (e.g. cyber café) for use by children and young people, the 
following protocols should be adopted: !
User Policy and Permission Form – Every child or young person using the Church’s Internet Services 
(e.g. cyber café) as well as their parent/carer should sign an agreement to abide by the ‘user policy’.  
The agreement should explain what acceptable and unacceptable online activity is.  Below are 
examples of what would be classified as unacceptable behaviour: 

!
•  Searching for and/or entering pornographic, racist or hate-motivated websites. 

• Downloading, forwarding on and/or burning onto CD any music, images or movies 
from the Internet where permission has not been granted by the copyright holders. 

• Disclosing any personal information e.g. addresses (postal, email or messenger), 
telephone numbers, bank details. This includes personal information about another 
user.  

Workers should involve the young people in drawing up the user agreement, which will encourage 
ownership and compliance.  One creative way of doing this is to maybe use Internet terminology such 
as the ‘information superhighway’, drawing analogies with the road safety and the Highway Code.  
Workers can also involve parents/carers by offering advice on the use of the Internet in the home e.g. 
the supply by the ISP (Internet Service Provider) or filtering software that governs access to certain 
websites. !!
Appendix 15    !
Workers’ communication with young people !!
All children and young people need to be aware of the protocols that workers follow in relation to email, 
messenger services and mobile phones including texting.  It is important to remember that as well as 
the parent/carer, children and young people have a right to decide whether they want a church worker 
to have their email address or mobile telephone number and shouldn’t be pressurised into divulging 
information they would rather keep to themselves.  Workers should not show favouritism to children and 
young people in relation to communication technologies e.g. communicating less with those who don’t 
have a computer or mobile phone or offering to pay for a child’s top up card.  
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!
(i) Email – Email is often used by workers to remind children/young people about meetings (e.g. 

times, dates, themes etc). If email is being used workers should consider the following: !
• Ensure messages are in the public domain by being printed off and kept securely and/

or copies being sent to a third party.  Although unlikely to happen, this method of 
accountability will be a deterrent against bullying, insulting or abusive emails being 
sent by a worker.  !

• It is important workers use clear and unambiguous language to reduce the risk of 
misinterpretation, and although it should be obvious when an email is ending, workers 
should never use inappropriate terms such as ‘luv’ to round things off.   !

Children and young people can find it easier to communicate via email because nobody is 
physically present.  Workers therefore need to be careful and it would be advisable to add the 
following rider to the bottom of any email stating the level of confidentiality: 
***IMPORTANT***  

‘Any views or opinions presented are solely those of the author and do not necessarily 
represent those of Adeyfield Free Church unless otherwise stated.   
!
The author places a high emphasis on confidentiality.  If in receipt of any electronic 
communication the content of which the author has concern e.g. that the sender or someone 
else, particularly a child, may be at risk of serious harm, the author may need to share those 
concerns. In these circumstances the author would inform the sender giving details of who 
would be contacted and what information would be shared.’ 
!

(ii) Communicating using Internet Relay Chat (IRC) e.g. MSN Messenger, AOL AIM, Yahoo 
Messenger - IRC is a way of communicating with young people in real time on a one-to-one 
basis.  It follows therefore that just as there are protocols a worker should follow if they 
physically meet with a young person on their own, the same applies to communicating via 
messenger services. 
  
• All messaging should be kept to public areas and workers ensure that only moderated 

chat rooms are used. !
• Workers should save their conversation as a text file; it is important that the child or 

young person you are talking to is aware that you are doing this.  Workers should also 
keep a log of their communication stating with whom and when they communicated. 

• Instant messenger services are private conversations and because they can be saved 
as text files, care should be taken by the worker in relation to nature, content and 
language so there is no room for ambiguity or misinterpretation.  

• There should be an agreed length of time for a conversation and a curfew e.g. no 
communication after 10 pm.       

(iii)  Mobile Phones - Mobile phones are perhaps the most popular way of communication.  It can 
be done anywhere, at any time and is far more difficult to monitor.  Particular diligence needs to 
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be applied therefore when workers use mobile phones to communicate with children and young 
people. !
• Workers should keep a log of significant conversations/texts and/or the church could 

consider supplying the worker with a phone and obtain itemised phone bills. !
• Any texts or conversations that raise concerns should be passed on/shown to the 

worker’s supervisor. !
• Workers should use clear language, particularly when texting and not use words such 

as ‘luv’ or abbreviations like ‘lol’ which could mean ‘laugh out loud’ or ‘lots of love’. !
Mobile phones have digital cameras.  Workers should ensure that they only take photographs 
of children and young people in accordance with their church’s policy on photography e.g. 
ensure that consent is obtained and all images are stored in accordance with Data Protection 
Act principles.  It would be unwise to keep images on a worker’s mobile phone.  Images should 
be downloaded to the church computer and kept securely. 

!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
!
! !
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Appendix 16  

Flow chart for referral for Adeyfield Free Church  
When concerned that a child, young person or adult is being physically, sexually, and/or 
emotionally harmed or neglected  !
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Consult/seek advice  

Adeyfield Free Church has a policy for 
child, young person and vulnerable 
adult protection.  Where appropriate 
speak to the designated lead for 
Safeguarding June Page 

Monitor and record 

Sign, time and date FORM SG1 
and where appropriate 
Safeguarding Coordinator to 
complete FORM SG2  

Important – any consultation should not delay a referral.  Anyone can make a referral 
directly if they cannot contact the Church’s Safeguarding coordinator and if there is a risk 
of immediate significant harm.  It is good practice.  

ACTION – DO NOT INVESTIGATE  

If there is a risk of immediate significant harm any 
visitor or member of staff can refer directly to the 
relevant agency or the Police:  

Children’s Services – 0300 1234 043  
Adult Social Services – 0300 1234 042  
Out of hours – 0300 1234 040  
Police Child Protection Team – 0845 330 0222  
Police non-emergency - 101

Record  

Sign, date and time  

FORM SG2  

CONFIRM  

Verbal referrals must be confirmed by written 
referrals within 24 hours

Record  

Sign, date and time 
FORM SG2 

COMMITMENT  

You may be required to provide other information 

Record  

Sign, date and time 

Suspicion/allegation of abuse by:  
Disclosure  
Observation 
Report by another person 
Anonymous communication  !



Appendix 17 – FORMS SG1 and SG2  

         

Adeyfield Free Church                                                                        

A member Church of the United Reformed Church  

Leverstock Green Road  

Hemel Hempstead  

HP2 4HL  

Telephone 01442 260175  

e-mail: secretary@adeyfieldfree.org.uk  

!
Safeguarding children, young people and vulnerable adults 

FORM SG1  

Suspicion/allegation of abuse  

Name of person recording incident/suspicion……………………………………………………………………… 

Date…………………………………………………………………….Time………………………………………………… 

Record of suspicion (include name of any other individual who has reported to you their 

suspicion of abuse) 

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………   

Action taken 
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………… 

!
!
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!
Adeyfield Free Church                                                                        

A member Church of the United Reformed Church  

Leverstock Green Road  

Hemel Hempstead  

HP2 4HL  

Telephone 01442 260175  

e-mail: secretary@adeyfieldfree.org.uk 

Safeguarding children, young people and vulnerable adults 

FORM SG2  

Referral form of suspicion/allegation of abuse  

!
Name of person recording referral……………………………………………………………………… 

Date…………………………………………………………………….Time………………………………………………… 

!
Record of suspicion (include name of any other individual who has reported to you their 

suspicion of abuse) 

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………   

       Action taken (name referral agency and name of person to whom the report is 

made) 

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………

…………………………………………………… 
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