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Leven Baptist Church Child Safeguarding Policy

[bookmark: _Toc453098342]1. Policy Statement

Leven Baptist Church has a love for children and young people and includes them in our growing children's and young people's ministry. 

The Deacons take their child protection responsibilities seriously. This includes caring for and protecting the welfare of children and young people entrusted to the church's care.

[bookmark: _Toc453098343]1.1 Guiding principles

At Leven Baptist Church, we:

· commit ourselves to the protection, safekeeping and nurturing of all children, young people and young leaders in the church.

· are committed to supporting, resourcing and training those who work with children and young people. 

· are committed to following the guidelines contained within, “Safe to Grow”, (2012), published by the Baptist Union of Great Britain.

· recognise that parents are responsible for the well-being of their own children, but we accept the privilege and opportunity to work in partnership with them in fulfilling this role.

· will ensure all leaders and volunteers who work with our children and young people will have a clean and up-to-date Protection of Vulnerable Groups scheme certificate. 

· will ensure all staff and volunteers attend training to update their knowledge and skills in recognising and reporting suspected cases of abuse.

· will ensure all staff will be trained in how to respond when a child discloses abuse. They will be trained annually regarding the procedures for reporting suspected abuse. Please note that this policy will apply to under 18’s. 





[bookmark: _Toc453098344]1.2 Roles and responsibilities 

Church members

All church members have a responsibility to prevent all forms of abuse and to report any suspected or discovered abuse.

Leadership roles and volunteers

Every person who works with children and young people must familiarise themselves with the recommendations in this policy and undertake to observe them. Full guidelines are available in both the Long Room, Church office, Forth Street Hall, the Methil building and the church’s website.

The Child Safeguarding Co-ordinator 

It is the responsibility of the Child Safeguarding co-ordinator to:

· keep up to date with all related legislation.
· update existing policies.
· liaise with the Pastors, staff and volunteers regarding our policies, advising on procedures and provide training.
· action the appropriate procedures if any situations arise or are reported.

For more information about this role, please see Section 10 of this policy. 

[bookmark: _Toc453098345]
2. Rationale for best practice

· The wellbeing of children and young people is paramount.
· The welfare of our volunteers matter.
· We recognise that some children and young people may suffer abuse or neglect and it is important that we continue to raise awareness of this issue.
· The church is one of the major providers of care for children and young people. 
· Children and young people are not automatically safe in church and do not automatically benefit from being there.
· The Children (Scotland) Act 2014 provides positive options for children and young people.
· Children and young people are often powerless.

We want to promote a culture where children and young people are valued, listened to and their rights respected.

It is a challenge to the whole church, to value the powerless, to act corporately in their support, to be a community of healing, and to be a source of hope.

Best practice is more than just adhering to the letter of the law. Guidelines are required and need to be applied thoughtfully in the varied circumstances where children and young people attend the varied groups and activities of our children’s programmes.

Work with children and young people often happens informally as well as through the established children’s/youth ministries in the church.

Children and young people often choose adult friendships. Such adult friends are called 'trusted adults' (i.e. adults in whom children place their trust). The support of these 'trusted adults' and all those who work with children and young people is a church responsibility.










[bookmark: _Toc453098346]3. Best practice guidance

· It is a fundamental church responsibility that no one works with children or young people unsupervised or unsupported. There should be a minimum of two workers in any activity.
· Forward planning is important to avoid desperation-led appointments which can allow inappropriate people to be drawn in (see appointments procedure).
· The church should set a limit to its formal responsibility (e.g. in setting clear time boundaries for the beginning and end of activities beyond which the parents/guardians have responsibility).
· Regulations under The Children Act specify that there shall be no physical punishment. This is to protect the worker as well as the child or young person. Punishment inappropriate to the event or inappropriate in its form indicates the failure of the church in selecting and supporting workers. How to maintain control is a question to explore before appointing a worker or commencing a new activity.
· Best practice includes prevention; the prevention of circumstances where children and young people may be vulnerable and may be unable to stop things happening to them.
· Appropriate touch can be a part of life and ministry. Touch is an especially important way of relating to a child in the early years of life.

Kidscape produce a "Keepsafe Code" which gives children the following guidelines: -

1	HUGS and KISSES
	Hugs and kisses are lovely. They should never be kept secret.
2	BODY
	Your body belongs to you
3	NO
	It's OK to say no if someone tries to kiss or touch you and you don't want them to
4	RUN
	If a stranger or bully tries to frighten you, run to your Mum or Dad or to a safe place
5	YELL
	It is OK to YELL if you are scared or need help
6	TELL
	Tell a grown-up if you are frightened
7	SECRETS
	Surprise secrets, such as birthday presents, are fun. But never ever keep hugs or kisses secret. Even if it is someone you know, get away as soon as you can and tell someone about it.

It is vital that children and young people are aware if they divulge a secret about themselves, you  cannot keep it to yourself. Any form of abuse or neglect cannot be kept secret. 

[bookmark: _Toc453098347]4. Practical guidelines for working with children and young people


· Where possible no worker should be alone with a child. Where this is not possible, other leaders should be made aware at all times.
· Where confidentiality is important and a young person is being seen individually, ensure that others know the interview is taking place and that someone else is present in the building. Always adopt an ‘open door’ policy, i.e. never shut yourself in a room with a young person.
· Personal care – toileting must be appropriate and related to the age and/or needs of the child.
· Physical contact can be healthy (e.g. games) but is to be discouraged in circumstances where an adult and child or young person are on their own. Discourage any child or young person against any unhealthy contact with an adult. Avoid anything which could be misinterpreted.  Leaders should never instigate a hug. They should always ask before they touch a child or young person except for when there is immediate danger or for the child or young person’s safety.
· Leaders must treat all children and young people with dignity and respect in attitude, demeanour, language and action.
· At all times avoid any conversation that could lead to unhealthy thoughts or misunderstandings on the part of the child or young person or leader.
· If a child and young person is invited to your home, ensure this is in accordance with the general ethos of this policy. Ensure it is always with parental approval and that there is another adult at home.
· Giving gifts to children and young people is to be discouraged, unless for a specific reason.
· The privacy of children and young people is to be respected at all times.
· Practice in a manner which does not stigmatise or lead to disadvantage for the child or young person, taking into account previous religious persuasion, thereby working in a manner which is anti-discriminatory.         









[bookmark: _Toc453098348]5. Child to adult ratios:

We will make sure there is a minimum of two leaders during all indoor activities. With indoor activities it is preferable to have at least one adult of each gender represented. Residential and outdoor trips require at least one adult of each gender. 
	AGE
	RATIO FOR INDOOR ACTIVITIES

	0-2
	1 adult per 3 children

	2-3
	1 adult per 4 children

	3-7
	1 adult per 8 children

	8+
	1 adult per 10 children

	
AGE
	RATIO FOR RESIDENTIALS AND TRIPS

	0-2
	1 adult per 3 children

	2-3
	1 adult per 4 children

	3-7
	1 adult per 7 children

	8-13
	1 adult per 10 children.

	
	1 additional adult per every 8 extra children thereafter

	13+
	1 adult per 10 children.

	
	1 additional adult per every 10 extra children thereafter
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6. Prevention of abuse

We will endeavour to prevent abuse within our children’s and youth activities by ensuring that we set the highest standards of child care. We will ensure everyone who works with children and young people have completed an application form, provided references, hold a clean, current PVG, attend training as offered and receive support in their roles as required.

[bookmark: _Toc453098350]6.1 What is child abuse?

Child abuse is any action by another person – adult or child – that causes significant harm to a child. It can be physical, sexual or emotional, but can just as often be about a lack of love, care and attention. We know that neglect, whatever form it takes, can be just as damaging to a child as physical abuse.
An abused child will often experience more than one type of abuse, as well as other difficulties in their lives. It often happens over a period of time, rather than being a one-off event. Abuse can increasingly happen online.

[bookmark: _Toc443332642][bookmark: _Toc443499031][bookmark: _Toc443499182]Physical Injury: - Physical abuse is the causing of physical harm to a child or young person. Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning or suffocating. Physical harm may also be caused when a parent or carer feigns the symptoms of, or deliberately causes, ill health to a child they are looking after. 

Sexual abuse: - Any child may be deemed to have been sexually abused when any person(s) by design or neglect, exploits the child, directly or indirectly, in any activity intended to lead to the sexual arousal or other forms of gratification of that person or any other person(s) including organised networks. This definition holds whether or not there has been genital contact and whether or not the child is said to have initiated, or consented to, the behaviour.

Emotional abuse: - Emotional abuse is persistent emotional neglect or ill treatment that has severe and persistent adverse effects on a child’s emotional development. It may involve conveying to a child that they are worthless or unloved, inadequate or valued only insofar as they meet the needs of another person. It may involve the imposition of age - or developmentally - inappropriate expectations on a child. It may involve causing children to feel frightened or in danger, or exploiting or corrupting children. Some level of emotional abuse is present in all types of ill treatment of a child; it can also occur independently of other forms of abuse. This can include coercive control. 

Neglect: - This occurs when a child’s essential needs are not met and this is likely to cause impairment to physical health and development. Such needs include food, clothing, cleanliness, shelter and warmth. A lack of appropriate care, including deprivation of access to health care, may result in persistent or severe exposure, through negligence, to circumstances which endanger the child.

Significant harm: - This relates to the degree of harm that triggers statutory action to protect a child. It is based on the individual child’s health or development compared to that which could reasonably be expected of a similar child. e.g. severity of ill treatment, degree and extent of physical harm, duration and frequency of abuse and neglect.

Spiritual abuse: - Linked with emotional abuse, spiritual abuse could be defined as an abuse of power, often done in the name of God or religion, which involves manipulating or coercing someone into thinking, saying or doing things without respecting an individual’s right to choose for themselves. Some indicators of spiritual abuse might be a leader who is intimidating and imposes his/her will on other people, perhaps threatening dire consequences or the wrath of God if disobeyed. He or she may say that God has revealed certain things to them and so they know what is right. Those under their leadership are fearful to challenge or disagree, believing they will lose the leader’s (or more seriously God’s) acceptance and approval.

Abuse by organised networks or multiple abusers: - Complex cases arise in which a number of children are abused by the same perpetrator or multiple perpetrators. These may involve;

· a network who act together to abuse children.
1. children recruited (or abducted) for abuse by a network of adults.
1. children abused in an institutional setting (e.g. youth organisations, educational establishments or residential homes) by one or more perpetrators, including other young people.
1. child pornography or drug misuse being used to entice or entrap children for sexual exploitation.
1. recruitment of children for prostitution.

Child Prostitution: - Children involved in prostitution and other forms of commercial sexual exploitation should be treated primarily as the victims of abuse and their needs require careful assessment.

Child sexual exploitation: - Child sexual exploitation (CSE) is a type of sexual abuse in which children are sexually exploited for money, power or status.
Children or young people may be tricked into believing they're in a loving, consensual relationship. They might be invited to parties and given drugs and alcohol. They may also be groomed online.
Some children and young people are trafficked into or within the UK for the purpose of sexual exploitation. Sexual exploitation can also happen to young people in gangs.
Child grooming: - Grooming is when someone builds an emotional connection with a child to gain their trust for the purposes of sexual abuse or exploitation. Children and young people can be groomed online or in the real world, by a stranger or by someone they know - for example a family member, friend or professional. Groomers may be male or female. They could be any age. Many children and young people do not understand that they have been groomed, or that what has happened is abuse.
Online abuse:  - Online abuse is behavior that has a threatening, intimidating, harassing or humiliating affect on a person. Examples of this are sexual exploitation, eg sexting, or grooming or cyberbulling. 

[bookmark: _Toc453098351]6.2 Recognising and responding to abuse 

The signs listed below may or may not be indicators that abuse has taken place, but the possibility should be considered. These lists are not exhaustive.

Signs of physical abuse

· Any injuries not consistent with the explanation given for them
· Injuries that occur to the body in places that are not normally exposed to falls etc. e.g. the genitals or thighs
· Injuries which have not received medical attention
· Reluctance to change for, or participate in, games or swimming
· Bruises, bites, burns, fractures etc, which do not have an accidental explanation
· Cutting, slashing, substance abuse

 Signs of emotional abuse

· Changes or regression in mood and behaviour, particularly where a child withdraws or becomes clinging.
· Depression
· Aggression
· Nervousness
· Frozen watchfulness
· Sudden under-achievement or lack of concentration
· Inappropriate relations with peers and/or adults
· Attention-seeking behaviour
· Persistent tiredness
· Running away
· Stealing
· Lying
· Continual self-deprecation
· Sudden speech disorder
· “Neurotic” behaviour (e.g. Rocking, head banging)
· Indiscriminate friendliness



Indicators of possible sexual abuse

· Any allegations made by a child or young person concerning sexual abuse
· Child or young person with excessive pre-occupation with sexual matters and detailed knowledge of adult sexual behaviour, or who regularly engages in age-inappropriate sexual play
· Sexual activity through words, play or drawing
· Child or young person who is sexually provocative or seductive with adults
· Inappropriate bed-sharing arrangements at home
· Severe sleep disturbances with fears, vivid dreams or nightmares, sometimes with overt or veiled sexual connotations
· Lack of trust in adults
· Fear of a particular individual
· Social isolation – withdrawal and introversion
· Bed wetting/ soiling
· Drug, alcohol or solvent abuse
· Expressing affection in inappropriate ways (e.g. French kissing)
· Fear of bathrooms, showers, closed doors
· Fear of medical examinations
· Compulsive masturbation
· Psychosomatic factors (e.g. Recurring abdominal pain or headache)
· Sexual promiscuity
· Sleeplessness, nightmares, fear of the dark
· Bruises, scratches, bite marks to the thighs or genital areas
· Stained underwear
· Anxiety
· Depression
· Eating disorder (e.g. Bulimia or anorexia nervosa)
· Discomfort/ difficulty in sitting or walking
· Pregnancy – particularly when reluctant to name father
· Sexually transmitted diseases
· Self mutilation or suicide attempts

Signs of neglect

· Constant hunger
· Poor personal hygiene
· Constant tiredness
· Poor state of clothing
· Frequent lateness and/or unexplained non-attendance at school
· Untreated medical problems
· Low self esteem
· Poor peer relationships
· Stealing

[bookmark: _Toc453098352]6.3 Who are the perpetrators?

As a church community our primary concern is the protection and safety of the children and young people in our groups and classes.

The profile and characteristics of people who abuse children is complex. Perpetrators are most often someone already known to the child or young person. He or she may be a parent, sibling, other relative, family friend or neighbour. They can be any age, either sex and from any cultural or social background There is no certain way of identifying a would-be abuser as they may not appear different from the rest of society. Perpetrators may be good at befriending children, appearing to be kind, trustworthy, caring and helpful. Alternatively, perpetrators may be extremely frightening, using fear, threats and violence to get both children and young people to comply with them.

People who abuse may look for positions or activities within the church which put them in contact with children and young people and in our church family we must be aware of this.

Note People who abuse children and young people will require specialist monitoring and support by the statutory agencies who are trained in these complex situations. As a church we may have a pastoral concern for the perpetrators as we recognise that they are individuals who may have been abused themselves as children but the protection and welfare of our children and young people is paramount.


















[bookmark: _Toc453098353]7. Procedure for reporting suspected abuse

1. If you suspect any form of abuse, you must report it as soon as possible to the Child Safeguarding Co-ordinator. 
2. If you are unable to do so, or if suspicions involve the Child Safeguarding Co-ordinator, you should contact the Pastor.
3. Any conversation must be confirmed in writing; signed and dated by those involved.
4. You should not discuss your suspicions with anyone other than the Child Safeguarding Co-ordinator or Pastor. The concern must be kept confidential.
5. ‘Cause for Concern’ form to be completed at this stage. 


[bookmark: _Toc453098354]8. Procedures when a child or young person has disclosed abuse 


1. Affirm the child for sharing with you.
2. Let the child or young person know that you must pass this information on to the designated person. Let them know that their safety and wellbeing is the priority and it is likely they will need to contact the social work service.
3. Make notes as soon as possible (within one hour), taking care to write down exactly what the child or young person has said and when he/she said it and what was happening immediately before the interview. In the case of an older child, show them what you have written and ask them to confirm that it is accurate by having them sign each page.
4. An accurate record of anything that you may have said to the child/young person during the discussion and any response received must also be recorded.
5. Record all dates and times of these events and when you wrote up the report.
6. Keep all hand-written notes, even if these have been subsequently typed up.
7. Report your discussion as soon as possible to the Child Safeguarding Co-ordinator. If this person is implicated, then report it directly to the Pastor or Assistant Pastor.
8. You should not discuss your suspicions, allegations or the contents of the discussion or the report with anyone else other than those nominated above.

In the event of allegations from third parties/ anonymous referrals/ families not known to the church – we will endeavour to do the following:

Elicit as much information as possible from the person(s). Unless the person wishes to remain anonymous, this should include details of a referee (Name, address and telephone number) and as much factual information as possible about the child/ young person and family concerned (names of family members, addresses, name and date of birth of subject child/young person, ethnic origin etc.) Information as to the cause of the concern/ nature of the injuries/ observations should be included.

We must inform the person that information relating to named child/young person at risk, or potentially at risk, may result in a referral to the Social Work Service, and in this event the Social Work Service may wish to interview the person (if known) as part of the investigation.

If the Child Safeguarding Co-ordinator is unsure whether or not to refer the matter to the Social Work Service, then advice of the Public Protection Unit should be sought and followed. Any advice should be confirmed in writing in case it is needed for reference purposes in the future.

In the event of allegations that relate to families known to the church, the Child Safeguarding Co-ordinator will take the following steps:

· Follow the appropriate policy set out above

· If there are allegations of sexual abuse, the parents will not under any circumstances be informed. Where a parent/carer alleges sexual abuse by another person, the parent/ carer will be advised not to inform the alleged perpetrator. By respecting this policy, the innocent alleged perpetrator will be best able to demonstrate their innocence to the statutory bodies.

· In cases of alleged physical and/or emotional abuse or neglect, the concerns will be discussed at once with the Child Safeguarding Co-ordinator, who will refer the matter to the Social Work Service if appropriate. If there is uncertainty, then advice will be sought from the Social Work Service and confirmed in writing.

If a child/ young person has a physical injury or symptoms of neglect the Child Safeguarding Co-ordinator will take the following action:

· Speak with the parent/ carer and suggest medical attention be sought for the child/ young person if appropriate. The doctor will then initiate further action, if necessary. If appropriate the parent/ carer will be encouraged to seek help from the Social Work Service.
· If the parent/ carer is unwilling to seek help, then we may offer to go with them. If they still fail to act, we may contact the Social Work Service or Public Protection Unit.
· Where emergency medical attention is required this will be sought immediately and the staff member will inform the doctor of any suspicions of abuse and/ or neglect.
· If the Child Safeguarding Co-ordinator gives advice, then any advice must be confirmed in writing in case this is needed at some future date.

In the event of allegations or suspicions of sexual abuse we will take the following actions:

· In the event that a child/ young person is discovered soon after an alleged incident of rape or sexual abuse, then an immediate referral to the Police or Child Protection Unit should be made. Be careful not to make any attempt to interview the child/ young person at length at this stage as this could have a detrimental effect on possible future legal processes. Remember that the Police may wish to obtain evidence, so it would not be helpful at this stage for the child/ young person to change clothing or have a bath or shower.
· Children should always be informed when any referral about them is being made and their views taken into consideration.
· In other cases, the Social Work Service or PPU should be contacted for advice. We should not speak to the parents or anyone else.
· If we are unsure whether to refer, then advice will be sought and followed. This advice must be confirmed in writing in case this is needed at some future date. Always report to the Child Safeguarding Co-ordinator. 
· Under no circumstance should we attempt to carry out any investigation into the allegations or suspicions of sexual abuse. We must collect and clarify all available information concerning the allegation or suspicion and to provide this for the Social Work Service, whose task it is to investigate further.
· Whilst allegations or suspicions of sexual abuse will normally be reported to the Child Safeguarding Co-ordinator, in their absence there should be no delay and, after informing the Pastor or Assistant Pastor, referral should be made to the Social Work Service.
· Exceptionally, should there be any disagreement regarding the appropriateness of a referral to the Social Work Service, that person retains a responsibility as a member of the church and of the public to report serious matters to the Child Safeguarding Co-ordinator and then to the Social Work Service, and should do so without hesitation.
· The deacons will support the Child Safeguarding Co-ordinator, Pastors and staff in their roles and accept that periodically they may have in their possession information which will be shared in a strictly professional manner, in a limited and confidential fashion, and on a strictly need to know basis.
· Any member of staff at the centre of an allegation of abuse or neglect will necessarily be suspended on full pay whilst an appropriate investigation is carried out.
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[bookmark: _Toc453098355]9. Child Safeguarding Co-ordinator

Why we need a Child Safeguarding Co-ordinator.

It is a requirement of Government legislation and The Baptist Union of Scotland in their respective safeguarding policies that a Child Safeguarding Co-ordinator is appointed for each church. These guidelines promote the role of a Child Safeguarding Co-ordinator as a means to assist the church to combine the ongoing production of their child safeguarding policy, implementation of best practice guidelines and deliver on-going child protection training.

What kind of person should the Child Safeguarding Co-ordinator be?

· Mature
· Confidential
· Be emotionally stable
· Have experience with children 
· Have sufficient time to give to the task
· Respected by church leadership
· A team player
· Up to date with current government legislation.
· Have the ability to reflect and act independently
· Have the ability to take difficult decisions
· Have the ability to build support networks with recognised agencies

This is clearly a very important and responsible role within the church and should not be taken lightly. The Child Safeguarding Co-ordinator must be aware of their own need for support and supervision within this role.

It is important that children and young people know who the Child Safeguarding Co-ordinator is. Under “Safe from Harm”, children have the right of access to an independent person. 

A poster is provided within the church with the photograph of the Child Safeguarding Co-ordinator along with their contact details.

The Child Safeguarding Co-ordinator for Leven Baptist church is Alana Moonlight.
Mobile number 07932563347
Email address is alanamoonlight466@gmail.com





[bookmark: _Toc453098356]10. Appointments procedures for paid staff and volunteers

The following sets out Leven Baptist Church’s procedures for all those working with under 18’s.

1. All staff and volunteers over 16 will be treated fairly. 
2. Each applicant will be required to fill in an application form.
3. Each applicant will be required to supply the names of 2 referees who will be asked to give a character reference (not a close relative). If at all possible, at least one referee will have seen the applicant working with children and/ or young people. Each applicant may decide to either request a reference from the Pastor, Assistant Pastor or an appropriate member of the leadership team.
4. Referees will be sent a letter, stating explicitly that the applicant is being considered for work among children and/ or young people, and a standard form to complete.
5. If anything in a reference causes the church to have any doubts about the applicant’s suitability to work with children and/ or young people, the referee should be contacted to discuss the matter.
6. The church will interview all applicants to ascertain their skills and experience as an aid to selection before appointment. Applicants may also be asked about their ability and commitment to fulfil the job description. The applicant will meet with Staff, and then the disclosure manager.
7. The Disclosure manager will ask to see the relevant form of identification that gives name, date of birth and current address together with his/her signature or photograph (driving licence, passport). This should be compared with the written application form.
8. Applicants should be told in writing that the positions they are applying for are exempt from the provisions of the Rehabilitation of Offenders Act 1974 and that all convictions, however old, must be declared.
9. Confidentiality of all information given will be assured. Access to documents will be confined to the Pastors, staff and disclosure manager. All documents should be retained for a period of ten years.
10. This procedure will be reviewed.
11. Any new worker will only be allowed to participate after a PVG Scotland application has been completed and returned.
[bookmark: _Toc453098357]11. Recruitment of offenders 

Leven Baptist Church undertakes to treat all applicants for positions within the organisation fairly and not to discriminate unfairly against the subject of a disclosure on the basis of conviction or other information revealed.

We will only request an Enhanced disclosure where it is necessary and relevant to the position sought.

Where a position requires a PVG we will make this clear on the application form, job advert and any other information provided for the post.

At interview we will ensure that open and measured discussions can take place on the subject of offences. Failure to reveal information at interview that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

At interview or when receiving a PVG which shows a conviction, we will take into consideration:

· Whether the conviction is relevant to the position being offered
· The seriousness of the offence revealed
· The length of time since the offence took place
· Whether the applicant has a pattern of offending behaviour
· Whether the applicant’s circumstances have changed since offending took place

We will ensure that all our staff involved in the recruitment process are aware of this policy and have received relevant training and support.
We undertake to make a copy of this policy available to any applicant for a post with Leven Baptist Church that requires a PVG.

















[bookmark: _Toc453098358]12. Data Protection 

The Lead signatory will keep all data relating to disclosure information requested by Leven Baptist Church in a secure and confidential cabinet. This will be kept offsite at the home of the lead signatory and not on the premises of Leven Baptist Church.

All PVG information will be destroyed within 90 days of receipt.



[bookmark: _Toc453098359]13. Important telephone numbers and helpful links

Social work contact centre: 03451 551503

Out of Hours social work: 03451 550099

Public Protection Unit: 01592 583488

Thiry One Eight: 0303 003 1111

Police: 999

Police: Non-emergency 101

Peter Foster (Senior Pastor) 07956404745

Alana Moonlight (Child Safeguarding Co-ordinator) 07932563347

Fifedirect.org provides a comprehensive list of useful contacts and associated agencies which may assist in providing information and support for children, young people and staff dealing with child protection issues.


The Cause for Concern forms are kept in the centre office.

[bookmark: _Toc453098360]14. Referral and Investigation Process Flowchart
[image: ]




15 Signatures


………………………….
Peter Foster


…………………………..
Date
[bookmark: _Toc453098361]Appendix 1: General Guidance

How to react when a child/ young person wants to talk about abuse:

1. Accept what the child/young person says (however unlikely you consider the story).
2. Keep calm.
3. Look at the child/young person directly.
4. Be honest.
5. Let them know that you may need to tell someone else – never promise confidentiality.
6. Even when a child/young person has broken a rule, they are not to blame for the abuse.
7. Be aware that the child/young person may have been threatened.
8. Never push for information.

Helpful things to say or show:
[image: gren tick]I’m glad you’ve told me.
[image: gren tick]It’s not your fault.
[image: gren tick]I’ll help you.

Avoid saying
[image: red cross]	Why didn’t you tell anyone before?
[image: red cross]	I can’t believe it.
[image: red cross]	Are you sure this is true?
[image: red cross]	Why? Who? How? When? Where?
[image: red cross]	Never make false promises.
[image: red cross]	Never make a statement such as, “I’m shocked. Don’t tell anyone else.”
[image: red cross]	I believe you.

Conclude by saying:

1. Reassure the child/young person again that they were right to tell you.
2. Let the child/young person know what you are going to do next.
[bookmark: _Toc453098362]Appendix 2: Transport guidance 

Any activity arranged by Leven Baptist Church relating to children and/ or young people that requires transport must follow the guidelines set out below. The importance of these guidelines cannot be overstated. These policies apply to all children and young people under the age of 18.

1. All vehicles must be properly insured, taxed and roadworthy.
2. Only drivers with a full driving licence and two years minimum driving experience will transport children and/ or young people, whether by private car or a hired vehicle.
3. All passengers and drivers within the vehicle must wear seat belts.
4. Vehicles must be driven within the law, using good driving sense at all times. Racing other vehicles or careless driving (whether encouraged by young people or not) is completely unacceptable.
5. No vehicle should be overloaded, and must not exceed the specified maximum number of passengers.
6. Drivers have a responsibility to ensure either that passengers are taken home or delivered to an agreed safe place. Ideally, you should see the child/ young person enter their home.
7. No leader should be alone in a car with a child/ young person for longer than is absolutely necessary. Two leaders with any young person being the ideal. Except in an emergency.
8. The safety of passengers is more important than being on time.
9. Young people under the age of 16 should have already been given permission to travel. (Check permission slips before setting off)
10. Where hired transport is used, supervision of children/ young people will be the responsibility of someone other than the driver
11. Any incident that occurs during the transporting of young people should be relayed to the appropriate church leader as soon as possible
12. Permission slips will be used for irregular travel. i.e. one-off trips which are not a regular feature of any particular group. Otherwise, an annual or sessional permission slip will be deemed to suffice.
13. When dropping them at home, watch the young person arrive at their door.


[bookmark: _Toc453098363]Appendix 3: Outings, camps and holidays guidance 

As part of the children’s and young people’s work at Leven Baptist Church there will be events from time to time, which take place away from the buildings. These events will all be governed by the church’s child safeguarding policy. The following additional guidelines will be adhered to:

· No alcohol or any illegal substance will be tolerated
· The church does not accept responsibility for any valuables that are lost, broken or stolen during the event. All attending will be advised to leave such items at home.
· Leaders will ensure that those attending will respect the property of others and the environment in which the event is taking place.
· Leaders will at all times expect socially accepted behaviour, especially in relation to noise levels at night.
· Discipline problems will be dealt with immediately and if felt necessary parents informed on return.
· Permission slips will be completed before travel and will remain with the leaders for the duration of the outing. 
























[bookmark: _Toc453098364]Appendix 4: Social media guidance

Many young people utilise social media and it has been recognised that it is inevitable that young people and leaders will come across one another via social media sites such as Facebook, Twitter and Instagram and any other social media platforms. The following are some helpful guidelines regarding the appropriate and safe use of social media within Leven Baptist Church’s youth work.

1. You must add another Leven Baptist Church disclosed adult to your social media before you add any young people. This is to ensure a level of accountability and support.

2. Do not seek out young people to “add” to your contacts on any social media website. If a young person requests to be added to your friend list, please ensure the child is over 13.

3. Only add young people to your social media network if you are confident you will be able to maintain an appropriate page (e.g. immediately deleting any inappropriate posts made by friends on your page) and if you are able to utilise proper privacy settings (e.g. blocking young people from viewing your wall if your other friends tend to post inappropriate material).

4. Only add young people if you are willing to only post appropriate things (e.g. not posting or reposting material with swearing, violence or other explicit material). 

5. Do not post photos of other people’s children/young people taken at Leven Baptist Church events.

6. Do not utilise private chat functions and/or messages online except to communicate basic information. (e.g. the time/date of an event). Keep all communication public.


Photography/Video guidance

Parental consent must be obtained before any photographic or video is taken, published or shared of children/young people under the age of 12 years. The church will provide consent forms to all parents to ascertain whether their child(ren) can be photographed or videoed.  In cases where parents refuse to consent, all measures should be taken to ensure their wishes are honoured in a sensitive manner.





[bookmark: _Toc453098366]Appendix 6: Integration of Sex Offenders into the Fellowship 

If the leadership of the Church becomes aware of a sex offender worshiping within our church community, we shall contact the relevant statutory authorities (MAPPA) for advice and accountability and subject to their advice it will be required that a covenant of support and accountability be set up between said person and the church. 

Each covenant is individual but will be based on the Covenant template below (adapted from ‘Church of Scotland Forgiveness and Proportionality’ report”)

DRAFT EXAMPLE OF A ‘COVENANT OF RESPONSIBILITIES’
(The Terms included here may be developed to suit particular circumstances and individuals.)
1. *We will not allow (name) to be in a situation where they are alone with children or young people.
2. We will sit with (name) in a designated place in the church, stay with them and accompany them when they need to use other facilities; we will not allow them to place themselves in the vicinity of children and young people.
3. For the duration of this Covenant of Responsibilities it is agreed (name) will decline invitations of hospitality where there are children in the home.
4. *(Name) will accept that there are certain people who will need to be told of their circumstances due to the wider concerns of the Church, although these will be kept to a minimum and on a “need to know” basis.
5. *We accept that contact will be made between the Church leadership and other statutory agencies as and when necessary.
6. *We understand that for the duration of this Covenant of Responsibilities, pastoral care will be provided by (name).
7. *We understand that if (name) chooses not to keep these conditions then they are choosing not to attend our church or its activities.
8. *We understand that any other concerns will be taken seriously and reported.
9. *We undertake to review this Covenant of Responsibilities on a regular basis (dependent on the individual’s circumstances). 

The next review meeting will be held on ………
Signed
Witnesses
Date
* ‘we’ in this Covenant refers to all parties including the church leadership and the sex offender.


We recognise that recompense is required for offences yet we also want to acknowledge that with support, integration into the worshiping community is possible.



[bookmark: _Toc453098367]Appendix 7: Application Form for Voluntary Work with Children and Young People    


We may ask all prospective workers with children and young people (0 – 18) to complete this form. If there is insufficient room to fully answer any question, please continue on a separate sheet. The information will be kept confidentially by the church, unless requested by an appropriate statutory authority.  

Section 1 Personal Details  

Full name 
    
Other names by which known in past 

Address   
            
Postcode 

Telephone number

Mobile number 


How long have you lived at the above address?  ……….. Years 

If less than 3 years, please give previous address(es) with dates  


	Second address
	Third address

	From   
	……/……/……
	From   
	……/……/……

	To
	……/……/……
	To
	……/……/……

	Address
	




	Address
	

	Post code
	
	Post code
	









Section 2 Experience and skills  

Q1. Please tell us about your Christian experience (ie how long have you been a Christian, which church(es) have you attended (with dates), any activities undertaken):  

















Q2. Please give details of previous experience of looking after or working with children and/or young people. Please include details of any relevant qualifications or appropriate training either in a paid or voluntary capacity:  


















Q3. Do you suffer, or have you suffered any illness which may directly affect your work with children or young people?  

Yes    …………		No…….. (Please tick)

If yes, please give details: 















Section 3 References  

Please give the names, addresses and telephone numbers and role or relationship of two people who know you well and who would be able to give a personal reference and comment on your character and work with the church. At least one referee should be external to the church. If you have experience working with children and/or young people, at least one referee should be a colleague with whom you have worked. If you have moved from another church in the past five years, one referee should be from your previous church. In addition, we reserve the right to take up character references from any other individuals deemed necessary.  

	Referee 1
	Referee 2

	Name 
	
	Name 
	

	Address
	




	Address
	

	Post code
	
	Post code
	

	Connection with you
	
	Connection with you
	




Section 4 Criminal Records Declaration  

Because of the nature of the duties the postholder would be expected to undertake, the successful candidate will be required either to make a full declaration of their past criminal record or will be asked to co-operate in obtaining a Standard or Enhanced Disclosure from the Disclosure and Barring Service. 
 
If considered suitable for the post, do you agree either to make a full declaration of your criminal record or to co-operate in obtaining a DBS check at the Standard or Enhanced level?*  

Yes …………..No…………. (Please tick) 
 
*  Because of the nature of the work for which you are applying, this position is exempt from the provision of section 4(ii) of the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975), and you are therefore not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the 1974 Act and in the event of appointment, any failure to disclose such convictions could result in the withdrawal of approval to work with children and / or young people within the church.  



Section 5 Declaration  

I confirm that the submitted information is correct and complete.  


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


[bookmark: _Toc453098368]
Appendix 8: Request for reference template letter and questionnaire

Leven Baptist Church
Church Road
Leven
KY8 4JD
Date  
Dear    XXX

[Insert name of volunteer/worker] 
The person named above has offered to help with our children’s/young people’s work. 
In order to act at all times in the best interests of our children and young people we must do all we can to ensure that all new volunteers are appropriate people to be in a relationship of trust with those who are under 18. [Insert name of volunteer/worker] 
has given us your name as someone who can give a character reference.  
I would be grateful if you would complete the enclosed questionnaire, which will be treated in the strictest confidence, and return it in the pre-paid envelope as soon as possible.  
In commenting on the volunteer worker, please bear in mind that it is the church’s duty to protect children from harm of a physical, emotional or sexual nature.  
 
Yours sincerely,        
Minister                 

 





Private and Confidential   
Section 1 (To be completed by church) 
[Insert name of volunteer/worker]  has applied to work with children/young people aged  [Insert age range of children] in Leven Baptist Church 
His/her responsibilities will include:
·  
·  
·  
Name of referee 
…………………………………………………………………………………………………… 
Section 2  (To be completed by the referee) 
1. What is your relationship/connection with the volunteer? 


2. How long have you known the volunteer? 


3. What personal experience do you have of the volunteer’s ability to work with/relate to children and/or young people?



4. What are the gifts and experience the volunteer will bring to the role? 




5. Please comment on the volunteer’s honesty and reliability. 


6. To your knowledge, is there anything about the volunteer’s past behaviour, their character or attitude that gives you any cause for concern about their suitability to work with children and/or young people? 


7. Are there any other comments you would like to make about the volunteer?  




Signed ………………………………………………………  Date ………………………    
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[bookmark: _Toc453098369]Appendix 9: Cause for Concern Form


Section 1: Individual of concern – contact details

	Name 
	

	Date of birth
	

	Address
	




	Phone number / Email address
	




Section 2: The incident

· What happened? (Nature of concern / disclosure made - use the person’s own words if known)






· When did it happen? (date, time)


· Where did it happen? (specific location)


· Who was allegedly involved and in what way? (includes witnesses)


Section 3: Any action that has been taken

	[bookmark: _Toc430699792][bookmark: _Toc430700016][bookmark: _Toc453097879][bookmark: _Toc453098299][bookmark: _Toc453098370]Yes
	
	[bookmark: _Toc430699793][bookmark: _Toc430700017][bookmark: _Toc453097880][bookmark: _Toc453098300][bookmark: _Toc453098371]No
	


· Have the carers or parents / guardians been informed? 	           (Please tick)	
· If so, when and by whom? 


	[bookmark: _Toc430699794][bookmark: _Toc430700018][bookmark: _Toc453097881][bookmark: _Toc453098301][bookmark: _Toc453098372]Yes
	
	[bookmark: _Toc430699795][bookmark: _Toc430700019][bookmark: _Toc453097882][bookmark: _Toc453098302][bookmark: _Toc453098373]No
	


· Have the statutory authorities been informed?

	Name of Organisation
	Contact within Organisation
	Name of Person reporting Concern
	Date report made

	
	
	
	

	
	
	
	

	
	
	
	


	
· Any other action taken:



Section 4: Future action to be taken

· What action needs to be taken?




· Who is responsible for this? 

Section 5: Signatures

	[bookmark: _Toc453097883][bookmark: _Toc453098303][bookmark: _Toc453098374]Person who observed the abuse or had the abuse reported to them
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