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WHAT IS SAFEGUARDING?

Safeguarding encompasses:

	| Protecting children from  
abuse and maltreatment

	| Creation of a safe and  
caring environment for  
children through:

	~ Treating children fairly  
and equally.

	~ Building trust and good 
communication.

	~ An awareness of individual 
needs (health, allergies, 
disabilities).

	~ Setting appropriate  
discipline and boundaries.

	| Protection and accountability of 
the children’s team 

WHO IS RESPONSIBLE FOR 
SAFEGUARDING?

Safeguarding is everyone’s 
responsibility,  and where abuse is 
discovered or suspected it must  
be reported. The safeguarding of 
children and young people is a  
high priority for us as a church.

WHO OVERSEES SAFEGUARDING?

Our Parish Safeguarding Officer -  Hazel 
Black is responsible for overseeing 
safeguarding 

This includes ensuring that all  children 
and youth leaders and helpers:

	| Are DBS checked and are suitable 
to work with children.

	| Have received safeguarding 
training, have been given a copy of 
this policy, and know what to do if 
they have any concerns.

	| Are properly supervised, and that 
the safeguarding policy guidelines 
and procedures detailed in this 
booklet are followed. 
 
 

WHO DO I  CONTAC T FOR FUR THER 
INFORMATION?

If you have any questions or comments, 
please contact the PSO, contact details 
inside the front cover.

St Mary ’s Safeguarding Policy can be 
found at the link below on our website:

https://stmaryswesthorsley.co.uk

I N T R O D U C T I O N 
—
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T YPES OF ABUSE

|	 PHYSICAL ABUSE  may involve 
hitting, shaking, throwing, 
poisoning, burning or scalding, 
drowning, suffocating or otherwise 
causing physical harm to a child or 
young person.  
Signs of possible abuse include: 
injuries not consistent with 
explanation or in abnormal 
locations or that have not  
been treated.

	| EMOTIONAL ABUSE is persistent 
emotional maltreatment. I t  may 
also involve seeing or hearing the 
il l  treatment of another, for 
example when a child or young 
person witnesses domestic 
violence. This can also involve 
serious bullying (including 

cyberbullying).  Signs of possible 
abuse include: changes in mood or 
behaviour; aggression; attention-
seeking behaviour; nervousness, 
obsessions or phobias; persistent 
tiredness; running away/stealing/
lying/self-harm.

	| SEXUAL ABUSE includes forcing or 
enticing a child or young person to 
take part in any sexual activities, 
whether or not the child or young 
person is aware of what is 
happening (including viewing 
pornography).  Signs of possible 
abuse include: allegations made by 
a child or young person; excessive 
preoccupation with sexual 
matters;  detailed knowledge  
of adult sexual behaviour; severe 
sleep disturbances; eating 
disorders.

	| NEGLEC T is the persistent failure to 
meet a child’s or young person’s 
basic physical and/or psychological 
needs. Neglect may include the 
failure to provide adequate food, 
clothing, shelter,  supervision, 
medical treatment or response to 
emotional needs. Signs of possible 
neglect include: children being out 
late at night, or left home alone for 
extended periods; health and other 
needs not being taken care of.

	| SPIRITUAL ABUSE linked with 

R E CO G N I S I N G  A B U S E 
—

H O W I S  A B U S E D E F I N E D?

The def ini t ion of  abuse and 

neglec t  inc ludes  the maltreatment 

of  a  chi ld  or  young person: 

whether  by inf l ic t ing harm or 

fa i l ing to  prevent  harm.  This  can 

be inf l ic ted in  a  fami ly  or 

inst i tut ional  or  communit y  sett ing; 

by  those k nown to them or  more 

rarely,  by  a  stranger.



7

R E C O G N I S I N G  A B U S E

emotional abuse, could be defined 
as an abuse of power.  
I t  involves manipulation or 
coercing someone into thinking, 
saying or doing things without 
respecting their r ight to choose 
for themselves.

HOW MIGHT I  
RECOGNISE ABUSE?

Recognising abuse can be difficult as 
the signs of abuse aren’t always 
obvious, and a child might not tell 
anyone what ’s happening to them.

Children might be scared that the 
abuser will  f ind out, and worried that 
the abuse will  get worse. Or they might 
think that there’s no-one they can tell 
or that they won’t be believed. 

Sometimes, children don’t even realise 
that what ’s happening is abuse.

AFTER HEARING  

I f  you have any concerns  or 
suspec t  e i ther  abuse or 
neglec t  these must  be 
repor ted as  soon as  poss ible 
to  a  safeguarding contac t 
(contac t  detai ls  ins ide f ront 
cover) . 

The Safeguarding Contacts  
will  contact the Diocesan 
Safeguarding Advisor and  
will  follow the advice given.

Vis i t  w w w.NSPCC.org.uk  
for  more information.
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THE DISCLOSURE:

1.	 Speak to your group leader and 
complete a disclosure form as soon 
as possible. 

2. 	 Write exactly what the child or 
young person said, along with 
other helpful details such as:  the 
time and date and where the 
disclosure was made, what was 
happening at the time and who 
else was present. The form should 
be given to the PSO who will  store 
them securely and keep them 
indefinitely.

3. 	 Either the group leader or the 
volunteer will  inform the PSO or   
Incumbent of the disclosure as 
soon as possible and within 24 
hours (contact details inside the 
front cover). 

H A N D L I N G  A 
D I S C LO S U R E  
M A D E  BY  A  C H I L D

—

IMPORTANT

Do NOT attempt to investigate or address the issue yourself. 

The safeguarding contacts will immediately contact the Diocesan 
Safeguarding Adviser and follow the advice given.

We follow strict safeguarding protocols and will always act on a 
safeguarding concern. 

Do NOT inform or return the child or young person to their parents/
carers if they are the source of the danger. 

REPOR TING PROCESS

Children’s volunteer hears a disclosure  
or sees or notices something about which  

he or she is concerned

Volunteer tells their Group Leader

Group Leader and Volunteer then...

The Safeguarding Contact seeks advice from 
the Diocesan Safeguarding Adviser or calls the 

police if the matter is urgent.

(1) Complete a 
written disclosure 

form within 24 
hours of report 

being made

(2) Inform 
one of the 

safeguarding 
contacts

(3) If a 
safeguarding 
contact is not 

available, contact 
the Diocesan 
Safeguarding 

Adviser directly
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1.	 Introduction applicant has an 
introductory chat with the 
Children’s & Youth Minister.

2. 	 Sign a Confidential Declaration

3.	 Church Application Form applicant 
to complete application form with 
referees’ names.

4.	 Written Agreement applicant to 
sign the church agreement.

5.	 DBS Application applicant to 
complete application form and ID 
check.

6.	 Safeguarding Training applicant to 
complete Diocesan online training 
which is to be repeated every 3 
years.

7. 	 DBS Update Service applicant to 
sign up for update service 
(voluntary).

Once all  the stages have been 
completed the volunteer will  receive

a confirmatory email from the 
safeguarding team and will  then be 
contacted by the Children’s and Youth 
Minister. 

ELIGIBIL IT Y CRITERIA

	| I f  over 16 to have regularly 
attended the church for more  than 
6 months, or their previous church 
for at least 6 months.

	| No history of violence or  
sexual offences.

	| No concerns raised about their 
suitability to work with children  or 
young people.

	| Deemed suitable to work  
with children and young  
people by the safeguarding 
contacts.

A P P O I N T I N G  C H I L D R E N’S  
&  YO U T H  W O R K E R S 

—
All those over the age of 16 regularly 
working with children and young people, 
whether in a paid or unpaid capacity, 
must complete all stages of our 
recruitment and selection process before 
they join the groups:

9
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Children and youth workers must 
always:

	| Abide by our Safeguarding Policy 
and follow our Safeguarding 
Guidelines.

	| Listen to, respect and value the 
children and young people  
at all  times.

	| Treat all  children and young  
people fairly,  without prejudice  
or favouritism.

	| Challenge any unacceptable child 
behaviour in an appropriate way.

	| Use language that is appropriate 
and not offensive or 
discriminatory.

	| Behave in a way that is 
appropriate, and that avoids 
inappropriate relationships 
developing with any of the 
children or young people.

	| Always  inform their  leader  of 
any accident  or  safeguarding 
concern as  soon as  i t  happens.

I f  you have any concerns about the 
actions or behaviour of other 
children’s and youth helpers,  these 
must be reported as soon as 
possible to a safeguarding contact 
(contact details inside front cover). 

The safeguarding contact will 
investigate the concerns raised, 
and take appropriate action where 
required.

CO D E  O F  CO N D U C T 
—
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S A F E G UA R D I N G  
G U I D E L I N E S 

—
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CHILD TO ADULT RATIOS

Super vis ing adults 
(one must  be a 

Designated Leader)

Age of 
chi ldren

Maximum 
number  of 

chi ldren
R at io

2 minimum 0-2 years 6 1:3

2 minimum 2-3 years 8 1:4

2 minimum 3-8 years 16 1:8

2 minimum 8 years  + 20 1:10

Notes : 

	| T h e s e  r a t i o s  a r e  g u i d e l i n e s  o n l y :  i n  c e r t a i n 
s i t u a t i o n s  i t  w i l l  b e  n e c e s s a r y  t o  h a v e  a  h i g h e r 
n u m b e r  o f  a d u l t s  t h a n  t h o s e  r e c o m m e n d e d  a b o v e .

	| T h e r e  m u s t  a l w a y s  b e  t w o  o r  m o r e  a d u l t s  f o r  e a c h 
g r o u p,  a n d  w h e r e  a p p r o p r i a t e  t h e s e  s h o u l d  i n c l u d e 
b o t h  m e n  a n d  w o m e n  w h e r e  t h e  g r o u p  i s  o f  m i xe d 
g e n d e r.

	| W h e r e  p o s s i b l e ,  i f  o n l y  t w o  a d u l t s  a r e  s u p e r v i s i n g 
t h e  t w o  a d u l t s  s h o u l d  n o t  b e  r e l a t e d  i n  o r d e r  t o 
p r o t e c t  t h e  a d u l t s  s h o u l d  a n  a l l e g a t i o n  b e  m a d e .

	| A d d i t i o n a l  N e e d s  -  r a t i o  s u p e r v i s i o n  w i l l  b e 
a p p r o p r i a t e  t o  t h e  n u m b e r s  a n d  t h e  c h i l d r e n’s 
n e e d s  a t  a  p a r t i c u l a r  s e s s i o n ,  a s  d e s i g n a t e d  b y  t h e 
g r o u p  l e a d e r s .
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BEHAVIOUR MANAGEMENT

We aim to create  a  safe,  car ing and fun environment 
for  a l l  the chi ldren.  Our  goal  i s  to  encourage chi ldren 
and young people  to  develop respec t ,  se l f - control , 
se l f - conf idence,  and sensit iv i t y  in  their  socia l 
interac t ions  dur ing the sess ions. 

C lear  instruc t ions  should a lways  be given,  so  that 
chi ldren and young people  k now what  is  expec ted  
of  them.  Expec tat ions  should be enforced in  a 
consistent  and posit ive  way.

A chi ld  who has  hur t  another  should be shown how to 
say  sorr y  to  that  chi ld  and helped to  understand how 
they might  be feel ing.   Chi ldren and young people  who 
behave wel l  should be praised. 
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CONSENT FORMS

Consent  Forms must  be completed parents/carers  for  a l l 
ac t iv i t ies  and events.  Once complete,  they must  be kept 
securely  as  they contain  personal  data ,  and remain readi ly 
access ible  throughout  the event .  For  regular  events  (such 
as  Sunday chi ldren’s  groups)  parents/carers  need to 
complete  the consent  form.

F IRST AID
As par t  of  the organisation of  al l  events,  consideration 
must also be given to how to respond i f  a  chi ld becomes i l l 
or  needs medical  attention.  Al l  incidents requir ing f irst  aid 
must be repor ted and an accident form completed and 
returned to the group leader or  PSO on the day of  the 
incident.  The accident book is  held at  each venue.

Basic f i rst  aid k its  are avai lable at  East  Horsley Vi l lage Hal l 
(EHVH).  First  aid boxes can be found at  both the 
Wheelhouse and the Church.

Should medical  assistance be required,  this  should be 
sought as soon as possible,  and the chi ld ’s  parent/carer 
should be contacted. 
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PHOTOGRAPHS AND VIDEOS

From t ime to  t ime off ic ia l  photos  and v ideos  may be taken for 
church communicat ions  and publ ic i t y.  Photos  and v ideos  of 
chi ldren and young people  wi l l  only  be taken with the church 
camera and stored on St  M ar y ’s  owned devices.  Parents/carers 
wi l l  be  asked to  agree,  or  not ,  to  photographs and v ideos  being 
used,  when they complete  the annual  registrat ion form for  their 
chi ld,  and a lso on the consent  form i f  there  is  an of f -s i te  event .

As  a  leader  or  helper  no other  photos  of  the chi ldren and young 
people  should be taken,  or  stored on personal  devices.  On no 
account  should photos  be uploaded to  any form of  socia l  media 
by anyone other  than the person responsible  for 
communicat ions  at  St  Mar y ’s .

PHYSICAL CONTAC T
Physical  touch must  be re lated to  a  chi ld ’s  needs and not  the 
adult ’s .  Touch must  therefore  be age appropr iate  and in i t iated 
by the chi ld,  and i t  must  a lways  be in  publ ic .

Hugs should not  be prolonged,  and holding a  chi ld ’s  hand or 
them s i t t ing on an adult ’s  lap is  only  appropr iate  for  infants  and 
toddlers.  Tick l ing games and piggyback r ides  are  not  permitted, 
and any physical  touch that  could be misunderstood or 
misconstrued should be avoided.
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PRAYER AND MINISTRY TIMES

Prayer  with a  chi ld  or  young person should never  be a lone 
or  in  an unsuper vised s i tuat ion;  a lways  in  a  publ ic  sett ing.

The chi ld  should a lways  be asked and never  pressured to  be 
prayed with .  Prayer  should be with same gender  where 
poss ible. 

Prayer  with  lay ing on of  hands must  only  be done with 
chi ldren and young people  of  the same gender.  This  must 
be done only  with the permiss ion of  the chi ld,  and only 
with a  l ight  touch on the arm or  shoulder  of  the chi ld.

I f  the adult  feels  they have a  s igni f icant  word of  k nowledge 
for  a  chi ld  this  must  be discussed with the group leader  or 
parent/carer  pr ior  to  any discuss ion with the chi ld.

FACE–TO–FACE MEE TINGS

Where a  face to  face meet ing bet ween a  leader  and a 
young person is  required,  th is  must  be arranged in 
advance with the parent ’s  or  carer ’s  consent .  Mentors 
need to  inform the re levant  Chi ldren’s  and Youth 
M inister  of  the meet ing,  and a l l  meet ings  must  take 
place in  a  publ ic  sett ing,  where the leader  
and young person are  not  a lone.  Disc ipleship and 
mentor ing must  only  be done with chi ldren or  young 
people  of  the same gender.
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SOCIAL MEDIA

Leaders  and helpers  must  not  have the chi ldren or  young 
people  that  they super vise  as  contac ts/ f r iends on socia l 
media  (unless  the are  fami ly) .

They must  ensure that  a l l  content  displayed on their 
prof i le  or  page is  appropr iate  at  a l l  t imes (whether 
generated by them or  by others) .

The only  socia l  media  accounts  we endorse are  those 
created by St  Mar y ’s ,  West  Hors ley. 

COMMUNICATION TO UNDER 18s

 
We would expec t  that  you do not  communicate  with any 
of  the members  within  your  group by emai l ,  socia l  media , 
tex t ,  messaging or  chat  groups (unless  they are  fami ly 
members)  unless  this  has  been previously  discussed with 
your  ministr y  lead.

Only  nominated leaders  wi l l  contac t  young people  in 
their  respec t ive  groups.  Al l  nominated leaders  wi l l 
adhere to  socia l  pol ic y.

Should an issue of  a  pastoral  nature  be ra ised,  an 
appropr iate  face -to -face meet ing to  discuss  this  should  
be arranged.
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TOILE T TRIPS

Parents/carers  should be encouraged to  ensure their 
chi ldren have been to  the toi let  before  br inging them to 
the group. 

We fol low str ict  DBS guidel ines -  only DBS checked adults 
accompany al l  tr ips to the toi let . 

In s ituations where a chi ld needs help,  the cubicle door 
must be left  open.

In Noah’s  Ark al l  parents/carers are required to change their 
own chi ld ’s  nappy.

R ISK ASSESSMENTS

R isk  assessments  must  be carr ied out  for  a l l  events  by the 
person organis ing the event  and steps  taken to  mit igate  any 
key r isks  ident i f ied.  Al l  r i sk  assessments  need to  be 
submitted to  the Health  and Safet y  O ff icer  or  Rec tor  or  PCC 
pr ior  to  the event  for  approval ,  us ing St  Mar y ’s  R isk 
Assessment  Form.
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TRAVEL

Travel  to  and f rom events  is  the responsibi l i t y  of  the parent/
carer.  I f  a  chi ld  is  wait ing for  a  l i f t  home there  must  a lways 
be t wo leaders  present . 

I n  the event  of  us ing the communit y  bus  or  h i r ing a  minibus 
the dr iver  must  have business  insurance (or  the agreement 
of  their  insurance company to  dr ive  for  church purposes)  for 
the vehic le  being dr iven.

For  any events  that  involve the group travel l ing,  chi ldren 
and young people  must  not  t ravel  a lone with a  s ingle 
leader.  Seat  belts  must  be worn where present .

EMPLOYMENT RESULTING FROM  
CHURCH AC TIVIT IES

If  a  parent invites you to help with their  chi ld outside of  the 
church environment,  or  you receive offers  of  paid work , 
please speak to Children’s  and Youth Minister  before you 
proceed.  We are usual ly  happy for  this  to go ahead,  but we 
do need to k now of  any employment result ing from a contact 
made through your church work .

I t  is  impor tant that the parents understand it  wil l  be a 
pr ivate arrangement and not par t  of  your church role.
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F IRE E VACUATION GUIDANCE

Fire  evacuat ion procedures  are  detai led on internal 
s ignage around St  Mar y ’s  Church and Wheelhouse.  At  East 
Hors ley  Vi l lage Hal l  procedures  can be found on the 
Welcome Desk .

Group Leaders  should a lways  be aware of  the f i re 
evacuat ion procedure and the safe  route f rom their  room 
to the meet ing points  outs ide each bui lding.  Dur ing 
Sunday ser v ices,  there  wi l l  be  church staf f  ac t ing as  safet y 
of f icers  who wi l l  co - ordinate  the evacuat ion. 
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USEFUL INFORMATION

If  you wish to speak with someone outside the church,  the 
fol lowing helpl ines wil l  be of  assistance.

NSPCC for  adults  concerned about a chi ld -  0808 800 5000

Childl ine for  chi ldren and young people -  0800 1111

24-hour National  Domestic  Violence helpl ine  
-  0808 2000 247

NAPAC offer  suppor t  and advice to adult  sur vivors of 
chi ldhood abuse -  0808 8010 331

Stop I t  Now preventing chi ld sexual  abuse -  0808 1000 900

Cruse bereavement helpl ine -  0808 808 1677

Family Lives suppor t  and advice on family issues  
-  0808 800 2222

MACSAS for  people who have been abused by church 
off icers -  0808 801 0340

Samaritans for  people struggling to cope and needing 
someone to talk to -  116 123

NSPCC helpl ine for  those with experience of  abuse within 
church -  0800 80 20 20

NSur vivorsUK -  0203 598 3898

National  Rape Cris is  Helpl ine -  0808 802 9999

The Sur vivors Trust  -  0808 801 0818

DeafHope (BSL)  Text Number -  07970 350366

National  Association for  People Abused in Childhood  
-  0808 801
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