PARISH OF KETTLEWELL WITH CONISTONE 
POLICY ON SAFEGUARDING CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS
To this end the Parochial Church Council (PCC) adopts the revised Policy from Leeds Diocese – ‘Promoting a Safer Church’ and also takes into account the guidance detailed in the following:-
Parish Handbook 2018

Safeguarding is Everyone’s Business July 2016

Safer Recruitment Practice Guidance July 2016 

In addition to the Leeds Diocesan Policy we have added our own Parish policy which provides us with greater detail and guidance to enable us to carry out these policies into practice.

Safeguarding Children and Young People
Our Church welcomes children and young people and wants them to be safe when they are on church premises or attending a church run event.

Aims of our policy
The aim of our policy is to avoid the possibility of children being harmed while in the care or under the supervision of workers from the Parish and also to protect those workers from potentially vulnerable situations while they are with children.  
Objectives of our policy
· To create a safe environment within which children and young people can thrive and our church can operate with the help and security of clear guidance.

· To ensure that all children and young people are respected as individuals and protected in their vulnerability.

· To foster relationships of absolute integrity, truthfulness and trustworthiness.  All church workers involved with children and young people will be expected to exercise great care in the use of their power and avoid taking advantage of trust.

· The Church accepts the intention of the Children’s Act 1989 and The Care Act 2014 that the welfare of children and young people is paramount.

We are committed to:-

· The care, nurture of, and respectful pastoral ministry with, all children and young adults.
· The safeguarding and protection of all children and young people and adults when they are vulnerable.
· The safeguarding and protection of church workers who may find themselves in compromising situations.

· The establishment of safe, caring communities which provide a loving environment where there is a culture of ‘informed vigilance’ as to the dangers of abuse. (Protecting All God’s Children 2017, Promoting a Safer Church 2017 and Guidance from Safeguarding Updates/Newsletters from ‘Thirty One Eight’ and the Leeds Diocese).
Implementation of our Safeguarding Children and Young People Policy
 We will ensure that our Policy:-

· is regularly reviewed and understood.  The PCC will appoint a group to oversee the policy and it will be placed on the agenda of the PCC annually for review (enclosed ‘Parish Check List’ to be used);
· is prominently displayed in all our Parish churches;  
· is brought to the attention of all new workers, whether paid or voluntary or working for church-based organisations - the Vicar or members of the PCC group will undertake to do this task;

· is accepted by all members of the PCC;

· is observed by any organisation booking the church premises. Each organisation will be informed of the need to observe our policy – individuals booking church premises for private functions will have the policy drawn to their attention and must accept their responsibility for protecting children at that function.
 Procedures – we will endeavour to:-

· make arrangements for all members of the PCC to be briefed about safeguarding children and young people issues and to be involved in answering all the questions on the PCC Annual Check list;

· treat all would-be paid staff and volunteers as job applicants for any position involving contact with children or young people (enclosed ‘Application to become a Volunteer Leader/Helper at Church’ (Form 1) to be completed).
· follow our Safe Recruitment, Recruitment of Ex- Offenders, Safer Environments for Church Activities, Equal Opportunities, Social Media, Data Handling and Lone Working Policies when choosing paid or volunteer people to work in our Parish;
· provide each person with a Job Description and an opportunity to view in particular our Equal Opportunities, Safe Recruitment and Recruitment of Ex -Offenders Policies;
· obtain at least two references from people who have experience of the applicants’ work with children – (‘Reference Letter’ (Form 2) & ‘Reference Form’ (Form 3) to be used);
· explore all applicants’ experience of working or contact with children and young people in an interview or discussion before appointment;

· request that Lay Readers are DBS checked every 3 years following the DBS Application Process Appendix 1 proforma (amended 2020)

· ensure that one of the Parish Recruiters (Safeguarding Officers) reads through the current DBS Eligibility Criteria, the Recruiter’s Form and list of Valid Identity Documents issued 2020 and carries out any DBS checks using the Leeds Diocese procedures and ‘Thirty One Eight’system;
· ask each person who may potentially be working with children and young people or any Lay Readers to read the guidance provided (Applicants Guidance Notes- available on- line or by request from a Parish Recruiter/Officer) and to complete the ‘Confidential Self Declaration Form’ issued by Leeds Diocese– provided by a Parish Recruiter.
· request that a Parish Recruiter activate the DBS checks using the ‘Thirty One Eight’ System as requested in the latest guidance provided by the Diocese of Leeds and using the relevant codes and passwords already agreed.

· confirm any appointments made only after a satisfactory DBS check and the vetting and banning scheme procedures have been completed;
· update all DBS checks as agreed at the annual Safeguarding review (between 3 and 5 years);

· ensure that the work of the organisation is undertaken within the framework of Safe Practice and current legislation;

· support the Parish Safeguarding Officers in following the guidelines as set out in the Diocesan Policies and procedures and also provide them with the document ‘Guidance for those newly appointed as Parish Safeguarding Officer’;

· ensure that our Safeguarding Officers attend at least one training session every 1 to 2 years and completes the ‘Safeguarding Children and Adults who may be Vulnerable Training Form Appendix 5 every year.

· request that the Safeguarding Officers provide the incumbent with an annual report re Safeguarding Children, Young People and Vulnerable Adults (this to take place with regard to newsletters and or training received and after the annual review and updating of the policy);

· ensure that all paid staff and volunteers have clear roles and have access to regular supervision;

· ensure that where a member of staff or volunteer has concerns about a Safeguarding issue the enclosed ‘Referral Form’ (Form 5) is completed and given to one of the Safeguarding Officers so that any appropriate action can be taken;

· ensure that all paid staff and volunteers are provided with written guidelines to help them with safeguarding children and young people and in identifying possible Safeguarding issues; (Induction Pack to be provided which also includes ‘Signs & Symptoms of Abuse’ leaflet).
· ensure that all workers have a good and meaningful understanding of Safeguarding Children, Young People and Vulnerable Adults issues through initial and ongoing training (provided by the Safeguarding Officers or through attending training);
· regularly include the subject of ‘Safeguarding’ on PCC agendas so that a culture of ‘informed vigilance’ can be developed;

· keep all confidential documents relating to Safeguarding Children, Young People and Vulnerable Adults safely stored at the Vicarage or Parish Administrator’s Office;
· ensure that the ‘Annual Parent/Guardian Registration Form (Appendix 7) is completed when children or young people join a church group and for all special activities/overnight stays or hazardous activities the‘Parent/Guardian Consent (Form 6)’ is completed;
· consult any of the listed Leeds Diocesan Safeguarding Advisers (listed on Appendix 2) where any concerns exist about actual or likely harm of any child or about any member of the congregation;

· ensure that appropriate insurance cover is in place for all activities involving children and young people undertaken in the name of the Parish.

Good Practice when working with children/young people
· Everyone is responsible for children and young people whilst on church premises and must make sure that health and safety guidelines are adhered to.
· Everyone working with children and young people should be informed about basic Safeguarding Children and Young People issues.
· Wherever possible steps should be taken so that a worker is not left alone with a child or young person.
· Under no circumstances should visitors be allowed to wander around the premises unaccompanied when children or young people are present.
· Appropriate adult child ratios should be observed at all times.
· People working with children and young people should be alert to strangers frequently waiting outside a venue with no apparent purpose.
· Children or young people should not be collected by people other than their parents unless notification has been received.
· If a child or young person has not been collected after a session (or for a young person, specific arrangements have not been made for them to return home) it is reasonable to wait half an hour for a parent to arrive.  If no contact can be made with the parent or carer the incumbent or one of the Safeguarding Officers should be informed and a decision made as to whether the Police or Social Services should be involved.
· Careful consideration should be given to ensure the safety of the children and young people as they leave the premises.
· Appropriate Health and Safety guidelines must be adhered to for all visits and trips.
· All activities must be risk assessed and properly insured.
· All vehicles hired for outings must be insured, roadworthy and fitted with seatbelts.
· All drivers should travel with at least one escort and one of the adults should be DBS checked.
· A roll call should be taken at the beginning of a journey and again before commencing the return journey.
· The leaders of trips will carry the contact numbers for home organisation and emergency services in the event of an alert being necessary.
· If a child or young person goes missing on a trip, staff should instigate an immediate search.  If the child or young person cannot be found within half an hour, the appropriate security staff/police should be notified.
· If having notified staff/police, the child or young person cannot be found, the parents/carers will be notified immediately.  The care of the remaining children/group is paramount.  It is imperative that they return to the home site as quickly as possible, whilst one leader remains at the visit site to coordinate contact between staff/police and the child’s/young person’s parents/carers.

Safeguarding Vulnerable Adults

We recognise that everyone has different levels of vulnerability and that each of us may be regarded as vulnerable at some time in our lives.  Therefore, the PCC has adopted the current Policy and Guidelines of the Diocese regarding the Safeguarding of Adults in the Parish.  The Policy will be reviewed each year alongside our Safeguarding Children, Young People and Vulnerable Adults Policy to monitor our overall progress.
Our overall Aims and Objectives re Safeguarding Vulnerable Adults

· As members of the Parish we commit ourselves to respectful pastoral care for all adults to whom we minister.

· We will endeavour to safeguard all people who may be vulnerable, ensuring their well-being and inclusion in the life of the church.

· We will ensure that we follow ‘safe practice’ {as set out in our overall procedures above} by those in positions of trust.

· We will aim to prevent physical, emotional, sexual, financial and spiritual abuse of vulnerable people and to report any such abuse that we discover or suspect.
· We will exercise proper care and attention to the appointment and selection of those who will work with those who may be vulnerable.

· As a Parish we are committed to supporting, resourcing and training, where necessary, those who may undertake work with vulnerable people.

·  We will review the overall provision for safeguarding vulnerable adults in our annual report or at our regular PCC meetings if it is deemed necessary.
· Each person who works with vulnerable people will agree to abide by the policy and guidelines as set out in the Safeguarding Vulnerable Adults Diocesan Policy.

· We will provide written guidance for all our Church Wardens re Safeguarding Children &Vulnerable Adults (‘Signs and Symptoms of Abuse’)
This church currently appoints Kathryn Butterfield and Pauline Thompson (Our Safeguarding Officers) and the Parish Vicar to be responsible for protecting and safeguarding children, young people and vulnerable adults in our Parish.

This policy was first reviewed on 19th January 2011.  A few minor amendments were made to the policy after taking into account recent guidance received from the Diocese and also as a result of two of our representatives attending a Child Protection Course.

The amendments include:

(i) that Church Wardens will be asked to be CRB checked;

(ii) that all the forms identified in our policy will be personalised to our Parish and attached to the master copy of our policy held by the Vicar Peter Yorkstone.  Copies of all forms are also held by the Child Protection Representative Kathryn Butterfield.

(iii) that we will keep a copy of the CRB Application Process Guidance- (Appendix 1 and amended 2013); and also, the ‘What To Do’ Guidance leaflet (Appendix 2 and ‘Changes to Disclosure and Barring’) provided by the Diocese with our policy.

This policy will next be reviewed during February/ March 2012
This policy was reviewed during February/ March 2012 and formally accepted by the PCC on 26th March.  A few minor amendments and additions were made to the policy after taking into account recent guidance received from the Diocese and also as a result of two of our representatives attending a Child Protection Course at Kadugli House.

The amendments are as follows:

(i) We have extended our objectives and also included a statement re our commitment to Child Protection.

(ii) We have improved the clarity re how our policy is to be implemented.

(iii) We have extended our Child Protection procedures to include for e.g.  PCC Annual Checklists.

(iv) We will now be using a ‘Safeguarding & Child Protection Training Form’& a report will be given to the Vicar each year by the Child Protection Representative following training.

(v) Written guidance will be provided for all paid staff and volunteers working with children in our churches.

(vi) We will now include the subject of Child Protection on our PCC agendas to develop a culture of ‘informed vigilance’.

(vii) Within our policy we have included guidance on ‘Good Practice’.

(viii) The various numbered Forms and Appendices we use in implementing our policy will now be kept alongside our policy and be available in all our churches.

 This policy will next be reviewed during February/ March 2013
This policy was reviewed on 22nd April  2013 and it was considered that currently no changes need to be made to our practices and procedures.
 This policy will next be reviewed during February/ March 2014

This policy was reviewed in February 2014 and the following amendments were made:
· Alterations have been made to Appendix 1 to take account of the new HM Government Guidelines re CRB/DBS checks enclosed in the documents ‘Changes to Disclosure and Barring: What you need to know’ and ‘Enhancing the CRB/DBS identity checking process’ April 2012.
· We have also reviewed the guidance for the Safeguarding of Vulnerable Adults in our parish. Whilst we currently have in place guidance for adults working with children and we consider that we should extend our policy to include more specifically the safeguarding of vulnerable adults. 
· Extra Guidance re Safe Practice/ Safe People Appendix 3 to be provided for all Church Wardens.
· Appendix 5 has been updated to take account of both Safeguarding Children and Vulnerable Adults.
· Training for all PCC MEMBERS RE Safeguarding Children and Vulnerable Adults to be available from Jenny Price.
This policy will next be reviewed during February/March 2015

This policy was reviewed in March 2015 and it is considered that no changes are necessary.  The policy will next be reviewed during February/ March 2016

N.B.

All DBS checks will now be done ‘On Line’ at the Vicarage using the codes we have been given by the Diocese for each church in our benefice.

This policy was reviewed in February 2016.  
The following amendments were made in line with the new guidelines received from our newly formed Diocese of West Yorks. and The Dales;
· the re-wording where necessary from ’Child Protection’ to ‘Safeguarding Children, Young People and Vulnerable Adults’;
· to acknowledge the need to protect church workers who may find themselves in compromising situations;

· the deletion of the necessity for Church Wardens to be CRB/DBS checked;

· the updating of our procedures for engaging adults/volunteers to work with children, young people and adults within the parish.  This to include ‘on line’ CRB/DBS checks using the CAS System;

· the updating of Appendix 1 re the new ‘online’ procedures for CBR/ DBS checks using the CAS System and the relevant codes and passwords (these held only by the Safeguarding representative and Vicar’s administrator);

· the updating of Appendix 2 to include the name of our new Vicar and Safeguarding Advisers for the Diocese of West Yorks and The Dales
· re-wording of the front cover of our Policy to ‘Policy for the Safeguarding of Children, Young People and Vulnerable Adults’.
This policy was reviewed in February 2017

Few amendments were made to our current policy as we are still awaiting the new policy and electronic manual from the Diocese of Leeds expected early 2017.  Nevertheless, we have taken into account the regular Safeguarding Newsletters we have received and the latest documentation on Safeguarding issues which was issued by the House of Bishops in 2016 merging ‘Protecting All God’s Children’ (2010) and ‘Promoting A Safe Church’ (2006).

Therefore, we have:

· Created a new job role description for our church volunteers who work with children/young adults.

· Amalgamated our existing Appendix 2 proforma with the new Appendix 10 proforma.
· Made amendments to our Appendix 1 proforma (CRB/DBS Application Process) to simplify our procedures.

· Adopted the new Confidential Declaration Form (our Form 4) for Church Readers and Volunteer Workers.

· Created a basic ‘Cause for Concern’ (Stage 1) proforma for volunteer workers to record any incidents causing concern when they are working with children/young adults.  

This policy was reviewed in February 2018
A few amendments were made to our current Policy to take account of the new procedures for DBS checks using the CCPAS system. We have also taken into account the regular Safeguarding Newsletters we have received and the verbal discussions we have had with the Leeds Diocese and the latest documentation on Safeguarding issues which was issued by the House of Bishops in 2017. In addition, we have taken into account information received from Training courses attended during 2017.

Therefore, we have:
· Updated the wording of the policy to take account of the recent Safeguarding Guidelines and the re-organisation of our church from West Yorkshire and the Dales to the Leeds Diocese.

· Created a new Equal Opportunities Policy.

· Created a new Safer Recruitment Policy to include Handling Data and Secure Storage.

· Amended the wording of the Policy to take account of the Safeguarding Representative now being required to becoming a Recruiter and also the need for us to follow the new procedures for DBS checks using the CCPAS system.

· Revised our Appendix 1 outlining the new CCPAS DBS on line system and procedures.

· Updated our ‘Induction Packs’ for anyone carrying out a paid or voluntary role with in the Benefice.
· Created a support Information Pack for taking children/young people on trips.

· Agreed to display the ‘Promoting a Safer Church poster in all our Benefice Churches. 
This policy war reviewed during February/March 2019.

It was considered that there were very few adjustments to be made to the current policy.  The only changes were in the wording to take account of the new policy received from the Leeds Diocese updated policy and guidance and therefore we have:-
· Altered the beginning introduction paragraph to take account of the new policy received from the Leeds Diocese ‘ Promoting a Safer Church’ 2017 and the ‘Parish Handbook’ 2018.

· Changed the title of our policy to take account of the newly formed Parish of Upper Wharfedale and Littondale.

· Changed the wording from CCPAS to’Thirty One Eight’ because th DBS System we use has changed its name.  This has affected our Appendix 1 Proforma which has also be altered to take account of the name change.
This Policy was reviewed in Feb/March 2020

After reviewing this policy it was considered that only a few adjustments were required all of which were contained on either page 2 of the policy or on our Appendix 1 document.  These are as follows:-
· changes in the wording from ‘Benefice’ to ‘Parish’;
· the inclusion of our new ‘Lone Working Policy’;
· the acknowledgement of the new 2020 Leeds Diocese Confidential Self Declaration Form;
· to include the request that all PCC members and Chalice Administrators complete the Leeds Diocese 2020 Self Declaration Forms;
· to Acknowledge that some DBS checks last 3 years and others 5 years;

· Appendix 1. was amended to take account of the alterations required re DBS checks and the change from a Benefice to a Parish.
This policy was reviewed in Feb/March 2021

After reviewing this Policy a few minor amendments were made to take account of the new Policy re Recruitment of Ex-Offenders and also to include the names of our current Diocesan Safeguarding Advisers and to point out that their telephone numbers are displayed on all four of our Parish Church Notice boards.  Also, as the Parish is currently in a Vacancy we have removed James Theodosius’name from the Policy and also some of our proformas as he has now moved to a new Parish.  We have replaced his name with the word ’Vicar’ as a temporary measure. Currently the Area Dean has our Safeguarding File and our Parish Safeguarding Officer will liaise with her if and when appropriate.
This policy was reviewed as part of our Annual proceedings in January/ February 2022
The only amendments considered necessary were to include our new Safeguarding Officer and Recruiter’s name (Pauline Thompson) and to acknowledge that we now have a new Vicar in situ and that our Safeguarding File has been returned from the Area Dean.  Appendix 2 has also been updated for the same reasons.  In addition we have also recorded that we now have additional Policies for:- Social Media, Safer Recruitment, Safer Environments for Church Activities and Handling Data.
Signed Vicar:









Date:

Signed Church Warden/s







Date
APPENDIX  1. 
(Amended 2020)
DBS Application Process
[Vetting and Barring Scheme
· Application Form requested by Parish/Benefice [through Recruiter /Safeguarding Representative or Vicar] for named applicant 
· Application Form passed on to Applicant (Form 1) together with a Job Description.
· A time for a short interview or discussion re the role should be arranged and the names of two referees requested.

· The Vicar/Recruiter should inform the applicant that the Parish has an Equal Opportunity Policy, a Safe Recruitment Policy, Lone Working Policy and an Ex- Offenders Policy in place.
· Applicant to complete Application Form and any Continuation Sheets if necessary.
· Forms 2 and 3 should be used to request and follow up the two referees offered by the applicant. 

· Applicant must also be provided with the Leeds Confidential Declaration Form as well as the guidance notes for completion.
· Vicar and Recruiter organise a meeting at the Vicarage in order to complete an ‘on line’ DBS check. At this meeting the Application and Declaration Forms [and any continuation sheets] are passed to a Parish Recruiter. 

· Applicants should provide documents as specified on the current DBS List of Identity Documents [photocopies not acceptable]

· Recruiter checks original ID documents and notes only what items have been seen on the top of the Declaration form (no details are required).
· The ‘on - line’ Thirty- One Eight’ System for completing DBS checks is used on the Vicarage computer by the Recruiter and submitted using the current guidelines and also the password codes and unique reference codes agreed by the Diocese and ‘Thirty- One Eight’.

· The Recruiter checks the ID documents of each applicant and enters the codes/ref numbers into the ‘Thirty- One Eight’ System document check.  The codes/ref numbers of the ID documents are NOT kept by the Recruiter.  However, the Recruiter makes a note of the application number given for each applicant. Any appropriate information regarding the DBS application is held only at the Vicarage in a locked cabinet.
·  ‘Thirty- One Eight’ carries out the necessary DBS checks.  If there are any queries, these are resolved with the Recruiter and/ or the Applicant and sometimes the Diocese.
· The applicant is informed re the results of the DBS check and if successful they are issued with a Disclosure Certificate direct to their home or email address.  The Recruiter and the Diocese are also informed via email if the DBS check is successful.
· The Recruiter keeps a hard copy of the certificate and date of issue for each applicant so that they can monitor renewal dates.

· The Recruiter reminds each applicant to register with the DBS Update Service (within 19 days) once their certificate is issued. (www.go.uk/dbs-update-service) 
N.B.
Everyone in Regulated Activity must have a DBS CHECK (Vetting and Barring Scheme) Regulated Activity is anyone working with children or vunerable adults either paid or unpaid, not part of a family or personal arrangement on a frequent or intensive basis. 
Safeguarding Children and Young People
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(Amended 2022)
What to do if....

You have concerns about possible abuse (including allegations)

1. In an emergency, call emergency services 999

2. If you have concerns always consult with children’s or adult care services.

3. Always inform the Diocesan Safeguarding Adviser.

4. Keep a record of what happened, your concern and your actions.
A child, young person or adult wishes to disclose they have been abused

1. Listen. Keep listening. Do not question or investigate.

2. Do not promise confidentiality; tell them we need to share this.

3. Assure them they are not to blame.

4. Tell them what you are going to do and that they will be told what happens.

5. Make careful notes of what is said, record dates, time, events and when you are told.

6. Report it to the person to whom you are responsible and your Vicar or either of our Safeguarding Officers.

7. Only tell those who need to know.

Things to remember

1. Treat everyone with respect, setting a positive example for others.

2. Respect personal space and privacy.

3. Ensure any actions cannot be misrepresented by someone else.

4. Challenge unacceptable behaviour.

5. Do not put anyone, including yourself, in a vulnerable or compromising situation.

6. Do not have inappropriate physical or verbal contact with others.

7. You must not keep allegations or suspected abuse secret.

ACTION
On discovery or suspicion of child abuse in a church situation you must;-

Inform the named persons for the church/parish

Vicar-in-Charge

Tom Lusty

Tel
01756  760237

Safeguarding Officer

Kathryn Butterfield
Tel
01756  752975

Safeguarding Officer

Pauline Thompson
Tel
01756  760272

Who may inform the Diocesan Safeguarding Advisers
Carla Darbyshire

Jenny Leccardi  Tel
07872 005189

Or for all 4 Advisers  Tel 01133530257


Narinder Lyon

07872005309








Nikki Rose
In the event that the concern is about someone in a position of trust contact one of the Diocesan Safeguarding Advisers as soon as possible.

 In an Emergency you must call the local Police (dial 101) OR contact:
Bradford Children’s Services:
 Daytime   Tel
 01274  437500
Night
  Tel  01274  431010

Police Domestic Violence Unit
      Tel 01274  37606

N.B. You MUST NOT fail to report abuse or alleged abuse, but it must be reported only as detailed in the above procedure.
