
 
 

 

 

 

 

 

 

 

Emmanuel Bristol’s Policy on  

Safeguarding Children and Young 

People 

 
May 2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  



2 

 

Emmanuel Bristol Statement on safeguarding 

children and young people 
 

 

Our first concern is that children and young people are safe while in our care. 

Therefore we: 

 

 Appoint one or more Child Protection Officers. 

 Plan the work of the church among children and young people so as 

to minimise situations where abuse of children or young people may 

occur.  

 Carry out tight appointment procedures for anyone applying to work 

among children and young people. 

 Are committed to supporting and providing appropriate training for all 

leaders in relation to child protection. 

 Are committed to supporting parents and families. 

 Are committed to nurturing, protecting and safeguarding children and 

young people in our care, especially the young and vulnerable. 

 Recognise that child protection is everyone’s responsibility. 

 Follow appropriate measures should any disclosure of abuse be made. 

 Seek to support all in the church affected by abuse. 

 Review this policy annually. 

 

If you have any concerns for a child in relation to any child protection matter 

then speak to one of the following people, who have been approved as Child 

Protection Officers for this church. 

 

Steering Team member with oversight of Child Protection  

 

Sim Jemmett – simj@emmanuelbristol.org.uk 

 

 

Independent Child Protection Officers  

 

Emmanuel Westbury: Laird Evans  

 

Emmanuel Bishopston: Zoe Holland  

  

Emmanuel City Centre: Claire Thomas  

 

 

 

Agreed by the Steering team May 2017  

 

Signed (for Steering team):  Sim Jemmett  Date:  02/06/17 

 

 

 



3 

 

Policy on safeguarding children and young people 

at Emmanuel Bristol 
 

Name of Church: EMMANUEL (hereafter ‘the church’) 

Registered Office: 35 Walsingham Road, Bristol, BS6 5BU.  

Denomination: Church of England 

 

Vision for Children’s and Youth Ministry at Emmanuel Bristol  

 

Church Statement 

The church has an established and growing children’s and young people’s 

ministry and the Steering Team recognise that children and young people are 

a crucial part of today’s Church. The church aims to protect and safeguard 

the welfare of children and young people entrusted to the church’s care. 

 

Why a protection policy? 

Experience has shown that those who work with children in any and every 

setting can subject them to abuse. All allegations of abuse of children by a 

professional, staff member, foster carer or volunteer should therefore be taken 

seriously and treated in accordance with child protection procedures.  

 

Church aims 

Emmanuel Bristol, through its Steering Team, staff and volunteers responsible 

for working with children and young people, is committed to:  

 

 Listening to, relating effectively to and valuing children and young people 

whilst ensuring their protection within church activities. 

 Encouraging and supporting parents/ carers. 

 Ensuring that children’s/ youth leaders are given support and training. 

 Having a system for dealing with concerns about possible abuse. 

 Maintaining good links with the statutory child care authorities. 

 

Areas of policy 

The Emmanuel Steering team recognises that some children and young 

people are victims of neglect, and physical, sexual and emotional abuse. 

Accordingly, the Steering Team has adopted the policy contained in this 

document. The policy sets out agreed guidelines relating to the following 

areas:  

 

 Responding to allegations of abuse, including those made against leaders 

or members of the church. 

 Appointing children’s and youth leaders. 

 Supervision of activities and practice issues.  

 Helping victims of abuse. 

 Working with offenders.  
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Children and Youth Team Leaders 
 

Definitions 

 

These are the team leaders of the groups involved in working with children 

and/or young people within Emmanuel. This includes: Crèche, Mini Junior 

Church, Junior Church, Youth group, Toddlers groups, Holiday Clubs etc. 

 

Role  

 

These team leaders have oversight for the practical implementation of the 

CPP in their area of children’s and young peoples’ ministry within Emmanuel.  

This means that they will be responsible for reviewing and training all leaders 

appropriately, ensuring the CPP is relevant, working and up to date.  In 

addition, these team leaders will be familiar with appropriate reporting 

procedures and act in accordance with the policy. 

 

These team leaders will also: 

 Only put new recruits on the team and/ or the rota when the 

Recruitment administrator has contacted them to say they have 

finished the Child Protection process.  

 Oversee reviewing and appraisal structures of the volunteers, ensuring 

that church records are correct and up-to-date. 

 Monitor the operation of the policy within the specific children’s and 

youth groups. Ensure that all those in charge of leading groups are fully 

aware of all aspects of the policy and seeking to ensure that every 

individual leader within those groups is following the policy.  

 Ensure that no-one is leading a group who is not an approved leader. 

 Attend Diocesan training events in child protection issues, bring 

changes or relevant issues to the relevant members of the Child 

Protection Group and pass training on to those in their teams. 

 

Suitability and availability 

 

 Team leaders will be people trusted by the Steering Team to have 

operational implementation of the Child Protection Policy, as they will 

be responsible for the practical outworking of this policy on a week by 

week basis.  

 

Accountability 

 

 Appointed by, and accountable to their local church elders. 
 

 

In the event of the disclosure of any criminal record of any member of the 

church, the Diocese will oversee appropriate handling of such persons and 

any necessary pastoral care.  Please see Appendices for further details. 

 

Ultimate oversight and responsibility of the child protection policy rests with 

the Emmanuel Bristol Trustees. 
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Appointment of leaders 
 

Ensuring a safe environment for children and young people begins long 

before an event involving them. All prospective volunteers for children’s and 

youth ministry will go through the screening procedure described below. 

  

General Suitability  

All leaders must be 18 years of age or older. Young people who are at least 

14 years of age are welcome to help with children and youth teams, subject 

to the approval of the children or youth work leader, but this is always under 

the supervision of the adult leaders.   

 

Individuals will not normally be considered for a position leading children’s 

work until they have attended Emmanuel regularly for at least 6 months. 

 

Volunteer application & DBS check 

The first step in our safe recruitment process is for all volunteers to complete a 

volunteer application and DBS check.  

 

Observation 

Someone exploring volunteering may attend the relevant group on one 

occasion only in order to observe the activities. This is in order to help them 

decide if they wish to volunteer. This observation visit would take place after 

the initial interview and without having been through the full screening 

procedure. The group leader will record this observation visit in the relevant 

group log book. It will be made clear to the children that the potential 

volunteer is a visitor and not a leader, and they will not be given any 

leadership responsibilities. 

 

Probation  

Once becoming a leader the applicant will have a probation period of 4 

months (1 academic term) and during this time the Team Leader will 

occasionally observe their interaction with children. At the end of the period 

the team leader will discuss with them their continuation in the ministry area 

and agree that it should be continued or, if deemed appropriate, ended. If 

the applicant feels they wish to stop serving then they are free to do so at any 

time. If continuing as a leader, the applicant will be given a review date. 

 

Renewal 

Appointment of all leaders of children’s work will be renewed every five years. 

The leader will be supplied with an application form and DBS form.   

 

Maintenance of records 

NB: all leaders’ details are kept securely in paper/electronic format in 

perpetuity. 
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Fair Recruitment of Ex-Offenders Policy 

 

As an organisation using the Disclosure and Barring Service (DBS) Disclosure 

Service to assess applicants' suitability for positions of trust, Emmanuel Bristol 

undertakes to comply fully with the DBS Code of Practice and to treat all 

applicants for positions fairly. It undertakes not to discriminate unfairly 

against any subject of disclosure on the basis of conviction or other 

information revealed.  

We make every subject of a DBS Disclosure aware of the existence of the 

Code of Practice and make a copy available on request. 

Having a criminal record will not necessarily bar you from working with us. It 

will depend on the nature of the position and the circumstances and 

background of your offences. 

A Disclosure is only requested after a thorough assessment has indicated 

that one is both proportionate and relevant to the position concerned. For 

those positions where a Disclosure is required, all application forms, job 

adverts and recruitment briefs will contain a statement that a Disclosure will 

be requested in the event of the individual being offered a position.  

Where a Disclosure is to form part of a recruitment process, we encourage 

all applicants called for interview to provide details of any unspent criminal 

record at an early stage in the application process. 

Unless the nature of the position allows us to ask questions about your entire 

criminal record, we only ask about “unspent” convictions as defined in the 

Rehabilitation of Offenders Act 1974.  

Where the nature of a position does allow us to ask questions about your 

entire criminal record excepting any “protected” information we will ask you 

to complete a “Self-Disclosure Form” before asking you to apply for a DBS 

disclosure. (Further information about what information should be disclosed is 

available from DBS in their ‘DBS Filtering Guide’, 

https://www.gov.uk/government/uploads/system/uploads/attachment_dat

a/file/266123/Filtering_guide_v2.3.pdf). This enables us to discuss with you at 

an early stage any information which may cause you to be unable to 

progress to confirmation in role. We request that this information is sent under 

separate, confidential cover to the person within the organisation who is 

responsible for processing your DBS disclosure application and we 

guarantee that this information will only be seen by those who need to see it 

as part of a recruitment process.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/266123/Filtering_guide_v2.3.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/266123/Filtering_guide_v2.3.pdf
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Where a caution, conviction or additional information is disclosed by you or 

on a DBS disclosure your consent will be sought to forward a copy of the 

document to the Diocesan Safeguarding Adviser (DSA). 

The DSA will make contact with you to discuss the information and the 

circumstances in which the caution, conviction or concern arose. The DSA 

may need to speak to statutory bodies or individuals and will seek your 

consent to do so. The DSA will provide a written risk assessment to the 

recruiter which includes a recommendation of safe to proceed, proceed 

with amendments to role or not safe to proceed. You will be provided with a 

copy of that assessment.   

The recruiter will then communicate to you a decision regarding whether 

they are able to continue with the appointment process. 

Failure to reveal information that is relevant to the position sought could lead 

to withdrawal of an offer of employment or voluntary work. Failure to 

consent to risk assessment will result in any offer of employment or voluntary 

work being withdrawn. 

 

 

 

Details of leaders to be maintained in Emmanuel church 

records 

 

 Name (including previous names), date of birth, occupation, 

length of time at Emmanuel 

 Address, email address, landline, mobile 

 Group  

 Elder Interviewed by  

 Read child protection policy 

 Self-declaration 

 Reference 1  (including portability status if applicable) 

 Reference 2  

 Elder References checked by 

 DBS check - online form completed, person documents 

checked by, DBS number, date, date of birth, whether check is 

returned clear or not. 

 Date application approved & leader informed 

 Date new DBS required  
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Handling of Disclosure Information Policy 

 
Storage and Access: DBS Disclosure Certificates must never be kept on an 

applicant's personal file. They must be stored separately in a secure, 

lockable, non-portable cabinet, with access strictly controlled and limited to 

those who are entitled to see it as part of their duties.  

Handling: In accordance with Section 124 of the Police Act 1997, disclosure 

information is only passed to those who are authorised to receive it in the 

course of their duties. A record should be kept of all those to whom 

Disclosures or Disclosure information has been revealed and it is a criminal 

offence to pass this information to anyone who is not entitled to receive it.  

Usage: Disclosure information must only be used for the specific purpose for 

which it was requested and for which the applicant's full consent has been 

given.  

A disclosure certificate must be for the correct workforce only and at the 

correct level, i.e. a person recruiting for a role in the child workforce at 

enhanced level should not ask to see a certificate for child and adult 

workforce at enhanced plus level as the certificate may include information 

that the recruiter is not entitled to see. 

Retention: Once a recruitment (or other relevant) decision has been made, 

a disclosure certificate should not be kept for any longer than is absolutely 

necessary. This is generally for a period of up to six months, to allow for the 

consideration and resolution of any disputes or complaints. If, in very 

exceptional circumstances, it is considered necessary to keep Disclosure 

information for longer than six months, consultation should be made with the 

umbrella body CCPAS. Advice can then be given regarding the Data 

Protection and Human Rights of the individual. The above conditions 

regarding safe storage and strictly controlled access would still apply in 

these circumstances.  

Disposal: Once the retention period has lapsed, Disclosure certificates must 

be suitably destroyed by secure means, i.e. shredding, pulping or burning. 

Whilst awaiting destruction, Disclosure certificates must not be kept in any 

insecure receptacle (e.g. waste bin or confidential waste sack). No copies 

of the Disclosure certificate may be kept, in any form. However, a record 

can be kept of the date of the issue of a disclosure, the name of the subject, 

the type of disclosure requested, the position for which the disclosure was 

requested, the unique reference number of the disclosure and the details of 

the recruitment decision taken.  
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The Child Protection Group (CPG) 
 

 

Name Role 

Trustees of 

Emmanuel Bristol  

The Emmanuel Trustees are ultimately accountable for Child 

Protection at Emmanuel.  

 

Sim Jemmett Steering Team member with oversight of safeguarding   

Laird Evans 

Zoe Holland  

Claire Thomas 

Independent Child Protection Officers 

Catherine Vallejo 

Veiga 

Recruitment administrator 

Ian Taylor  Safeguarding Training co-ordinator & Bishopston Junior Church 

team leader 

Lucy Russell Westbury Older Junior Church Team Leader 

Emma Libby Westbury Younger Junior Church Team Leader 

Tom Patrick Westbury Mini Junior Church Team Leader 

Fran Taylor  Bishopston Crèche and Mini Junior Church Team Leaders 

Clare Cain Westbury Crèche Team Leader 

Matt and Anna 

Harcourt 

Westbury One80 Youth Group Team Leaders 

Ben & Laura 

Heasman 

Westbury Source Youth Group Team Leaders 

Jo Stacey and 

Claire Walford 

Bishopston Toddlers group Team Leaders 

Clare Cain & Mark 

Restall  

Westbury Toddlers group Team Leaders 
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Introduction 

Thank you for volunteering to serve here at Emmanuel Bristol with work among 

children or young people.  

 

As you may be aware, any ministry among children and young people is 

working towards keeping children and young people safe from harm. With 

this in mind, we have produced this document provided to all Children’s and 

Youth work leaders within the church.  

 

The guidelines aim to ensure that the Child Protection Policy (CPP) of the 

church is understood and carried out by its leaders. The provision and working 

of this policy is for the benefit and protection of all children and young people 

who attend the church and at the same time it provides a pastoral cover to 

the leaders.  

 

Please read through the sections, as directed, and if you have any questions 

regarding these guidelines please do discuss them with your group leader.  

 

All leaders are expected to read and abide by the CPP and these Guidelines 

(including Appendices)and attend necessary training..   

 

Thank you for your time, and we look forward to working with you among 

children and young people. 

                 

          

Guidelines for Appointing and Supporting Leaders 
 

1.1 Appointing Volunteers & Leaders  

All potential children and youth workers and leaders will be required to 

complete a screening procedure. Only upon the successful completion of this 

procedure will the applicant be allowed to serve within the children and 

youth ministries.   All forms and leader details will be held securely in 

paper/electronic format.  Photocopies of DBS forms will be retained no longer 

than 6 months. 

 

All appointments will be reviewed after an initial probationary period of 4 

months and then every 5 years.  

 

Decision not to appoint 

 

An applicant will not be appointed to any position within the children’s or 

youth ministry if:  

 The applicant refuses to a check being made on their past 

background. 

 The applicant refuses to answer questions in interview or application 

form. 

 The applicant refuses to accept the church’s CPP. 

 

If a decision not to appoint for the above reasons is made, the applicant will 

be informed by one of their church elders in an appropriate manner. 
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If during the process of application it becomes known that the applicant has 

a criminal record then the church will follow its procedures concerning 

offenders (see Appendices). 

 

1.2 Training & Supervision 

It is the responsibility of the Emmanuel Steering Team to offer and encourage 

training in Child Protection. The practical outworking of training and ongoing 

supervision for all those involved in children’s and youth ministry has been 

delegated to the Children and Youth work Leaders and, where necessary, the 

Child Protection Officers (CPOs from now on), on the behalf of the Emmanuel 

Steering Team. 

 

Training will include: 

 Raising awareness of the problems encountered in keeping children 

safe 

 How to put into effect the good practice guidelines outlined here 

 What to do in the case of an allegation or suspicion of abuse 

 How to protect children involved in the church when a known child sex 

offender is in the congregation 

 The outworking of ‘Emmanuel Bristol safeguarding Guidelines.’ 

  

 

 

  Guidelines for Leading Church Programmes 
 

1.3  Child Registration Record/ Medical Consent form 

A parent/ guardian of a child (under 18 years of age) will be asked to 

complete an initial registration form for that child. This form will ask for 

permission to look after their child during each main session, and to provide 

all relevant consent (road crossing, photographs etc.) for the running of the 

yearly programmes (see Appendix 9). The form will also contain Information 

for Parents/ Guardians, which will inform parents/guardians of the times of the 

programmes and the leaders’ and parents’/ guardians’ responsibilities (see 

Appendix 10).  

 

1.4 Registration 

All children and adults present in each group must be registered, stating who 

was at each group, and the leaders present during the group session (see 

Appendix 11). This register should be made up at each meeting, including 

time of arrival and departure of any child or young person who does not stay 

for the whole session and any other people in the rooms used by the children 

at the time. Completed registers will be filed and kept secure for in perpetuity 

by scanning and storing electronically on an annual basis.  

 

1.5 Logbook 

Group leaders will keep a logbook for all activities. Any unusual events during 

the session should be recorded and, where appropriate, what action was 

taken.   (See Appendix 12.)  Such unusual events might include:  
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 A young person making too many throw-away sexual comments about 

church workers and other people 

 Too much physical contact by a young person 

 The need to restrain a young person or child due to disruptive behaviour 

 Fights that occurred during the activity 

 Allegations may be made later on and records of previous behaviour 

by the child or young person will enable an allegation to be seen in 

context.  

 

1.6 Responsibility 

Leaders are responsible for the children and young people once they have 

been registered or dropped off for a particular group.  

 

Parents/guardians are responsible for their children at church once they have 

been collected from their groups or returned to them by leaders of children’s 

and youth groups at the set times. Parents are informed of the times on the 

Information for Parents/Guardians sheet given out with the Child Registration 

Record form (See Appendix 9 & Appendix 10). For all children’s and youth 

groups it is the parent’s/guardian’s responsibility to drop their child off or know 

how their child is getting to the group and to collect their child at the correct 

time or know how they are getting home from the group. Details for 

arrangements for collection or returning home are given below in section 1.7. 

The leaders’ responsibility for the children ends at the point they are collected 

by parents. 

 

If a child arrives late for a group meeting then it is the parent’s/ guardian’s 

responsibility to make sure the child gets to their group. The church cannot be 

responsible if a parent leaves a child at the church but that child’s group has 

already left to go to another site. 

 

1.7 Collection of children after meetings, groups or events 

 For each children’s group, there will be a system for ensuring that 

children are only allowed to leave once an appropriate adult has 

arrived to take responsibility for them. For crèche and junior church, 

children will be returned to the main church meeting and handed 

back to their parent/responsible adult. 

 Written consent can be given by parents/guardians for children in 

youth group to arrive at, and leave the group on their own (without 

an adult).  Leaders will have responsibility for the children/young 

people during the group session, but they will accept no responsibility 

for the children outside of the stated group times. 

 With regard to groups for children of secondary school years 10 and 

above (e.g. Youth Group older years), the young people will be 

allowed to make their own way home. However there will be a 

system for registering that these children have arrived at the group 

and the time that they leave.  

 Arrangements for collection of children, or allowing them to leave 

after meetings, will be notified to parents as part of the initial 

registration procedure.   
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1.8 Unaccompanied children 

Sometimes children and young people may attend church or specific groups, 

apparently without the knowledge of their parents. No hard and fast 

guidelines can be given, and the age of the child/ young person should be 

taken into consideration. The following points may assist: 

          

 Establish whether the child/ young person attends with his/her 

parents’/guardians’ knowledge, or at least without his/her parents’/ 

guardians’ objections.  

 Establish their contact details (address and home telephone number). 

Include these on the register/ signing in book.  

 Provide information about the group to the child to take to his/her 

parent/ guardian and a registration card (see Appendix 9 & Appendix 

10). Inform the child or young person that they can enter but if they wish 

to return they can only do so if they bring their completed registration 

card. 

 If someone turns up for a second time without their registration card we 

would phone the parent/ guardian to gain verbal consent and explain 

to the parent/ guardian that we need the form for the next time.  

 If there are very exceptional circumstances where a child is vulnerable 

and doesn’t want to seek parental consent, they can keep coming 

only after the situation has been checked with one of the church CPOs. 

 Bear in mind that the child may have some school, home or personal 

difficulties, which s/he may not be willing to disclose, and which need 

sensitive handling. 

 Where a child is visiting the church for the first time in the company of 

their parents they may attend a group without need for a completed 

child registration record.  If the return to the church and subsequent 

groups a child registration record will be required. 

 

Remember that, for an unaccompanied child/ young person, Church may 

be a rare ‘safe place.’ 

 

1.9 Adult: Child Ratios 

Specific ratios are recommended for the number of children to adults, and it 

is necessary to be aware and plan these levels. Wherever possible there 

should always be two adults with any group of children, however small the 

group.  
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In line with Ofsted we recommend: 

  

In a crèche the specific ages of children and any special needs or 

circumstances should be assessed at the beginning of each session. 

Necessary action should be taken if it is felt that the adults present would be 

unable to deal with the children if an emergency arises. It is important to note 

that you can only carry two babies at a time should you need to leave the 

premises in the event of an emergency. 

 

A married couple, or a couple in a close personal relationship, should not be 

the only leaders of a group. However, as long as there are other adult leaders 

present, a married couple can count as two individuals for the purpose of the 

adult/child ratios above. 

    

No children or young people under the age of 18 years will be left in overall 

charge of other children and young people. A volunteer leader under the 

age of 18 does not count as an adult in the required child/adult ratios.    

 

For events in private houses (e.g. Mum’s groups with a crèche), the adult:child 

ratios will be observed whenever possible, on the basis that there are sufficient 

adults in the house even if not specifically in the room with the children. There 

will always be at least two adults responsible for the children.  

 

1.10 Activities in private houses belonging to members of 

the congregation. 

Sometimes activities may be hosted in private houses belonging to people 

who are not the group leaders. It is important not to make any assumptions 

about the owners and other adults in the house, even if they are well known 

members of the congregation. Normal procedures about the minimum of 

accredited leaders should always apply, along with all other requirements of 

this policy e.g. with regard to toileting. Adults in the house who are not leaders 

should not be left alone with any children. If a particular house is used regularly 

the adults in the house should go through the normal church recruitment 

process for working with children. (See Appendix 17). 

 

Age of Children Maximum group size 

with TWO ADULTS 

ADDITIONAL 

Adults required 

Aged 0-2 years 6 For additional children up to 

a maximum of 3 – one 

additional adult 

Aged 2-3 years 8 For additional children up to 

a maximum of 4 – one 

additional adult 

Aged 3-8 years 16 For additional children up to 

a maximum of 8 – one 

additional adult 

Over the age of 8 

years 

20 For additional children up to 

a maximum of 12 – one 

additional adult 
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1.11 Accident & First Aid 

There will be accidents and injuries during the life of the church. The 

following procedures will be followed: 

 Each group leader is provided with a basic first aid kit.  

 Where possible first aid should be administered by qualified first aiders, 

although any adult should provide necessary help until the first-aider 

arrives (e.g. applying pressure on a wound). 

 In case of serious injury or life-threatening illness the emergency services 

will be called and parents contacted immediately.  

 All incidents and accidents will be recorded in the accident record 

book which will be with the registration book. If a minor injury occurs 

then a member of the steering team in charge of children’s work should 

be informed at the earliest opportunity. If it is a major accident then 

they should be contacted immediately. The accident form should be 

securely storedindefinitely.  

 Each team member will be informed of who the qualified first aider is 

and the location of the first aid box and Accident Report book.  

 

1.12 Illness 

Children and young people with infectious illnesses must be kept at home and 

not brought into the  groups. Children who appear ill whilst in the church’s 

care will be isolated from the other children by a leader, who will remain with 

them whilst the parents are located.  

 

1.13 Fire – evacuation procedures 

The overall leader for each children’s or youth group will take charge of the 

group.  They will ensure that all children are assembled ready to depart and 

that leaders are assisting in the evacuation procedure.  Each group will leave 

the building via their designated fire exit or, if in a family home, through the 

nearest door.  The group will then assemble at a safe distance away from the 

building. At Red Maids this is on the playing fields a safe distance from the 

building, at Bishopston the car park, or, if at a family home, at a safe distance 

from the building (i.e. the other side of the road). All group leaders will be 

aware of the procedure and relevant assembly point. The register will be 

taken to ensure that all children are present and out of the building.  The 

children will stay with the leaders until collected by parents or it is safe to return 

to the building.  The children and young people would then be registered 

again when they have returned to their groups.   

 

1.14 Toileting 

Parents are asked to take their children to the toilet prior to leaving them to 

be registered in their class.  

 

No male leader should take any child to the toilet unless he is the child’s father 

or legal guardian.  

 

Pre-school Children (age 5 and under)  

A female leader will accompany the child to the toilet. The leader should wait 

outside the closed cubicle door unless the child requires assistance. The 
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cubicle door must not be closed with the leader and child inside. The child 

and leader must wash their hands with soap before returning to their group.  

 

Older Children 

Leader will allow individual children to go to the toilet at their discretion.  

 

1.15 Transport 

For each event and meeting Emmanuel is not responsible for how children 

and young people get to and from an event/ meeting, unless it has been 

made clear that Emmanuel is arranging transport as part of the event. In 

particular, youth leaders cannot be responsible for decisions young people 

make about getting home from events (e.g. taking public transport late at 

night, walking home at night or going home in a car driven by another young 

person who may be under 18 yrs. old).  

 

Where Emmanuel arranges transport as part of an event, this will be made 

clear to parents/ guardians, and the policy described below will be followed. 

   

Private Transport 

 Children and young people should not be taken out by leaders or on 

behalf of leaders in private cars without the prior consent of their 

parents. This also applies to giving lifts to and from a church activity. 

 If any leaders or helpers use their own cars for youth and children’s 

work, it is essential that they consult their insurers about such use and 

confirm this to the  Emmanuel Steering team. 

 Employed ‘children and youth work leaders’ using their own vehicle 

should have business cover on their insurance.  

 Whoever makes the transport arrangements it is always the 

responsibility of the driver to ensure the vehicle is roadworthy (valid MOT 

and the car is good condition) and adequately insured. 

 At no time should the number of children in a car exceed the usual 

passenger number. There must be a seat belt for every passenger, and 

these must be worn. 

 A leader should never give a lift to a single child or young person. If, in 

an emergency, a driver has to transport one child on his or her own the 

child should sit in the back of the car, and this should be recorded. 

 Except in an emergency, there should be a minimum of two adults and 

two children in a car. 

 Drivers who are not approved children or youth work leaders should be 

recruited for the task through the normal screening procedures. 

 If the child is under 11 years old then a suitable booster seat is required.  

 If the child is under 11 years old and the car has airbags in the front (on 

the passenger side) then the child needs to be seated in the rear of the 

vehicle.  

 

Minibuses 

 If a minibus is hired then motor insurance will need to be arranged, and 

this should be available as part of the hiring arrangement. A minibus 

with seat belts should be used, and all children/ young people must 

have a proper seat. Some hire companies require evidence of a Midas 

Minibus test. 
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Coaches 

 The leader of an activity should check that any independent coach 

company used for transporting children has appropriate insurance in 

place.  

 

1.16 Photographs, Website & Media 

 Careful consideration will be given as to why photographs are to be 

taken of children and what their subsequent use might be. 

 Permission will be obtained from parents before photographs of their 

children are taken. 

 Permission will be obtained from parents if photographs of their children 

are to be used for publicity purposes, either on flyers or on the church 

website.  

 Care will be taken to try to obscure individual faces and not allocate 

names to individuals in any photographs posted in a public place (e.g. 

Notice Boards, church magazine, website etc.)  

 If photographs or video recordings are made of children’s group 

activities for publicity purposes and it is not practical to obscure faces, 

then the resulting files, videos or photographs will be stored securely on 

church owned premises. All other copies must be destroyed  

 

 

        

Guidelines for Activities & Residential events  
 

1.17 Activities 

Any activity that takes place outside regular programme times (see Appendix 

10) and/or takes children away from the church building or allocated venues 

will require dynamic planning by the group leader.  

 

The group organiser will:  

 Acquire written consent from parents/ guardians with their knowledge 

of proposed activity using the consent form in Appendix 14 

 Ensure appropriate adult supervision 

 Ensure any accident details are recorded 

 Check, where necessary, all insurance conditions for vehicles, activities 

and personnel  

 Ensure that any specific activities that require qualified instructors are 

staffed appropriately 

 Have made risk assessments  

 If the group is taken outside for an outdoor activity, the appropriate risk 

assessments will be made and procedures followed for crossing roads 

and ensuring the safety of the children.   

 Ensure parents/ guardians have been informed of any necessary kit lists.  

 It is the parents’/ guardians’ responsibility to ensure their child wears 

suitable clothing and footwear. 

 Complete a visit/activities form for any activity to take place that is not 

covered in the standard consent form (Appendix 14), using the form in 

Appendix 15. 
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1.18 Residential Events 

The group organiser must ensure the smooth and safe running of the 

residential event. They will pay attention to the following areas:  

 

Health and Safety 

 All leaders from Emmanuel attending residential events will have been 

through the Emmanuel appointment process.  

 Acquire written consent from parents/ carers with their full knowledge 

of proposed activities, obtaining the following information:  

o Health  

o Medication that the child is taking and consent to administer it. 

o Dietary requirements 

o Allergies & medication 

o Doctor’s name and telephone number 

 All inhalers are to be kept on the child at all times, and it is the parent’s/ 

guardian’s responsibility to make sure that their child brings them on the 

residential event. 

 Ensure that proper adult to child ratios are maintained (see 1.9). 

 Ensure they have all the medical details of each child.* 

 Parents/ carers will provide a contact number in case of emergency 

 Whenever possible first aid is to be administered by the First Aid 

administrator. For any serious injuries or life-threatening illness the 

emergency medical services will be called and parents informed 

immediately. All incidents, whether minor or major, will be recorded by 

the first aid administrator or leader of the trip. 

 Complete a visit/activities form (Appendix 15) and send it to the 

Administrative Child Protection Officer before the event providing 

details of the event and contact details for the leader.  

The Site & Accommodation 

 Check all insurance conditions for buildings used and vehicles, and 

their drivers being used to transport young people, and ensure that 

activity instructors and specialised team members are qualified and 

insured (e.g. cooks have an up to date food hygiene certificate) to 

perform their task. 

 Check details of the premises, ensuring that there are adequate fire 

precautions (exits, extinguishers, drills and alarms).  

 All leaders are to have separate sleeping accommodation from the 

members, whilst still being accessible in case of an emergency *. 

 Ensure that adequate sleeping and toilet arrangements are made for 

each gender group *. 

The Programme 

 Plan the itinerary and timetable well in advance. 

 Issue kit lists to all who are coming away so that proper clothing, 

equipment and footwear are brought.  

 Complete a risk assessment for each activity during the residential 

event. (see section 1.20) 

 Ensure all activities during the week are staffed appropriately. 

 

*= see overseas mission trips for amendment 
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1.19 Overseas Mission Trips 

When taking young people on an overseas Mission Trip, the leader of the 

mission will seek to apply, where possible, the guidelines above. It must be 

noted that when dealing with mission agencies in other countries child 

protection may not be as tight as here in the UK, and, although certain 

guidelines may be desirable, they may not be able to be met (e.g. leaders 

may have to sleep in the same room as young people from the UK, simply due 

to the fact that there is no space for separate rooms).  Additional guidelines 

and amendments to above guidelines will also be applied (those in italics are 

amendments to guidelines above): 

 

Health and Safety 

 No young people under the age of 16yrs old will be allowed on the 

Mission. 

 Ensure that the Mission trip is suitably insured by the Mission agency that 

the trip is organised by or through each individual’s own personal 

insurance.  

 Appropriate training and support will be provided before and after the 

Mission trip. 

 In relation to any children and young people who will be cared for at 

the overseas site, the Mission team (adults and young people) will follow 

the Child Protection Policy of the Mission agency that we work with.   

 It is not the responsibility of the Emmanuel Mission Team to provide 

appropriate medical care for any children or young people who are 

not on the Emmanuel Mission team.  

 Inform young people and parents of the immunisation injections that 

are needed for the Mission trip. 

 Ensure that there will be a qualified first aider on the Mission trip. 

 Parents/ guardians' will been given, in advance, details of flight 

numbers, Mission itinerary and emergency contact numbers. 

The Site & Accommodation 

 Where possible leaders are to have separate sleeping 

accommodation to the members, whilst still being accessible in case of 

an emergency.  

 Where possible ensure that adequate sleeping and toilet arrangements 

are made for each gender group. 

The Programme 

 No young person will be responsible for any children without adult 

supervision 

 

1.20 Risk Assessment 

Risk Assessments will be made of every activity. The risk assessments will be 

dynamic during the activity (for a sample risk assessment see Appendix 16). 
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Guidelines for Other Activities at Emmanuel   
               

          

1.21 Babysitting 

Emmanuel will not formally offer any babysitting facilities for its programmes 

(e.g. small groups). Any such facilities will be provided on an informal basis 

and will not be monitored by Emmanuel or fall under the Church CPP.  

 

1.22 Emmanuel Toddlers 

The overall leaders will have gone through the leaders screening process.  

Responsibility for the children lies with the parents during the session. 

      

1.23 Emmanuel Holiday Club 

All leaders in regulated activity will have gone through the leaders screening 

process.  This does not include those manning the café. 

 

1.24 School Visits and Schools Work  

All Emmanuel volunteers helping with schools work (i.e. taking assemblies and 

lessons, helping with clubs, etc.) must have been through the same screening 

process as other leaders (see Appendix 17).  The schools work activities will be 

covered by the school’s own policy and will not fall under the Church Child 

Protection guidelines.  However, the volunteers will always follow guidance 

and advice given in the Church CPP.      

 

1.25 1-2-1 Contact 

Young people in secondary school years 7 and above (Youth Group) have 

the option to meet up with a leader on an individual basis or to meet up for 

coffee with them.  

 It is the responsibility of the leader to inform the young person of the time 

they are meeting, the venue and when the meeting will finish. 

 It is the responsibility of the young person to inform their parent/ guardian 

of the meeting, its time and venue. 

 The leader will meet with the young person in a public place (coffee 

shop) or in a home where there is at least one more adult present. This 

venue is not to change unless parents are informed.  

 They are to never meet in a closed room where they are the only people 

present. 

 They will meet for around 1 hour. It is the parents’ responsibility to pick 

their child up or be informed of how they are returning home. 

  

1.26 Peer-Led Groups 

In Youth Group, some activities within the programme are led by the members 

themselves (peer-led). Named adults who have been screened by Emmanuel 

Bristol should oversee all youth activities according to the child: adult ratios. In 

all peer-led groups organised under the auspices of Emmanuel there will be 

adult leaders readily available, i.e. in the same building. In addition they 

should contribute to any planning and review of events. 
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Emmanuel cannot be responsible for meetings that young people arrange 

themselves, and which are not on the programme, even if all the young 

people themselves are members or a church group and even if they arrange 

to meet on church premises. 

 

            

Guidelines for Behaviour and How to Recognise 

Abuse  
            

1.27 Appropriate behaviour and discipline 

All Steering team members, staff, team leaders and volunteers should: 

 Treat all children with the respect and dignity befitting their age. 

 Watch their own language, tone of voice and body language. 

 Learn to control and discipline children and young people without 

physical punishment, which is illegal for children’s workers. 

 Ensure that another adult is informed if a worker needs to take a child to 

the toilet – toilet breaks should be organised for young children. 

 Try to ensure that a mixed group has male and female helpers. 

 If known in advance, seek a parent’s permission if a child is to be seen 

on his or her own. The meeting should always take place in public (e.g. 

a coffee shop). 

 Ensure that children and young people know that they can speak to an 

independent person (CPO) in the church family.   

 Ensure that a loving, respectful, and orderly atmosphere is created in 

which children/young people can learn, play, and interact with others.  

This atmosphere should be maintained by preparing beforehand, 

proactively directing children / young people towards acceptable 

activities and behaviour, verbally encouraging positive behaviour and, 

when necessary, correcting or redirecting inappropriate behaviour.   

 Use acceptable means of redirecting behaviour including:  correcting 

the child verbally, withholding a certain privilege or activity for a brief 

time, or separating a child / young person from the group for a brief time 

(particularly if his/her behaviour is endangering or upsetting others). 

 Follow the guidelines for transport in connection with giving lifts to 

children and young people. 

 

All Steering team members, staff, team leaders and volunteers should not: 

 Invade a child’s privacy whilst toileting or washing. 

 Play rough physical or sexually provocative games. 

 Be sexually suggestive about or to a child or young person even in fun. 

 Touch a child or young person inappropriately. 

 Scapegoat, ridicule or reject a child or young person or group. 

 Allow a child or young person to involve the worker in excessive 

attention-seeking that is overtly physical or sexual in nature. 

 Share a bed/bedroom with a child/children, a young person, or young 

people. 

 Place themselves in a situation where they are alone with a child, 

children, a young person or young people.   

 Permit abusive peer activities, e.g. initiation ceremonies, ridiculing, 

bullying. 
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 Allow unknown adults access to children or young people. A known 

person should always accompany visitors. 

 Allow strangers to give children or young people lifts within Emmanuel 

organised activities. Emmanuel is not responsible for how children or 

young people get to or from meetings/ events.  

 

1.28 Touching 

One of the aims of the following guidelines is for us as a church to provide a 

warm, nurturing environment for children and young people whilst avoiding 

any inappropriate behaviour.  It may be appropriate to comfort a child or 

young person who has either hurt him/herself or is distressed, but adults should 

be encouraged to take their cue from the child/young person.  Try to make 

sure other adults are around.   

Child abuse is harm of a very serious nature.  It is unlikely that appropriate 

physical contact in the course of work with children and young people could 

be misconstrued as abuse if the following guidelines are followed:   

 

 All volunteers must work with, or within sight of, another adult. 

 If any activity requires physical contact make sure that the child/young 

person and their parents are aware of this and its nature.   

 There must be no physical punishment of any kind. 

 Avoid physically rough games. In the light of these guidelines each 

group will have discussed what is appropriate within that group 

 Avoid unnecessary touch. 

 Avoid taking young children to the toilet, but when unavoidable make 

sure another adult is informed or organise a toilet break for the whole 

group. 

 First aid should be administered by someone suitably qualified and with 

others present.    The child should administer possible first aid itself.   

 Very occasionally it may be necessary to restrain a child or young 

person who is harming him/herself or others.  If possible, try to make sure 

there is another adult present.  Use the least possible force and inform 

the parents as soon as possible.   

 All significant incidents of physical touching (e.g. restraining a child or 

young person who is violent, physically removing a young person from 

the group, or preventing a young person from entering the group) that 

could give rise to concern or complaint should be recorded in the log 

book (see Appendix 12). The incident will be reported to the CPOs if 

the children or youth leader feels it is necessary.  

 All physical contact should be an appropriate response to the child/ 

young person’s needs and not the needs of the adult (i.e. initiated by 

the child/cue from the child). 

 Colleagues must be prepared to support each other. 

 Other adults should be prepared to speak out and take necessary 

action if any adult is behaving inappropriately and make sure the 

children’s and youth leader and CPOs are aware of the situation. 
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1.29 Definitions of Abuse 

What is a child? 

Any person under the age of 18 years old. 

 

What is abuse? 

Abuse is inflicting harm, or failing to act to prevent harm. Children may be 

abused in a family or in an institutional or community setting; by those known 

to them or, more rarely, by a stranger.  There are four areas of potential abuse 

for children: physical, sexual, emotional / spiritual and neglect. Abuse can be 

described under any one of these four categories or a combination of 

categories. 

 

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

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

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

symptoms of, or deliberately causes ill health to, a child whom they are looking 

after. This situation is commonly described using terms such as factitious illness 

by proxy or Munchausen syndrome by proxy.  

            

Emotional abuse: is the persistent emotional ill treatment of a child such as to 

cause severe and persistent adverse effects on the child’s emotional 

development. Children may be harmed by constant lack of love or affection, 

or threats, verbal attacks, taunting or shouting. It may feature age or 

developmentally inappropriate expectations being imposed on children. It 

may involve causing children frequently to feel frightened or in danger, or the 

exploitation or corruption of children. 

 

Sexual abuse: Involvement of dependent, developmentally immature 

children or adolescents in sexual activity that they do not fully comprehend, 

or to which they are unable to give informed consent, or which violate the 

social taboos of family roles. The activities may involve physical contact, 

including penetrative (e.g. rape or buggery) or non-penetrative acts. They 

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

in the production of, pornographic material or watching sexual activities, or 

encouraging children to behave in sexually inappropriate ways. 

 

Neglect: is a failure to meet basic essential needs of a child, or if a child is left 

unsupervised at a young age, is likely to result in the serious impairment of the 

child’s health or development.  

 

Spiritual Abuse: could be defined as an abuse of power. It is often done in the 

name of God or Religion. It can involve manipulating or coercing an 

individual into thinking, saying or doing something without respecting an 

individual’s right to choose for themselves.  

 

The issues of the exploitation of vulnerable young people and adults by 

people in positions of power within the Church is covered in more detail in the 

report “Time for Action” produced by Churches Together in Britain and 

Ireland.1 

                                                 
1Time for Action, Sexual abuse, the Churches and a new dawn for survivors, 

published by Churches Together in Britain and Ireland, 2002. 
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1.30 Recognising signs of Abuse 

Warning signs: these are only guidelines and are not necessarily proof of 

abuse, but they may be useful indicators.  

 

Signs of possible Physical Abuse 

 Any injuries not consistent with the explanation given for them, or where 

differing explanations have been received  

 Injuries which occur on the body in places which are not normally 

exposed to falls, rough games, etc.  

 Injuries or illnesses which have not received medical attention 

 Any signs of neglect, under nourishment or inadequate care 

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

 Repeated urinary infections or unexplained tummy pains 

 Substance abuse 

 

Indicators of possible Sexual Abuse 

 Any allegations made by a child concerning sexual abuse 

 Child with excessive preoccupation 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 who is sexually provocative or seductive with adults 

 Severe sleep disturbance with fears, phobias, vivid dreams or 

nightmares, sometimes with overt or veiled sexual connotation 

 Eating disorders – anorexia, bulimia 

 

Signs of possible Emotional Abuse 

 Changes or regression in mood or behaviour, particularly where a child 

withdraws or becomes clingy 

 Nervousness/ watchfulness 

 Sudden under-achievement or lack of concentration 

 Changed or inappropriate relationships with peers and/ or adults 

 Attention-seeking behaviour 

 Persistent tiredness 

 Running away, stealing, lying 

 

Many symptoms of distress in a child can point to abuse, but there are other 

explanations too. This has sometimes been the reason for falsely accusing 

parents of sexual abuse.  

 

It is important that the above signs are not taken as indicating that abuse has 

taken place, but that the possibility should be considered far more than in the 

past. They should make us stop and think – not jump to inappropriate 

conclusions. 

 

 

1.31  What to do when a child tells you they have been 

abused 
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It is not easy to give precise guidance but the following is a guideline to what 

to say:  

 

General Points 

 Above all else, listen, listen, and listen! 

 Show acceptance of what the child says, however unlikely it seems  

 Keep calm 

 Look at the child directly 

 Be honest 

 Let them know you will need to tell someone else – don’t promise 

confidentiality 

 Even when a child has broken a rule they are not to blame for the 

abuse 

 Be aware the child may have been threatened 

 Never push for information. If the child decides not to tell you after all, 

then accept that and let the child know that you are always ready to 

listen  

 

Helpful things you might say or convey:  

 I believe you (or showing acceptance of what the child says) 

 I am glad you have told me 

 It’s not your fault 

 I will help you 

 

Things to avoid saying or doing:  

 Why didn’t you tell anyone before? 

 I can’t believe it 

 Are you sure this is true? 

 Never make false promises 

 Never make statements such as ‘I am shocked, don’t tell anyone else.’  

 

Concluding 

 Reassure the child that they were right to tell you and that you believe 

them. 

 Let the child know what you are going to do next and that you will let 

them know what happens (you might have to consider referring to 

Social Services or the Police to prevent the child returning home if you 

consider them to be seriously at risk of further abuse). 

 Report your discussion to your team leader and they will contact the 

CPOs for advice. If the children’s or youth minister are implicated then 

telephone the CPOs directly. If all are implicated then telephone the 

Bristol Diocesan Child Protection Officer. 

 Consider your own feelings and get pastoral support if needed.  

 

1.32 What to do after a child has disclosed incidents of 

abuse to you 

 Make notes as soon as possible (preferably within one hour of the child 

talking to you), writing down exactly what the child said and when 

he/she said it, what you said in reply and what was happening 

immediately beforehand e.g. description of the activity.  

 Record dates and times of these events and when you made the 

record.  
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 Keep all hand written notes, even if subsequently typed. Such records 

should be kept for an indefinite period in a secure place.  

 Take action to report the disclosure of abuse. 

 You should not discuss your suspicions or allegations with anyone other 

than the overall children or youth leaders and CPOs. 

 Once a child has talked about abuse and your team leader and CPO 

has been informed, they will follow the procedures in Section 1.33. They 

should consider whether or not it is safe for a child to return home to a 

potentially abusive situation. On rare occasions it may be necessary to 

take immediate action to contact Social Services and/or the police to 

discuss putting into effect safety measures for the child so that they do 

not return home. The CPOs will make this decision. 

 

1.33 Procedures for responding to abuse 

Under no circumstances should a church volunteer or employee investigate 

allegations of abuse. 

 

Our responsibility is to refer concerns to Social Services, who will do the 

investigating required. (See below for contact details) 

 

The child’s welfare is paramount. In general, when abuse is disclosed or 

suspected we should seek to obtain the parents’ agreement to involve social 

services, unless contacting parents may put the child at significant risk of 

further harm or it may prejudice a police investigation (e.g. where there is an 

allegation of abuse perpetrated by a parent/ guardian). However the 

decision to discuss concerns about abuse with parents should also take 

account of the rest of this section and also section 1.34 below.  

 

Although parents/ guardians will usually be informed, involvement of Social 

Services does not depend on their permission. Significant concerns about 

child abuse will have to be referred to Social Services, whether or not the 

parents/ guardians agree.  

 

Confidentiality must be maintained as far as possible. When someone 

discloses information about possible child abuse they will be informed that it 

cannot be kept confidential and will have to be disclosed to the appropriate 

agencies. Any allegations or suspicions are covered by pastoral 

confidentiality so church members have no rights to this information. The 

sharing of information is therefore limited to a need-to-know basis with as few 

people within the church knowing about possible incidences of child abuse.  

 

However, CPOs and the overall children and youth leader (as appropriate) 

should always be informed of any potentially significant incidents or 

allegations, as they are responsible for ensuring that procedures are followed 

correctly. This is intended to protect the interests of all parties concerned.  

 

Whilst church volunteers will normally refer directly to the CPOs or overall 

children or youth leaders before reporting suspicions of child abuse to Social 

Services, the volunteer, as a member of the public, retains the right to report 

serious matters to Social Services directly. 
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If the alleged abuser has a role among children in the church, or has other 

contact with children, speak to Social Service first before taking any action 

such as suspension during an enquiry. It will be necessary to supervise the 

volunteer leader as closely as possible without raising suspicion during the very 

short period between the matter coming to the CPOs attention and the 

authorities being informed. Any suspension that follows is a necessary but 

neutral act. If the allegations are true it is vital to protect children and young 

people from further abuse or being influenced in any way by the alleged 

abuser. 

 

The role of the church is essentially collecting and clarifying the precise details 

of the allegation and providing the information to Social Services, whose task 

it is to investigate the allegation. 

 

If the allegation is against a Church leader who has responsibility for 

implementing the policy, the DSA should be contacted directly. You should 

also advise any member of the Emmanuel steering team who is not involved 

in the allegations. The church may also need to contact its insurance 

company. 

 

The steering team and the Administrative Child Protection Officer will be 

informed of any parties against whom allegations of abuse have been made. 

 

If a child has a physical injury or symptom of neglect 

Contact the children’s or youth minister and the CPOs. They will then do the 

following: 

 

 Subject to the clause above, normally speak with the parents and 

suggest that medical help/ attention is sought for the child. 

 The doctor will then initiate further action, if necessary. Alternatively, 

encourage the parents to seek help from the Social Services. 

 If the parents are unwilling to seek help, the CPOs should offer to go 

with them. If they still fail to act the CPOs may need to seek help 

themselves, i.e. via Social Services. 

 Where emergency medical attention is necessary then this should, of 

course, be sought immediately, informing the doctors of any suspicions 

you may have. 

 

If there are allegations of sexual abuse  

Contact the CPOs immediately. They will then adhere to the following 

procedure: 

 Do not inform the parents under any circumstances (they could have 

been involved). 

 Do not inform/ confront any alleged perpetrator, under any 

circumstances. 

 The fact that you feel the child’s story is unlikely must not prevent 

appropriate action being taken. For example, a child may say that 

they have been abused by another young person. In reality, the 

perpetrator could be a parent or close relative, but naming another 

person may be the only way in which this child can seek help.  

 The CPOs will contact the Diocesan Child Protection Officer (DCPO) 

and will then refer the matter to Social Services. 
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 Keep information on a ‘need–to-know’ basis so that the alleged 

perpetrator is not ‘tipped off’. The child or young person also has a right 

for their privacy to be respected as much as possible. 

 In cases of severe sexual assault (such as rape) which you believe has 

occurred over the last few hours, and you have not been able to get 

an immediate response from Social Services the CPOs will contact the 

police directly in order to facilitate a medical examination by a police 

surgeon.  This could provide evidence of the assault. 

 If the allegations involve a church leader then the DSA will be 

contacted.  

 

In exceptional cases, where there is any disagreement between the volunteer 

leader and the church leaders / CPOs on the appropriateness of making a 

referral to the statutory authorities, then the volunteer leader retains a 

responsibility as a member of the public to report serious concerns to the 

Social Services Department. Remember that sexual abuse of children is a 

serious crime.  

 

1.34 Why in some circumstances you should not speak to 

the parent or alleged abuser 

A child might make an allegation naming someone as the abuser. That might 

not be the absolute truth; it could be that a child feels safer to name someone 

else because they are being told not to tell, or the child is presenting the 

situation in a confused way.  

 

If a parent knew about the allegation and they were innocent, they might go 

and confront the alleged abuser and ruin a police or social services 

investigation. They might also, in anger, take physical action against him/her, 

which would not be very helpful.  

 

The alleged abuser (if guilty) might try to silence the child with bribery or 

threats. He could remove any incriminating material (books, photos, 

computer files).  

 

False allegations by teenagers are, of course, possible but not very common. 

Why would someone wish to make something up and go through the process 

of statements etc. if there is no basis of truth? Do not assume that the 

retraction of an allegation means that it was untrue in the first place. So often 

the cost to the child or young person of pursuing a matter proves too high.  

 

1.35 What to do when you have suspicions or concerns of 

abuse or have received information that may point to 

abuse 

 

The correct course of action is: 

 Keep a written report of the concerns and decisions made, with 

outcomes and other relevant details. Keep the report in a safe place 

 Do not ignore your concerns but take advice on what to do.  
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 Act quickly. It is important to take advice on the same day, usually by 

initially informing the children’s minister or youth minister, who should 

then take advice from one of the CPOs. 

 

There are several ways that you can do this: 

 Inform and discuss with the CPO. The CPO may already be aware of 

other concerns about the child or family and your information may 

help to fill out the picture. 

 Contact the Diocesan Child Protection Officer. 

 Discuss your concerns with the local Social Services Department Child 

Protection Team (this may be done by the leader, the CPO or the 

incumbent, as appropriate). You can discuss your concerns and ask for 

advice without giving the child’s details. You should be willing to give 

your own name and telephone number. If in doubt, it is better to make 

a referral than to do nothing. 

 Contact details for all of the above are given later in this guide  

 

1.36 When you are told by a third party that they believe a 

child is being abused: 

The correct course of action is; 

 Take the allegation seriously. 

 Keep a record of the time, date and nature of the allegation. You may 

wish to discuss the information with the CPO. 

 Ask the referrer to inform the Social Services Department. If he/she feels 

unable to do this, then you will need to do so, giving details of the 

source of your information. 

 If the referrer is not willing to be named, explain that no further steps 

can be taken and the possible implications for the child. 

 

1.37 Ministering to victims of abuse in their childhood 

Though we do not want to relinquish our role as pastors, the counselling of 

people who have been abused, especially children, is a very sensitive area 

and is often best dealt with by those who are trained in this area. See 

Appendix 7 for guidance on Pastoral care within the church for those who 

have been abused. 

 

1.38 Ministering to Offenders 

All those within the church who have a criminal record will be cared for under 

the guidelines in Appendix 8. Please remember that our first concern is the 

protection of children and young people in our care, whilst trying to minister 

to those who are offenders.  
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Review of policy   
    

1.39 Review of Child Protection Policy 

The policy will be reviewed annually in conjunction with team leaders from 

each group and the CPOs. The Emmanuel Steering Team will receive an 

annual report, assuring that all leaders have been checked and to confirm 

that the policy has been reviewed and informed of any changes to policy.  
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Useful telephone numbers & other information 
 

Steering Team member with oversight of safeguarding  

 

Sim Jemmett – SimJ@emmanuelbristol.org.uk 

 

Recruitment administrator   

 

Catherine Vallejo Vaiga 

 

Independent Child Protection Officers  

 

Emmanuel Westbury: Laird Evans  

Emmanuel Bishopston: Zoe Holland  

Emmanuel City Centre: Claire Thomas  

 

Diocesan Safeguarding Advisor     

Diocesan Safeguarding Advisor, Diocese of Bristol 

First Floor, Hillside House, 1500 Parkway North, Newbrick Road, Stoke Gifford, 

Bristol BS34 8YU 

0117 906 0100 

www.bristol.anglican.org 

Adam.Bond@bristoldiocese.org 

 

Bishop of Bristol     0117 973 0222 

Diocese of Bristol Office    0117 906 0100 

Parish development team    0117 906 0100 

 

Social services departments      

Bristol Child Care Teams 

East       0117 954 8453 

South        0117 353 2160 

North        0117 903 8766 

Central      0117 903 6774 

Emergency (for Bristol out of Office hours) 01454 615 165 

South Gloucestershire Child Assessment Team 01454 868501 

Emergency (for South Gloucestershire out of office hours) 01454 615165 

 

Police      

Avon and Somerset Constabulary   08454567000 

       In emergency, ring 999 

National organisations 

Child line      020 7239 1000 

Helpline for children     0800 1111 

Church’s child protection advisory service 0845 1204550 

NSPCC Child protection helpline   08088005000 

       www.nspcc.org.uk 

Child Exploitation and Online Protection Centre www.ceop.gov.uk        

www.thinkuknow.co.uk 

 
 

http://www.bristol.anglican.org/
mailto:Adam.Bond@bristoldiocese.org
http://www.nspcc.org.uk/
http://www.ceop.gov.uk/
http://www.thinkuknow.co.uk/


 Screening & Appointment of leaders 

 

General Suitability  

All leaders must be 18 years of age or older. Young people who are at least 14 years of age 

are welcome to help with children and youth teams, subject to the approval of the children 

or youth work leader, but this is always under the supervision of the adult leaders.   

 

Individuals will not normally be considered for a position leading children’s work until they have 

attended Emmanuel regularly for at least 6 months. 

 

Volunteer application & DBS check 

The first step in our safe recruitment process is for all volunteers to complete a volunteer 

application and DBS check.  

 

Observation 

Someone exploring volunteering may attend the relevant group on one occasion only in order 

to observe the activities. This is in order to help them decide if they wish to volunteer. This 

observation visit would take place after the initial interview and without having been through 

the full screening procedure. The group leader will record this observation visit in the relevant 

group log book (see Appendix 12). It will be made clear to the children that the potential 

volunteer is a visitor and not a leader, and they will not be given any leadership responsibilities. 

 

Probation  

Once becoming a leader the applicant will have a probation period of 4 months (1 academic 

term) and during this time the Team Leader will observe their interaction with children. At the 

end of the period the team leader will discuss with them their continuation in the ministry area 

and agree that it should be continued or, if deemed appropriate, ended. If the applicant feels 

they wish to stop serving then they are free to do so at any time. If continuing as a leader, the 

applicant will be given a review date. 

 

Renewal 

Appointment of all leaders of children’s work will be renewed every five years. The leader will 

be supplied with an application form and DBS form.   

 

Maintenance of records 

NB: all leaders’ details are kept securely in paper/electronic format in perpetuity. 
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 Sample Interview Questions 

  

This list of questions is not comprehensive, but a sample that could be asked, depending on 

the situation and circumstances.  

  

1. Why do you want to work with children and young people?  

  

2. What experience do you have in working and caring for children and young people, and 

over what period of time is that experience?  

  

3. What do you feel you can bring to enhance the work of the church with children and 

young people?   

  

4. How do you think your faith may influence your work?  

  

5. What experience do you have working as a member of a team?  

 

7. *Have you ever had an application for work with children and young people declined?  

  

8. *Have you ever had any concern expressed to you about your conduct with children and 

young people?  

  

9. *Have you ever been investigated by the police or Social Services in regard to children, 

either in this country or abroad?  

  

10. *Have you ever been the subject of court proceedings concerning harm to a child?  

  

11. *If you were offered this post/voluntary role is there anything else we should know in terms 

of your previous work or relationship with children?  

  

12. Can you tell us about any experiences of working with children who have been difficult or 

unpleasant, and how you dealt with these?  

  

13. How would you deal with a child who was being aggressive and challenging towards you 

personally?  

  

14. Have you any experience in dealing with children and young people who face problems 

in the areas of drug and alcohol misuse or child abuse?  

  

15. Is there anything you would like to know about working with, and caring for, children 

within our church?  

 

 

*These questions should always be asked, and you may feel that they could more easily be 

used at the beginning of the interview. 
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 Fair Recruitment of Ex-Offenders Policy 

 

As an organisation using the Disclosure and Barring Service (DBS) Disclosure Service to assess 

applicants' suitability for positions of trust, the Diocese of Bristol undertakes to comply fully 

with the DBS Code of Practice and to treat all applicants for positions fairly. It undertakes not 

to discriminate unfairly against any subject of disclosure on the basis of conviction or other 

information revealed.  

We make every subject of a DBS Disclosure aware of the existence of the Code of Practice 

and make a copy available on request. 

Having a criminal record will not necessarily bar you from working with us. It will depend on 

the nature of the position and the circumstances and background of your offences. 

 A Disclosure is only requested after a thorough assessment has indicated that one is both 

proportionate and relevant to the position concerned. For those positions where a Disclosure 

is required, all application forms, job adverts and recruitment briefs will contain a statement 

that a Disclosure will be requested in the event of the individual being offered a position.  

Where a Disclosure is to form part of a recruitment process, we encourage all applicants 

called for interview to provide details of any unspent criminal record at an early stage in the 

application process. 

Unless the nature of the position allows the Diocese of Bristol to ask questions about your 

entire criminal record, we only ask about “unspent” convictions as defined in the 

Rehabilitation of Offenders Act 1974.  

Where the nature of a position does allow us to ask questions about your entire criminal 

record excepting any “protected” information we will ask you to complete a “Self Disclosure 

Form” before asking you to apply for a DBS disclosure. (Further information about what 

information should be disclosed is available from DBS in their ‘DBS Filtering Guide’, 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/266123/Filt

ering_guide_v2.3.pdf). This enables us to discuss with you at an early stage any information 

which may cause you to be unable to progress to confirmation in role. We request that this 

information is sent under separate, confidential cover to the person within the organisation 

who is responsible for processing your DBS disclosure application and we guarantee that this 

information will only be seen by those who need to see it as part of a recruitment process.  

Where a caution, conviction or additional information is disclosed by you or on a DBS 

disclosure your consent will be sought to forward a copy of the document to the Diocesan 

Safeguarding Adviser (DSA). 

The DSA will make contact with you to discuss the information and the circumstances in 

which the caution, conviction or concern arose. The DSA may need to speak to statutory 

bodies or individuals and will seek your consent to do so. The DSA will provide a written risk 

assessment to the recruiter which includes a recommendation of safe to proceed, proceed 

with amendments to role or not safe to proceed. You will be provided with a copy of that 

assessment.   

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/266123/Filtering_guide_v2.3.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/266123/Filtering_guide_v2.3.pdf
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The recruiter will then communicate to you a decision regarding whether they are able to 

continue with the appointment process. 

Failure to reveal information that is relevant to the position sought could lead to withdrawal 

of an offer of employment or voluntary work. Failure to consent to risk assessment will result in 

any offer of employment or voluntary work being withdrawn. 

This policy stands for all staff and volunteers recruited by the Bristol Diocese Board of Finance, 

all those holding a Bishops Licence, those employed by the Diocesan Bishop and candidates 

for BAP and Ordination.     

This policy does not apply to staff and volunteers recruited by parishes, Bristol Cathedral or 

other organisations within the Diocese of Bristol. Each of these needs to confirm that they 

have adopted their own version of this policy prior to accessing the CCPAS E bulk DBS system 

provided through BDBF.  

 
 

 Details of leaders to be maintained in Emmanuel 

church records 

 

 

 Name (including previous names), date of birth, occupation, length of time at 

Emmanuel 

 Address, email address, landline, mobile 

 Group  

 Elder Interviewed by  

 Read child protection policy 

 Self-declaration 

 Reference 1  (including portability status if applicable) 

 Reference 2  

 Elder References checked by 

 DBS check - online form completed, person documents checked by, DBS number, 

date, date of birth, whether check is returned clear or not. 

 Date application approved & leader informed 

 Date new DBS required  
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 Handling of Disclosure Information Policy 

 
Storage and Access: DBS Disclosure Certificates must never be kept on an applicant's 

personal file. They must be stored separately in a secure, lockable, non-portable cabinet, 

with access strictly controlled and limited to those who are entitled to see it as part of their 

duties.  

Handling: In accordance with Section 124 of the Police Act 1997, disclosure information is 

only passed to those who are authorised to receive it in the course of their duties. A record 

should be kept of all those to whom Disclosures or Disclosure information has been revealed 

and it is a criminal offence to pass this information to anyone who is not entitled to receive it.  

Usage: Disclosure information must only be used for the specific purpose for which it was 

requested and for which the applicant's full consent has been given.  

A disclosure certificate must be for the correct workforce only and at the correct level, i.e. a 

person recruiting for a role in the child workforce at enhanced level should not ask to see a 

certificate for child and adult workforce at enhanced plus level as the certificate may 

include information that the recruiter is not entitled to see. 

Retention: Once a recruitment (or other relevant) decision has been made, a disclosure 

certificate should not be kept for any longer than is absolutely necessary. This is generally for 

a period of up to six months, to allow for the consideration and resolution of any disputes or 

complaints. If, in very exceptional circumstances, it is considered necessary to keep 

Disclosure information for longer than six months, consultation should be made with the 

umbrella body CCPAS. Advice can then be given regarding the Data Protection and 

Human Rights of the individual. The above conditions regarding safe storage and strictly 

controlled access would still apply in these circumstances.  

Disposal: Once the retention period has lapsed, Disclosure certificates must be suitably 

destroyed by secure means, i.e. shredding, pulping or burning. Whilst awaiting destruction, 

Disclosure certificates must not be kept in any insecure receptacle (e.g. waste bin or 

confidential waste sack). No copies of the Disclosure certificate may be kept, in any form. 

However, a record can be kept of the date of the issue of a disclosure, the name of the 

subject, the type of disclosure requested, the position for which the disclosure was requested, 

the unique reference number of the disclosure and the details of the recruitment decision 

taken.  
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 Social networking 

 
With current social networking sites and messaging services as a youth work we realise that we 

face many restrictions concerning how we contact and keep relationships with young people. 

To this aim, we have provided these guidelines to protect both leaders and young people. 

However, we want to encourage any relational youth work to be done face to face, not via 

messaging.  

 

Social Network Sites 

Due to the rise in social networking sites the following guidelines are to be followed.  

 

1. Leaders of children and young people are not to have young people as ‘friends’ on 

their social network profile whilst they are still at school.  

2. Leaders are not to engage in any instant messaging of young people via social media.. 

3. If a youth ministry page is set up on Facebook the OVERALL LEADER OF THE CHILDREN’S 

WORK SHOULD ARRANGE THIS. Leaders are allowed to send mail messages to young 

people via this Facebook page. (Leaders are to remember that all their conversations 

can be printed by young people). 

 

Messaging (text, email, on network sites) 

The following guidelines are to be followed:  

 

1. Leaders are allowed to message a young person if they are in a 1-2-1 mentoring 

relationship (organised by Emmanuel Bristol) with that young person or a ‘youth service 

team’ team leader (worship, welcoming, tuck, PA, Social action etc.) as well as 

children’s work groups & music teams. 

2. Leaders are not allowed to ‘over’ message any young person. Over messaging means 

constantly sending them messages (over 3 leader initiated texts per week) 

3. Leaders are allowed to respond to messages from young people, but should not 

engage in long conversations.  

4. Leaders to be aware of receiving and sending messages to young people of the 

opposite sex. Be polite in responses, but brief.  

5. Messages should be brief and relevant to youth work, and leaders must not use any 

form of social contact to foster special friendships with particular young people which 

go beyond their role as a youth leader. 

6. No pastoral advice is to be given via messaging. 

 

Phone calls 

Calling young people should follow the guidelines as per ‘Messaging.’   
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 Ministering to Victims of Abuse in their Childhood 

 

Current research and media coverage is helping to reveal the extent of child abuse. Often 

the tendency is to think that child abuse is something that happens somewhere else – not 

where I live, or to anyone I know. The reality is that abuse happens to all sorts of people, real 

people living real lives. Sadly the extent of abuse and the resultant past hurts and present 

suffering are widespread and exist in all parts of society, including our congregations. 

 

Many people have been exposed to abuse during their lifetimes. There are people around us 

every day who, in very individual ways, live with its after-effects. It is to these people, often 

called 'survivors' (especially if they have experienced child sexual abuse), still suffering from 

the effects of abuse, that we seek to extend the care of the Church. We know that it is God's 

will for all to share the deep peace and wholeness of body, mind and spirit that Jesus Christ 

came to give. It is our privilege as church members to be able to minister to them.  

 

Pastoral Care/ Counselling 

Counselling for sexual abuse survivors is complex, requiring a great deal of skill and training. As 

a general rule, counselling will not be offered until after any court proceedings unless agreed 

by Social Services and/or the Crown Prosecution Service/ Police. Where professional 

counselling is needed before a court case, it should be made available subject to the above. 

Pastoral support, however, is often useful in helping the survivor to deal with the situation, 

acknowledging feelings and pray about issues.  

 

Physical Effects 

Some children will have been hurt so badly that they will need medical help. There could be 

lasting damage. Sexual and emotional abuse and neglect may not leave visible scars but 

there are often other possible effects, which could continue into adulthood. 

 

Emotional and Spiritual Effects 

There can be problems of poor self-image and blame. A child may feel s/he is ‘dirty’ or 

unlovable. Self-esteem may be affected. There will be a need to stress they are not to blame 

for the abuse. Sensitive pastoral support can help a child to accept that God loves them just 

as they are, no matter what.  

 

Issues of Father God 

Abused children and adults will often speak of difficulties in relating to ‘Father God’. This may 

be because ‘Father’ represents an absent, silent, mocking, violent or sexually abusive person 

in position of power and authority. A child or young person needs to understand the truth that 

the Father God will not treat them as the abuser did. This may take some time.  

 

Future Relationships and Sexual Issues 

Sexual abuse may make the victim feel they could never have a sexual relationship again. 

Others might feel that the only safe sexual partner would be one of the same sex, because 

their abuser was of the opposite sex. Still others might choose to have a same-sex relationship 

because they ‘must be gay for it to have happened.’ Also, just because a person is abused 

by someone of the same sex, it does not mean that they will necessarily acquire homosexual 

tendencies.  

 

Sexual abuse may have the effect of awakening the sexual feelings of the child in a way they 

find hard to deal with and feel guilty about. They might have enjoyed certain touches and 

feelings and might have approached the abuser for further contact because it felt nice or 

was expected. They may indulge in frequent masturbation. All this happens because children 
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may have had their sexual beings aroused for the purpose of gratifying their abuser. Such 

activity is age-inappropriate. A crime has been committed against them. They will need 

reassurance that they are not to blame for the abuse.  

 

Forgiveness 

Sometimes Christians make the mistake of forcing an abused person to forgive. Certainly, 

many Christians accept that God expects forgiveness of those who have sinned against us, 

but you cannot rush people. Forgiveness may happen in stages. Forgiveness may be an act 

of the will at first but, by God’s grace, it can become a reality. Alternatively the victim may 

choose not to forgive, and it is not for us to condemn them. God knows the difficulties survivors 

face in this area.  

 

The other side of forgiveness is for the abuser to understand the crime he/she has committed 

against a child. We must be open to the abuser being forgiven. However, just because 

someone seeks forgiveness, it does not mean that all can be forgotten and that the victim 

should be fully reconciled to the abuser.  

 

Issues of Touch 

The abused person may be frightened by touch because they associate it with violence or 

sexual assault. They may not have received tenderness and love, so hugging or even a 

handshake could feel threatening. Consider how you pray with someone who has 

experienced abuse. Do not assume that it is OK to ‘lay hands’ on them. Always ask first and 

respect their answer.  

 

Children and young people who associate touch with sexual activities may feel sexually 

aroused and flirt provocatively with adults or other children, touching them in the genital or 

breast area. For your own safety and to help them learn what is acceptable behaviour, you 

will need to explain why you are not responding to their overtures.  

 

A Learning Community 

Learning to be communities where people feel safe enough to share their pain, and learning 

to give appropriate support to the survivors of personal traumas, is an important aspect of 

each church's call to be a healing community open to all. Every one of us needs the healing 

that only Christ can give, and our church communities need to be able to share that healing 

in Christ's name.   

 

Our congregations can learn to develop a healing environment. We are all called to be part 

of Christ's healing body. There are a number of resources available to us to help us grow in 

developing that environment, both in us as individuals and in our congregations. Developing 

good practice in our children's work is an important start. See the list following this article for 

some books and organisations. 

 

Useful Information  

 
Books  

Surviving Child Sexual Abuse – Supporting Adults in the Church  

Jeanette Gosney, Grove Books, 2002  

 

The Courage to Heal  

Ellen Bass and Laura Davis, Cedar   1988  

  

From Silence to Sanctuary  

Jane Chevous, SPCK 2004  

  

Victims No Longer: men recovering from incest and other sexual abuse            
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M. Lew, Harper and Row, 1990  

  

Time for Action – Sexual Abuse, the Churches and a new dawn for survivors  

Churches Together in Britain and Ireland   2002  

  

The Courage to Tell         

Margaret Kennedy, Churches Together in Britain and Ireland, 1999  

 

Organisations  

 

Bristol Crisis Service for Women  

A national Helpline for women: Friday and Saturday evenings 9.00 pm – 12.30am and Sundays 6.00pm – 9.00pm.  

Address: PO Box 654, BRISTOL, BS99 1XH  

Tel:  0117 925 1119  

  

Christian Survivors of Sexual Abuse (CSSA)  

An organisation for Christian adults sexually abused in childhood.  

Address: BM-CSSA, LONDON, WC1N 3XX  

  

Ministers and Clergy Sexual Abuse Survivors (MACSAS)  

A group for women and men sexually abused by clergy or ministers as children or as adults.  

Address: c/o CSSA, BM-CSSA, LONDON, WC1N 3XX  

  

Network Christian Counselling   

Address: College Park Road, Henbury Road, BRISTOL, BS10 7QD  

Tel:  0117 950 7271  

  

Willows Christian Counselling Service  

Address: 496 Cricklade Road, SWINDON, SN2 7BG   

Tel:  01793 706646  

  

S:VOX 

A voice for abuse survivors and those who support them   

Address: S:VOX, c/o St James’ Church, 236 Mitcham Lane, LONDON, SW16 6NT  

E-mail: info@svox.org.uk  

Website: www.svox.org.uk  
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 Ministering to Offenders 

 

The gospel teaches us that we have all offended God – we have all pushed Him away and 

continue to do so.  The presence of sin in our lives means that we hurt others, and hurt God by 

the way we live, but the good news is that we have the possibility of change, through 

accepting and loving Jesus as our Lord.  The Bible teaches that we can change through the 

power of the Holy Spirit, and we believe in His power to facilitate healing and reconciliation in 

our lives.   

 

‘Ministering to Offenders’ is about how we, as a church, deal wisely and responsibly with those 

who join our church after having been convicted of a criminal offence.  ‘Offenders’ for the 

sake of this document is how we will refer to people who have been convicted in this way. 

 

The teaching of Christ is to forgive those who hurt us, love the unlovable and bear with one 

another.  As a church, we want to ensure that we are Christ-like in the way we deal with all 

people – but we are also called to be discerning, use our wisdom and protect others who are 

vulnerable.  For these reasons, we feel it is important to understand as a church how to deal 

with those who have been convicted of a criminal offence and wish to be members of our 

church. 

 

Teaching and Pastoral Care 

We are committed to teaching the gospel – the good news that, although we are all sinful 

people, Christ died to set us free from sin.  We believe in the power of God to heal and save 

the broken, and in our calling as a church to teach that by example. 

 

This is what we hope to teach to all people – both those who have criminal convictions and 

those who don’t.  Where appropriate it may be right to teach and mentor someone one-on-

one to further explain this, and, where this is deemed suitable, it will take place and be 

encouraged by the church leadership. 

 

Protection of Others 

We will protect others by: 

 

 Informing appropriately those who may be at risk of harm due to the presence of an 

offender in our church. 

 Training all our staff in how to deal with those who have a criminal record. 

 

Protection of the Offender 

We will protect the offender by:       

 Limiting the number of people who are informed of the identity of someone who has 

been convicted of an offence. 

 Offering to meet with such an individual to teach and pastor them regularly. 

 Praying for them. 

 Completing a risk assessment. 

 

Confidentiality 

The following procedure is suggested: 

 

When someone tells a staff member or volunteer something in confidence, they must explain 

to them that, if the matter relates to a conviction, others may need to be informed (see below). 
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If a staff member or volunteer is informed by someone that they have been convicted of an 

offence, the church elders and the senior pastor must be informed.  Depending on the nature 

of the offence, the Steering Team and Senior Pastor will then decide on the best course of 

action. 

 

If the conviction was for abuse of children, the  Child  Protection  Representative must be 

informed – the Diocesan Safeguarding Advisor will then also be informed, and a risk assessment 

of the situation undertaken. 

 

Rehabilitation 

Part of rehabilitation of offenders is ensuring that the conditions that caused them to offend 

originally are reduced or removed.  For this reason, a risk assessment of every individual who 

could pose a risk to others will be undertaken by the Senior Pastor and the Steering Team (or 

their representatives) when such an individual is made known.   

 

As a church, we will endeavour to work with those who have been convicted of a criminal 

offence in such a way so as to offer ongoing support and counselling. 

 

Ministering to people who are known to have sexually abused children 

It is very important that churches always take steps to protect the children in their 

congregation by engaging in dialogue with the offender and promoting a safe environment.  

Where a sex offender is known, befriended and helped by a group of volunteers to lead a 

fulfilled life without direct contact with children, the chances of re-offending are diminished, 

and the church has thus an important role contributing to the prevention of child abuse.  

However it may become known that a member of the congregation has sexually abused a 

child or young person, the Diocesan Safeguarding Advisor should be consulted, so that a safe 

course of action can be agreed in conjunction with the relevant statutory agencies. Owing to 

the compulsive nature of child sexual abuse, it is expected that the parish will negotiate a 

formal agreement with the offender. 

 

If the person’s victim attends the church the offender should be introduced to another 

congregation. Consideration must be given to other people who have been abused in the 

past.  

 

Policy for Emmanuel Bristol with regard to those who may pose a risk to children 

Although this section refers to offenders, the same principles apply to any other individual who 

may pose a risk to children, whether or not they have committed an offence. For example, 

someone may disclose a history of violence towards adults or feelings of sexual attraction 

towards children to a church leader. If they have not committed an offence, such individuals 

will not be identified through DBS checks so it is especially important that these principles are 

followed. 

 

The offender will not be offered or accept any role or office in the church which gives them 

status or authority, as a child or young person may deem that person to be trustworthy. 

 

An honest and in-depth discussion should be held with the offender, explaining that a small 

group from the congregation will need to know the facts in order to create a safe environment 

for him or her. Those needing to know are likely to include the pastor, Steering Team, CPO, 

children’s or youth leaders and their small group leaders. 

 

The group should offer pastoral care, support and friendship as well as supervision. 

 

They should endeavour to keep channels of communication open. 



46 

 

It must be made clear that no one else will be informed of the facts without the offender’s 

knowledge. The highest levels of confidentiality should be maintained. 

 

Alongside the setting up of a support group, consideration should be given as to whether, with 

the offender’s permission, the congregation should be told. The advantages and 

disadvantages of this course of action should be carefully considered. 

 

It will be necessary to establish clear boundaries, both for the protection of the young people 

and to lessen the possibility of the adult being wrongly accused of abuse. The support group 

should prepare an agreement with the offender and either the Senior Pastor and/or the 

Steering Team which might include the following elements: 

 

 attend designated services/meetings only where support group members are present 

 sit apart from children 

 stay away from areas of the building where children meet 

 attend a house group where there are no children 

 decline hospitality where there are children 

 never be alone with children 

 never work, or be part of a mixed age group, with children 

 

The offender should be asked to sign the agreement.  The agreement should be enforced, 

with no manipulation allowed, and be reviewed at regular intervals with the Diocesan 

Safeguarding Advisor. An agreement must remain in place so long as the person is a member 

of the congregation, whether or not their name appears on the Sex Offenders Register.  If the 

agreement is broken, consult the Diocesan Safeguarding Advisor. It may be necessary to 

consider banning the offender from church, telling other churches, the police or the probation 

service. If the person cannot be banned because they live in the parish, the advice of the 

Diocesan Safeguarding Advisor should be sought and a high level of supervision maintained.  

In some cases offences come to light only after many years. In such situations great sensitivity 

will be required. It must, however, be remembered that there may still be a substantial risk to 

children. 

 

Useful Information  

  

Meeting the Challenge  

How Churches Should Respond to Sex Offenders, Board of Social Responsibility, Occasional 

Paper No.1, 1999.  

Most churches should have a copy of this A5 booklet as it was sent to all incumbents by the 

Bishop of Bristol in 1999.  

  

Stop It Now! 

This is an organisation which, amongst other things, runs a confidential freephone help and 

advice service.  This is for people who are looking for help, either because they are, or are 

thinking of, abusing a child and is an advice service for those with concerns about someone 

who may be abusing or is at risk of abusing.  

 

Address: Stop It Now! UK & Ireland, PO Box 9841, BIRMINGHAM, B48 7WB  

Tel:  Freephone helpline   0808 1000 900  

E-mail: help@stopitnow.org.uk  

Website: www.stopitnow.org.uk  

 

Circles of Support and Accountability   

http://www.stopitnow.org.uk/
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Circles of Support and Accountability are being piloted by various organisations, including the 

Society of Friends and the Lucy Faithfull Foundation, under the guidance of the Home  

Office.   They offer a system of structured befriending and supervision for sex offenders, often 

at the point of release from prison.   Many of the volunteers involved in the circles are recruited 

from churches although the offenders are not necessarily Christians.   If a known sex offender 

who attends a church is also part of a Circle of Support and Accountability they will have a 

specific contract with the circle as well as any parish arrangements.  

 

Address: The Lucy Faithfull Foundation, The Wolvercote Centre, Nightingale House,   

46-48 East Street, EPSOM, Surrey, KT17 1HB  

Tel:  0870 774 6354  

E-mail: tlffwol@lucyfaithfull.org  

Website: www.lucyfaithfull.org  
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  Initial Child Registration Record 

 
For use in non-residential activities/visits 

 
DETAILS OF CHILD/ YOUNG PERSON 

Name:      Date of Birth:        

School:      School year:    

Address:  

Mobile phone no:  

Group Attending at Emmanuel: 

 
PARENT/GUARDIAN CONTACT DETAILS 

 
Name:  

Address:  

Parent/ Guardian home number:  

Parent/ Guardian work number:  

Parent/ Guardian mobile number: 

Person other than parent/guardian who could contacted in case of emergency if 

parent/guardian is not available:  

Name:      Phone numbers: 

 
HEALTH 

 
Whilst your child attends any activity provided by Emmanuel and is under  

our care, it is important to know whether they… (Please fill in as appropriate) 

 

 Suffer from any allergies …………………………………………………… 

 Are on any medication  …………………………………………………… 

…………………………………………………… 

 Have any health conditions  …………………………………………………… 

we should know about  …………………………………………………… 

 Have any dislikes or fears …………………………………………………… 

 

 

Registered GP’s name, practice name, phone number:  

 

 

 

 

 

Please sign consent form overleaf 
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CONSENT 

 
I confirm that I have read the “Information for Parents/Guardians’ and agree with all that it 

has said. I hereby give permission for my son/daughter named above to take part in the 

activities listed on the programme or group information under the supervision of the leaders.   

 

As well as the usual meeting place for my child’s group described in the ‘Information for 

Parents/ Guardians’ form, I understand that during the course of the normal group activities 

my child may also be taken to other rooms in Red Maids’ School or the Downs, and I give 

permission for this to take place, according to the guidelines set out for leaders within the 

church. I understand that I will be asked to sign a separate consent form for activities in any 

other venues. 

 

I understand that this information will be kept securely and indefinitely by the church in line 

with the Data Protection Act 1998.  

 

In case of illness or accident I authorise... 

 

1) The leader of the activity to sign on my behalf any written form of consent required 

by medical authorities if a delay in obtaining my signature is considered inadvisable or 

unnecessary by the doctor. 

2) The leader to administer prescribed and non-prescribed medication if necessary. 

  

 

Signed: 

 

 

Name:                                                                             Date:  
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 Information for Parents/ Guardians 

Leaders’ Responsibility 

   

 The leaders will be responsible and care for the child within the times stated above, in 

accordance with the Emmanuel Policy & Guidelines on safeguarding children and young 

people  

 To care and look after the child(ren) during the allocated time, making sure that all 

measures of safety, as stated in the Emmanuel Policy & Guidelines on safeguarding 

children and young people  

 To provide teaching and support in the Christian faith for the child(ren), alongside the 

lifelong support of the family.  

 

Parent/ Guardian’s Responsibility 

 

 To pick up your child(ren) at the given time or arrange for them to get home safely 

 To be responsible for your child outside the set programme time. 

 To work in partnership with your team leader in the growth and development of your 

child(ren).  

 To allow your child to be supervised under Emmanuel Policy on safeguarding children and 

young people 

 

Emmanuel Policy on safeguarding children and young people 

 

If you wish to see a copy of the Emmanuel Policy on safeguarding children and young people 

please contact admin@emmanuelbristol.org.uk. 

 

 

Child Protection Officers 

 
The Child Protection Officers are: 

 

Emmanuel Westbury: Laird Evans  

Emmanuel Bishopston: Zoe Holland   

Emmanuel City Centre: Claire Thomas 

 

mailto:admin@emmanuelbristol.org.uk


51 

 

 Registration Book Form 

 

Group Name:  

Date:  Leaders Present: 

Activities during Session: 1.  2.  

 3.  4.  

5.  6.  

7.  8.  

9.  10.  

11.  12.  

13.  14.  

Name Time In/Out  

(If late or 

leaving early) 

Contact Telephone 

Number 

Age 
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 Log Book 

A log book should be kept, with an entry completed immediately after any Child Protection 

related incident, however minor.  This helps identify causes for concern and keep 

safeguarding practices up to date. 

 

The following approach is helpful in considering what should be written. 

 A written record of the event or conversation should be made as soon as is 

practicable (after the event or conversation but always within 24 hours). 

 Who is it about? (The names of all key people including any actual / potential 

witnesses). 

 What happened? (Use exact quotes where possible, in quotation marks). 

 How did it happen? (For example, if someone is alleged to have assaulted a child, did 

they use an implement? Or was it a kick? Or a hit?). 

 Where did it take place? 

 When did it take place? 

 Why did it happen? (This allows you to record any explanations offered to you by the 

people involved. It is not the place for your own analysis). 

 What should happen next (what action will follow, for example, what are you going to 

do next, what is X going to do next, making sure it is in the diary in Y days’ time as a 

reminder). 

 Recording what did happen next and the checks made to ensure effective follow up 

(did X do what they said they were going to do?). 

 Include the views / perspective of the child or adult who is vulnerable. 

 Analysis. The Child Protection Officer (CPO) should analyse all the information 

gathered to decide the nature and level of the child’s needs / the needs of the adults 

experiencing, or at risk of abuse or neglect and the level of risk, if any, they may be 

facing. 

 Records must always be dated and the author identified. 

 Indexing. The CPO should ensure that records are able to be searched or indexed so 

that previous names and concerns can be easily retrieved. 

 Summary. The CPO should ensure that the record is sent to 

admin@emmanuelbristol.org.uk to be kept on file electronically in perpetuity. 

 

Example 1: 

 

On Sunday 22nd September 2015, during the younger junior church session, a child Matt Jones 

exposed himself by pulling his trousers down to his ankles.  The leader Lissa Queen said to him ‘Matt 

that is not a good thing to do, please can you pull up your trousers.’  He said ‘No I like it’ and Lissa 

replied ‘If you don’t want to pull up your trousers, I will do it for you.’  Matt refused so Lissa pulled up his 

trousers.  He sulked for 10 minutes then joined in again.  Lissa informed his parents straight after the 

church service, and Clara Prince, the team leader.  Clara will keep aware of future incidents 

regarding Matt. 

 

Example 2: 

 

On Monday 23rd September 2015 a woman came to the youth group at the beginning of the session 

and told me that Brian King, a youth leader, had kicked her son, a child, named Jon Smith, at the 

youth club last week. As a result Jon had sustained a large bruise on his thigh. 

From my reading of the records and discussion with Jill and Peter, the other workers on duty last week, 

it seems unlikely that this happened at the youth club. There is no record of an incident and Jill and 

Peter recalled that Jon had been engaged happily in activities with Brian during the evening. 

When she came to the youth club on 23rd September Mrs Smith appeared to me to be visibly 

distressed. I asked her to sit and talk further with me about the alleged incident but she left the youth 

club shouting “I’ll take this further just you wait – the police will be knocking on your door”. 

mailto:admin@emmanuelbristol.org.uk
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 Accident and Incident Form 

This form should be completed immediately after any Health and Safety related accident or 

significant incident. 

 

Day, date and time of incident:  

 

What are the names, addresses and ages of those involved? 

 

 

 

Where did the incident take place?  

 

Name of your group? 

 

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

 

 

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

 

 

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

 

 

Who witnessed the incident? (Names, addresses, ages if under 16):  

 

 

 

Describe the accident/ incident (include injuries received and treatment given): 

 

 

 

 

Have you retained any defective equipment? (If so, where is it being kept): 

 

 

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

 

 

 

Is the site still safe for the group to use? 

 

Is the equipment still safe to use? 

 

Who else needs to be informed, and have they been informed? 

 

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

 

Print Name:         Date:  
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 Parent/ Guardian Activity Consent Form 

 

If you are a parent or guardian of a child under 18 yrs. old the form below must be filled out 

in full and brought to any social activity organised by Emmanuel Bristol. Thank you.   

 

Activity:                                                                                      Date of Activity: 

Venue:  

Transport:  

Cost:  

Start Time:  End time:      

 
 

Name of Child:                                                                 Age:                                       D.O.B: 

 

Address:                                                                         Home Tel:  

 

                                                                                         Mobile: 

 

Does your child have any medical conditions we should be aware of?    YES/NO (if yes 

please state what they are)  

 

Is your child taking any medication? YES/NO (if yes please state the full name of the 

medication) 

 

 
 

Parent/guardian/emergency contact details: 

 

Name:  

Address:  

Parent/ Guardian home number:     Mobile no: 

 

Doctor’s Name       Tel: 

 

I understand that 

 My child will be under the care of the leaders and will abide by the rules and guidelines 

laid down by the leaders of the activity/visit. 

 If my child’s behaviour during the visit/ activity is unacceptable I may have to collect my 

child. 

 If my child is unwell during the visit/ activity I may have to collect my child 

 Whilst those in charge of the party will take all reasonable care, they cannot necessarily be 

held responsible for an injury, loss or damage suffered during the visit/ activity. 

 In the event of an emergency, every effort will be made to obtain my consent to any 

medical/surgical/dental treatment and/or administration of anesthetic/ blood transfusion. 

 If these efforts prove unsuccessful, the leader(s) in charge of the visit/activity will then use 

their best endeavors to contact the parent/guardian or other person listed as emergency 

contact. 

 

I hereby give permission for my son/daughter named above to take part in the activity 

described above.  
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In case of illness or accident I authorise... 

 

1) The leader of the activity to sign on my behalf any written form of consent required by 

medical authorities if a delay in obtaining my signature is considered inadvisable or 

unnecessary by a doctor.  

2) The leader to supervise and administer prescribed and non-prescribed medication 

 

Signed: 

 

Name:  

 

Date: 
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 Visit/ Activity Details Form 

 

To be completed by Visit/Activity organiser and before the event.   

 
General arrangements  

 

 

Visit/Activity Description                

Visit/Activity Destination   

Inclusive dates   

Departure time   

 
Return time  

Assembly point   

 

Dismissal point  

Attach timetable, activities Involved, and 

risk assessment (see Appendix 16)  

 

Details of leadership team  

 

 

Visit/Activity organiser  

mobile phone number  

Deputy Visit/Activity leader   

mobile phone number  

Attach list of all adults attending    

Details relating to young people  

Number of young people attending   

Attach list of young people attending     

Insurance  

Confirm insurance in place for all drivers, 

venues and facilities involved 

 

The emergency contact person contact in case of emergency during visit/ activity 

Name  

Address  

Home tel. no.  

Daytime tel. no.  

Mobile tel. no.  

FOR steering team USE ONLY  

Visit approved   

Visit approved in principle – ALL remaining 

information indicated by * to be submitted by 

.............. for final approval for the visit/activity 

 

Visit not approved  

Signed on behalf of the Steering Team  

Date  
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 Sample Risk Assessment Form 

 
 

1. Estab: Emmanuel Church Bishopston 
(meeting at The Church of the Good Shepherd) 

 

2. Assessment Number:  EGS 201501_3 

 Assessment Date:  31/01/2015 

 Assessor: XXX 
 

3. Activity/Process: 

Church Sub Group Activities such as 

(Crèche, Mini Junior Church, Junior Church) 
Playing with toys 
Colouring and painting 
Children’s Games 
Outdoor games  

 

4. No. of Persons at Risk:   

 Employees Others 
 
 1 …………… …………. 
 2-5 ……x…… …………. 
 6-10 .…..……… …………. 
 10 plus …………… 20 children 

 
Note:  Activities that pose risk to more than one person  or 
members of the public should be afforded High Priority 

See ‘RISK RATING INFORMATION’ at end of 
document. 

ASSESSMENT SECTION 
 

5. What might go wrong?: 

 
a. Toys and other items on the floor, leading to slips, trips & falls 
b. Edges of furniture are at head height for younger children presenting a bump hazard. 
c. Small items such as pen tops, small or broken toy parts being swallowed/inhaled leading to 

choking. 
d. Outdoor games; that are part of sub-group activities; such as football leading to collisions, slips, 

trips & falls. 
e. Moving vehicles on internal roadway and car parks colliding with pedestrians. 
 
 

6. What is being done to minimise risks?: 
 
a. Groups are supervised by adults who are aware that loose items on the floor are a potential hazard. 
b. Tables are put on their sides, beneath upright tables, thereby creating a physical barrier and 

minimising protruding edges. 
c. Children are supervised throughout group activities. 
d. Outdoor games are supervised throughout by group leaders 
e. Drivers are required to be licensed or supervised if learning.  Narrow road keeps vehicle speeds low.  

Good fields of view for drivers & pedestrians.  Marshalls used for large events (Carol services etc.). 
f. Group leaders regularly check the toys for damaged items – these are thrown away. 
g. Parents declare any medical conditions of their children to the Group Leaders  
h. Parents are made wholly responsible for their children once the children return from their groups  
 

 

7. What risks still remain?:  (After existing 

Control/Measures)

 Risk Rating: 
   

a.    Objects on floor – slips, trips & falls. 

b.    Table/furniture edges – ‘bump’ injuries. 

c.    Small items – choking. 

d.    Outdoor games – collisions, slips, trips & falls. 

e.   Moving vehicles colliding with pedestrians. 

 

Likelihood    x   Severity   
=   Rating 

a. 3 x 2 = 6 
b. 2 x 2 = 4 
c. 2 x 3 = 6 
d. 3 x 2 = 6 
e. 1 x 4 = 4 
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AUDIT SECTION – complete after audit performed 
 

8. Are any additional controls required?:  (To reduce residual risk(s) if reasonably practicable to a Risk rating of 6 or below) 

No  

 

 

9. Additional controls (if any) agreed?:  (Yes / No)  (If “Yes” detail the action to be taken) 

No 

 

Target Date for implementation:      ………………….. 

Signed (with position):  ………Ian Taylor……………………………………………………… 

  (Leader responsible for Activity) 

 

10. Audit information: Line Manager Audit 

Date of audit:  ………             Controls effective    Yes/No  

Comments: 

 All risks being managed effectively, ratings unchanged. 

  

 

Signed and appointment:  ……… ……XXX……………………………………………. 

   

Name:  ……… XXX……………………………………………………………. 

Date of audit:  …31 Jan 2015……………………. 

RISK RATING INFORMATION 

 
RISK RATING 

 

 
RATING ACTION BANDS 

 
LIKELIHOOD 

 
SEVERITY OF INJURY 

 
RATING BANDS 

 
ACTION REQUIRED 

 
1 Most unlikely 1 Trivial injury(ies) 1&2 Minimal Risk Maintain control measures 

2 Unlikely 2 Slight injury(ies) 3&4 Low Risk Review control measures 

3 Likely 3 Serious injury(ies) 6&8 Medium Risk Improve control measures 

4 Most likely 4 Major injury(ies) or death 9,12&16 High Risk Improve controls immediately and 
consider stopping work 

 
To establish Risk Rating, multiply “Likelihood” by the “Severity” 
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 Volunteer Application Process and Paperwork 

 

Due to the length of this appendix, it is available from the elder with oversight of 

Safeguarding on request.  If you are reading this as part of a Child Protection Volunteer 

Application Pack, the documents here are the documents contained in your pack and 

further stages of the process. 
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