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This document is based on the ten Safe and Secure safeguarding standards published  
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Section 1:  
Our commitment to safeguard children and vulnerable 
adults in our care  
Relational Mission (RM) is a family of churches committed to excellent relationships and committed 
to nurturing, safeguarding and protecting all people, especially children and young people and 
vulnerable adults. We acknowledge that children, young people and vulnerable adults can be the 
victims of physical, sexual and emotional abuse, and neglect.   

We accept the UN Universal Declaration of Human Rights and the International Covenant of 
Human Rights, which state that everyone is entitled to ‘all the rights and freedoms set forth 
therein, without distinction of any kind, such as race, colour, sex, language, religion, political or 
other opinion, national or social origin, property, birth or other status’. We also concur with the 
Convention on the Rights of the Child which states that children should be able to develop their full 
potential, free from hunger and want, neglect and abuse.  

They have a right to be protected from ‘all forms of physical or mental violence, injury or abuse, 
neglect or negligent treatment or exploitation, including sexual abuse, while in the care of 
parent(s), legal guardian(s), or any other person who has care of the child.’  

As the Directors/Trustees of Relational Mission we have therefore adopted the procedures set out 
in this Safeguarding Policy in accordance with statutory guidance. We take this responsibility 
seriously and are committed to building constructive links with statutory and voluntary agencies 
involved in safeguarding.  

This Policy and attached practice guidelines are based on the ten Safe and Secure safeguarding 
standards published by the Churches' Child Protection Advisory Service (CCPAS). 

The Directors/Trustees undertake to:  

• endorse and follow all national and local safeguarding legislation and procedures, in addition to 
the international conventions outlined above; 

• provide on-going safeguarding training for all its workers (volunteers / paid staff) at least once 
every three years (directly or via local churches) and will regularly review the operational 
guidelines attached; 

• ensure that all the premises used meet the requirements of the Disability Discrimination Act 
1995 and all other relevant legislation, and that it is welcoming and inclusive; 

• support the Safeguarding Coordinator(s) in their work and in any action they may need to take 
in order to protect children and vulnerable adults; Including an annual update training provided 
by third sector 

• optimise communication of safeguarding processes to: 

• leaders and helpers 

• parents and carers 

• children and vulnerable adults; 

• file a copy of the Policy and Practice Guidelines with CCPAS. 
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Section 2:  

Details of the organisation & activity 
 

Relational Mission 

Mailing Address: Jubilee Family Centre, Norwich Road, Aylsham, Norfolk NR11 6JG 

Telephone: +44 (0)845 468 0270 

Email: admin@rrelationalmission.com  

Web: www.relationalmission.com 

Membership of denomination:  in association with Newfrontiers  

Registered Charity Number: 1150583 

Registered Company Number: 8321315 

Insurance Cover: Public Liability Insurance with Access Insurance Services, Selsdon House, 212-
220 Addington Road, South Croydon, CR2 8LD. Policy number CCP 6069134 

 

Activity 

Relational Mission is connected with approximately 75 churches and church plants in the UK and 
overseas.  It seeks to serve, support and help facilitate ministry amongst theses church.  As a 
result, much of the activity is carried our through churches, with them facilitating activity rather 
than the Relational Mission charity directly delivering activity.  This policy and its scope is focused 
on the activity the Relational Mission charity directly facilitates and is responsible for.  This policy 
and its contents are not intended to replace or supersede any policy a church has in place for its 
locality and activity.  Where a person from the Relational Mission team is serving in a local church 
situation then the church policy and approach should be followed in the first instance. 

Currently activity in the main takes the form of a series of events or training courses.  Examples 
include: 

 Prayer and Equipping 

 Leadership Conference 

 Church Planting Conference 

LEAD/ STAND ALONE Leadership events. 

HEAR 
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While the audience for the majority of these activities would typically not involve children or 
vulnerable adults, we want to ensure we have the appropriate policies and approaches in places to 
future proof any activity Relational Mission as a charity would seek to undertake.  Therefore every 
time a new event or activity is created or an existing one is modified the implications in terms of 
safeguarding will be looked at, with this policy acting as the foundation for that review. 
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Section 3:  
Recognising and responding appropriately to an allegation 
or suspicion of abuse 

 

Definition Vulnerable Adult 

The term vulnerable adult refers to: Any person aged 18 and over "who is, or may be, in need of 
community care services by reason of mental or other disability, age or illness and who is, or may 
be, unable to take care of him or herself or unable to protect him or herself against significant 
harm or serious exploitation”.  
(`Promoting a Safe Church policy 2006 and No Secrets' 2000) 
 
Some of the factors which may increase vulnerability include: 

• Sensory or physical disability or impairment 
• A learning disability 
• A physical illness. 
• Mental ill health (including dementia) , chronic or acute 
• Addiction to alcohol or drugs 
• The failing faculties in old age 
• A permanent or temporary reduction in physical, mental or emotional capacity brought 

about by life events, e.g. bereavement, previous abuse, trauma or family breakdown 

 

Understanding abuse and neglect 

Defining child abuse or abuse against a vulnerable adult is a difficult and complex issue. A person 
may abuse by inflicting harm, or by failing to prevent harm. Children and adults in need of 
protection may be abused within a family, an institution or a community setting. Very often the 
abuser is known or in a trusted relationship with the child or vulnerable adult. 

In order to safeguard those in our places of worship and organisations we adhere to the UN 
Convention on the Rights of the Child and have as our starting point for a definition of abuse 
Article 19, which states: 

1. Parties shall take all appropriate legislative, administrative, social and educational 
measures to protect the child from all forms of physical or mental violence, injury or abuse, 
neglect or negligent treatment, maltreatment or exploitation, including sexual abuse, while in 
the care of parent(s), legal guardian(s) or any other person who has the care of the child. 

2. Such protective measures should, as appropriate, include effective procedures for the 
establishment of social programmes to provide necessary support for the child and for those 
who have the care of the child, as well as for other forms of prevention and for identification, 
reporting, referral, investigation, treatment and follow-up of instances of child maltreatment 
described heretofore, and, as appropriate, for judicial involvement.  
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Also for adults the UN Universal Declaration of Human Rights with particular reference to Article 5, 

which states: 

No one shall be subjected to torture or to cruel, inhuman or degrading treatment or 
punishment. 

 

Definitions of abuse 

The four definitions of abuse below operate in England based on the government guidance 
Working Together to Safeguard Children (2010).  

Physical Abuse 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused when 
a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Emotional Abuse 

Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and 
persistent adverse effects on the child's emotional development. It may involve conveying to 
children that they are worthless or unloved, inadequate, or valued only insofar as they meet the 
needs of another person. It may feature age or developmentally inappropriate expectations being 
imposed on children. These may include interactions that are beyond the child's developmental 
capability, as well as overprotection and limitation of exploration and learning, or preventing the 
child participating in normal social interaction. It may involve seeing or hearing the ill treatment of 
another. It may involve serious bullying, causing children frequently to feel frightened or in 
danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in 
all types of maltreatment of a child, though it may occur alone.  

Sexual Abuse 

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 
including prostitution, whether or not the child is aware of what is happening. The activities may 
involve physical contact, including penetrative (eg rape, buggery or oral sex) or non-penetrative 
acts. They may include non-contact activities, such as involving children in looking at, or in the 
production of, pornographic material or watching sexual activities, or encouraging children to 
behave in sexually inappropriate ways.  

Neglect 

Neglect is the persistent failure to meet a child's basic physical and/or psychological needs, likely 
to result in the serious impairment of the child's health or development. Neglect may occur during 
pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a 
parent or carer failing to provide adequate food and clothing, shelter including exclusion from 
home or abandonment, failing to protect a child from physical and emotional harm or danger, 
failure to ensure adequate supervision including the use of inadequate care-takers, or the failure 
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to ensure access to appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child's basic emotional needs.  

We also acknowledge the following types of abuse in relation to working with children and 
vulnerable adults.  

Financial or Legal Abuse 

This is the wilful manipulation or extortion of the child or vulnerable adults civil rights. This may 
include the following activity: the misappropriation of monies or goods, the misuse of finances, 
property or possessions. This may include theft, fraud, exploitation, pressure in connection with 
wills, property or inheritance or financial transactions. Such abuse may involve the use of a 
position of authority or friendship to persuade a person to make gifts, leave legacies or change a 
will.  

Organised Abuse  

Organised or multiple abuse may be defined as abuse involving one or more abuser and a number 
of related or non-related abused children and vulnerable adults. The abusers concerned may be 
acting in concert to abuse children or vulnerable adults, sometimes acting in isolation, or may be 
using an institutional framework or position of authority for abuse. Organised and multiple abuse 
occur both as part of a network of abuse across a family or community, and within institutions 
such as residential homes or schools. 

Signs of Possible Abuse (children & vulnerable adults) 

These signs could show that abuse has taken place but should be considered in context of the 
child’s whole life. 

Physical 

• Injuries not consistent with the explanation given for them  

• Injuries that occur in places not normally exposed to falls, rough games, etc  

• Injuries that have not received medical attention  

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

• Repeated urinary infections or unexplained tummy pains  

• Bruises on babies, bites, burns, fractures etc which do not have an accidental explanation* 

• Cuts/scratches/substance abuse*  

Sexual 

• Any allegations made concerning sexual abuse 

• Excessive preoccupation with sexual matters and detailed knowledge of adult sexual behaviour  

• Age-inappropriate sexual activity through words, play or drawing  

• Child who is sexually provocative or seductive with adults 

• Inappropriate bed-sharing arrangements at home  
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• Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, sometimes with 
overt or veiled sexual connotations  

• Eating disorders - anorexia, bulimia*  

Emotional 

• Changes or regression in mood or behaviour, particularly where a child withdraws or becomes 
clinging 

• Depression, aggression, extreme anxiety 

• Nervousness, frozen watchfulness 

• Obsessions or phobias 

• Sudden under-achievement or lack of concentration 

• Inappropriate relationships with peers and/or adults 

• Attention-seeking behaviour 

• Persistent tiredness 

• Running away/stealing/lying 

Neglect  

• Under-nourishment, failure to grow, constant hunger, stealing or gorging food 

• Untreated illnesses 

• Inadequate care, etc. 

*These indicate the possibility that a child or young person is self-harming. Approximately 
20,000 are treated in accident and emergency departments in the UK each year.  

 

How to respond to a child wishing to disclose abuse (effective listening) 

Ensure the physical environment is welcoming, giving opportunity for the child or vulnerable adult 
to talk in private, but make sure others know the conversation is taking place and leave the door 
open. Seek a second person to be present, preferably one of the safeguarding coordinators. 

It is especially important to allow time and space for the person to talk. 

Above everything else, listen without interrupting. 

Be attentive and look at them whilst they are speaking. 

Show acceptance of what they say (however unlikely the story may sound) by reflecting back 
words or short phrases they have used. 

Try to remain calm, even if on the inside you are feeling something different. 

Be honest and don’t make promises you can’t keep regarding confidentiality. 

If they decide not to tell you after all, accept their decision but let them know that you are always 
ready to listen. 
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Use language that is age appropriate and, for those with disabilities, ensure there is someone 
available who understands sign language, Braille etc. 

Helpful responses 

• ‘You have done the right thing in telling me’  

• ‘I am glad you have told me’ 

• ‘I will try to help you’  

Don't say 

• ‘Why didn't you tell anyone before?’ 

• ‘I can't believe it!’ 

• ‘Are you sure this is true?’ 

• ‘Why? How? When? Who? Where? ‘ 

• ‘I am shocked, don't tell anyone else.’ 

 

Safeguarding awareness 

The Directors/ Trustees of Relational Mission are committed to on-going safeguarding training and 
development opportunities for all workers, developing a culture of awareness of safeguarding 
issues to help protect everyone.   

Responding to allegations of abuse 

Responsibilities of the person receiving the allegation 

Under no circumstances should a worker carry out their own investigation into an allegation or 
suspicion of abuse, but follow the procedures as shown below:  

• The person in receipt of allegations or suspicions of abuse should report concerns as soon as 
possible to one of the Safeguarding Coordinators, who are nominated by the 
Directors/Trustees to act on its behalf in dealing with the allegation or suspicion of neglect or 
abuse, including referring the matter on to the statutory authorities: 

Penny Taylor, Relational Mission, Jubilee Family Centre, Aylsham, Norfolk, NR11 6JG 
penny@relationalmission.com  +44 (0)845 468 0270 
 

• In the absence of the Safeguarding Coordinator or, if the suspicions in any way involve the 
Safeguarding Coordinator, then the report should be made to the safeguarding Deputies as 
follows: 

Stuart Jones, Kings Community Church, Kings Street, Norwich, Norfolk, NR1 1PH 
stuart@kings-norwich.com +44 (0)845 468 0270 

• If the safeguarding concern requires immediate attention/action to be taken or if suspicions 
implicate both the Safeguarding Coordinator and the Deputy, then the report should be made 
in the first instance to the Churches' Child Protection Advisory Service (CCPAS), PO Box 133, 
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Swanley, BR8 7UQ, telephone 0845 120 4550.  Alternatively, contact Social Services or the 
Police.  

• Provide the Safeguarding Coordinator or Deputy with a written record (using the template 
provided in Appendix 4 which is available for download on the Relational Mission website of the 
concerns in accordance with these procedures, which will then be held in a secure place. If 
appropriate it may be helpful to use the body map form to indicate the location of any visible 
injuries. 

• Suspicions must not be discussed with leaders, parents/guardians or anyone other than those 
nominated above. 

• Whilst allegations or suspicions of abuse will normally be reported to the Safeguarding 
Coordinator, the absence of the Safeguarding Coordinator or Deputy should not delay referral 
to Social Services, the Police or taking advice from CCPAS. 

Responsibilities of the Safeguarding Coordinator and/or Deputy 

• Where the concern is about a child the Safeguarding Coordinator should contact Children’s 
Social Services or take advice from CCPAS as above. 

• Where the concern is regarding an adult in need of protection, contact Adult Social Services or 
take advice from CCPAS as above. 

• In either of the above circumstances, the Safeguarding Coordinator should then immediately 
inform the Safeguarding Coordinator deputy. 

• If the suspicions implicate the person above then the Safeguarding Coordinator will inform; 

Jon Beardon; Wellspring Family Church, Neatherd Road, Dereham, Norfolk, NR19 2AE 
jon@wfcdereham.org 

• Suspicions must not be discussed with anyone other than those nominated above. A written 
record of the concerns should be made in accordance with these procedures, and all 
documentation kept in a secure place designated by the Safeguarding Coordinator. Any 
evidence, for example in the form of pictures, drawings, models etc, made by the child/ 
vulnerable adult or any other evidence also needs to be kept with the written record. All 
evidence, must be dated and signed by the adult who accompanies the child during the 
sharing of evidence and countersigned on receipt by the safeguarding co-ordinator 

• Whilst allegations or suspicions of abuse will normally be reported to the Safeguarding 
Coordinator, the absence of the Safeguarding Coordinator or Deputy should not delay referral 
to Social Services, the Police or taking advice from CCPAS. 

• The Directors /Trustees of Relational Mission will support the Safeguarding Coordinator/Deputy 
in their roles and accept that any information they may have in their possession will be shared 
in a strictly limited way on a need-to-know basis. 

• It is, of course, the right of any individual as a citizen to make a direct referral to the 
safeguarding agencies or seek advice from CCPAS, although the Directors and Trustees of 
Relational Mission hope that they will use their procedure. If, however, the individual with the 
concern feels that the Safeguarding Coordinator/Deputy has not responded appropriately, or 
where they have a disagreement with the Safeguarding Coordinator(s) as to the 
appropriateness of a referral, they are free to contact an outside agency direct. We hope by 
making this statement to show our commitment to effective safeguarding and the protection of 
all those who are vulnerable. 
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The role of the Safeguarding Coordinator/Deputy is to collate and clarify the precise 
details of the allegation or suspicion and pass this information on to the statutory 
agencies that have a legal duty to investigate without delay.  

 

Detailed procedures where there is a concern about a child 

Allegations of physical injury, neglect or emotional abuse 

If a child has a physical injury, a symptom of neglect or where there are concerns about emotional 
abuse, the Safeguarding Coordinator/Deputy will: 

• contact Children’s Social Services (or CCPAS) for advice in cases of deliberate injury, if 
concerned about a child's safety or if a child is afraid to return home, without delay. 

• not tell the parents or carers unless advised to do so, having contacted Children’s Social 
Services.   

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

• for lesser concerns (eg poor parenting), encourage the parent/carer to seek help, but not if 
this places the child at risk of any harm.  

• where the parent/carer is unwilling to seek help, offer to accompany them.  In cases of real 
concern, if they still fail to act, contact Children’s Social Services direct for advice.  

• seek and follow advice given by CCPAS (who will confirm their advice in writing) if unsure 
whether or not to refer a case to Children’s Social Services. 

Allegations of sexual abuse 

In the event of allegations or suspicions of sexual abuse, the Safeguarding Coordinator/Deputy 
will: 

• contact the Children’s Social Services Department Duty Social Worker for children and families 
or Police Child Protection Team direct without delay. They are NOT to speak to the 
parent/carer or to anyone else. 

• seek and follow the advice given by CCPAS if, for any reason, they are unsure whether or not 
to contact Children’s Social Services/the Police. CCPAS will confirm its advice in writing for 
future reference.  
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The following procedure will be followed where there is a concern that an adult is in need of 
protection 

Suspicions or allegations of physical or sexual abuse 

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

• discuss any concerns with the individual themselves, giving due regard to their autonomy, 
privacy and rights to lead an independent life. 

• if the vulnerable adult is in immediate danger or has sustained a serious injury, contact the 
emergency services, informing them of any suspicions without delay.  

• seek advice, by contacting the Adult Social Care Vulnerable Adults Team which has 
responsibility under Section 47 of the NHS and Community Care Act 1990 and government 
guidance, ‘No Secrets’, to investigate allegations of abuse. Alternatively CCPAS can be 
contacted for advice. 

Allegations of abuse against a person who works with children 

If an accusation is made against a worker (whether a volunteer or paid member of staff) whilst 
following the procedure outlined above, the Safeguarding Coordinator, in accordance with Local 
Safeguarding Children Board (LSCB) procedures, will need to liaise with Children’s Social Services 
in regards to the suspension of the worker, also making a referral to a Safeguarding Advisor 
(SA)/Local Authority Designated Officer (LADO). 



																																																														 	

14	

Section 4: Prevention 
 

The Relational Mission Directors / Trustees recognise that a key aspect in prevention is to ensure 
there is safe recruitment. Our aim is to ensure all of our workers (voluntary / employed) are 
appropriately appointed, trained, supported and supervised in accordance with government 
guidance on safe recruitment.  

Relational Mission has defined recruitment and volunteer policies, which outline recruitment 
processes for employees and volunteers respectively. In addition these processes when it comes to 
recruiting for roles involving the care of Children/Young People and vulnerable adults we will 
ensure that: 

• Where appropriate there is a written job description/person specification for the post. This will 
be required particularly for project and team leaders. 

• Those applying have completed an application form (see appendix 2) and filled out a 
Disclosure & Barring Service form online, or are able to show a valid Disclosure & Barring 
Service check from their local church or organisation.  

• An interview has taken place and that safeguarding has been discussed at interview.  

• Written references confirming suitability have been obtained from referees; 

• A Disclosure & Barring Service (DBS) Certificate has been obtained and verified (we will comply 
with code of practice requirements concerning the fair treatment of applicants and the 
handling of information); 

• Qualifications, where relevant, have been verified; 

• Suitable training is provided for the successful applicant, covering both the specific post and 
safeguarding issues; 

• The applicant completes an agreement (see Appendix 3) an induction and probationary period. 

• The applicant has been given a copy of Relational Mission’s Safeguarding Policy and knows 
how to report concerns; 

• Vulnerable adults will not be permitted to work with children and young people unless suitably 
competent and supervised by a responsible adult who will be appointed by the responsible 
team leader.  
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Section 5:  
Practice guidelines 
 
As an organisation with the potential and opportunity to work with children, young people and 
vulnerable adults, we wish to operate and promote good working practice. This will enable workers 
to run activities safely, develop good relationships and minimise the risk of false accusation.  

Below are some practice guidelines we will seek to implement when we are running activities 
involving children & young people & vulnerable adults. These are not exhaustive, but are 
foundations to build on. 

Leaders 

As Relational Mission is likely to work with several churches on multiple events we identify leaders 
with different levels of responsibility.  A more detailed role description is provided to the volunteer 
during the safe recruitment process.  

Project leaders 

Are adults (minimum age 18 years), who have completed the safe recruitment process and are 
appointed by the Directors/Trustees. The project leader is responsible for overseeing the project/ 
event and the volunteers involved in running the project/ event. The project leader is also 
responsible for carrying out and supervising the safeguarding practice guidelines for the project/ 
event.  

Team leaders   

Are adults (minimum age 18 years) who have completed the safe recruitment process and are 
appointed by the overseeing project leader. They carry responsibility in assisting the project leader 
to run the project/event and carry out the safeguarding practice guidelines on his/ her behalf. 

Team helpers   

Are adults (minimum age 18 years) who have completed the safe recruitment process and are 
appointed by the overseeing project leader. They help the team leader in running the group in all 
practical area’s. 

The different groups will also allow under 18s to serve in different groups. They do not count as 
legal helpers and do not fulfil any roles of responsibility. They will not be left on their own with a 
child/vulnerable adult at any time and they are not allowed to carry out toileting or counselling.  
Team helpers should follow the instructions of team leaders. 

Groups may have visiting observers from other churches or organisations from time to time. In 
cases where the visiting adult has shown a valid DBS check with a recognized organisation 
beforehand and the project leader gives permission, they will be able to join in with the activities 
wearing a visitors badge whilst being supervised by an adult leaders/ helper appointed by the 
project leader at all times. Parents who may wish to stay with their child for a defined period of 
time will be supervised at all time by an adult leader/ helper appointed by the project leader.   
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Registers for Children / Young People 

Every child that is to be left in the care Relational Mission (0-18 years old) must be registered (see 
example form in Appendix 1) by a responsible parent/guardian. The registration form includes the 
child’s details, parent/guardian’s contact details, medical details, allergies, dietary requirements 
and other useful information. This must be authorised by a parent/guardian by signing and dating 
the document. Registration forms are only valid for one year after signing.  

Following this, all children (0-11 years old) are to be signed in and out by a responsible adult for 
every session. 

Ratio for groups 

The minimum requirement is two leaders for every group. The following ratios are used in addition 
to this requirement. Helpers under the age of 18 years do not count in these numbers. 

Under 3s  1 adult to every 3 children 

3-8s  1 adult to every 8 children 

9s+  1 adult to every 10 children 

Child protection incidents 

Any incident should be reported in accordance with Section 2 of the Organisation’s Safeguarding 
Policy, of which this document forms a part. 

Health, behaviour and dietary information 

Health, behaviour and dietary information is documented for all children on their registration form 
by a parent/carer. This should be kept up to date by the team leader. A summary form will be kept 
in the registration folder and must be read prior to the activity and information communicated to 
the serving team.  

Toileting 

Parents should be encouraged to take all under 5s to the toilet/change nappies prior to attending a 
group. Under 5s are to be taken to the toilet/have their nappy changed by a same sex adult 
wherever possible. Under 18s are NOT permitted to take on this responsibility. 

Children over 5 who don’t need assistance will only be escorted to the toilet, but no adult will be 
present in the toilet area.  

Counselling and one to one situations 

When a counselling or one-to-one situation occurs the leader involved should notify another adult 
of what is happening. Where possible same sex counselling should take place. We do acknowledge 
that same sex counselling does not nullify the possibility of abuse, but this policy meets best 
practice. Therefore the place where the counselling takes place should be an open area (or in a 
room with the door left open) where the leader and child can be seen but remain confidential. 
Under 18s are NOT to take on this responsibility. 
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Physical contact 

Physical contact should be initiated by the child and be age-appropriate. 

Physical force 

Physical force (i.e. restraining action using minimum force) should only be applied where action is 
necessary in self-defence or because there is an imminent risk of serious injury. 

Under 18s are NOT to take on this responsibility. If a young person or child is being violent, it may 
be safer to remove everyone else from the area, while continuing to monitor the situation from a 
safe distance. 

Immediate assistance will be sought from another worker, or in extreme circumstances the police 
should be notified. All incidents will be recorded. 

Discipline 

See Section 7. 

Fire 

In the event of a fire all children / young people etc will be taken immediately to the assigned 
assembly point (for that particular venue) by the group leader, who will bring the register. The 
leader will account for the entire group and let the Fire Officer/leader in charge know if every 
member of their group is present. Parents will meet their children at the assembly point.  No off-
site trips are to be made without notification of parents/carers or the leader in charge of the event. 

Social networking 

Formal communication via social media sites and by Relational Mission members on behalf of the 
church to young people should follow the guidelines stated below. 

Communication should be: 

• Made via corporate accounts that are not linked to individuals. For example, Relational 
Mission’s presence on Facebook and Twitter should be via corporate pages/logins, not groups 
or logins linked to individuals, even if they are in a position of leadership within the Relational 
Mission. Relational Mission acknowledges that it cannot prevent communication between adults 
and young people via personal logins, but this is assumed that these will be for personal 
reasons, not on behalf of Relational Mission. 

• Carried out at reasonable times and not at hours that might raise concerns by 
parents/guardians or leaders when communicating directly with individuals. This should be 
between the hours of 8am and 9pm. 

• Transparent. The Directors/Trustees should have access to these media and be able to view 
content at all times or upon request. 

• Appropriate, considering the views and considerations of the parents/guardians of the young 
people. 

Relational Mission strongly recommends that young people use these media within the age 
restrictions imposed by such sites. It is the responsibility of parents/guardians to ensure that their 
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children's use of such sites is within the age restrictions in place and to monitor their children's 
safety and activity on these sites. 

Transport 

• Transport arrangements to and from events are the responsibility of parents/carers, unless 
arrangements are made by Relational Mission. In this case the leader will ensure that adequate 
transport arrangements are in place, parents/carers will have been made aware of the 
arrangements and their permission obtained. 

• Ideally two leaders will be present on any transport. 

• Ideally children travelling accompanied by leaders will travel together in pairs or groups. 

• Ideally children will be seated in the rear seats of the car and not in the front of the car next to 
the driver.  

If the requirements above can’t be met due to unforeseen circumstances, actions based on the 
following guidelines will be followed: 

• The Safeguarding Coordinator (or Deputy or other leadership contact) will be contacted and 
the situation explained, stating: 

• who the child is and where they have to go; 

• who will be transporting them; 

• the estimated journey time and when they are due to arrive. 

• On completion of the journey the driver will contact the Safeguarding Coordinator (or Deputy 
or other leadership contact) to confirm this. 

• If the second call is not received within the suggested journey time, the Safeguarding 
Coordinator will endeavour to contact the driver to obtain an update on the situation. 

• Parents/carers will be made aware of the situation and asked for permission. 

Day trips 

Before all trips go ahead, the group leader must ensure that all parents/guardians are aware of the 
details of the trip and obtain written permission and for each child/delegate. 

A minimum of two adults will accompany the children. In addition to this we use a ratio of one 
adult to every six children aged under 16, and one adult for every three children under five years. 

The group leader will also take a first aid kit and mobile phone in case of emergency. 

Residential trips 

All arrangements for residential trips will need to be checked with the Directors/Trustees and the 
children’s coordinator prior to departure. 

• One of the helpers (usually the overall leader) will be appointed as the Safeguarding 
Coordinator for the trip. All workers will be instructed regarding the Safeguarding Policy and 
their responsibilities. 

• Staff/young people ratios will be considered in relation to safety and the activities that will be 
undertaken. 

• If it is a mixed group, male and female helpers will attend. 
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• If it is a mixed group, same sex sleeping arrangements will be made.     

• Parents/guardians must sign a consent form (a copy of which will be taken on the trip by the 
leader) and parents/guardians will be notified of all the details, including the church’s insurance 
cover. 

• Medical information must be gained for each participant (including any arrangements for 
administration of medication). Again, a copy of this will be taken on the trip by the leader. 

• If the young people are to be undertaking sports activities, the organisers (or co-workers) will 
be appropriately licensed, accredited and experienced and hold DBS clearance that has been 
verified by the trip organiser.  

• If another organisation is arranging the event, they will need to be able to meet all of the 
above requirements, as appropriate.  

• All arrangements will be communicated in writing to parents/guardians, workers and the young 
people themselves. 

• First aid kit requirements are as stated in the day trip section above. 

• The residential information pack will include the numbers of the designated safeguarding co-
ordinator, the first aid co-ordinator and medication administrators.  

• When medicines are administered, a second adult will supervise this and a written record made 
of the date, medication, dose and time of administration. Only designated adults appointed by 
the trip’s group leader can undertake medicines and supervision of medication.  
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Section 6:  
Discipline policy 

 

As an organisation working with children and young people it is our aim to create an orderly and 
safe environment within the groups so that the children feel safe and secure whilst making 
friendships and learning/working together. We acknowledge the importance of discipline to make 
this possible. The following policy will ensure that behavioural expectations are clear to all involved 
in the children’s and youth work—the leaders, helpers, parents/guardians and the children 
themselves. This should allow for consistency of approach from week to week, even though the 
staff involved may vary. The ultimate aim of this policy is to acknowledge that the discipline of a 
child is primarily their parents/guardians’ responsibility and at the heart of this policy is the 
partnership between children’s workers and parents/guardians in establishing discipline. 

Expectations of behaviour 

Children attending any of our sessions will be expected to follow the Three Respects code (The 3 
Rs):  

• Respect our facilities and equipment. 

• Respect our leaders and follow their instructions. 

• Respect the children in the group. 

 

Reward 

Our main focus in discipline is to stimulate good behaviour through reward. Good behaviour will be 
rewarded by verbal affirmation, increased responsibility and, where applicable, group points, 
rewards and prizes.   

What happens when a child misbehaves? 

We aim to build consistency across all our groups by implementing the following principles: 

• The children will be made aware of required behaviour. 

• If a child violates any of the 3 Rs they will be warned and told what behaviour is required. 

•  If a child wilfully continues to violate any of the 3 Rs after warning there will be 
consequences. Consequences may involve the restriction of privileges or responsibility given, a 
time-out, and/or notification of their behaviour to parents/guardians. In the most extreme 
case, the child may be excluded from an activity or group for a limited period.  

• In any case of deliberate and wilful violation of the rules, parents/guardians will be consulted 
to seek a suitable approach to their child’s problematic behaviour.      

Special needs 

Children who have special needs, be they learning or behavioural difficulties will be encouraged to 
follow the behaviour guidelines along with the rest of their group. Wherever possible these 
children will be given extra help by adults or their peers to help them access the group’s activities 
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and conform to the group’s behavioural expectations. The best approach for each child will be 
discussed with parents/guardians of that child.  

 

Practical considerations for the implementation of this policy 

• All groups will have at least two adults working within them to ensure that there is adequate 
staffing should one adult need to deal with a discipline issue or other problem. Whenever 
possible there will be one male and one female adult working with the group each week to 
allow same-sex adults to deal with any pastoral issues that may arise. 

• Following collection the children once again will become their parents/guardians’ responsibility, 
even whilst they remain in the building. 

• The Safeguarding Policy is available to parents/guardians at each session, so that all 
parents/guardians may be clear about the systems in place. 

• The discipline guidelines for new children’s workers that follow are designed to help children’s 
workers get to grips with the issue of discipline. 

 

Summary 

The following quotation is taken from the Churches’ Child Protection Advisory Service (CCPAS) 
guidelines on discipline and is a good summary of the attitude towards discipline that this policy 
seeks to promote: 

‘Discipline is the education of a person’s character.  It includes nurturing, training, 
instruction, chastisement, verbal rebuke, teaching and encouragement.  Discipline brings 
security, produces character and prepares for life.  Discipline is evidence of love and is God’s 
heart for his children.’ 

 

Discipline guidelines for children’s workers 

Things to be: 

• disciplined with yourself in your walk with God; 

• well-prepared with interesting material aimed at the children’s own level; 

• flexible; 

• fun to be with. 

Things to say: 

• what the ground rules are; 

• repeat them again; 

• praise for any good behaviour shown.  
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Things to do: 

• respond to children who are misbehaving; 

• admonish specifically – label the behaviour not the child; 

• be kind but firm; 

• be consistent; 

• pray for the children. 

Things not to do: 

• make threats that you don’t keep—carry out your warnings; 

• make promises you can’t keep; 

• smack or hit; 

Things to know: 

• the children in your care and their health, behavioural and dietary needs; 

• the discipline procedures; 

• your own limitations—never be afraid to ask for help. 

 

Remember: Discipline is a positive and not a negative thing, because the end product of 
discipline is an orderly and safe environment within the groups so that the children feel safe and 
secure whilst making friendships and learning/working together. 
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Section 7:  
Safeguarding Coordinator’s statement 

 

Good communication is essential in promoting safeguarding, both to those we wish to protect, to 
everyone involved in working with children and vulnerable adults and to all those with whom we 
work in partnership. This Safeguarding Policy is just one means of promoting safeguarding.  

 

Signed by:   _________________________________________  

Safeguarding Coordinator:  Penny Taylor 

Date:  _________________________________________  

 

Signed by:   _________________________________________  

Deputy Safeguarding Coordinator: Stuart Jones 

 

Date:  _________________________________________  
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Section 8: 
Leadership’s safeguarding statement 

 

The Directors/Trustees recognise the importance of Relational Mission’s ministry/work with 
children, young people and adults in need of protection and its responsibility to protect everyone 
entrusted to its care. 

The following statement was agreed by the Directors/Trustees on behalf of the Charity: 

Relational Mission is committed to the safeguarding of children and vulnerable adults 
and to ensuring their well-being.  

Specifically: 

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

• We believe every child should be valued, safe and happy. We want to make sure that children we have 
contact with know this and are empowered to tell us if they are suffering harm. 

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

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

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

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

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

• We reserve the right to remove people’s authorisation to work with children and young adults. 

We are committed to: 

• following the requirements of UK legislation in relation to safeguarding children and vulnerable adults 
and good practice recommendations; 

• respecting the rights of children as described in the UN Convention on the Rights of the Child; 

• implementing the requirements of legislation in regard to people with disabilities; 

• ensuring that workers adhere to the agreed procedures of our safeguarding Policy; 

• keeping up to date with national and local developments relating to safeguarding;  

• following any denominational or organisational guidelines in relation to safeguarding children and adults 
in need of protection; 

• supporting the Safeguarding Coordinator and Deputy in their work and in any action they may need to 
take in order to protect children/vulnerable adults; 

• ensuring that everyone agrees to abide by these recommendations and the guidelines established by 
Relational Mission; 
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• supporting parents and families; 

• nurturing, protecting and safeguarding of children and young people; 

• supporting, resourcing, training, monitoring and providing supervision to all those who undertake this 
work; 

• supporting those affected by abuse; 

• adopting and following the ‘Safe and Secure’ safeguarding standards developed by CCPAS. 

We recognise: 

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

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

• Where working outside the UK, concerns will be reported to the appropriate agencies in the country in 
which we operate, and their procedures followed, and in addition we will report concerns to our agency’s 
headquarters. 

• Safeguarding is everyone’s responsibility. 
We will review this statement and our policy and procedures on an annual basis which will be recorded in 
the minutes of the Trustees’ meeting. 

If you have any concerns for a child or vulnerable adult then speak to one of the following who have been 
approved as Safeguarding Coordinators for Relational Mission: 

Penny Taylor -  Child/Adult Safeguarding Coordinator 

Stuart Jones - Deputy Child/Adult Safeguarding Coordinator 

A copy of the full policy and procedures is available from any of the above.  

A copy of our Safeguarding Policy has been lodged with the Churches’ Child Protection Advisory Service 
(CCPAS).  

Approved on behalf of The Directors/Trustees of Relational Mission 

 

Signed by: _______________________   

 

Print name:  ___________________________   

 

Position:  ___________________________   

 

Date:  ___________________________   
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Appendices 
Appendix 1:  
Example Template for registration/parental consent form  
 

Please complete this form in ful l (one form for each child) and return. 

Child’s full name:   Date of birth: 

   
Child’s address: 

 

 

 

 

 

 

 

School: 

 Parent/carer’s name: 

Relationship to child: 

Home number: 

Mobile number:  

Email address: 

 

Alternative emergency contact: 

Name: 

Telephone number: 

  
Details of any medical conditions/ allergies/ dietary 
requirements/ medication or aids:  

 Names of people who may collect child (must be over 

18): 

1. 

2. 

3. 

 

 

   
Other useful information (eg special needs, behavioural issues, sight or hearing issues, cultural requirements): 

 
I give permission for photographs to be taken of the above named child for 
the purposes of publicity, including the Relational Mission website 
(www.relationalmission.com) and display boards (no child will be named): 

I agree to my child being given food or drink (considering allergies/ 

requirements): 

I authorise the leaders to give permission for my child to receive any 
emergency dental, medical or surgical treatment, including anaesthetic, 
if considered necessary by the medical authorities present: 

 

I give permission for a qualified First Aider to give my child basic First Aid if 
required: 

YES / NO 

 
YES / NO 

 

YES / NO  

 

 

YES / NO 

 

Signed Date 
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Appendix 2:  
Children’s and young people’s workers’ personal details, 
background information and declaration 
 

Please complete this form and return it to the Safeguarding Coordinator, to whom all queries 
regarding this form should also be addressed. 

Personal details  

Full name: 

   
Maiden/former name(s): 

 

 

 

 

 

 

 

 

Postcode: 

 Date and place of birth: 

  
Home address: 

 

 

 

 

 

 

 

 

 

 

 

Postcode: 

Telephone numbers: 

   How long have you lived at this address? 

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

 

 

 

 

 

 

 

Background & References 

Please tell us about your Christian experience (ie how long you have been a Christian, which 
church(es) you have attended, with dates and name(s) of leader(s), any activities you have 
undertaken): 
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Please provide the names and addresses of two people in church leadership capacity who know 
you that we may contact for references: 

Referee 1 

Name: 

Church: 

Position: 

 

 

 

Address: 

 

 

 

 

 

 

Telephone number: 

 Referee 2 

Name: 

Church: 

Position: 

 

 

 

Address: 

 

 

 

 

 

 

Telephone number: 

 

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

 

 

Have you ever had an application to work with children/young people declined? 

No £   Yes £ 

If YES, please give details: 

 

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

No £   Yes £ 

If YES, please give details: 
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Have you ever been charged with, or convicted of, a criminal offence; or are you at present the 
subject of criminal investigation?  (NB the disclosure of an offence may not prohibit your 
appointment.) 

No £   Yes £ 

If YES, please give details, including the nature of the offence(s) and dates: 

 

Because of the nature of the work for which you are applying, this position is exempt from the 
provision of Section 4(ii) of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975, and 
you are therefore not entitled to withhold information about convictions which for other purposes 
are ‘spent’ under the provisions of the Act and, in the event of appointment, any failure to disclose 
such convictions could result in the withdrawal of approval to work with children/young people 
within the organisation. 

 

Declaration 

To be completed by the applying worker with children/young people: 

I hereby declare that: 

• all of the foregoing personal details and background information are true; 

• I have read the Relational Mission Safeguarding Policy on protecting children and appointing 
children’s workers; 

• I will endeavour to adhere to the Policy and if there are points I do not understand, or if I have 
reason to be concerned, I will check with the appropriate leaders. 

Signed by:  ___________________________  

 

Print name:  ___________________________  

 

Date:  ___________________________  
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Appendix 3:  
Children and Young People’s Worker Agreement 
 

Please complete this form and return it to the Safeguarding Coordinator, to whom all queries 
regarding this form should also be addressed. 

Name of worker/leader: 

 
Name of group: 

 
Meeting details: 

 
Age range: 

 
You are responsible to: 

 
Range of work/tasks: 

 

Relational Mission wants to help you to give the best possible service to your group, so we will 
meet with you from time to time to see how things are going. We would also like to make sure 
that you receive any necessary training. 

Your signature:  ____________________  Date:  _________________________  

 

Print name:  _______________________  Date:  _________________________  

 

On Behalf of Relational Mission: ____________   

 

Please pass this copy to a Director/Trustee once signed. 
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Appendix 4:  
Concern/Disclosure Recording Form 
 
The concern or disclosure.  Include where you were when the disclosure was made or you 
became concerned.  What you saw, who else was there, what was said or done and what 
you said or did.  Your statements should be factual. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Was there an injury?  Yes/No                                  Did you see it?   Yes/ No 
Describe the injury: 
 
 
 
Please complete the body map form on the next page if you are referring to an injury. 
Your name and signature: 
 
 
Date: 
If at an event please pass this form to the event safeguarding coordinator.  You can also 
email or post this and the body map form to the Relational Mission Safeguarding 
Coordinator.  If you believe there to be an immediate danger to the child/adult concerned 
please contact CCPAS (+44 845 120 4550) or the Police (101 UK only)for advice.  



																																																														 	

32	

Body map form 
 
This form can be used to indicate the location of any injuries reported to someone receiving an 
allegation of abuse if appropriate. It should complement the written report and be kept in a safe 
place. 

 

Once completed this document should be kept in a secure location. 

Date: 

Signature of adult: 

Verified by safeguarding co-ordinator: 
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This page may be used to make notes as appropriate: 

 

 

Once completed this document should be kept in a secure location. 

Date: 

Signature of adult: 

Verified by safeguarding co-ordinator: 
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Appendix 5  
 

 


