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1. Introduction 
 
City Life Church (CLC) operates as an independent charity within Pioneer Southampton  (a family of churches and 
projects). As the leadership of CLC, which includes the leadership team and trustees, we have responsibility for the 
work of the church (locally and internationally), and this includes the various projects, CLEAR (City Life Education and 
Action for Refugees), Amber (working with women involved in the sex industry) and Edith’s Home (a project for 
orphans in Uganda). Our Safeguarding Policy applies to employees and volunteers in all these areas. The guidelines 
outlined in this booklet form the core policies for City Life and we ask that they are adhered to at all times.  
 
We are privileged to have a great team who serve our children, young people and vulnerable adults.  We appreciate the 
time, commitment, effort, enthusiasm and, above all, the love and care that they give to them.  The following 
information is aimed to give confidence to everyone working in these areas.  It sets out guidelines that ensure the best 
possible standards of safety and protection for all. 
 
We are grateful to Churches Child Protection Advisory Service (CCPAS), Winchester Diocese, and agencies such as, 
StopItNow, Lucy Faithful Foundation, SafeNetwork, the NSPCC and New Community Church, especially Elaine 
Davidson, whose help and advice on policies and guidelines have been invaluable. 
 
As the leadership of City Life Church we want to thank you for serving us in this way. We hope you will find the 
information, training and support helpful in your role as children/young people/vulnerable adult workers. It is 
important that you feel well-informed, trained and supported in the area of safeguarding. If you have any queries or 
concerns please contact your Group Leader or the Safeguarding Trustee for City Life. 
 
With much appreciation. 
 
Paul & Bev 
Church Leaders 
 
 
 
Key Contacts 
 

Role 
 

Name Contact Details 

CLC Safeguarding Trustee 
(Designated Officer / Named Person) 
 

Rossie Rowland rossierowland@citylife.org.uk 023 8023 4000 

CLC Leader responsible for Safeguarding  
 

Bev Webb bev@citylife.org.uk 07905 401261 

CLEAR Project Leader responsible for 
Safeguarding  
 

Mike Brown mike@clearproject.org.uk 023 8022 1111 

CLC Safeguarding Administrator 
 

Sue Holt sue@citylife.org.uk 023 8023 4000 

CLEAR Safeguarding Administrator 
 

Rebecca Clark admin@clearproject.org.uk  023 8022 1111 

 
 
CLC currently has one Safeguarding Administrator covering Church, Amber, Edith’s Home and all related activities and 
one for CLEAR. Please ensure forms / queries are directed accordingly.  
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2. Safeguarding Children, Young People and Vulnerable Adults Policy 
 
We consider the welfare of any child, young person or vulnerable adult, who is involved in any of our activities to be of 
paramount importance and we are committed to ensuring that they are valued, listened to, and respected.  
 
A vulnerable adult is any person aged 18 or over who is, or maybe, unable to take care of themselves, or is unable to 
protect him or herself against significant harm or exploitation.  
 
All children and vulnerable adults, no matter their sex, disability, racial or ethnic background, religious beliefs or sexual 
orientation, have the right to be in a safe, caring environment and to be protected from any form of exploitation or 
abuse when participating in activities run by City Life Church. 
 
Everyone working with City Life Church, including its trustees, employees and volunteers, is responsible for ensuring 
that children and vulnerable adults are safe.  
 
For the purposes of this Safeguarding Policy, we consider any individual under 18 years of age to be a child. This 
includes the children of adult members or service users of the Charity. The ethos and principles that ensure that those 
who use our services are valued and kept safe also apply to our work with vulnerable adults who are 18 years of age, or 
above. 
 
We will promote the welfare of all children, young people and vulnerable adults participating in our activities by: 
 
• following appropriate procedures when recruiting and selecting new staff or volunteers 
• providing training to all who work with us so that they are clear about their responsibilities 
• ensuring that any concerns of possible abuse are referred appropriately and by co-operating with the work of 

statutory agencies as necessary 
• structuring our programmes to help children, young people and vulnerable adults understand the importance of 

protecting themselves, and others  
• identifying and implementing good practice in relation to the care, protection and welfare of children, young people 

and vulnerable adults 
• encouraging parents and carers to develop a relationship with City Life Church and be involved with the 

programmes which promote their child’s welfare 
• providing clear guidance on who is responsible for children at an event. 

 
The following frames the ethos of our policy: 
 
Do: 

• Treat all people with respect. Some vulnerable adults may need different help at times, but all of it should be 
respectful, and value them as adults with choice and capability wherever possible 

• Remember, as a leader, trustee, staff or volunteer this gives you a position of power and trust so you need to 
be transparent and accountable in all that you do 

• Ensure wherever possible there is more than one member of staff or volunteer present during activities and 
ministry, or that you are in the sight or hearing of other staff or volunteers 

• Try to avoid lone working where possible 
• Take care to avoid your actions and words being misinterpreted. You may not know the background of all 

people you work or minister to 
• Be conscious of the appropriateness of any physical contact and verbal comments you may make. Their 

experiences may make them vulnerable without you knowing why, either wanting more attention or feeling 
threatened by too much. Be age and gender appropriate and sensitive to ethnic/cultural boundaries 

• If you are in any doubt as to the appropriateness of your actions then ask a colleague or the person 
responsible for your supervision 

• Be fair in all your dealings with everyone and do not show favouritism to any particular child or adult 
• Support and encourage vulnerable adult service users to be independent and to make their own choices 
• Challenge unacceptable behaviour and report all concerns, allegations or suspicions of abuse. 

 
Don’t 

• Permit abusive activities such as ridiculing or bullying. Challenge those that do, educate where you can, report 
where you need to 

• Make suggestive, aggressive or derogatory remarks or gestures to any person yourself. Model best practice 
of respect, choice and empowerment of individuals 

• Allow boundaries to blur or be broken as a leader, trustee, staff or volunteer when ministering or serving 
children, or adults who may be vulnerable 
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• Message individuals privately on social media or mobiles unless there is a policy stating otherwise, or full 
accountability to another leader 

• Offer your private contact details to individuals that cannot be tracked by others in an accountable way 
• Enter into an intimate relationship with anyone you have a position of trust over. Intimacy can be emotional as 

well as physical 
• Address the personal care issues of members such as toileting or dressing them. If this type of help is needed 

someone else will be responsible for supporting them in this area, i.e. their parent/carer 
• Accept any type of financial reward or gift of any kind for any service or ministry provided or enter into any 

agreement to handle money on behalf of the service user 
• Discuss the financial situation of service users with others. Pass them details of local advice centres that can 

do that properly 
• Let suspicions, disclosure or allegations of abuse go unrecorded or reported 
• Rely on the organisations good name or yours to protect you. 

 
What to do :  
If you are in any doubt about your behaviour or conduct not meeting guidelines, or you feel inexperienced in your 
position, please do chat to someone on your team to check or receive training.   
Accountability is key.  
 
If you have a concern about someone else’s behaviour on team do ‘go to them’ and ask if they realise that their 
behaviour may be misconstrued. They may not have realised how it could look, or have not received training on policies 
or safeguarding best practice. If you don’t feel able to, please talk to your team leader and discuss your concern. You 
must not ignore a concern and dismiss it as nothing.  
Passing on a concern is key. 
 
If the behaviour of a team member is clearly breaking guidelines and is of a high concern, please report this to your 
team leader at once, they will be able to respond to this appropriately and must take immediate action. 
Reporting risky behaviour is key. 
 
If you have a concern about a child or vulnerable adult, or they share a concern, or disclose abuse, you must pass on that 
information to the team leader or designated safeguarding officer immediately.  
Reporting a concern or a disclosure of abuse is key. 
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3. Responsibilities  

 The Church Leadership and City Life trustees will provide: 

• a Safeguarding Policy for protecting children and vulnerable adults, and a procedure for what to do if there are 
concerns about a child, young person’s or vulnerable adult’s welfare 

• a named person for dealing with concerns or allegations of abuse and step-by-step guidance on what actions to take 
• a rigorous recruitment and selection process for paid staff and volunteers who work with children, young people or 

vulnerable adults 
• a written code of behaviour that outlines good practice when working with children and vulnerable adults 
• a training plan and regular opportunities for all those in contact with children or vulnerable adults, to learn about 

safeguarding and health and safety  (see E03 Health and safety policy) 
• a whistle-blowing policy that allows for an open and well-publicised way for adults and young people to voice any 

concerns about abusive or unethical behaviour (see E33 Whistleblowing policy) 
• information for young people, parents and carers about the Safeguarding Policy for children and vulnerable adults, 

and details of where to go for help 
• a protective culture that puts a child’s interests first – children must feel confident that, if they have concerns, they 

will be listened to and taken seriously  
• guidance on taking children away on trips and on internet use, including our Social Networking Policy, use of 

photographs, and guidance on chatrooms and websites (see E12 Social Networking Policy) 
• policies on anti bullying 
• policies and guidelines for effectively managing and monitoring those who may pose a threat to children, young 

people and vulnerable adults 
• working practices when dealing with sex offenders in CLC 
• pastoral support for those affected by abuse 
• records of DBS check dates, and all training received by volunteers, are kept up-to-date 
• a feedback system to collect and respond to comments and concerns about the activities and services we provide 
• a framework to involve members and service users in the development and review of our Safeguarding Policy 
• an annual assessment of the application of the responsibilities as defined in this policy 
• a policy review by the trustees of the charity every three years, unless there are requirements under legislation to 

do so sooner 

 Children’s /Youth Workers, and those working with vulnerable adults (VA) will ensure: 

• volunteers working with children and vulnerable adults are safely recruited using DBS (Disclosure and Barring 
Service) checks and, where appropriate, barred list checks. If required, DBS checks from other organisations may be 
used for overseas trips only, provided that the role being undertaken is similar and relevant, and enhanced checks 
have been done within the last three years. Volunteers who are subscribed to the DBS Update Service should 
supply their details with their application so that CLC can carry out online checks. This will only be done with the 
volunteer’s permission 

• volunteers have completed an application form and supplied two referees  
• volunteers receive induction training regarding policies and specific group practices before they start on rota 
• volunteers working with children and vulnerable adults complete Level 1 Safeguarding training as soon as possible, 

and all ongoing training is monitored.  All training will be recorded for each volunteer 
• adults are not alone with a child or vulnerable adult and in a position  where their activity is not visible to others. 

This may mean leaving doors open, or having two groups working in the same room. If there are fewer than two 
volunteers present and a child needs to go to the toilet a volunteer will collect a parent to take their child 

• if there are insufficient event leaders / team to start an event to meet the guidelines of this policy then it will need to 
be cancelled, or the start delayed, with parents/carers remaining until appropriate leadership is in place. 

• parents and carers are clear where responsibility for their child’s care lies – with the children’s/youth Worker/VA 
worker as the group session begins, and transferring back to them at the end of the session 

• parents of all children attending our groups complete a Registration and Consent Form giving contact details, 
outlining medical needs or food allergies, and giving consent for photographs to be taken (or denying permission).  
Parents can nominate other adults to collect their child if they are unable to do so, provided the appropriate 
nomination /collection process has been applied. If in any doubt then the team leader should be involved before a 
child is allowed to leave 

• children and vulnerable adults with different needs, be they physical or emotional, learning difficulties, or culturally 
sensitive issues (special needs, and those from ethnic minorities), are given support and fully integrated and 
protected within the church community 

• groups working with children are to maintain Care Diaries and Registration Forms for each session and any 
information shared in the Care Diary is monitored by Group Leaders 

• those working with children attend further training regarding child protection as necessary. 
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Volunteer workers will always: 

• abide by the policies outlined in this handbook, and by the specific guidelines of their group’s individual working 
practices. The day-to-day practicalities will vary within groups, but will never conflict with the core values and 
guidelines contained in this handbook  

• attend regular safeguarding training. This may mean attending a course run by the Safeguarding Trustee and/or 
periodic training from the CLC Children’s/Youth Worker. Volunteers should inform Group Leaders if training in 
safeguarding has been received within other organisations and training can be tailored accordingly 

• treat children and vulnerable adults with the respect and dignity appropriate to their age; being mindful of language 
used, tone of voice, body language and non-verbal signals 

• control and discipline children according to our Behaviour Policy (see relevant section 4.3) and without using 
physical punishment  

• report any concerns to a Group Leader on team, or to the leadership team, if necessary 
  
Outside Organisations 
 
Any club, society, organisation or individual undertaking activities on City Life Church’s behalf involving children aged 
under 18 and vulnerable adults will be required to either adopt CLC’s Safeguarding Policy or show proof that they have 
their own robust policies. 
 
Any club, society, organisation or individual undertaking any activity that has been sanctioned by CLC which involves 
children aged under 18 on CLC’s land or in its premises will be required to adopt CLC’s signing in and signing out 
procedures. 
 
Any club, society, organisation or individual working with children and vulnerable adults who refuse to adopt CLC’s 
policies, signing in and signing out procedures or adopt their own policies and procedures will not be permitted to use 
CLC’s facilities. 
 
Any club, society, organisation or individual working with children and vulnerable adults will be subject to random spot 
checks periodically by CLC’s employees/volunteers to ensure policies and procedures are in place and being 
implemented.  
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4. Safer Recruitment Policy 
 
As part of our safeguarding approach, CLC has implemented a Safer Recruitment Policy. This section specifically 
defines the key roles and responsibilities for volunteers.  
 
Volunteer Handbooks are available for CLEAR, and City Life Church. 
 
Process Overview 
 

1. Produce role description & person specification for Group Leader and volunteer roles. 
2. Receive and review completed application form. 
3. Conduct interview (with senior leader if applicable). 
4. Instigate checks (e.g. DBS, References) via Safeguarding Administrator. 
5. Go through volunteer agreement. 
6. Start role (subject to completed checks). 

 
Roles & Responsibilities 
 
Group Leader (GL) 

• be familiar with and apply the current CLC Safeguarding Policy when recruiting new volunteers 
• draw up a role description and person specification (based on the template) for their role and the volunteer 

roles in their group 
• obtain from the potential volunteer a completed volunteer application form with two suggested referees (at 

least one from outside CLC), and if working with children or young people, a photo, and pass to Safeguarding 
Administrator for processing 

• carry out an initial interview with the potential volunteer explaining the volunteer role description and person 
specification to them.  

• ensure that interviews for roles with children and young people also have a Senior Leader or the Safeguarding 
Trustee present   
 

The Safeguarding Administrator will take up references and arrange DBS checks where necessary.  
They will arrange photo ID lanyards for relevant roles. 

 

• encourage Volunteers to bring in required ID as soon as possible 
• ensure that anyone volunteering to work with children, young people or vulnerable adults (higher risk roles) 

has all checks in place before using them in the group 
• ensure that for ‘non high risk’ groups, any new volunteer starts only after an interview, completed volunteer 

application forms and two references are in place.  
• when all necessary checks are in place and before beginning the volunteering role all GLs must confirm the 

role with the volunteer and go through the Volunteer Agreement with them. 
• review with the volunteer the volunteer agreement and hand it to the Safeguarding Administrator for filing 
• if any queries with the recruitment of an individual refer it to the Group Manager 
• review status of recruitment process 

 
 
Group Manager 

• provide support and guidance to the Group Leaders as required to complete the recruitment process in an 
appropriate time period 

• review and approve Role Descriptions and Person Specs 
• determine checks required for new roles, agreeing this with the Safeguarding Trustee and Administrator 
• review status of recruitment process 
• ensure that no individual starts in a role until all relevant checks are satisfactorily completed 
• recommend to Safeguarding Trustee checks required for any new roles (see matrix in Appendix C for current 

roles) 
• ensure Risk Assessment is in place 
• ensure training is up to date for all volunteers 
• ensure DBS referral is completed for any individuals which have not been accepted as a volunteer 
• if any queries with recruitment of an individual then refer it to the Group Senior Leader. 

 
 
Safeguarding Administrators 

• process application forms for staff and volunteers  
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• take up references for all roles (apart from lite roles where references may not be required) and initiate DBS 
checks where appropriate 

• check returned references and flag to relevant GL if any queries  
• request volunteers to register with the update service within two weeks of obtaining their checks 
• update the spreadsheet for volunteers and staff and make available to Safeguarding Trustee and Church 

Leader responsible for Safeguarding on a monthly basis (and available at anytime in Dropbox) 
• liaise with Group Leaders to chase up outstanding checks on their volunteers 
• produce photo lanyards for all high risk roles 
• receive updates re safeguarding procedures (from Pioneer, CCPAS & DBS) and inform Safeguarding Trustee 

and update CL policy where necessary (on direction from Safeguarding Sub Group) and update Members 
Annual Safeguarding leaflet 

• ensure all confidential information is kept locked securely away (in a locked cabinet in a locked room or 
password protected secure location) 

• coordinate at least three annual safeguarding training sessions (one at City Life) for CL volunteers and make 
dates available to Group Leaders and volunteers (Training for Amber volunteers & staff is organised by 
Amber Project Manager)  

• notify Group Leaders if new volunteers have not been trained within the first six months of being in role  
• maintain a register of the training status of all CL staff and volunteers and notify Group Leaders that an 

individual requires renewed training, advising of the next training date  
• attend CLC Safeguarding Subgroup meetings and carry out necessary actions from these 
• meet with Safeguarding Line Manager following Safeguarding Sub Group meeting to go through actions and 

updates  
• attend safeguarding training sessions as required. 
• filing and retention of documents as specified in the policy 

 
Nominated Senior Leader for Group (maybe Church Leader, Trustee or Project Leader) 

• undertake interviews of all roles working with children  
• make final decision on recruitment, involving Safeguarding Trustee as required 
• review and approve checks required for new or amended roles. 

 
Safeguarding Sub Group 

• review and refine policies, document templates annually or as required. 
 

Safeguarding Trustee and Church Leader responsible for Safeguarding 
• review regularly recruitment and training status reports issued by Safeguarding Administrators 
• review and approve checks for new / amended roles. 

 
Guidelines for determining the application form and checks required for roles 
The matrix in Appendix C provides guidance for the current roles and the recommended checks to be performed.  This 
is the minimum and further checks can be added as appropriate, however none should be removed without the 
agreement of the Safeguarding Trustee and Church Leader responsible for Safeguarding. 
 
It is mandatory that all roles require an interview with the Group Leader, and that referees’ details are available on the 
application form.  
 
The following factors are to be considered when determining the checks required: 

• is the role working regularly with children, young people, or vulnerable adults? 
• is the role supervised? 
• is the role performed in public and open spaces? 

 
The Safeguarding Sub Group can choose to make the take up of references optional for certain roles, e.g. hospitality. 
 
CLC recognises that volunteers will perform a variety of roles and have developed two forms.  
 
Volunteers 
Application 
Form Type 

When to Use Checks  Examples 

Lite Volunteer not working unsupervised 
with children or vulnerable adults 

Reference 
Optional 

Hospitality, Amber, Worship 
band 

Standard Volunteer is potentially responsible for 
vulnerable team members, may come 
into contact with VA or Children or is 
directly involved in Children’s  
activities 

Reference 
Mandatory, 
DBS Optional 
(depending on role 
– see Appendix C 

Connect Group Leaders 
Creche workers 
Youth Leaders 
Shine team leads 
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If an individual has been part of CLC for five or more years, and has been involved in volunteering for CLC, then the 
second reference for any individual can be the Church Leader. Their first reference must be from someone outside the 
church. 
 
Guidelines for Obtaining References and DBS Checks 
 
References can be obtained via email, providing the reply email address matches the email that it was sent to. 
Alternatively references by post will be obtained. (CLEAR has selected to use post for all UK based references). 
 
Where a volunteer has subscribed to the DBS update service, a DBS is transferrable providing it satisfies the 
requirements for the volunteer role i.e. it covers children and/or vulnerable adults. For overseas trips then providing 
it matches the role requirement, a DBS certificate less than 3 years old will be acceptable even if the volunteer has 
not subscribed to the update service. Copy should be made with the volunteer’s agreement and placed on file.   
 
If a volunteer does not have at least 1 reference on file from a non-CLC individual, then another should be 
requested. If a volunteer moves role, then it may be appropriate to take up references again. 
 
Guidelines for the Volunteer Interview 
 
Interviews with volunteers should be informal and relational but must cover some key elements: 

• review the role to make sure the volunteer understands what is expected 
• explore how they meet the essentials of the person spec, specifically focus on any gaps 
• review their application form, explore any gaps in employment history, why they may have left their former 

church (especially if recent and local) 
• walk through the self-declaration to confirm no misunderstandings in how they have completed it  
• clarify why they have proposed the referees they have provided 
• let the volunteer know the outcome (verbally) and, of course, thank them for their support. If any queries / 

or if you consider they may not be suitable then speak to the Group Manager in the first instance before 
communicating to the person. After making contact with the Group Manager, please note your queries and 
send them to Safeguarding Administrator and the Group Manager 

• inform the Safeguarding Administrator of the outcome 
• advise volunteer of next stage (i.e. completion of checks) 

 
Final stage before the volunteer starts: 
 

• go through the Volunteer Agreement 
• walk through the key responsibilities of the role and any specific ways of working / detailed procedures 
• make available to the volunteer, relevant City Life Policies e.g. Risk Assessment for events, safeguarding and 

confidentiality policies 
 

At the end of the interview provide the volunteer with a copy of the Volunteer Agreement, which confirms when it was 
completed.  Retain a copy and pass to the Safeguarding Administrator. 
 
Starting to Volunteer: 
 
Individuals volunteering to work with children or vulnerable adults must have all checks in place before they can join 
the group.  
 
For ‘non high risk’ groups, any new volunteer can start only after an interview and when a completed Volunteer 
Application Form and two references are in place (where applicable).  
 
Volunteers who are subscribed to the DBS Update Service should supply their details to their Youth /Children’s 
Worker/VA Worker so that the Safeguarding Administrator can login to the DBS website and look at their record 
online. This will only be done with the volunteer’s permission. This will enable us to confirm if they have been DBS 
checked for child or adult or both people groups. 
 
Volunteers under the age of 18: 
 
If a Volunteer is under the age of 18, then the recruitment process is essentially the same with the following 
revisions: 

• parental/carer consent will be required on the application form 
• the specific Young Persons volunteer agreement must be used for people under the age of 18 (contact 

Safeguarding Administrator for copy) 
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• if the role requires work with children then the volunteer must operate within a supervised environment at all 
times 

• under the age of 11  (year 7 in terms of schools) the form is not required 
 
DBS checks only apply to individuals aged 16 and above. They are not currently available for anyone younger. 
 
Guidelines for Photo IDs 
 
For all roles working with children, it is mandatory that photo ID is worn (or immediately available on request / if 
needed). The ID will include CLC logo, full name, date of DBS renewal.  CLEAR has determined that all roles require 
photo ID to be worn, including as a minimum, project logo, name, role title. Photos must enable clear identification of 
the wearer.  
 
 
Review of volunteer 
 
6 months following a volunteer’s start date, the Group Leader should meet with the volunteer to review the role. A 
review should take place annually for all volunteers.  
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5. General Guidelines & Policies 

General Guidelines 

Adult to child ratios must be followed. However you need to decide if the activity, or risk assessment of a particular 
group may need extra help, for example, if there are challenging children in the group or perhaps those that need one-
to-one due to disabilities. If there is a time when there are not enough workers on team, report this concern 
immediately to the Team Leader for that event, Group Leader, group manager, the leadership team. They must find 
someone who can come onto the team and assist otherwise children will need to be returned to parents/carers. In the 
case of youth groups, parents may need to be called to come and collect their young people if ratios are insufficient to 
keep the group operating safely. The ratios are as follows, for: 
 
• children aged less than 2 years – 1 adult: 3 children 
• children aged 2-3 years – 1 adult: 4 children 
• children aged 4-8 years – 1 adult: 6 children 
• children aged 9-12 years – 1 adult: 8 children 
• young people aged 13-18 years we advise a ratio of 1 adult: 10 young people 
 
In cases where a young child has soiled their underclothes, or nappy, and needs to be washed, ideally their parent/carer 
will tend to them.  If for some reason they are unavailable, two adults on the team must deal with this. 
 
Ensure no worker or volunteer is left alone with a child or young person in a way that could be misconstrued by others, 
or put them in danger of receiving an accusation. Youth work sometimes involves one-to-one mentoring of young 
people and guidelines for this can be found in section 4.8. 
 
All workers should ensure that they do not: 
• engage in rough physical games, or other activity, which could be seen (rightly or wrongly) as sexually provocative 
• make sexually suggestive comments to a child or vulnerable adult, or remarks about their ethnic, religious or sexual 

identity, even ‘in fun’ 
• use inappropriate or intrusive touching in any form. Children and vulnerable adults may, or may not, be comfortable 

with physical contact.  Leaders should allow children and vulnerable adults to take the lead in matters of 
appropriate, affectionate physical contact.  Be very careful that the level and frequency of contact is not open to 
being misinterpreted 

• invite a child or vulnerable adult to their home alone; invite a group without another person being in the house.  
Make sure that parents/carers are informed of their child’s whereabouts. 

Promoting equality in our work with children and vulnerable adults 

City Life Church is committed to providing equality of opportunity for our children and vulnerable adults and their 
families. 
 
All children and vulnerable adults, whatever their sex, disability, racial or ethnic background, religious beliefs or sexual 
orientation, have a right to be in a safe and caring environment when participating in any activities run by CLC and to 
equal protection from any form of exploitation or abuse. 
 
The welfare of any child or vulnerable adult involved in any of our activities is of paramount importance and we are 
committed to seeing that they are valued, listened to and respected. Children and vulnerable adults are actively 
encouraged to take part in all activities and to partner with us in the shaping of their programmes. We are committed to 
eliminating unfair or unlawful discrimination wherever we see it in our procedures or practices. Children and 
vulnerable adults will be actively encouraged to report anything they view as discriminatory. 
 
Full details of the Charity’s approach to Equality & Diversity is available in the E05 Equality, Fairness and Dignity at 
Work Policy.   

Behaviour Policy 

We aim to provide an environment where children grow to love and honour God, themselves and others, as well as 
learning to respect their environment; therefore, we expect considerate and good standards of behaviour. 

Leaders and Volunteers will: 

• provide a positive model of behaviour by treating children, parents and one another with friendliness, care and 
courtesy 

• use positive strategies for handling any conflict, helping children find solutions in ways which are appropriate for 
their ages and stages of development, for example, we will focus on praise and reward wherever possible 
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• work together with the children's parents/carers.  Parents will be informed about their child's behaviour, both 
positive and negative aspects 

Leaders and Volunteers will never:  

• send children out of the room by themselves 
• use any physical punishment, such as smacking or shaking, or threaten the children with physical punishment 
• use techniques intended to expose or humiliate children  
• raise our voices in a threatening way, or shout, in response to a child's behaviour 

 
Employees and volunteers will only use physical restraint such as holding, to prevent physical injury to children or 
adults, and/or serious damage to property.  Should such an event occur, details of the incident, actions taken and by 
whom, and the names of witnesses, should be recorded in the Care Diary and brought to the attention of group/Team 
leader.  The parent/carer will be informed on the same day.  
 
Individual Groups have a variety of ways in which they encourage good behaviour, as appropriate to their group ages. 
Children’s/Youth Workers will inform volunteers about their particular systems of managing behaviour. 

Anti-bullying Policy 

Bullying is defined by the ‘Office of Children and Young People’s Services’ in their Anti-bullying Strategy, as a 
‘persistent, deliberate attempt to hurt or humiliate someone. ‘ 
One-off incidents, which may be very serious and which must be dealt with, do not fall within the definition of ‘bullying’.  
 
Bullying of various types has three things in common, it:  
• is deliberately hurtful behaviour 
• is repeated over time  
• involves an imbalance of power, which makes it hard for those being bullied to defend themselves. 

 
Bullying can take various forms, including: 
• physical e.g. kicking, hitting, pushing, intimidating behaviour or interference with personal property  
• verbal/psychological e.g. threats, taunts, shunning/ostracism, name-calling/verbal abuse or spreading of rumours  
• racial e.g. physical, verbal, written, on-line or text abuse, or ridicule based on differences of race, colour, ethnicity, 

nationality, culture or language  
• faith-based e.g. negative stereotyping, name-calling or ridiculing based on religion  
• sexist e.g. use of sexist language or negative stereotyping based on gender  
• sexual e.g. unwanted/inappropriate physical contact or sexual innuendo  
• homophobic e.g. name-calling, innuendo or negative stereotyping based on sexual orientation or use of homophobic 

language  
• special educational needs/disability e.g. name-calling, innuendo, negative stereotyping or excluding from activity 

based on disability or learning difficulties  
• gifted/talented e.g. name-calling, innuendo, ostracism or negative peer pressure based on high levels of ability or 

effort  
• cyber e.g. abuse on-line or via text messages, interfering with electronic files, setting up or promoting inappropriate 

websites and inappropriate sharing of images from webcams/mobile phones  
 
All children, volunteers, employees, parents and carers should be aware of CLC’s Anti-bullying Policy, and what to do 
should bullying arise.  
 
Children and parents/carers should be assured that they will be supported when bullying is reported.   

Prevention - Strategies that help prevent bullying:  

• a set of group rules issued to the group at the beginning of each new intake, which give a clear message that bullying 
will never be tolerated 

• discussions about bullying and why talking about it matters 
• help offered to address the attitudes of the bully leading to them agreeing to and signing a behaviour contract. 
• the safety of the children remains of paramount importance in this process. 
 
Leaders and Volunteers will: 
• report any concerns regarding bullying to the Group Leaders 
• ensure that details are carefully checked before action is taken  
• record all the facts around any incidents in the Care Diary and keep these on record in case of necessary further 

action. 



 
14 CLC Safeguarding Policy – 5h Edition March 2018 
 

Procedure in dealing with an incident involving bullying: 

• the Group Leader involved issues a warning to the child concerned  
• wherever possible, an apology should be given by the child who has bullied another  
• if an apology and acknowledgement of wrong has been given, try to bring reconciliation between the parties 
• after the incident has been investigated and dealt with, the situation should be monitored by the team to ensure 

repeated bullying does not take place   
• after the incident/incidents have been investigated parents/carers should be informed of actions taken   
• all incidents, actions taken and follow up should be recorded in the Care Diary. 

Social Media Policy 

The charity’s full Social Media policy is E12. Contained here is a summary only. This policy gives guidance to people who 
are in contact with children/young people using social networking sites, such as Facebook, and other electronic 
communication, emails, and the use of mobile devices. Communication over the internet by these sites, through apps, or 
other web-based means such as games consoles or instant messaging services are increasingly being used by young 
people and children.  They are key places of interaction and provide a useful means of communication. 

We recognise that there will be benefits associated with the team of youth leaders and church employees using social 
networking to support and communicate with young people and others. There are, however, some safeguarding issues 
and other risks involved, e.g. such websites can be used for grooming, sharing of inappropriate images or bullying. We 
have guidelines to promote safe and appropriate interactions with young people and vulnerable adults. 

Policy and principles: 

The use of social networking sites or other web-based forms of communication with young people and vulnerable 
adults fall within the remit of our Safeguarding Policy (HO2).  City Life employees and approved youth and children’s 
workers are asked to set a godly example in the way in which they communicate, including in relation to social 
networking. They should challenge inappropriate communication in relation to those seeking to follow Christ.  
 
If on Social Networking sites, an employee or volunteer is friends with someone aged under 18, then they should 
ensure all communication that is visible (e.g. on their wall) is appropriate.  
 
Youth workers should seek to ensure that their personal profiles on any social networking sites are set to the highest 
form of security and privacy settings to avoid young people and vulnerable adults accessing personal information or 
seeing any pictures of a personal nature. 
 
An account or profile set up specifically on behalf of a project/group rather than an individual personal account (e.g. 
City Life Youth Worker or Volunteer Group Coordinator) should be used to friend individuals (including youth and 
other workers) and communicate with them.   
 
For Facebook this account should then be used to invite them into a closed group to enable safe, open communication 
(e.g. City Life Youth Group or City Life Volunteering Group). 
 
Good communication practice we encourage with young people: 
 

• Encourage young people about something they’ve done 

• Make appropriate comments on their wall, not in their private inbox 
• Sharing a word, thought, encouragement, advice or scripture on their wall or their status 

• Open pastoral contact, showing concern or following up with an individual 

• Challenging any inappropriate postings by others 
 
Areas that require care: 

• Ensuring groups joined are appropriate 

• Appropriate status updates and comments 

• Inappropriate posts by friends to you that are then visible to young people 
 
Unacceptable use of online networking: 

• Use of offensive language including anything that constitutes bullying or harassment 

• Compromising photos of yourself or others accessible to young people  
• Posting photos of young people at organised youth events (unless parental permission has been given) 

• One on one private messages with young people (including Facebook chat)  
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Accountability: 

• If you have any concerns or are encountering challenges or difficulties in any of the areas of this policy, please 
let your line manager know as soon as possible so that they can provide support. 

• Inappropriate use of social networking sites will not be acceptable, not exclusively but particularly when 
visible to young people and vulnerable adults.  

Transport and lifts 

           The Church Leadership team should be informed if transportation is needed for a trip, and permission gained from all 
parents/carers. A reputable firm must be used and supervision during transportation should be adequate for the 
numbers and ages of children present. Seatbelts must be worn throughout.  

 
Regarding the giving of lifts to children in privately owned vehicles, we generally advise against it since difficulties could 
arise. Advice should be gained from the leadership team, and no child be transported on their own.  

 
If, however, a child is left in a vulnerable situation and with no transport home, the risk to them of leaving them to walk 
home unaccompanied may be greater than the risk involved in providing them with a lift. Wisdom in this should be used 
and advice sought wherever possible.  

 
If a worker should find themselves alone in a vehicle with a child, they should ask them to sit in the rear of the car and 
use a mobile phone to call their parent/carer so they can be on the phone for the entire journey. If their parent/carer is 
not available on the phone, a team member, spouse or Church Leader should be called. Failing this, allow the child to call 
a friend and chat to them during the journey home.  
 
Some children build close attachments to their workers, and if this poses a concern, extra safeguards should be put in 
place e.g. note the time of leaving, miles covered and the time of arrival at the destination point. A report of the journey, 
noting any concerns/conversations that occurred, should be written and available should it be needed in the future e.g. 
where a misunderstanding has arisen or an accusation has been made. 
 
If child seats are required, then these should be obtain from a child’s parent/carer. If it is in an emergency and none are 
available then a local licence taxi company should be used.  

Meeting one-to-one with young people 

Youth workers often have one-to-one meetings with young people for sharing, supporting and mentoring purposes. 
They should inform those they are accountable to including the young person’s parent/carer, wherever possible. These 
sessions can be done safely by following these guidelines: 
• ensure that meetings aren’t more frequent with one young person over another, unless there is a short-term 

presenting need due to difficulties they are facing. This could otherwise be viewed as favoritism or be 
misinterpreted as showing undue interest in them 

• encourage openness with parent/carers wherever possible, otherwise undisclosed regular meetings may result in 
more problems being created than solved. Meeting content doesn’t need to be disclosed, but most parent/carers 
will appreciate being informed and will be supportive 

• record the appointment on a calendar, noting the time and location, and make someone else aware of it happening 
• ensure an appropriate public meeting place is chosen, i.e. meeting alone in a cinema would not be wise. An open, 

busy café is a better choice. 
• record one-to-one meetings in a specific notebook - entries should include a few bullet points covering the main 

discussion points 
• any distress or unusual, out-of-character, behaviour shown by the young person must be noted and reported to the 

Group Leader as soon as possible 
• should any abuse (physical, sexual or emotional) be disclosed by a young person, during a one-to-one meeting, it 

must be reported (this is a legal requirement).  See Section 5 concerning this issue. 

Detached Youthwork 

Detached youthwork involves connecting with young people on the streets, many not known well. Doing this safely is 
very important. These guidelines should be applied: 

• workers should go out in pairs and be aware that they, and the young people, can be vulnerable while working 
on the street 

• never knowingly participate in the taking of any drug, including alcohol, with any young person. Young people 
should be encouraged to be smoke and drug free wherever possible  

• always try to provide a safe environment for them e.g. accept no verbal, or physical, bullying 
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Children From the Streets 

Children may wander in from outside and want to join in with church activities (e.g. Children’s Club, Sunday school and 
outreach events), without their parent’s knowledge. CCPAS recommends the following: 

1. On arrival, welcome the child/ren and try to establish their name, age, address and telephone number. Record 
their visit in a register. 

2. Try to establish if a parent/carer knows where they are, and the time they are expected home. If this is before 
the session ends encourage them to return home and ask their parent/carer for permission to return the 
following week. 

3. Link the child with ‘a buddy’ who can introduce them to the group and show them the ropes. 
4. On leaving, give the child a leaflet about the group with contact phone numbers and a standard letter inviting 

the parent/carer to make contact if they wish. This will include details of any ‘Home Visits’ that will be made 
during the week to the child’s home (for children’s clubs). See Appendix F 

5. Without interrogating the child you will need to find out ASAP if they have any special needs, (e.g. medication), 
so an appropriate response can be made in case of an emergency. 

Photographing – general guidelines 

There is often confusion over whether or not permission is needed for taking photographs of children. Common sense 
should prevail, as the main aim is to protect children from being able to be traced and the information used for 
grooming purposes.  
 
Photographs taken purely for personal use are exempt from the Data Protection Act (introduced in 1998).  In the very 
few cases where the DPA would apply, permission sought by the photographer will usually be enough to ensure 
compliance.   
  
Since the DPA churches must be very careful if they use photographs, videos and web cams of clearly identifiable 
people, there are several issues to be aware of and the following guidelines apply: 

• permission (verbal or written) must be obtained of all the people (children & adults) who will appear in the 
photo, video or web cam image before the photograph is taken, or the footage is recorded (our registration 
forms for children/young people have a section requesting permission to take photos/footage during their 
age specific meetings with us) 

• clear information must be given as to why the photo is being taken, what it will be used for, and who might see 
the photos. We advise contacting parent/carers to discuss these points before using any photos 

• where photos or recordings of children’s/youth groups are made and individual children cannot be easily 
identified, permission must still be gained from parent/carers as to whether or not they want the image to be 
used. It is best to keep parent/carers informed of photos/videos that may be made public before they are 
used, asking if they have any objection to their child appearing in them 

• if images are being taken at an event attended by large crowds, such as a sports event, this is regarded as a 
public area and permission from a crowd is not necessary 

• children and young people under 18 years of age should not be identified by surname or other personal 
details, including e-mail or postal addresses, telephone or fax numbers 

• when using photographs of children and young people it is preferable to use group pictures 
• written and specific consent from parent/carers must be obtained before using photographs on a  website 

Photographing/filming of meetings or events 

Meetings should be places where all can come to worship and fellowship in safety. Some members of our congregations 
are fleeing domestic violence or abuse and their identity needs to remain confidential. Taking their photograph could 
jeopardise their safety. 
 
At events where someone has been asked to take photos or to film parts of the meeting/event, we should inform the 
public of this.  The information can be given as a verbal notice at the start, and reminders can be projected onto the 
screen at various intervals. 
 
No other person in the gathering should be taking photos or footage of people unless they have been given permission 
by the church to do so. Our policy is to approach anyone taking photos and ask them why they are doing so and 
whether or not they have sought permission, and if so,  from whom. 
 
On occasions where crowd shots are being taken for specific use, sections of seating that will not be photographed or 
filmed must be identified as ‘being out of shot’ and the people be informed of this. 
 
Guidence on Photogrpahy at Open to the public Children and Young People events 
The following guidelines should be visible / on display at events which are public events: 
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We recognise that parents/carers like to take photographs of their children in a variety of settings to keep 
as memories.  
  
Our policy is that photograph taking is allowed as long as the photograph being taken is of the parents/carers children 
or consenting friends only. 
  
If any visitor objects to someone taking photographs then we will ask the photographer to stop immediately and may 
ask for any photos taken to be deleted. 
  
The taking of video pictures cannot guarantee that other children are excluded from shot and therefore we ask that if 
you take a video, you make every effort to ensure that it limits the inclusion of other children, and that you do not post 
the video to the internet.  
  
At times, photos of children will be taken by a City Life photographer to promote a particular event/activity. The activity 
lead will inform parents/carers if this is the case to enable them to move their children to another area if they wish to do 
so.  
 
Thank you for your cooperation in applying this policy. 

Responsibilities towards colleagues 

If another member of staff is seen to be acting in inappropriate ways which are open to being misconstrued, concerns 
must be shared with a Team Leader.  Team Leaders should encourage an atmosphere of mutual support and care which 
allows all workers to feel comfortable to discuss attitudes or behaviour which they think may be inappropriate.  For 
example, a fellow worker may seem to give more time and attention to one specific child, or group of children. This can 
cause other children to feel left-out and under-valued.  
 
If it continued over several weeks it could give an impression that something more sinister may be happening, such as 
‘grooming’. Before these things become a concern,  supportive advice through open discussions should be facilitated. If 
the potential problem persists, concerns must be shared with a Church Leader or Safeguarding Trustee.  

Whistle-blowing Policy  

The Charity’s Whistle blowing Policy is E33. Contained here is a summary. Whistle-blowing is the formal procedure for 
reporting more serious concerns. We all have an individual responsibility to report any improper actions by a member 
of staff or volunteer to the Group Leader. This includes suspicions of abuse or acts of discrimination. This is particularly 
important where the welfare of children may be at risk. Any concerns about the group leader should be reported 
directly to the Safeguarding Trustee or Church Leader.  
 
All suspicions and accusations will be taken seriously; they will be investigated and, if necessary, acted upon, and no 
repercussions need be feared.  

Raising a concern 

It can be very difficult for people to raise a concern, particularly in small, local organisations. It can be particularly hard if 
it concerns a safeguarding issue about people in positions of authority, such as Church Leaders. Generally speaking, it 
feels easier to walk away. However, we need to know if there is a problem in our organisation and we will actively 
promote our Complaints Procedure. We will try to ensure that, as far as possible, there is some level of independent 
oversight.  
 
Staff or volunteers, working with children, are often the first to pick up on a potential problem.  Children who have 
stopped coming to an activity should be followed up and asked their reasons for no longer attending. It could be for 
simple reasons of change, but it may be that a problem lies under the surface that they have felt unable to voice. 
 
Those responsible for the Complaints Procedure should know when to refer the complaint to the statutory authorities 
for investigation. For example, any reports or suspicions that a volunteer or member of staff may have abused a child 
must be referred to Social Services and to the Police. A complaint that one child may have abused another also needs to 
be referred to Social Services and the Police for a full investigation. 
  

Outline of Complaints Procedure for Safeguarding 

The Charity’s Complaints Policy is E32. This section deals specifically with complaints in related to safeguarding.  
 
The persons responsible for complaints are:  
All Church Activities including Amber -  Church Leader (Pastoral): Bev Webb 
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CLEAR - the Project Leader. Mike Brown 
 These can be contacted through the Church Office on 023 8023 4000, or written to at City Life Church, 286 Burgess 
Road, Southampton, SO16 3BE.  
In the event of the complaint being against a Church Leader or project leader complaints should be made to the 
Safeguarding Trustee with responsibility for Safeguarding.  
Trustee Responsible for Safeguarding  - Rossie Rowland 
The Trustee  can be contacted through the Church Office on 023 8023 4000, or written to at City Life Church, 286 
Burgess Road, Southampton, SO16 3BE.  
If the complaint is about the Trustee responsible for Safeguarding then the complaint should be made to the Church 
Leader Pastoral). 
Other contact details are advertised through the City Life Safeguarding Leaflet.  
 
If a serious complaint is made: 
If the complaint against any member of staff, or volunteer, or member of the Leadership Team, leads to any suspicion 
that a criminal offence may have been committed against a child the complaint will be referred to the Local Authority 
Designated Officer (LADO) BEFORE any further investigation is carried out. If necessary, the LADO will refer to the 
Police and refer the case to Children’s Services. We will inform the person who made the complaint, of actions taken 
and procedures in place.  
Each case will be treated individually and we will work with all parties to offer pastoral support as appropriate and 
helpful.  
 
Pending the outcome of the investigations, it may be appropriate to suspend either the volunteer or employee, which 
has been accused.  Please refer to relevant Policy E29 Disciplinary procedure.  
 
If, during the course of an investigation relating to safeguarding, an employee/volunteer tenders his or her resignation, 
or ceases to provide their services, City Life is not prevented from following up an allegation in accordance with these 
procedures.  Any incident should still be reported to the Disclosure and Barring Service if deemed appropriate, despite 
the person resigning.  
 
Every effort will be made to reach a conclusion, including in cases where the person concerned refuses to co-operate 
with the process.  
 
If a complaint leads to a suspicion of abuse of a child that does not seem to be a criminal offence it will be referred to the 
LADO and they will refer the case to the Children’s Services or Police if necessary.  
 
Once the complaint has been investigated and depending on its seriousness, the church leader (pastoral) will meet with 
the complainant to tell them the outcome.  However, City Life Church will always follow the advice of the LADO, Police 
and Children’s Services in these situations. 
 
If the complainant remains unhappy with the outcome and actions taken over their complaint, they can put their 
complaint to the Trustees who will take the complaints process further. 

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

 
General Points: 

• accept what the child/young person/vulnerable adult says (however unlikely the story may sound) 
• remain calm 
• look directly at the child/young person  
• be aware that the child/young person may have been threatened 
• listen to the child but DO NOT directly question them 
• be aware of body language; don’t appear shocked, or move away  
• keep listening, stay calm, and don’t appear shocked or horrified 
• show acceptance and belief of the child/young person 
• reassure the child/young person that you will help 
• do not offer confidentiality 
• do not ask leading questions like ‘Did he do X Y?’ 
• try to reflect back what has been said in order to confirm their account 
 

Do not say: 
• Why didn't you tell anyone before? 
• I can't believe it! 
• Are you sure this is true? 
• Why?  How?  When?  Who?  Where? 
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• Never make statements such as, ‘I am shocked’ ‘don't tell anyone else’ or ‘do you realise you could get (name of 
alleged perpetrator) into a lot of trouble about this.’  

 
In Conclusion: 

• reassure the child/young person/vulnerable adult that they were right to share 
• let the child/young person/vulnerable adult know what will happen next  
• refer the case to the Group Leader immediately. If they cannot be contacted, refer to the Safeguarding 

Trustee or to a Church Leader   
• all suspicions, observations and investigations should be kept confidential and shared only with those who 

need to know 
• make notes ASAP (preferably within an hour of the interview), writing down exactly what the child/young 

person said, when they said it and what was happening immediately beforehand (e.g. description of the 
activity).  Use the same words that they used and do not change what they may have called particular body 
parts, replacing them with medical/biological terms; stay as true to the original conversation as possible 

• record dates and times of these events and when you made the record 
• give the record to the Group Leader or Safeguarding Trustee and they will contact the relevant people 

 
DO NOT inform the parents/carers of the disclosure when they come to collect their child 

 
Although this may be very difficult, especially if the family is known, they must not be told for the following reasons:  
• trained personnel will be better placed to inform the family of what has happened. This is devastating news for a 

family to receive. As a parent they may be so distressed by the news that it compromises their driving, or they 
could go to the accused and take matters into their own hands and find themselves on the wrong side of the law, 
rather than the abuser 

• the case could be compromised, should it go to court; cases have been compromised by parents/carers going 
back to their home, destroying evidence, and silencing their child/ren 

• the child may have been too scared to give the real name of the abuser and may have used a different name to 
protect their identity. Children who are being abused are often blackmailed and threatened with harm (to 
themselves and/or those they love) if they tell anyone the identity of their abuser 
 

   Remember:    
• do not panic, do not delay, and do not start to investigate 
• over reaction can be extremely harmful to the child/ young person/vulerable adult, the accused, the Group, the 

authorities, and you 
• In most cases a small piece of information will be shared and it is for those with more training and experience, to 

evaluate this information  
• contacting the Group Leader, or the Safeguarding Trustee is the necessary priority  
• do not attempt to manage the situation alone 
• following correct procedure is in the child's best interests. A record should be made ASAP, giving accurate 

details of what the child said, when and to whom 
• if workers are concerned that the Safeguarding Trustee is involved in any of the allegations, they should 

approach a Church Leader 
• local Social Services or the Police should only be contacted directly by a worker/volunteer if no member of the 

Safeguarding Team or Church Leader is available, and where serious or recent, physical or sexual abuse has 
been disclosed and the child/young person is thought to be in immediate danger  

 
We encourage those who have experienced a disclosure to get the pastoral support they need in order to process the 
experience. However, the real names of those involved in the case (abused and abusers) should not be disclosed in 
these support sessions. Time can also be booked in to talk with the Safeguarding Trustee if this is helpful, since they 
understand how distressing this experience can be. 
 

How the church will respond?                             

If there is real cause for concern regarding abuse (all types of abuse are considered a crime) the Safeguarding Trustee 
and/or  Church Leaders have a responsibility to take action and not keep the matter ‘inside’ the church. Police or local 
Children’s Services will be contacted and their involvement requested. 
 
As soon as the Safeguarding Trustee or Church Leader has been informed, they will collate the information to assess 
what action should be taken. 

  
In cases where there is  ‘suspicion’ of abuse the church will often take advice from their team of specialist child 
protection advisors. Local Children’s Services will be contacted to seek advice if needed. 
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Pastoral support or counselling will be offered to the parties involved. 

Supporting known offenders in the church 

Faith communities are unique in that they are one of the few places where those who have sexually offended against 
children are in the same meeting place as children. Where known offenders have received acceptance, support and 
guidance, and have agreed to abide by certain boundaries, they have been successfully integrated into the life of faith 
communities. It is easier to safeguard children and vulnerable adults when the church knows about a person’s past 
offending behaviour.  
 
Organisations are not expected to carry out a professional risk assessment on a sex offender. This is carried out by the 
Prison or Probation services or other professional agency. However, if requested, key people within the organisation 
can contribute to the discussions for management of risk. 
 
If the person does not keep within the set boundaries, the police should be contacted for advice. If the person leaves 
the organisation, the statutory agencies, such as Probation, Police Child Protection Team, or Children’s and Adult 
Social Services, should be informed. 

Risk Management Meeting 

For any individual who poses a risk to be allowed to attend activities run by City Life Church, it is vital robust measures 
are put in place to ensure children, young people and vulnerable adults are safeguarded.  
 
 It is our policy that the individual meets with two Church Leaders to review the support they need and the activities 
they wish to attend. The details of previous offending behaviour must form part of the assessment and may need to be 
obtained from Police, Probation etc. The meeting may include the Probation Officer or other agencies involved.  
 
 The outcome of this meeting will be a written contract setting out behavioural boundaries that they sign and agree to 
abide by, as well as the provision of appropriate supervision and support. These safeguards are in the interests of 
everyone - those at risk, the offender (who may be making strenuous efforts to change) and the organisation.  
 
 At all times the safety of a child, young person or vulnerable adult is of paramount importance when assessing the risk 
an individual may pose. No one has an automatic right to work with, or have access to, children, young people or 
vulnerable adults.  
 
 Once a contract or ‘Care Plan’ is in place, it is regularly reviewed to see that it is achieving the aims set out in it.  We will 
often work closely with the Police and be involved with MAPPA meetings to review progress and contribute 
information.  
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Appendix A: Types of Abuse 

Types of abuse 

Physical This may involve hitting, shaking, throwing, cutting, poisoning, burning, scalding, drowning or 
suffocating. Physical abuse is anything that causes physical harm to a child/young person’s body. 

Sexual This may involve forcing, or enticing, a child/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 sex, or non penetrative sex. This may also include non-contact activities 
such as exposing them to pornographic images, watching sexual activities, or encouraging them to 
behave inappropriately. 

Neglect Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, resulting in 
the serious impairment of the child’s health or development. Neglect may even occur during pregnancy. 
Once a child is born, neglect may involve a parent/carer failing to provide adequate food, clothing, 
shelter, protection from physical and/or emotional harm, including abandonment. It may also include 
providing inadequate medical treatment or supervision. 

Emotional This is the persistent emotional ill treatment of a child, severely affecting their emotional development.  
It may involve conveying to a child/young person that they are worthless, unloved, inadequate, or 
valued only in meeting the needs of another person. They may be frightened by threats, or taunts, or 
may be given responsibilities beyond their years. 

Spiritual This involves inappropriate use of religious belief or practice, causing a person harm spiritually, 
emotionally or physically. 

Possible Signs of Abuse 

The following behavioural signs may be indications of child abuse, but they should not be taken in isolation. Training will 
provide further information and resources to identify possible signs of abuse. Any concerns should be talked through 
with a Group Leader. 
 
Indicators of possible physical abuse: 

• injuries that are inconsistent with the explanation given for them, e.g. bruises, bites, burns, cutting, slashing, or 
signs of drug abuse 

• injuries on the body in places that are not normally exposed to falls, rough games, etc 
• injuries which have not received medical attention 
• instances where children/young people are kept away from the group inappropriately 
• reluctance to change for, or participate in, games or swimming 
• unexplained changes in a child/young person’s behaviour 
• repeated, higher than usual, frequency of minor injuries 

 
Indicators of possible sexual abuse: 

• allegations made by a child/young person concerning sexual abuse 
• excessive pre-occupation with, and detailed knowledge of, sexual matters by a child/young person  
• sexual play and sexual behaviour unfitting to their age (appearing more adult) 
• sexual activity displayed through words, play or drawings 
• unexplained rashes/marks in the genital area 
• the child/young person is sexually provocative, or seductive, with adults 
• inappropriate bed-sharing arrangements at home 
• severe sleep disturbance with fears, phobias, vivid dreams and nightmares (sometimes with overt, or veiled, 

sexual connotations) 
 

Indicators of possible emotional abuse: 
• changes, or regression, in mood and behaviour, particularly where a child/young person withdraws or becomes 

clingy.  Signs of depression/aggression 
• nervousness or frozen watchfulness 
• sudden under-achievement or lack of concentration 
• inappropriate relationships with peers and/or adults 
• attention-seeking behaviours 
• persistent tiredness 
• running away, stealing or lying 
• constant wetting or soiling  
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Indicators of possible neglect:   
• appear uncared for and unhappy 
• exposure to danger and lack of supervision 
• being withdrawn or aggressive 
• frequent absenteeism from school  
• begs or steals food, or money  
• lacks medical or dental care, immunisations, or glasses  
• is consistently dirty, with severe body odour  
• lacks appropriate clothing for the weather  
• abuses alcohol or other drugs  
• child/young person says that there is no one at home to provide care 

Spiritual Abuse 

Spiritual abuse is arguably less recognised and researched than other forms of abuse, but can be defined as: 
 

'The mistreatment of a person who is in need of help, support or greater spiritual empowerment, with the result of 
weakening, undermining or decreasing that person's spiritual empowerment.' / 'Someone using their power within a 

framework of spiritual belief, or practice, to satisfy their needs at the expense of others.’ 
 
These definitions show that spiritual abuse, like any abuse, is about the misuse of power. Spiritual abuse may be 
thought to be associated with cults. However, it has been argued that spiritually abusive practices are present in some 
mainstream religious churches and groups. The fact that people fail to acknowledge its existence makes it problematic 
for individuals who have experienced spiritual abuse first-hand, because they are unable to share their experiences 
with any degree of acceptance or understanding. For this reason, it can be extremely difficult to identify abusive 
practices.  
 
The main understanding of spiritual abuse has come from adults who felt they had to be obedient to the church in all 
areas of their life, without question, and who thought they would be ostracised if they questioned the practices of their 
church. For children and young people, extreme spiritual abuse, such as ritual abuse, has been reported. However, 
abuse can occur in children/young people when beliefs and practices are imposed upon them more strongly than they 
should – this can undermine their freedom to think and choose for themselves.   
 
Wisdom must be used when praying and prophesying for children/young people. Care should be taken in relationships 
between workers and children so that boundaries are maintained and there isn’t an overstepping of influence and 
guidance. Relationships with parent/carers should be honoured and not undermined.  
 
Those who work with under 18s have to be aware that they are role models and what they say, do, and infer to the 
children/young people can have great influence. They must ensure that the children/young people are able to respond 
to God in meetings and during activities, without any sense of pressure. If it is felt that a particular worker/leader is 
being slightly coercive, rather than lightly encouraging, procedures outlined earlier for responsibilities to fellow 
workers should be followed, or, if needed,  the Whistle-blowing Policy. 
 
See the contacts for SAFE, at the back of this booklet, for further support on the subject of spiritual abuse. 

Awareness of other forms of abuse or exploitation 

           In the process of raising awareness relating to safeguarding children, young people and vulnerable adults, we are 
conscious of growing information regarding child trafficking, forced marriage, honour based violence (HBV) and female 
genital mutilation (FGM). All these forms of abuse predominantly affect children. Domestic violence, although generally 
involving an adult abusing another adult, has a direct effect on any children that live in the home. It would be 
appropriate for all children/youth workers and volunteers to have an awareness of guidelines relating to other forms of 
abuse see Appendix D. 

Who may be an abuser? 

The people who tend to abuse children/young people are often known to them; they are either related, or known to 
them as a friendly adult, or they are in a position of trust. It is VERY RARELY A STRANGER but rather someone such as 
a parent, carer, baby-sitter, sibling, relative, or family friend.  
 
The abuser can be someone in authority, such as a teacher, youth or children’s worker or a church worker. All of these 
are positions of trust. 
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Sometimes paedophiles set out to join organisations -often churches - to gain access to children. Such people are very 
plausible and may seem outwardly to be the last person anyone would suspect of such behaviour. 

 
Abusers can be men, women or other children/young people. 
   

Even though the church may have a pastoral role in the care of the abuser and their family, as well as support for the 
person who has disclosed the abuse, it must always be remembered that the primary concern is ALWAYS the safety of 
the child/young person at risk (see page 31 - Working with Sex Offenders in the Church).  
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Appendix B: Responsibilities and Named Leaders within City Life Church 
 

Group / Team Group Leader Group Manager Senior Leader 

Celebration Hosts Dan Bev Bev 

CLEAR - Advice Admir Mike Paul 

CLEAR – Learning / Volunteers Maryam Mike Paul 

Connect Groups Nicky Bev Bev 

Crèche Vicky  Dan Bev 

Youth Paul  Paul  Paul  

Healing Prayer Nicky Nicky Bev 

Hospitality Vicky Nicky Bev 

Jump Around Mel Dan Bev 

Keyholders in Buildings Sam Dan Paul 

Shine Kids Debs Bev Bev 

Overseas teams Team Leader Bev  Bev  

Shine Dan Dan Bev 

Soup Run Uppy Rattan Nicky Bev 

Amber Nicky Nicky Bev 

Worship Vicky Nicky Bev 

Greenhouse Volunteering Lewis Paul Paul 

PA Sam  Dan Bev 

 
 
 
 
  



 
25 CLC Safeguarding Policy – 5h Edition March 2018 
 

Appendix C: Roles to Checks Matrix 
 
Church Roles 
  Requirements 

         

Role 
 

M : Mandatory 
O : Optional 
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Crèche Worker Std M M - M M M M 

Crèche Team Leader Std M M - M M M M 

Youth Leader Std M M - M M M M 

Youth Worker / Helper / Team Member Std M M - M M M M 

Amber Team Leader - Outreach Std M M M O M M M 

Amber Team Leader Std M M M O n/a M M 

Healing Prayer Volunteers (as practitioner) Std M M M O n/a M M 

Healing Prayer Volunteers (taken at start of 
training to be practitioner) 

Std M M M O n/a M M 

Any other volunteer roles including Catering / 
Hospitality / maintenance / gardening / PA) 

Lite M M M O n/a O O 

Team Leader - Hospitality Std M M M O n/a M O 

Team Leader for Overseas Trips Std* M M M O M M M 

Team Member - Overseas Trips  Std* M M M O O M M 

Missional Communities Leaders (Vulnerable 
Adults or Children, Young People) 

Std M M - M M M M 

Shine Team Leader Std M M - M M M M 

Shine Team Member Lite M M - M O M M 

Connect Group Leaders - Children Std M M - M M M M 

Connect Group Leaders Std M M M O n/a M M 

Shine Kids Team Leader Std M M M O M M M 

Shine Kids Team Member Std M M M O M M M 

Soup Run Team Leader Std M M M O M M M 

Soup Run Team Member Lite  M M  M  O  O   M M  

Family Outreach Team Leader Std M M M O M M M 

Family Outreach Team Volunteer Lite M M M O O M M 

Worship Leader Std M M M O M M M 

Worship Band Volunteer Lite M M M O n/a M M 

*Supplement 
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CLEAR Roles 

 

 
Requirements  

        

 

Role 
M : Mandatory 

O : Optional                                   
N/A: Not allowed 
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Administration Assistant M M M O N/A M - N/A 

Advice Caseworker M M M M M M - 

Regular advocacy/advice/guidance/assistance on 
asylum support and immigration issues, welfare 

benefits, housing, debt & destitution, unemployment, 
accessing education and health matters. Home visits 

to client families may be required. 
Catering 
Assistant/Coordinator M M M O N/A M - 

N/A 

ESOL Tutor M M M O N/A* M - 
*ESOL Tutor to Syrian refugees currently under 

Home Office/government contract. 

Events Assistant M M M O N/A M - N/A 

Food Distribution 
Volunteer M M M O N/A M - 

N/A 

Football Session Assistant M M M O N/A M - 
N/A 

Football Session Leader 
(Adult) M M M O N/A M - 

N/A 

Football Session Leader 
(Children) M M M O M M - 

Supervising/teaching mixed groups of adults and 
children, and supervising other volunteers in the 

same activity. 

Games Volunteer M M M O N/A M - N/A 

ICT Volunteer/Drop-In 
Assistant M M M O N/A M - 

N/A 

Interpreter M M M M N/A M - N/A 

IT Specialist M M M M N/A M - N/A 

Learning Support 
Assistant (LSA) M M M O N/A*  - 

*LSA to Syrian refugees currently under Home 
Office/government contract. 

Project/Research Assistant M M M O N/A M - N/A 

Receptionist M M M M N/A M - N/A 

Solent Credit Union 
Assistant M M M O N/A M - 

N/A 

Work Club Assistant M M M M N/A M - N/A 

 

*It is not permitted for CLEAR to run DBS checks for ESOL Tutors and LSAs as CLEAR’s learners are adults and not 
classed as ‘vulnerable’ for DBS purposes. The only exception to this would be for Syrian refugees under Home 
Office/government contract where a DBS check is required.  
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Appendix D: Safeguarding Incident Report Form 
 
 

SAFEGUARDING – INCIDENT REPORT FORM 
 
 
HIGHLY CONFIDENTIAL 
To be completed by the Nominated Person or Deputy as soon as any concern is raised. 

Name of Nominated Person dealing with case: 
Date: 
Details of person about whom concern has been raised 
Full Name  
Address  
Name of Social Worker (if 
applicable) 

 

Name & Address of GP  
Details of the alleged incident 
Date concern was raised  
Name of person reporting 
concern 

 

Name of person and/or agency 
alleged to be responsible for 
the issues of concern 

 

 
Nature of concern 
 
 

 

Date(s) that any incident(s) 
took place 

 

Was emergency help/treatment required?  Yes /No 
If yes, which emergency service 
was involved? 

 

 
Details of action taken 

Has the incident been dealt with internally?  
If yes, then complete the following 

Yes /No 

Date                                             Action Taken By whom 
 

Has the concern been referred to another agency?  Yes / No 
Agency referred to  
Date of referral  
Name of person dealing with 
referral 

 

 
Continued on next page  
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Data protection 
Has explicit consent been obtained from the 
vulnerable adult for referral?  

Yes / No 

If No, what is the reason under the Data Protection Act 1998 for making the referral without consent? (please tick the 
relevant box or boxes): 
Sharing is in the vital interests of the person or 
another person 

 

Sharing of information is for crime purposes  
Sharing is in the substantial public interest  
Other, please give reasons  

 
 
 

Previous incidents 
 
 
 
 
 
Have the records been checked for previous concerns about: 
This vulnerable adult?  Yes /No 
The agency or person alleged to have caused a 
problem?  

Yes /No 

Date(s) of previous concerns filed 
 

 

No more action required 
Signature  
Date  
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Appendix E: Other Forms of Abuse 
 
a. Child trafficking  
Child trafficking is the movement of children for the purpose of exploitation. Trafficking is a process made up of three 
distinct phases; recruitment, movement and exploitation.  The recruitment phase can involve deception, coercion, 
violence or being sold by a third party. It can also involve the child going willingly with an adult because they believe 
that they are going to a better life. If the child is moved from one place to another, and used for the benefit of another 
person, then the child is a victim of trafficking. The movement of a child can occur across international borders or within 
one country; the latter is often described as ‘internal trafficking’. This means that children who are moved around the 
UK for the purposes of exploitation can be considered victims of trafficking. It is not considered possible for a child to 
consent to its own exploitation, so any child transported for exploitative reasons is considered to be a victim of 
trafficking. 
 
In the UK children are trafficked for sexual exploitation, domestic servitude, forced labour (including restaurant and 
catering work), manual labour, drug trafficking, begging, petty theft, benefit fraud, cannabis cultivation and selling 
counterfeit goods such as DVDs. There is also evidence that children are brought to the UK for forced marriage and 
illegal adoption.  
 
The majority of children trafficked to the UK are already vulnerable because of poverty, lack of education, few job 
opportunities, or the loss of family support. This makes them a target for traffickers who recruit them by offering 
opportunities of employment and education, which gives parents and children alike,  false hope of a better future.  
 
Identifying trafficked children is difficult, but there are some indicators to be aware of. Most children who are trafficked 
and used as full-time workers are out of the education system. Those trafficked for benefit fraud have poor attendance 
at school and tend not to socialise with other children for fear of being asked questions. The majority of trafficked 
children have suffered from many, if not all, forms of abuse and where abuse indicators are combined with poor English 
and/or being looked after by ‘aunty’, trafficking may be the issue. We must act on all indicators of abuse, whether we 
suspect trafficking, or not.  
 
b. Forced marriage  
 
Arranged marriages have worked well in parts of Society for many years, where families of potential spouses take a 
leading role in arranging the marriage, but the choice to accept the arrangement, or not, remains with the prospective 
spouses.  
 
Forced marriages are where one, or both, potential spouses do not (or in the case of some vulnerable adults, cannot) 
consent to the marriage, and duress is involved. Duress can include physical, psychological, financial, sexual and 
emotional pressure.  Forced marriage is an abuse of human rights and cannot be justified on any grounds.  Forced 
marriage is not an arranged marriage, nor is it a religious practice. 

 
The Government defines it as: ‘A marriage conducted without the valid consent of both parties where duress 
(emotional pressure in addition to physical abuse) is a factor.’  
 
The Government’s Forced Marriage Unit deals with 5,000 enquiries and 300 cases of forced marriage each year (30% 
of these concern under-18s and 15% are men). 
 
The UK Government and the Welsh Assembly Government regard forced marriage as an abuse of human rights and a 
form of domestic abuse and, where it affects children and young people, child abuse. It can happen to both men and 
women, although most cases involve young women and girls aged between 13 and 30 years. There is no ‘typical’ victim 
of forced marriage.   

If a potential victim of forced marriage seeks help: 

• they should be seen immediately in a secure and private place  
• insist on seeing them on their own, even if they attend with others  
• contact the Forced Marriage Unit as soon as possible, and give the potential victim the Unit's details  
• if there is any suspicion that a child may have been harmed or be at risk of harm, refer the matter to the Children's 

Social Care Department of your Local Authority  
• if there is a suspicion that a crime has been, or may be, committed against a child, or if the potential victim has 

children under 18 years old, refer the matter to the local Police Child Protection Unit  
• handle all confidential information in a sensitive manner and store/retain it securely as required  
• where the potential victim is due to travel imminently, they should be given the details of the British Embassy or 

High Commission in the country to which they are travelling. As much information as possible should be obtained 
from them e.g. their passport details, dates of travel and destination 
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• if an adult seeks help, they should be encouraged to contact the Police who, with other agencies, can minimise the 
significant risk of harm to them, working with the potential victim in a sensitive manner 

 
If a potential victim of forced marriage seeks help, do not: 
• treat their allegations merely as a domestic issue, or an acceptable cultural issue; advise them to return to the family 

home 
• dismiss out-of-hand their need for immediate protection  
• approach their family, friends, or people with influence within their community, without their express consent as 

this will alert them to enquiries being made and could increase the risk to the potential victim  
• contact their family, either by telephone or letter, in advance of any enquiries  
• try to be a mediator. 
 
Mediation, reconciliation and family counselling in response to forced marriage, can be extremely dangerous. There 
have been cases of victims being murdered while mediation was being undertaken. Do not attempt any of these 
activities, since they may place the potential victim in further danger.  
 
Call the Forced Marriage Unit on 020 7008 0151 for further help and support.   
 
c. Honour-Based Violence (HBV)  
Definition:  Murder in the name of so-called ‘honour’ are murders where (predominantly) women are killed for actual, 
or perceived, immoral behaviour, which is deemed to have breached the honour-code of a family, or community, 
causing shame. They are sometimes called ‘honour killings’. There is, however, no honour in murder. 
 
The honour-code refers to the rules set by male relatives, for women, according to their view of what is ‘acceptable 
behaviour’. Breaking the rules is seen as destroying the good name of the family, and is deserving of punishment 
(carried out at the discretion of male relatives). Honour is an unwritten code of conduct where loyalty is considered to 
be of paramount importance and the family name is upheld within the community, with no loss of ‘face or status’. 
 
Honour-Based Violence is found in many cultures and communities, for example, Turkish, Kurdish, Afghani, South 
Asian, African, Middle Eastern, South and Eastern European communities. Where a culture is very male dominated, 
HBV may exist.  
 
Home Office figures suggest there are around 12 ‘honour’ killings each year in the UK, but the total is likely to be far 
higher. Evidence shows that where murders occur, wives are usually murdered by their husbands, and daughters by 
their fathers. HBV is often a child protection issue.  Males can also be victims of HBV, sometimes as a consequence of 
their involvement in what is deemed to be an ‘inappropriate relationship’ or if they are believed to be in support of the 
victim.  
 
Relatives, including females, may conspire, aid, abet or participate in the killing. Younger relatives may be selected to 
undertake the killing, to avoid senior family members being arrested. Sometimes contract killers are employed.  The 
perception, or rumour, of immoral behaviour may be enough to incite HBV. 
 
Evidence shows that these types of murders are often planned. They are sometimes made to look like a suicide, or an 
accident. A decision to kill may be preceded by a family council. There tends to be a degree of premeditation, family 
conspiracy and a belief that the victim deserves to die. 
 
When dealing with potential victims it is important to recognise the seriousness/immediacy of the risk.  
 
Incidents that may precede a murder include: 
• forced marriage 
• domestic violence 
• an attempt to separate or divorce 
• starting a new relationship 
• pregnancy  
• threats to kill, or denied access to, children 
• pressure to go abroad  
• house arrest and excessive restrictions 
• denied access to the telephone, internet, a passport or friends. 

 
Where a victim has fled, be aware that members of the family may make false allegations of crime against them in an 
attempt to enlist your support to track them down. This may be in the guise of missing person reports or an alleged 
theft. They may also employ bounty hunters/contract killers to trace and return the victim.  There is specific refuge 
provision available for victims of HBV and the Forced Marriage Unit are available to advise and help.  
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d. Female Genital Mutilation (FGM)  
Female Genital Mutilation comprises all procedures involving the partial or total removal of the external female 
genitalia, or any other injury to the female genital organs for non-medical reasons. 
 
FGM is sometimes known as ‘female genital cutting’ or female circumcision. Communities tend to use local names for 
referring to this practice, including ‘sunna’. 
 
FGM is considered a grave violation of the rights of girls and women. 
 
The age at which girls undergo FGM varies enormously according to the ethnic group they belong to.  The procedure 
may be carried out when the girl is newborn or during childhood, adolescence or at marriage, or during the first 
labour/childbirth. 
 
The World Health Organisation estimates that 3 million girls undergo some form of the procedure every year. It is 
practised in 28 countries in Africa and some in the Middle East and Asia. FGM is also found in the UK amongst 
members of migrant communities. It is estimated that up to 24,000 girls in the UK, under the age of 15 are at risk of 
FGM. UK communities that are most at risk of FGM include Kenyans, Somalis, Sudanese, Sierra Leoneans, Egyptians, 
Nigerians and Eritreans. Non African communities that practise FGM include Yemeni, Kurdish, Indonesian and 
Pakistani. 
 
Signs that a girl may be at risk of FGM : 
 
Suspicions that a child is being prepared for FGM abroad may arise in a number of ways.  These include knowing that 
the family belongs to a community in which FGM is practised and is making preparations for the child to take a holiday, 
arranging vaccinations or planning absence from school. The child may also talk about a ‘special procedure/ceremony’ 
that is going to take place. 
 
Indicators that FGM may have already occurred include prolonged absence from school, with noticeable change in 
behaviour on return, and long periods away from classes or other normal activities, possibly with bladder or menstrual 
problems. Some teachers have said that children affected by FGM can find it difficult to sit still, look uncomfortable or 
may complain of pain between their legs. Any concerns must be reported to the Team/Group Leader. We recommend 
contacting FORWARD who provide support, counselling, and a safe space for girls and women to talk about their 
experiences. They also work with families to educate and prevent FGM happening to other girls in the family. There are 
also specialist health services available to women who have undergone FGM. 
 
Depending on the degree of mutilation, FGM can have a number of short-term health implications including severe 
pain and shock, infection, urine retention and injury to adjacent tissues. Sometimes immediate fatal haemorrhaging can 
occur.  
 
Long-term implications include extensive damage to the external reproductive system and uterus, vaginal and pelvic 
infections, cysts and neuromas, increased risk of complications in pregnancy and childbirth, psychological damage, 
sexual dysfunction and difficulties in menstruation.  
 
The Female Genital Mutilation Act was introduced in 2003 and came into effect in March 2004. 
 
It is illegal to:  

• practice FGM in the UK 
• take girls who are British nationals or permanent residents of the UK abroad for FGM, whether or not it is 

lawful in the country of destination 
• aid, abet, counsel or procure the carrying out of FGM abroad. 

 
FGM has a penalty of up to 14 years in prison and/or a fine.  
 
e. Domestic Violence 
Domestic violence is any threatening behaviour, violence, or abuse between adults who are, or have been, in a 
relationship, or between family members. It can affect anybody, regardless of their gender or sexuality. 
 
The violence can be psychological, physical, sexual or emotional. It can include honour-based violence, female genital 
mutilation and forced marriage. Whatever form it takes, domestic violence is rarely a one-off incident. Usually it is a 
pattern of abusive and controlling behaviour through which the abuser gains power over their family member(s) or 
partner. 
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Domestic violence occurs throughout Society, regardless of age, gender, race, sexuality, wealth or geography. Women 
are more likely to be victims of domestic violence than men. Children are also affected since they can be traumatized by 
what they've seen. There is also a strong connection between domestic violence and child abuse.   
 
Domestic violence has many forms including physical aggression (hitting, kicking, biting, shoving, restraining, slapping 
or throwing objects), or threats and intimidation,  sexual abuse, emotional abuse, controlling or domineering behaviour, 
stalking, passive/covert abuse (e.g. neglect), and economic deprivation.   
 
One in four women and one in six men will be a victim of domestic violence in their lifetime – many of these on a number 
of occasions. The vast majority of serious, and recurring, violence is by men, towards women. 
 
One incident of domestic violence is reported to the Police every minute. On average, two women a week are killed by a 
current, or former, male partner. Of the children living in a home where there is domestic violence, 90% witness it and 
50% are themselves abused. 
 
 
Domestic violence can include a range of behaviours such as: 
 
 
Physical Abuse 
Punching 
Slapping 
Pulling hair 
Biting 
Burning 
Hitting 
Choking 
Kicking 

Emotional Abuse 
Being verbally abused and humiliated 
Being constantly blamed 
Being put down in front of other 
people 
Being kept away from family and 
friends 

Financial Abuse 
Being kept without money 
Having wages, benefits or pension 
taken away 
Having to account for all spending 

Sexual Violence 
Rape 
Being forced to watch, or act out, 
pornography 
Being spoken to in sexually degrading 
ways 
Indecent phone calls 

Threatening Behaviour 
Verbal threats 
Physical threats 
Being watched 
Being pestered 

 
Should an adult, or child, disclose information regarding domestic abuse, the Group/Team Leader must be informed.  
Further information about safety plans can be downloaded from:  
 
www.southampton.gov.uk/living/safersouthampton/keepsafe/dvgroup   
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Appendix F: Useful Contact Numbers: 
 
Local child and adult protection contacts 
 
For concerns about a child that falls under the Southampton City Council remit contact the Multi Agency Safeguarding 
Hub (MASH): 
Call: 023 80 833336 
Email: mash@southampton.gov.uk  Web: http://southamptonlscb.co.uk/mash-multi-agency-safeguarding-hub/ 
 
To report a concern about a vulnerable adult contact Vulnerable Adults Services on:  
Call: 023 8083 3303 
Email: adult.contact.team@southampton.gov.uk.  
 
National child protection contacts: 
 Childline: 0800 1111 (24 hours) for children and young people to talk about anything worrying them (calls are free).   
www.childline.org.uk 
 
NSPCC: Child Protection Helpline: 0808 800 5000 (24 hours)  for adults worried about the safety of a child 
 Email: help@nspcc.org.uk 
 
Stop It Now! Helpline for those that are unsure or worried about their thoughts or behaviour towards children. 
Experienced advisors can offer confidential advice on what steps to take. 
Call: 0808 1000 900 
 
CCPAS (Churches Child Protection Advisory Service)  
Offers help, information and advice to churches and other faith organisations. 
Call: 0845 120 4550  
Email: info@ccpas.co.uk  www.ccpas.co.uk 
 
Care for the Family 
Call: 029 2081 0800 
Email: mail@cff.org.uk    www.careforthefamily.org.uk 
 
Other forms of abuse/exploitation 
Spiritual Abuse 
SAFE is an organisation supported by CCPAS website. 
SAFE, St Paul's Centre, High Town, Crewe, Cheshire, CW1 3BY. 
Email: webinfo@safeinchurch.org www.safeinchurch.org  
You can also contact PODS (Positive Outcomes for Dissociative Survivors) on their website at www.pods-
online.org.uk/    
 
Forced Marriage & Honour Based Violence (HBV) 
Forced Marriage Unit on 020 7008 0151 for further help and support safe.met.police.uk has useful website and links to 
other support organisations. 
 
Female Genital Mutilation 
If you are concerned that a British citizen may be taken overseas for the purpose of FGM please call the Foreign and 
Commonwealth Office on 0207 008 1500 or email fgm@fco.gov.uk 

FORWARD provides support, counselling and safe space for girls and women to talk about their FMG experiences. 
They can also educate and work with families to prevent FGM happening to any other girls in the family. 
www.forwarduk.org.uk 
 
Domestic Violence  
Southampton Domestic Violence Forum for advice on 023 8083 3071 
Southampton’s Women’s Aid Advice Line: 0808 8010334 or dial 999 in an emergency 
Stonham Domestic Violence Services – refuge provision 023 8067 1626. 
 
Family pack of questionnaires and scales 
 
This pack, which accompanies the Framework for the Assessment of Children in Need and their Families (2000), sets 
out how a number of questionnaires and scales can be used by social work and other social services staff when 
assessing children and their families. 
http://www.teescpp.org.uk/scales-and-questionnaires  
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Appendix G: Safeguarding Documentation Storage and Retention 
 
SA = Safeguarding Administrator 
Lead CLEAR = CLEAR Project Leader responsible for Safeguarding  
Lead CLC Leader responsible for Safeguarding  
GL = Group Leader 
GM = Group Manager 
SWG = Safeguarding Sub group 
H&S – Trustee responsible for Health & Safety 
 
 

Type of Material 
 

Minimum 
Retention Period 

Rationale Owner Storage Location / 
Media 

Most recruitment and 
selection material 
 

10 years after 
the decision 

Evidence that process was 
followed  

SA Scanned and held 
electronically in access 
controlled location 

Checks (such as 
references, volunteer 
agreements) made before 
taking someone on and any 
required copies of 
documents 

10 years after 
role ends 

Evidence that checks were 
made 

SA Scanned and held 
electronically in access 
controlled location 

Material related to 
incidents concerning child 
protection or protection of 
vulnerable adults 

10 years Insurance requirement Lead 
CLEAR & 
Lead CLC 

Scanned and held 
electronically in access 
controlled location 

Safeguarding Policy 10 years for out 
of date versions 

 SA Current version on 
CLC Website and in 
Employee Handbook. 
Old versions retained 
on CLC server 

Safer Recruitment and 
Training Tracker 

10 years Insurance requirement SA Scanned and held 
electronically in access 
controlled location 

Care Diaries 10 years Insurance requirement SA Scanned and held 
electronically in access 
controlled location 

Records of Attendance e.g. 
crèche register 

10 years Evidence of who was in 
attendance 

SA Scanned and held 
electronically in access 
controlled location 

Material that is constantly 
updated, such as an 
employee’s home address 
 

Out-of-date 
material should, 
in principle, 
never be in the 
file 

Data Protection Principles   

Incidental correspondence 
with staff  / volunteers 
members 

One year after 
the matter is 
closed 

Data Protection Principles   

 
Records do not need to be anonymised, only kept securely, with access controlled.  
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Appendix H: Amber Summary of Policy 
 

Safeguarding Procedures and Guidelines 

Safeguarding aim  
We are committed to providing as safe an environment as possible for everyone who participates in chaplaincy 
activities run by Amber. This includes Amber on-street, chaplaincy venue visits and any events we may organise, as well 
as the people we reach and visit.   We want to ensure all chaplains whether staff or volunteer are well supported and 
cared for during their time with us. 
 
Amber takes the safeguarding of children and vulnerable adults we come into contactvery seriously.  Our safeguarding 
aim is to work to prevent abuse in any of its forms and this includes the protection and safety of volunteers and staff as 
well as those we work with. Where abuse involving children or vulnerable adults is discovered it will be reported to the 
relevant authorities immediately since this is a legal requirement.  
 
Safeguarding procedure 
Should there be any concerns about the welfare of a child, or vulnerable adult, they must be reported immediately to 
Sharon Hawkins (Chaplain & Volunteer Co-ordinator) or Nicky Porter (Lead Chaplain) who will log the information for 
future reference/enquiry and report any concerns to the relevant authorities as appropriate.  Although our aim is to 
lend support where we can, we do need to report concerns appropriatedly regarding abuse.  However, if a child (under 
18 years) or vulnerable adult is in immediate danger this must first be reported to the Police, by means of a 999 call, 
before contacting Sharon or Nicky.  This will then be reported to the City Life Church Safeguarding Coordinators for 
information only, by the next working day.   
In the first instance the point of contact for all human trafficking crimes is the local police force. If we have information 
about human trafficking or hold urgent information that requires an immediate response dial 999 and then contact 
Sharon or Nicky.  If a victim does not wish to be identified but we have information about a premises or trafficker, dial 
101 for the local Police.   If you are aware of information that could lead to the identification, discovery and recovery of 
victims in the UK, we can also contact Crimestoppers anonymously on 0800 555 111 where information will be treated 
in the strictest confidence, this should be passed on by Sharon or Nicky.   Informed consent is needed from the victim if 
they are to be referred to the National Referral Mechanism (NRM) to identify if they have been trafficked.   
Safeguarding Chaplaincy staff and volunteers 
The Lead Chaplain and Chaplain & Volunteer Co-ordinator have enhanced DBS checks and are trained in safeguarding 
to ensure every possible good practice is followed.  All chaplains will initially be asked to attend a brief interview, 
complete an application form, and provide two references.  Team Leaders for Amber on-street and Amber venue visits 
will also be DBS checked.  All Amber staff team and volunteer chaplains must attend Safeguarding training as 
mandatory, and this will be  refreshed every two years.  
 
At Staff and Volunteer Chaplain induction and training, potential risks in the activities of Amber (through on-street, 
venue visits and daytime chaplaincy support ) will be highlighted and we ask all members of the chaplaincy teamstaff to 
be mindful of these. These include, for example, such things as manipulation by, or potential attacks from those met 
which could be fuelled by substance misuse or mental health issues.  
 
 
 
We ask all Amber chaplains to be fully aware of the Chaplaincy Guidelines, Code of Conduct and the  CLC Safeguarding 
Policy to ensure they are fully informed regarding their personal safety in order to minimise any risks.   
 
Safeguarding oversight 
Amber has an oversight team responsible for Safeguarding; the City Life Church Safeguarding sub-group. Their role 
includes the administration of our Safeguarding policy and good practice, ensuring that appropriate Chaplaincy Staff 
and Volunteer Team Leads have been DBS checked.  For all other Volunteer Chaplains two references will be taken up.  
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Appendix I: Specific Guidance for Youth Groups 
 
This appendix will capture specific policies / guidelines to support activities with young people. 
 
Sunday Youth Group 
 
Registration Process:  

• Parental contact number recorded.  
• Register taken of those attending.   
• Two leaders present. 
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Appendix J: Special Needs Policy 
 
Special Needs  
 
All City Life Church’s employees, volunteers and contractors are required to comply with the procedures 
contained within this policy.  
 
This Special Needs Policy works in support of CLC’s established Children and Vulnerable Adults 
Safeguarding Policy which requires all employees, trustees and volunteers to be checked through the 
Disclosure and Barring (DBS) Service before coming into contact with any child or vulnerable adults taking 
part in CLC organised activities. 
 
Medication 
 
Screening 
Screening must take place prior to the commencement of activities and will complement CLC’s booking 
procedures.  Screening will include illnesses, medication, health, emergency numbers and, in certain cases, 
special reference to asthma sufferers and inhalers, epilepsy and allergies and whether the child is able to 
administer their own medicines.  Screening must include a medication sheet for children and vulnerable 
adults with individual medical requirements e.g. dosage, symptoms, times to be administered, doctor’s 
surgery number, etc. 
 
CLC is within its rights to turn away a child or vulnerable adult with a medical condition that was not 
disclosed to CLC during the screening process. 
 
Contagious illness 
The screening form will indicate that CLC will not accept any child or adult suffering from a contagious 
illness and they will be turned away. 
 
Three to Five Years old 
For activities where 3 – 5 year olds are left in the sole care of CLC and where medication needs to be 
administered, parents will be required to return to administer the medication at the appropriate time.  
Where a child needs help to administer an inhaler, employees/volunteers must first be given written 
consent from parents/carers. 
 
Six Plus 
Parents/carers will be asked to leave written consent in order for any medicines to be given or overseen.  It 
is the parents/carers’ responsibility to inform employees or volunteers whether their child has an inhaler 
and where it is kept.  It should be clearly labelled with the child’s name and, where the child may need 
assistance in taking an inhaler, written consent must be given. 
 
A child six years and older requiring injections 
It is not City Life Church’s responsibility to assist a child in the administering of injections.  A child must 
either be able to administer and control their condition or be supervised by a parent/carer. If a child needs 
to, or may need to, inject themselves during an activity, employees/ volunteers must be advised during the 
screening process. 
 
Dietary requirements 
Parents/carers must inform employees or volunteers if a child has specific dietary requirements that need 
to be adhered to.  Vulnerable adults may have sufficient capacity to inform employees or volunteers of any 
dietary requirements or may need the support of a carer or accompanying adult. 
 
Medicines 
Employees and volunteers will be responsible for the safekeeping of any medicines.  Children and 
vulnerable adults will be given the option of leaving inhalers in safekeeping or in their bags.  All medicines 
must be clearly marked with the child or vulnerable adult’s name. 
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Illness  
Should a child become ill during an activity CLC employees/volunteers will request the parent or carer to 
collect the child at the earliest opportunity. Should a vulnerable adult becomes ill during an activity CLC 
employees/volunteers will make a sensitive judgement depending on the needs of the individual as to 
whether the person can be taken home e.g. by taxi or requires collecting by a carer or accompanying adult.  
 
Nut Allergies 
Where nut allergies have been made known to CLC, the organisation will be responsible for writing to all 
parents/carers with children attending the same activity to request that parents/carers refrain from giving 
their children nut products in their lunch boxes or other snacks. In the case of vulnerable adults CLC, 
employees/volunteers will make a sensitive judgement depending on the needs of the individual as to 
whether the person can follow this requirement directly or requires support from a carer or accompanying 
adult. 
 
Dangers of the Sun 
It will be City Life Church’s responsibility to inform parents/carers about the dangers of sunburn and to 
request that parents/carers provide children with suntan cream and appropriate headwear. In the case of 
vulnerable adults, CLC employees/volunteers will make a sensitive judgement depending on the needs of 
the individual as to whether the person can follow this advice directly or requires support from a carer or 
accompanying adult. 
 
Other Special Needs 
 
Clinically Diagnosed Behavioural Problems 
CLC will require parents/carers to inform their employees/volunteers during the screening process prior 
to the activity if their child has any known behavioural problems. In the case of vulnerable adults CLC 
employees/volunteers will make a sensitive judgement depending on the needs of the individual as to 
whether the person can follow this requirement directly or requires support from a carer or accompanying 
adult. 
 
Additional Conditions 
City Life Church will take all reasonable steps to accommodate children and vulnerable adults with 
conditions that have been made known to employees/volunteers.  
 
Disabled Children and Vulnerable Adults 
Children and vulnerable adults who are wheelchair users will be actively encouraged to participate in 
activities.  However, where the safety of other children and vulnerable adults may be compromised, such as 
contact sports, certain disabled children and vulnerable adults may be turned away and encouraged to seek 
out more suitable activities for their disability. 
 
Unacceptable Behaviour 
CLC expects a reasonable standard of behaviour from the children and vulnerable adults in its care and 
reserves the right to remove a child or vulnerable person from the activity.  Where other children and 
vulnerable adults’ safety and enjoyment are compromised by bad behaviour CLC will have total discretion 
whether to remove the child or vulnerable adult from the activity.  Where this has to be done then a full 
incident report will be required to be completed and kept on file. 
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Appendix K: Guidelines for Praying with Children 
 
 
We believe that prayer is important - we want to be free to pray for the children, when appropriate, in our Groups, and 
to encourage them to pray with each other.  Make sure that parent/carers understand that prayer (by the children, for 
the children, and among the children) is part of the programme.  Parent/carers should be told if subjects involving 
specific prayer ministry are being covered e.g. the baptism of the Spirit, or spiritual gifts, and should be invited to be 
there if they wish.  They also have the option of keeping their children away that week if they don't feel it is appropriate 
for them.  

 
The guidelines below should be applied: 
 

• always pray in an open area, with other children and adults around 
• always gain the child's permission to pray with them 
• don't crowd, or tower over, the child when praying.  Get down on their level - perhaps sit on the floor 

together. Ask the child’s permission to hold their hand while praying, if appropriate. Avoid placing hands on 
their head, as they may find this overpowering 

• listen to the child to establish what they want prayer for.  If they have no specific needs or requests, simply ask 
the Holy Spirit to come and bless them 

• if, when praying for a specific area, a word of knowledge, encouragement or prophecy is received by an adult, 
or a child, it should be recorded so that the child can remember it and can tell their parent/carer 

• when praying, keep language and content simple, and generally speaking, keep prayer times short 
• if a child becomes distressed, consult the leader in charge before continuing to pray with them.  Discernment 

is important - the child may be being touched by the Spirit and responding with tears of joy and relief, or they 
may be feeling confused and afraid.  If you are unsure, stop and talk to their parent/carer later 

• never allow any adult or child to get into anything involving ‘deliverance’ as it is inappropriate in the context of 
a children's group. 
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Appendix L: Volunteer Induction Suggested Interview Questions 
 

1. What is your experience of faith and commitment to God? 
 
 
 

2. What experience do youhave of working with children, families / vulnerable 
adults? 
 
 
 

3. Canyou give an example of where you have worked as part of a team? 
 
 
 

4. Can you give an example of what you would consider unacceptable behaviour in a 
child? How would you deal with it? (children’s workers only) 
 
 
 

5. Do you have experience of making people feel welcome? In what ways were you 
able to help them feel at ease? 

 
 
 

6. Describe any experience you have of dealing with confidential information. 
 
 
 

7. If you had a concern about a child/vulnerable adult’s welfare, safety or domestic 
situation – what would you do about it? 
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Appendix M: Safeguarding Staff, Volunteers and Service Users who are Vulnerable to Extremism 

General Statement  

In 2010 the Government published the Prevent Strategy, a national programme to stop people becoming terrorists or 
supporting terrorism. In 2012 Channel, a key element of Prevent, produced a guide for Local Partnerships protecting 
vulnerable people from being drawn into terrorism. In recent years there has been an awareness of the specific need to 
safeguard children, young people and families from violent extremism. There have been several occasions both locally 
and nationally in which extremist groups have attempted to radicalise vulnerable children and young people to hold 
extreme views including views justifying political, religious, sexist or racist violence, or to steer them into a rigid and 
narrow ideology that is intolerant of diversity and leaves them vulnerable to future radicalisation.  

1.  Our aim  

City Life Church (CLC) values freedom of speech and the expansion of beliefs/ideology as fundamental rights 
underpinning our society’s values. Our staff, volunteers and service users have the right to speak freely and voice their 
opinions. However, freedom comes with responsibility and free speech designed to manipulate the vulnerable or that 
leads to violence and harm of others goes against the moral principles in which freedom of speech is valued. Free 
speech is not an unqualified privilege; it is subject to laws and policies governing equality, human rights, community 
safety and community cohesion.  

2.  Risk  

The current threat from terrorism in the United Kingdom may include the exploitation of vulnerable people, to involve 
them in terrorism or in activity in support of terrorism. The normalisation of extreme views may also make children and 
young people vulnerable to future manipulation and exploitation. CLC believe this exploitation and radicalisation 
should be viewed as a safeguarding concern.  

3.  Definitions  

CLC seeks to protect children and young people and those adults who might be vulnerable or at risk to radicalisation, 
against the messages of all violent extremism including, but not restricted to, those linked to Islamist ideology, or to Far 
Right / Neo Nazi / White Supremacist ideology, Irish Nationalist and Loyalist paramilitary groups, and extremist Animal 
Rights movements.  

4.  Risk reduction  

The Senior Management Team and the Lead Designated Safeguarding Officer will assess the level of risk within CLC 
and put actions in place to reduce that risk. Risk assessment may include consideration of the use of our premises by 
external agencies, curriculum offer, provision specifically targeting vulnerable groups, disclosed safeguarding cases, 
anti-bullying policy, equal society statement and other issues specific to CLC’s profile, community and philosophy.  

5.  Designated lead and contacts  

When a member of staff has any concerns that a member of staff, volunterer or service user may be at risk of 
radicalisation or involvement in terrorism, they should speak with the Designated Safeguarding Officer. The lead within 
the organisation for safeguarding in relation to protecting individuals from radicalisation and involvement in terrorism 
is the Designated Safeguarding Officer. The Single Point of Contact is Dave Barclay. 

Additional contacts include the following:  

• To report illegal information, pictures or videos found on the internet visit: www.gov.uk/report-terrorism 

• If a crime is being committed or there is a threat to someone’s life call 999 immediately.  

• Local contacts: 

Safeguarding children:  023 8083 3336 

Safeguarding adults:  023 8083 3303 

• Anti-terrorism hotline:   0800 789 321 

• Crimestoppers:   0800 555 111 
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6.  Interventions  

Numerous factors can contribute to and influence the range of behaviours that are defined as violent extremism, but 
most young people and vulnerable adults do not become involved in extremist action. For this reason, the appropriate 
interventions in any particular case may not have any specific connection to the threat of radicalisation; for example, 
they may address mental health, relationship or drug/alcohol issues.  

7.  Indicators of vulnerability to radicalisation  

a) Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism 
leading to terrorism.  

b) Extremism is defined by the Government in the Prevent Strategy as:  

“Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual 
liberty and mutual respect and tolerance of different faiths and beliefs.” We also include in our definition of 
extremism calls for the death of members of our armed forces, whether in this country or overseas.  

c) Extremism is defined by the Crown Prosecution Service as: 

“The demonstration of unacceptable behaviour by using any means or medium to express views 
which: 

• Encourage, justify or glorify terrorist violence in furtherance of particular beliefs;  
• Seek to provoke others to terrorist acts;  
• Encourage other serious criminal activity or seek to provoke others to serious criminal acts; or  
• Foster hatred which might lead to inter-community violence in the UK.”  

d) There is no such thing as a “typical extremist”. Those who become involved in extremist actions come from a 
range of backgrounds and experiences, and most individuals, even those who hold radical views, do not 
become involved in violent extremist activity.  

e) Staff, volunteers or service users may become susceptible to radicalisation through a range of social, personal 
and environmental factors. It is known that violent extremists exploit vulnerabilities in individuals to drive a 
wedge between them and their families and communities. It is vital that staff are able to recognise those 
vulnerabilities.  

8.  Indicators of vulnerability include:  

a) Identity Crisis – the person is distanced from their cultural / religious heritage and experiences discomfort 
about their place in society;  

b) Personal Crisis – the person may be experiencing family tensions; a sense of isolation; and low self-esteem; 
they may have dissociated from their existing friendship group and become involved with a new and different 
group of friends; they may be searching for answers to questions about identity, faith and belonging;  

c) Personal Circumstances – migration; local community tensions; and events affecting the person’s country or 
region of origin may contribute to a sense of grievance that is triggered by personal experience of racism or 
discrimination or aspects of Government policy;  

d) Unmet Aspirations – the person may have perceptions of injustice; a feeling of failure; rejection of civic life;  

e) Experiences of Criminality – which may include involvement with criminal groups, imprisonment, and poor 
resettlement / reintegration;  

f) Learning Support Needs – people may experience difficulties with social interaction, empathy with others, 
understanding the consequences of their actions and awareness of the motivations of others.  

This list is not exhaustive, nor does it mean that all people experiencing the above are at risk of radicalisation for the 
purposes of violent extremism.  

9.  More critical risk factors could include:  

a) Being in contact with extremist recruiters;  

b) Accessing violent extremist websites, especially those with a social networking element;  

c) Possessing or accessing violent extremist literature;  
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d) Using extremist narratives and a global ideology to explain personal disadvantage;  

e) Justifying the use of violence to solve societal issues;  

f) Joining or seeking to join extremist organisations; 

g) Significant changes to appearance and / or behaviour; and 

h) Experiencing a high level of social isolation resulting in issues of identity crisis and / or personal crisis.  

Ensure all concerns are logged and advice sought when needed. 

 
 
 
 
 
 
 
 
 


