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Note of Explanation
We do not provide model safeguarding procedures. The reasons for this would include our belief that:
· There is no single “right” or “wrong” way to develop procedures and organisations should develop them as is most effective for them
· Our emphasis here is effectiveness; “one-size-fits-all” approaches are in our opinion generally less effective in keeping children, young people and adults at risk of abuse safe
· Every organisation is different, and procedures should accurately reflect the culture, activities and context of the organisation
· Policies and procedures should relate to and comply with local arrangements for safeguarding
· Although each local authority area complies with national guidance, the implementation of that guidance varies, and our policies and procedures need to reflect these local variations
· A sense of “ownership” of the policy and procedures is essential if they are to be rigorously implemented throughout the organisation
· This is difficult to achieve with “one-size-fits-all”, cut and paste or “fill-the-gaps” approaches
· It is important that organisations understand why the policy and procedures are defined as they are rather than blindly following a set of rules
The purpose of this document
Our aim is not to provide model procedures that simply require you to insert minimal text but rather to guide you through the process of developing comprehensive and effective procedures. The sections included in this framework are not all mandatory. Sections which are not relevant to your organisation can be removed if you wish.
Proportionality
This procedures framework is intended to be as flexible as possible and to provide guidance to a wide range of organisations. It is important when developing procedures to ensure that they address the reality of our specific context in a proportionate manner. Organisations that work directly with children, young people, or adults at risk will need more extensive and detailed policies and procedures than those who do not engage in any direct work with these groups. Organisations who work with particularly vulnerable groups or who have specialist ministries (e.g. disability / learning disability, substance misuse / addiction, homelessness, trafficking etc) will need an even more thorough and extensive approach to safeguarding. The start point is to understand the work that you do, and the risks associated with all the organisation’s activities; not only those that are directly ministering to children, young people and adults at risk of abuse. For more information, we have a video on our website that explains this in more detail.
Definitions
Policy / policies: the safeguarding policy outlines the strategic intent and aims of the organisation
Procedures: the detailed instructions that explain how the intentions outlined in the policy will be achieved and implemented
Systems: are the infrastructure that is required to monitor and control the activities outlined in the policies and procedures



Procedures
(Here we outline in detail what will, be done in what circumstances and by whom. The procedures are specific to each individual organisation, however, there are a range of resources on this website, both in the free and premium resources that will help with their development. We also cover these issues in the training for church leaders and strategic leads)

· The procedures outline in detail 
· Actions that will be taken in given circumstances
· How the action will be completed
· Responsibilities for completion of the individual actions
· These should include but are not limited to themes such as:
· Process for ensuring compliance with changing legislation and national and local legislation
· Who is responsible for monitoring and responding to changing demands?
· How will changes to the policy and procedures be managed?
· Processes for review of the policy 
· The policy should be formally reviewed at least annually and more frequently as required (eg in the event of a significant change in legislation or guidance, the opening of a new area of ministry within the church etc)
· Who is responsible
· The designated Safeguarding Lead should be involved in this process; however, it is the trustees or similar legally responsible individuals who are finally accountable, and they should also be involved
· Processes for oversight of safeguarding by the trustees / leadership team / other group responsible for governance
· Processes and systems assure themselves of compliance with legislation, guidance and organisational policies
· Reporting from the safeguarding lead officers 
· Statistical data should be shared but confidential information should not
· Processes for auditing the effectiveness of safeguarding activity
· 
· Staff and volunteer recruitment / appointment
· We recommend that a recruitment / appointment policy is included in the safeguarding policies and procedures
· Job / role descriptions should be developed for all roles (including volunteer roles
· Ideally, these should include a person specification
· These should clearly outline whether or nor the role is subject to a DBS check, at which level and should demonstrate how the role meets the criteria
· An application form (we do not recommend the use of CVs)
· An interview: (interviews do not need to be competitive processes unless this is necessary to select the best candidate for the role) the includes
· Confirmation of the applicant’s suitability for the role as per the role description and person specification
· Expectations of the person fulfilling the role
· What support will be provided including induction and training
· References
· Assessment of the individual’s health and fitness for the role
· Ongoing support and performance management arrangements
· Training and support for all staff and volunteers working with children, and young people
· Training: if your Local Safeguarding Children Board stipulate a frequency and standard of training, then this should be followed, however, we recommend that as an absolute minimum
· Staff and volunteers should receive induction and initial training, and this should be refreshed at least every 3 years
· The Designated Safeguarding Lead should receive induction and initial training, and this should be refreshed every 2 years
· Those responsible for governance (e.g. trustees, Leaders etc) should receive induction, initial training and this should be refreshed at least every 3 years
· In addition to the above, everyone should engage in some update activity at least annually. This update activity may take any form; eg accessing a safeguarding specific newsletter, a discussion in a “team, meeting” or any other activity that refreshes and updates knowledge
· At least one person (and we would recommend more) who is responsible for appointing staff and volunteers should receive safer recruitment training
· Support should be provided for all staff and volunteers. The support should include but is not limited to:
· Pastoral care
· Formal supervision meetings that are recorded (i.e. written notes provided)
· Support to achieve and sustain competence 
· Accountability and performance management
· Personal training, support and personal development needs
· Advice and direction in relation to concerns raised
· Record keeping arrangements; 
· Documents that should be used
· Recording standards to ensure quality and consistency of recording
· Process for responding to concerns raised
· System for storage and retention of confidential files
· Risk assessment and incident reporting
· Attendance records
· What staff and volunteers should do if they have safeguarding concerns or if an individual discloses abuse
· Actions that the Designated Safeguarding Lead should take when concerns are raised 
· Processes and responsibilities for reporting concerns to the Local Authority
· Whistleblowing
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