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Safeguarding Policy and Procedures

1. Purpose:

This policy with its procedures and appendices outlines how we will seek to:

1.1 Ensure that we provide a healthy and spiritually nurturing, environment for everyone who engages with our

church community

1.2. Ensure that every member of our church community is protected from harm, including harassment, abuse,

and exploitation

1.3. Ensure that that any harm that is identified, regardless of where it occurred is handled effectively, promptly,

and proportionately

1.4. Ensure that when supporting people who have experienced harm:

1.1.1. We treat everyone with dignity, respect, and compassion

1.1.2. That their views and wishes are given full consideration

1.1.3. That we act in their best interest

1.1.4. That we ensure they are appropriately involved in and informed of decisions that affect them

1.5. Ensure that where concerns or support needs that fall below the threshold for reporting to statutory services

are identified, responses that are appropriate, proportionate, and consent-based are made

1.6. Ensure that appropriate, confidential safeguarding records, that allow us to fulfil our duty of care to protect

and promote the wellbeing of those to whom we minister, are securely kept, and disposed of in line with our legal

duties and best practice under both safeguarding and data-protection legislation and guidance (appendix 16)

1.7 Ensure that our trustees, staff, and volunteers are clear about their responsibilities and duties and are

supported to fulfil them competently and confidently

1.8. Support the development of an open and transparent culture that listens to the views and wishes of every

member of our church community and encourages and supports the raising of concerns, complaints, and

allegations

1.9. Provide leadership and accountability for every member of our church community, including our most senior

leaders in relation to safeguarding

1.10. Ensure that all our ministry, is provided in a manner that is consistent with our biblical beliefs, and that were

challenge, or even formal church discipline are required, that Christian love, grace and mercy, gentleness and

kindness characterise our interactions

1.11. Ensure that our leaders model biblical and Christ-like servant leadership, valuing, caring for and nurturing

those that God brings under their authority with meekness and humility, as those who will give an account in the

final judgement
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1.12. KCCN ensures that all church members have a basic understanding of safeguarding and that they understand

their responsibility to raise and challenge any abusive behaviours through: display of Sunday safeguarding contact

posters, placement of a safeguarding tagline in the weekly site loop, making our policy and information clearly

available on the website and placing a Safeguarding article in the Connect leaflet, for new members.

2. Scope

2.1 This policy applies in particular to staff or volunteers who work on our behalf with vulnerable people (children,

young people, their parents / carers, adults at risk of abuse or adults with care and support needs) and to those

who have leadership and oversight of the church’s activities. This includes trustees, senior leaders, group / ministry

leaders, paid staff, volunteers, or others working on our behalf

2.2. The policy also outlines the general responsibilities of every member of our church community to raise

concerns about individuals or practice in the church with the appropriate officers.

3. Context

Details of the place of worship / organisation

Name of Organisation: King’s Church Centre Norwich

Throughout this policy ‘King’s’ is used to refer to King’s Community Church Norwich (KCCN) and King’s Church
Centre Facilities Norwich (KCCFN)

King’s Community Church meets at the following 3 sites:

King’s Community Church Norwich (City Centre)
The King’s Centre
King Street
Norwich
NR1 1PH

Tel: 01603 765795

King’s Community Church Norwich (Mile Cross)
King’s Venue
The Norman Centre
Bignold Road
Norwich
NR3 2QZ

Tel: 01603 419767

Page 6 / King’s Community Church, Norwich (KCCN & KCCFN) Safeguarding Policy – Sept 2022



King’s Community Church Norwich (City West)
West Earlham Junior School
Scarnell Road
Norwich
NR5 8HT

Tel: 01603 765795

Email address: hello@kings-norwich.com

Website: www.kingsnorwich.com

Safeguarding Coordinator/DSL: Alison Venn – tel: 01603 340304 - email: safeguarding@kings-norwich.com

Membership of Denomination/Organisation: Newfrontiers (Relational Mission)

Charity Number: 1083049 (KCCN)

Company Number: 3986517 (KCCN), 7307755 (KCCFN)

Regulators details (if any): None

Insurance Company: WRS Insurance Brokers Limited, Cadman House, Off Peartree Road, Stanway, Colchester, Essex,
CO3 0NW. Tel: 01206 760780. Public Liability Insurance with Ansvar Insurance.

4. Definitions

Additional needs: is a term most often applied to children who require support beyond what we would usually

expect to provide to a child of that age or development stage.

Adult: a person who is at least 18 years of age.

Adult at risk of abuse / in need of protection: refers to adults who have care and support needs, are at risk of abuse,

and due to their support needs are unable to protect themselves from the abuse.

Adult with care and / or support needs: refers to an adult who requires help with day-to-day tasks that most people

would be able to perform for themselves.

Child: A child is a person who has not yet attained their 18th birthday, which aligns with the United Nations

Convention of the Rights of the Child. In Scotland, the position is slightly more complex as Scottish law also

recognises an age of “Legal Capacity” which is 1. Unborn children are included within the scope of Child Protection.

Child in Need: Similar to targeted safeguarding, this refers to care and support that is offered to a child or family

with more complex needs such that if effective support is not provided, the child is unlikely to achieve or maintain a

satisfactory level of health, development, or wellbeing.
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Child Protection: refers to safeguarding activity that has met the statutory threshold for referral to the Police or

Social Care and involves the prevention of, or response to “significant harm”.

Church Database: ChurchSuite is an online tool used by King’s Community Church. It also holds records of all church

members and attendees, if they have signed up to the system, including children and young people. Access to these

records is restricted, and those of children and young people under 13 can only be seen by those approved to work

with them. Adults and young people over 13 set their own privacy settings.

Elder(s): refers to those appointed by the church to that office to provide spiritual leadership and instruction. The

Elders have the spiritual authority within the church.

King's Community Church is currently led by a team of seven elders (leaders): Toby Skipper, Andy Hopley, Goff Hope,

Marcus Tutt, Stuart Jones, Paul Hatton and Steve Hope.

Officers: refers to all those who hold formal office in the church including Elders, and Trustees.

Regulated activity: refers to activity that a barred person must not do. In simple terms, it is activity that requires a

DBS check.

Safeguarding arrangements: is used in this policy, procedures and related documents as a generic term that includes

all aspects of the church’s approach to safeguarding, including matters related to policy, process, culture, and

practice.

Single Central Record: is the master record of all pre-appointment checks and processes that were completed prior

to appointment to a role. Otherwise known as the DBS Log.

Spectrum of safeguarding: is the whole range of safeguarding activities that includes universal safeguarding,

consent-based care, and support (i.e., support that falls below the statutory threshold), and the statutory

responsibility to protect children, young people, and adults at risk of abuse from significant harm.

Staff: refers to any paid employee or office holder.

Statutory threshold: the point at which the church has a duty to report a concern to report a matter to one of the

statutory bodies such as the Police, Social Care, or the Charity Commission.

Sub-threshold (or consent based) safeguarding: matters or concerns which do not meet the criteria for referral to

statutory authorities. These issues may still be serious and require a response from the church, however, internal

processes will be followed.

Targeted Safeguarding: care or support that is offered to a child or their family on the basis of consent to prevent

harm and promote wellbeing where there is a risk of poor outcomes from the individual if their support needs are

not met.

Trustee(s) refers to those who are legally responsible for the governance and oversight of the charity.
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Universal safeguarding: activity that is required to keep everyone safe. This includes those who have no additional

needs and includes the interface with other aspects of safety such as Health and Safety and employer

responsibilities.

Volunteer(s): refers to anyone who is appointed by the church to a role or who performs identified tasks on behalf of

the church for which they receive no payment (other than out-of-pocket expenses that are appropriately authorised).

Vulnerable people: is a generic term that can be used to mean different things and so care is needed. In the context

of this policy, the term is used in a generic sense to include anyone who has a support or care need or whose ability

to protect themselves against abuse is limited. This includes children, young people, adults with support needs and

adults at risk of abuse. It also includes those who, due to specific individual circumstances, find themselves, either for

a short time or over a more extended time, requiring additional care, support, or protection, but who would not

otherwise be regarded as needing support.

5. Values and beliefs

King’s is a church with community at the heart - King’s Community Church. We have a passion to reach Norwich with

the good news of Jesus and see this transform people’s lives.

Our vision

‘To make disciples of Jesus who Gather in friendship and family; Grow in character and gifting; Go in mission and

service.’

Our values

Gather – in friendship and family

Grow – in character and gifting

Go – in mission and service

King’s Community Church, Norwich meets in three locations: City Centre at the King’s Centre, Mile Cross at the

Norman Centre and City West at West Earlham Junior School. Our vision is to meet in more locations throughout the

city.

As part of our vision, we have a growing work with children, young people and adults with additional care and

support needs; including Sunday morning children’s work, outreach to families, holiday clubs, youth work & serving

the city’s homeless and disadvantaged people through a drop-in facility. In all this work, we seek to honour God,

serve those we are working with to the very best of our ability, enable our staff and volunteers to work safely and

plan to continue to grow in these areas of ministry.
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A team of seven Elders (leaders) leads King’s Community Church. We also have a Pastoral Core team, who help

support our LIFE Group leaders, and help with pastoral support.

King's Community Church is a member of the Evangelical Alliance and partners with Relational Mission, which is part

of Newfrontiers; a worldwide family of over 800 churches in over 60 nations. To find out more about the Evangelical

Alliance, visit www.eauk.org. To find out more about Relational Mission, visit www.relationalmission.com.

We believe that:

5.1 Everyone who engages with our church community, including staff, volunteers, and beneficiaries, has the right to

be protected from any form of bullying, harassment, exploitation, or abuse and we will seek to ensure that we

provide a caring and nurturing environment that is open and transparent, and that promotes the raising of concerns

with senior leaders

5.2. We have a particular responsibility to protect and promote the wellbeing of those who have care and support

needs and those at risk of abuse including children, young people, and adults at risk of abuse; ensuring they are safe

while in our care and that we respond appropriately to disclosures or indicators that they may be experiencing abuse

or neglect while in our care or elsewhere

5.3. Every member of our church community has a responsibility to act to support the values and commitments

outlined in our Safeguarding policy

5.4. Everyone who engages with our church community has the right to be treated with dignity and respect

5.5. Our approach to safeguarding is rooted in, and is a practical outworking and expression of, our biblically based

values and supports and confirms our gospel witness

5.6. Our approach to safeguarding is shaped by our belief as Christians that:

5.6.1. God is holy, loving, merciful and just and he requires his people to live in accordance with his character; acting

justly, loving mercy, and living humbly before our God who will ultimately judge all people for the deeds performed in

this life

5.6.2. The church, as the body of Christ on earth, should uphold truth and justice with grace, without fear or favour,

prejudice, or privilege

5.6.3. Those in authority within the church are accountable to, and will be judged by, the God who sees all things

and judges impartially

5.6.3.1. Higher standards are expected of leaders, who will be judged more severely than those who do not

teach

5.6.3.2. Leaders are to follow the example of Christ, leading with sacrificial, servant-hearted humility

5.6.4. Sin in the church, should be identified, confronted, and dealt with through confession and repentance
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5.6.4.1. Where such sin involves criminal activity, it should be reported to the civil authorities who are

appointed by God to uphold justice and order in society

5.6.5. The church is not a gathering of sinless and perfect people, but rather a community of grace where we seek to

encourage one another to grow in faith and obedience to God

5.6.5.1. We are called to encourage and challenge each other lovingly and to spur one another on to greater

holiness and obedience to God in an attitude of humility, grace, and forgiveness

5.6.5.2. Where necessary, the church may impose formal discipline on its members in accord with its

governing documents and rules of church order.

5.6.6. We are to honour those that God has set in authority over us and to live as responsible and good citizens in

the time and place that God has set us

5.6.7. Every human life, including that of the unborn, is valuable to God and each person bears his image

5.6.8. We live in a fallen and sinful world, where there are many risks and dangers and we must seek to protect

everyone, but particularly the vulnerable in our midst, from those dangers

5.6.9. God cares for the widow, the orphan, and the stranger; he calls us to protect and care for those who are

vulnerable in our society and to oppose exploitation, oppression, abuse, and the inflicting of harm due to negligence

5.6.10. Jesus’ example was one of valuing and caring about those with whom he came into contact; even when

delivering difficult and challenging messages

5.6.11. We are to love those around us as God loves them and to seek to bring healing, restoration, and

reconciliation to broken and damaged lives by the manifestation of the love of God through us

5.6.12. The church is a place of grace, forgiveness and transformation, justice, truth, and holiness

5.6.12.1. The gospel offers forgiveness by grace, through faith, but does not negate justice or remove the

temporal consequences of the sin that has been forgiven

5.6.13. In this present time, the kingdom of God on earth is a spiritual kingdom that resides in the lives of God’s

people, and it only be advanced by proclamation and the work of the Holy Spirit in convicting and convincing

5.6.13.1. The kingdom of God cannot be advanced by coercion or force

6. Our responsibilities and commitments

6.1. Our responsibilities

6.1.1. To ensure that the protection of all members of our community, but particularly children, young people, and

adults at risk of abuse, and the promotion of their welfare is of paramount importance to us and that best practice

in safeguarding is embedded into the culture or our church

6.1.2. To treat each person as equal in the sight of God, showing no favour or partiality
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6.1.3. To seek to minister to, and to encourage growth in obedience to God and his word with equity, transparency,

and sensitivity, in accordance with our fundamental beliefs as laid out in our statement of faith, charitable aims and

governing documents

6.1.4. To value, respect and listen to the wishes of every member of our community, including those who are

vulnerable or find it difficult to make their voice heard

6.1.5. To ensure that as a church we are alert to the risks within society, including risks associated with grooming,

online abuse, radicalisation, gender-based violence, exploitation, domestic abuse etc and to report appropriately

6.1.6. To work in partnership with children, young people, their parents / carers, adults at risk of abuse and local

and national partner agencies and organisations as appropriate, to promote the welfare of, and to protect, each

member of our community; particularly those who are more vulnerable

6.1.7. To work to develop and maintain an environment that is protective, caring and nurturing for all who engage

with our community, in accordance with our doctrines and beliefs as outlined in our governing documents

6.1.8. To ensure that everyone who ministers or serves within the life of the church is suitable and competent to

do so and that they understand the responsibilities of their role

6.2. How we will seek to fulfil these responsibilities

6.2.1. We aim to visibly demonstrate our commitment to safeguarding throughout the church and our most senior

leaders will support the development of best practice and provide accountability to everyone who works (whether

paid or voluntarily) on our behalf; including providing accountability and challenge to each other

6.2.2. We will ensure that those who are responsible for safeguarding at the various levels of the church are

appropriately trained and supported to fulfil their role competently and confidently

6.2.3. We will actively seek to create and maintain a culture that is consistent with our biblical beliefs and best

practice in safeguarding

6.2.4. We will ensure that we have robust and relevant policies, procedures and systems that support the culture

or our organisation and the work of all those involved in safeguarding, and that these are reviewed for

effectiveness annually

6.2.5. We will ensure that we appoint an Overseeing Safeguarding Coordinator, hereafter known as the DSL

(Designated Safeguarding Lead), and at least one deputy who will take responsibility for leading the safeguarding of

children and adults across the organisation

6.2.5.1. Safeguarding will be promoted and overseen by our senior leaders

6.2.5.2. Delegation of tasks and responsibilities will be clearly outlined in the relevant role descriptions and the

organisation’s safeguarding structures, complete with contact details, will be included in our procedures, and made

publicly available
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6.2.6. We will adopt proportionate safer recruitment best practice in the recruitment and selection of staff and

volunteers

6.2.7. We will provide effective leadership, management, and support to the staff and volunteers who deliver

services on our behalf including:

6.2.7.1. Ongoing training and skills development

6.2.7.2. Supervision and pastoral support

6.2.7.3. Quality and performance management measures

6.2.8. We will ensure that we consider safety in all areas of our work and ministry:

6.2.8.1. Developing a positive culture

6.2.8.2. Managing health and safety through effective policies and procedures; using risk assessment processes

and proportionate systems

6.2.8.3. Creating a positive and nurturing environment in all aspects of the community, including physical,

social, emotional, psychological, spiritual etc environments

6.2.8.4. Considering the online as well as the physical environments; including our use of social media and

technology

6.2.9. We will ensure that we monitor the conduct of our staff and that we have policies, procedures, and systems

for managing allegations against staff or volunteers, supported by a culture of listening to allegations and

responding with rigour, fairness, and transparency

6.2.10. We will ensure that our expectations in relation to the conduct of members of our community are clear

through codes of conduct, policies and procedures including:

6.2.10.1. Anti-bullying and zero-tolerance approach to bullying; including cyber-bullying and the bullying of

volunteers, staff, and leaders

6.2.10.2. Dealing with peer-abuse (including domestic abuse) and harassment (including sexual harassment)

6.2.10.3. Clear accountability processes and sanctions for infringements of the codes of conduct

6.2.10.4. Equality and diversity and a culture of zero-tolerance of discriminatory or abusive attitudes, language,

or behaviours

6.2.11. We will seek to clearly identify concerns about the safety or wellbeing of those who are part of our

community and to respond appropriately and proportionately:

6.2.11.1. To signpost or refer them to local or national services that can help them

6.2.11.2. To provide information, guidance, and support as we are able

6.2.11.3. To share information appropriately with partner agencies where we have concerns about the safety of

an individual and statutory thresholds and / or criteria are met

6.2.12. We will record and store information accurately, keeping it securely in line with our legal duties,

information sharing policies and national and local guidance and agreements. This will include records such as:

6.2.12.1. Consent forms (see appendix 15)
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6.2.12.2. Attendance data for work with children, young people, and adults at risk of abuse

6.2.12.3. Accident and incident reporting

6.2.12.4. Confidential recording of safeguarding concern

6.2.13. We will involve children, young people, their parents or carers and adults at risk of abuse in our

safeguarding processes wherever possible; making reasonable adjustments where necessary to enable them to

participate in the decisions that affect them

6.2.14. We will ensure that we have a culture and policies and procedures for raising concerns or complaints by

any member of our community including children, young people, adults at risk of abuse and their parents / carers

and for dealing with those concerns in an efficient, open, honest, and fair manner, including clear appeals

processes (see appendix 22)

6.2.14.1. We will also ensure that our leaders are competent and confident in handling complaints, concerns,

and allegations

6.2.15. We will develop a culture that encourages every member of our community to identify and raise concerns

and will support this with a clear whistleblowing policy

6.2.16. We will ensure that relevant policies, procedures, codes of conduct etc are publicly available
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Safeguarding Procedures

7. Purpose

These procedures aim to provide staff and volunteers with clear and simple instructions as to how

safeguarding is promoted and how concerns should be handled. They are not provided for training purposes

and will not be used as a substitute for training.

8. Scope

These procedures apply to all staff and volunteers, and others who act on behalf of the church.

9. Governance and oversight

The Trustees will provide effective oversight of safeguarding across the church by:

9.1. Ensuring that they appoint a nominated Safeguarding link to Trustees, who will act on their behalf to

provide leadership and guidance on matters related to safeguarding

9.2. Ensuring that the church leadership promote the importance of safeguarding and lead the development

of a culture that is biblically faithful, healthy, transparent, and accountable and that safeguarding is

appropriately prioritised, and its profile maintained

9.3. Ensuring that a suitably knowledgeable and appropriately trained and skilled DSL and a deputy are

appointed and that they are adequately supported and resourced

9.4. Ensuring that a proportionate and legally compliant safeguarding policy is implemented and that it is

reviewed by the trustees with input and support from the DSL and Deputy DSL at least annually, but more

frequently as required

9.5. Ensuring that clearly defined safeguarding procedures and systems are in place, that they are

understood and implemented by all staff, volunteers, and anyone else who acts on our behalf

9.6. Ensuring that the DSL provides a written update to all trustee meetings (which will be conveyed by the

safeguarding link to trustees) (see appendix 24)

9.7. Ensuring that the effectiveness of the safeguarding arrangements is monitored on an ongoing basis and

reviewed annually in line with the review of the policy and procedures

9.8. Ensuring that safeguarding roles and responsibilities are clearly defined, and that appropriate

accountability is provided

Page 15 / King’s Community Church, Norwich (KCCN & KCCFN) Safeguarding Policy – Sept 2022



9.9. That a clear statement in relation to safeguarding is included in the annual Charity Commission

submission

9.10. That any “Serious Incidents” (as defined in the Charity Commission Guidance -

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity) are reported accurately and

in a timely manner

10. Recruitment and ongoing support of staff and volunteers

The recruitment / appointment and support of staff and volunteers is of critical importance to King’s

Community Church and to our work and ministry. To fulfil our legal duties and to ensure we meet the still

higher standards dictated by scripture, all staff and volunteers will be subject to appropriate recruitment

processes.

10.1. Management of recruitment processes

10.1.1. At least one person who is involved in the process of recruitment of staff or appointment of

volunteers will be trained in Safe Recruitment

10.1.2. Staff and volunteers will be provided with written Job / role descriptions and person specifications

prior to deciding whether to take up the position / role

10.1.3. Roles that involve regulated activity and which consequently are subject to a DBS check will be

clearly identified as exempt from the Rehabilitation of Offenders Act

10.1.3. Appropriate records will be kept of all recruitment processes and decisions

10.1.4. A “Single Central Record” (DBS log) of recruitment checks and a training log will be maintained

10.2. Recruitment process

10.2.1. Prior to appointment, all staff and volunteers will be required to submit a contract (see appendix 9

and 28), an application form (see appendix 7) including a self-declaration of fitness and suitability for the role

(see appendix 8). Where necessary and appropriate (e.g., lack of literacy skills, English as a second language

etc) support can be provided for completion of the forms.

Paid staff positions

10.2.2. Prior to appointment all paid staff will be required to attend a formal interview, regardless of

whether a competitive process is in operation
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10.2.3. Prior to appointment of staff, references will be sought, including, where possible, a reference from

the current or previous employer

10.2.4. Upon commencement of their position, all staff will be required to complete a formal induction

process as outlined in their role description and including any matters identified during the recruitment

process

10.2.5. The Single Central Record (DBS log), training Log and Personnel file will be updated as appropriate

throughout the process

Volunteer positions

10.2.6. Prior to appointment, all volunteers will be required to attend a formal discussion to ensure their

suitability and clarity of understanding of the role and its requirements

10.2.7. Prior to appointment, references will be sought. Where an appropriate reference was obtained at the

time of application for formal church membership, this may be used, and internal references are acceptable

10.2.8. Following appointment and prior to commencement of the role, volunteers will be required to

complete a formal induction process as defined in the role description

10.2.9. The Single Central Record, training Log and Human Resources file will be updated as appropriate

throughout the process

DBS Checks

10.2.10. Following appointment and prior to commencement of the role, staff and volunteers involved in

regulated activity will be required to complete a DBS check

10.2.10.1. Under normal circumstances, the individual will not commence their role until the result of

the DBS check has been received

10.2.10.2. Under exceptional circumstances, and where it is necessary for the person to commence

prior to receipt of the DBS check result, a formal risk assessment will be completed

10.2.10.3. A formal agreement (Contract – see appendix 9) that outlines the duties that are permitted,

and all measures implemented to prevent the individual having unsupervised access to vulnerable people,

will be drawn up and signed by the appointee and the DSL or the Safeguarding Trustee

10.2.11. Once formal notification of a clear DBS check has been received, the Single Central Record (DBS

Log) will be updated with the relevant information
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Blemished DBS Checks

10.2.12. The applicant will be asked to present the DBS certificate to the Lead Recruiter

10.2.12.1. The applicant may, if they wish to, withdraw their application

10.2.12.2. If the application is withdrawn, consideration should be given to whether this required the

triggering of the “Management of ex-offenders or those who pose an actual or potential risk to others;

particularly to vulnerable people” (see section 14 of this policy) process needs to be triggered

10.2.13. If the applicant self-declared the blemish and it has been discussed previously, the recruiter will

check to ensure that the detail provided in the self-disclosure is consistent with the information on the DBS

certificate

10.2.14. If the applicant did not self-disclose, an open conversation about the circumstances of the blemish

will be discussed with the applicant

10.2.15. Whether the discussion arises from self-disclosure or examination of the certificate, a formal

assessment will be conducted to ascertain the applicant’s suitability for the role and the outcome will be

recorded

10.2.15.1. Advice can be sought from CSS if required

10.2.15.2. The applicant will be given every opportunity to provide input to the assessment and the

outcome will be explained to them

10.2.16. A blemished DBS check does not necessarily prevent the individual from engaging in regulated

activity. The risk assessment may conclude:

10.2.16.1. That the individual is unsuitable for the role

10.2.16.2. That further investigation is required

10.2.16.3. That the person is suitable for the role with restrictions

10.2.16.4. That the blemish does not indicate unsuitability

10.2.17. If the risk assessment concludes that the individual is unsuitable for the role, consideration will be

given to whether the “Management of ex-offenders or those who pose an actual or potential risk to others;

particularly to vulnerable people” (see section 14 of this policy) process needs to be triggered

10.2.18. Once the details of the certificate have been recorded in the Single Central Record, the certificate

will be returned to the applicant and no copies will be retained

Probationary periods

The precise nature and expectations of probationary periods will vary from role-to role as described in the

role description, however, they are intended to be supportive of the volunteer/employee and to provide a
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framework that provides accountability to both the individual and the organisation. Probationary periods will

not be used for punitive purposes.

10.2.19. All staff and volunteers will be subject to a formal probationary period – 3 months for staff, 6

months for volunteers.

10.2.20. Prior to commencement of the role, a clear statement of the criteria for successful completion of

the probationary period will be provided

10.2.21. Regular support, guidance and review will be provided throughout the probationary period, the

outcome (passed, extended, failed) will be communicated to the employee or volunteer prior to the end of

the probationary period, and records will be retained of all discussions

Ongoing support and supervision

10.2.22. All staff and volunteers will receive proportionate supervision and pastoral care. Supervision will

include both personal wellbeing and performance management

10.2.23. Where DBS checks are required, these will be updated at least every three years

Training

10.2.24. All staff and volunteers in roles that involve regulated activity or those who manage such staff will

be required to attend regular safeguarding training

10.2.24.1. Trustees will receive initial training. While there is no legal requirement for formal update

training, the trustees will ensure that they are competent in their roles and that their knowledge of

compliance with legislation and Charity Commission guidance up to date

10.2.24.2. Church leaders will refresh their training every three years

10.2.24.3. Volunteers and staff involved in working with children, young people, or adults at risk of

abuse are required to update their training at least every three years

10.2.24.4. The DSL and the Deputy DSL are required to attend formal update training at least every

two years

10.2.24.5. All staff, volunteers and trustees will undergo some informal update activity annually

10.2.25. A log of training and DBS checks will be maintained by the church
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11. Ensuring a safe and healthy environment

King’s Community Church fully recognises that there are many factors that impact on and contribute to the

safety of the environment for everyone, some of these being procedural and others cultural. Here we describe

only the procedural aspects.

Health and Safety

11.1. The officers aim to ensure that the health and safety of everyone who enters our church community is

protected by:

11.1.1. Regularly reviewing our health and safety policy to maximise effectiveness and ensure ongoing

legal compliance

11.1.2. Maintaining and implementing proportionate Risk Assessments for both the premises and the

activities of the church

11.1.3. Maintenance and analysis of Accident and Incident Reports on receipt, to ensure appropriate

lessons are learned and timely responses are implemented, and an overview analysis of reports that

examines trends and recurring themes will be conducted at least annually

11.1.4. Ensuring that adequate First Aid cover is available, and that only qualified First Aiders administer

First Aid, except in emergency situations when instructed to do so by Emergency Services

11.1.5. Ensuring that appropriate safety equipment such as First Aid kits, Fire Extinguishers etc are

available and maintained on an ongoing basis

11.1.6. Key Health and Safety information will be prominent and best practice will be promoted through

announcements, effective signage etc

Awareness raising

11.2. King’s Community Church recognises that any member of our church community could discover or

receive a disclosure of abuse, and therefore all members need a basic awareness and competence, regardless

of whether they engage directly in ministry to children, young people, or vulnerable adults. We will raise

awareness by ensuring that:

11.2.1. Information about our policies , procedures and codes of conduct are publicly available and

promoted by our leaders

11.2.2. Details of our safeguarding team are prominently displayed

11.2.3. We set clear expectations of conduct and that clear processes for identifying, challenging,

investigating, and dealing with inappropriate conduct are implemented

Page 20 / King’s Community Church, Norwich (KCCN & KCCFN) Safeguarding Policy – Sept 2022



11.2.4. We have clear and transparent processes for the raising of concerns or complaints, supported by

a culture that encourages and welcomes these as opportunities to learn and improve

When engaging in ministry to children and/or young people we will:

11.3. Ensure that registers of children attending, and leaders present are maintained

11.4. Ensuring that those involved in such ministries are church members and attend a Life Group and have

been appointed in accordance with our Safer Recruitment procedures.

11.5. Ensure that consent is obtained for their attendance at the group and that contact details and

information about any additional or specific needs are recorded

1.6. Ensure that appropriate child: adult ratios are maintained in line with guidance from the NSPCC:

● 0 - 2 years - one adult to three children

● 2 - 3 years - one adult to four children

● 4 - 8 years - one adult to six children

● 9 - 12 years - one adult to eight children

● 13 - 18 years - one adult to ten children

11.7. Ensure that appropriate accident / incident reporting is in place and that any accidents or incidents are

reported to parents / carers in a timely manner

11.8. Ensure that appropriate order and discipline are maintained

11.9. Ensure that children are encouraged and empowered to raise any concerns that they may have with

leaders or their parents as appropriate

When children or young people are present at meetings that are primarily aimed at adults and childcare is

not provided and their parents are present

11.10. During these times, children remain the responsibility of their parents who are responsible for their

safety and care

11.11. Any concerns or support needs identified will be recorded and reported to the DSL in the usual way

When young people are present at meetings that are primarily aimed at adults and participating in that

meeting in their own right
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11.12. Although there are not specific procedures for such meetings, the normal principles of safeguarding

will apply

11.13. If the young person is not believed to be competent to consent to attendance, consent will be sought

from their parents/carers

11.14. If the young person is believed to be competent to consent to attendance, they will be encouraged to

be open and transparent with their parents/carers and consent will be sought for the church to contact the

parents and establish open communication and transparency

11.15. Leaders of the church or of the meeting in question will be vigilant, to ensure that the young person is

adequately protected

11.16. Any concerns or support needs identified will be recorded and reported to the DSL in the usual way

When ministering to Adults at Risk of Abuse or Adults with additional support needs

11.17. If the individual is not believed to be competent to consent to attendance, consent will be sought

from their carers

11.18. If the individual is believed to be competent to consent to attendance, they will be encouraged to be

open and transparent with their carers, and consent will be sought for the church to contact them with a

view to establishing open communication and transparency

11.19. Leaders of the church or of the meeting in question will be vigilant to ensure that the individual is

adequately protected

11.20. Any concerns or support needs identified will be recorded and reported to the DSL in the usual way

General provisions

11.21. The church will ensure that information relating to safeguarding, including contact details and other

relevant information is prominently displayed in the building and online

11.22. Leaders will promote the need for every member to be vigilant to safeguarding concerns through the

processes, teaching and culture of the church and by personal example
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12. Responding to and reporting safeguarding concerns and disclosures

Managing immediate risk

12.1. Upon identification of a concern or receipt of a disclosure, the worker involved should make an assessment as

to whether any immediate action is necessary to protect the individual

12.1.1 The worker may seek advice from the Site Safeguarding Coordinator or from the DSL, however, the

seeking of advice should not unnecessarily delay or prevent the protective action or place the individual at risk of

further or increased harm

12.1.2 In such urgent situations and if the DSL cannot be immediately contacted, the worker should contact

either the police on 999 or Social Care to obtain support. Under such circumstances, the DSL should be notified at

the earliest possible opportunity

Reporting concerns to the Designated Safeguarding Lead

12.2. Once it has been established that the individual is not, or is no longer in imminent danger, the concern will be

reported to the DSL

12.2.1 The concerns will be discussed with the DSL at the earliest opportunity, to ensure clarity of understanding

12.2.2. Details of the concern must be recorded on the Response Sheet (see appendix 6) either before, during, or

immediately after the discussion with the DSL

Under no circumstances should a worker carry out their own investigation into an allegation or suspicion of abuse.

Follow procedures as below:

● The person in receipt of allegations or suspicions of abuse should report concerns as soon as possible

to:

Alison Venn (hereafter the DSL) using a Response Sheet

Tel: 01603 285265

Email: safeguarding@kings-norwich.com

The above is nominated by the Leadership to act on their behalf in dealing with the allegation or suspicion of neglect

or abuse, including referring the matter on to the statutory authorities.
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● In the absence of the DSL, or if the suspicions in any way involve the Safeguarding Coordinator, then

the report should be made to:

Marcus Tutt

Tel: 01603 765795

Email: marcus@kings-norwich.com

● If the suspicions implicate both the DSL and Marcus Tutt, then the report should be made in the first

instance to:

The CSS, 39 Gracedieu Road, Loughborough, Leics, LE11 4QF

Tel: 0116 218 4420

Alternatively contact Social Services, or the police.

● Where the concern is about a child, the Safeguarding Coordinator should contact Children’s Social

Services. Where the concern is regarding an adult in need of protection, contact Adult Social Services or take

advice from CSS as above.

Name of local authority:

Norfolk County Council Advice and Duty Service

Tel: 0344 800 8020.

Website address: www.norfolk.gov.uk/care-support-and-health

The non-emergency Police Protection Team telephone number - 101.

Domestic abuse advice number - 0300 561 0077 (Leeway Domestic Violence & Abuse Services)

Norfolk Probationary Service number - 01603 724000

Managing the risks: the role of the DSL

12.3. In discussion with the worker reporting the concern, the DSL will review any immediate actions taken and will

be responsible for follow-up or further action that may be required

12.4. Upon receipt of the completed form, the DSL will establish a “Confidential File” in relation to the person at risk

12.4.1. A Chronology (see appendix 26) will be established and inserted at the front of the confidential file

12.4.2. The confidential file will be updated with any further discussions or actions, including any advice sought

or referrals made and updating will continue on an ongoing basis

Page 24 / King’s Community Church, Norwich (KCCN & KCCFN) Safeguarding Policy – Sept 2022



12.4.2.1 The DSL will confirm to the person raising the concern that the matter has been actioned. The

DSL will not provide any unnecessary information. Information is only shared on a “need to know” basis

12.5. Where the concern meets the statutory threshold, the DSL will notify the parent or carer of the individual

concerned (or the individual themselves if they are a competent adult) that a referral is being made to Social Care

12.5.1. Information will not be shared with the parent / carer in situations where:

12.5.1.1. To do so would place a child at increased risk of harm or neglect

12.5.1.2. To do so would place an adult at increased risk of harm or abuse

12.5.1.3 The concern relates to Fabricated or Induced Illness

12.5.2. The referral will be made to the appropriate Social Care service (see appendix 21 for contact details)

12.5.3. If the referral has not been acknowledged within 3 working days, the DSL will follow up with Children’s

Social Care

12.5.4. The DSL & Overseeing Safeguarding elder will work with the Local Authority and other partners on

behalf of the church to ensure that we fully participate in the safeguarding process

12.5.5. All conversations, correspondence, and documentation etc will be placed into the confidential file and

the “Record of action” and Chronology will be maintained on an ongoing basis

12.6. Confidential files will be stored in a Confidential file in the Safeguarding folder on the Google Drive. Any

paperwork in a locked box in a cabinet in the upstairs office, accessible only to DSL and overseeing elder

12.7. The DSL will share information as necessary with other individuals in the church to facilitate effective

safeguarding.

13. Allegations against or concerns about staff and volunteers

King’s Community Church takes allegations against our staff and volunteers very seriously and will ensure that they

are investigated thoroughly, via a transparent process that expedites the matter in a timely manner. We recognise

that we have a responsibility to take the allegation seriously, to manage the situation effectively while the

investigation takes place and to and to support the person accused throughout the process.

13.1. Allegations against leaders, staff or volunteers within the church should be reported to: Alison Venn (DSL) on

the designated safeguarding number – 01603 340304

13.1.1. If the allegation is against the Elder, it should be reported to CSS

13.2. Full details of the allegation will be recorded

13.3. The church’s investigating team, appointed from within the trustees, will assess whether any immediate action

is required to ensure the safety of everyone involved

13.3.1. Dependent upon circumstances and the immediate action required, notifying the individual that an

allegation has been received may be unavoidable

13.3.2. If so, care will be taken not to compromise the gathering of evidence.
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13.3.3. If it is necessary to notify the individual at this stage, details of the allegation will not be divulged

13.3.4. Support must be offered to the subject of the allegation as well as any potential victims

13.4. At the earliest opportunity, the LADO (Local Authority Designated Officer) should be consulted

13.4.1. If the LADO cannot be contacted due to working hours, initial advice can be sought from Christian

Safeguarding Services (CSS)

13.5. If the allegation meets the threshold for LADO, the church’s investigating officer will work with LADO to ensure

that the allegation is thoroughly investigated, and all issues raised are addressed

13.6. If the allegation does not meet the threshold for LADO, the investigating officer will consult with CSS, who will

provide independent support and advice to ensure transparency

13.7. Thorough records of all aspects of the handling of the allegation will be retained throughout the process.

13.7.1. These records will be held in a Confidential file in the Safeguarding folder on the Google Drive, and any

paperwork in a locked box in a cabinet in the elder’s office, accessible only to DSL and Overseeing Elder

13.8. The DSL will seek and follow specialist advice throughout the process

14. Management of ex-offenders or those who pose an actual or potential risk to others;

particularly to vulnerable people

As a church, we believe in the power of God to forgive and transform individuals. We also believe that every

individual is valuable to God and should be protected, particularly those who are vulnerable.

14.1. Where the church becomes aware that an individual is an ex-offender or that they may pose a risk to

vulnerable people, the church leaders will enter into an open and frank discourse with that individual to understand

the context and the risks

14.2. With the consent of the individual (if required), the church will seek to work in partnership with probation

services or other agencies supporting the individual where this is appropriate

14.3. The leaders will assess the risk posed by the individual and a formal risk assessment will be formulated

14.4. A formal agreement (see appendix 13) with the individual will be drawn up and signed by the Overseeing

Safeguarding elder. The agreement will include:

14.4.1. The church’s commitments to the individual who poses the risk

14.4.2. The steps the church will take to support the individual while simultaneously protecting everyone in the

church community

14.4.3. The restrictions and conditions that will be applied to the individual’s involvement in the life of the church

14.4.4. The consequences of failure to comply with the agreement

14.4.5. When and how the risk assessment and formal contract will be reviewed

14.5. All decisions and agreements will be formally recorded and securely stored
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14.6. The individual who poses a risk will be fully involved in the planning process and information will only be

shared with church members by the leaders either:

14.6.1. With the agreement of the individual who poses a riskm

14.6.2. Where information needs to be shared to protect vulnerable people and then, only the minimum

information that is essential will be shared and the individual will be informed in advance what information will be

shared

14.7. If the individual chooses to leave the church to avoid the management of the risk and starts to attend

elsewhere, the church leaders will take specialist advice as to whether this information should be passed on

15. Complaints and concerns

King’s Community Church recognises the importance of listening to all members of our church community, including

those who find it hard to make their voices heard and those who hold contrary views to the church leadership. The

trustees will proactively seek the views of all who engage with the church in a variety of ways; however, we also

recognise the importance of responding well when concerns, criticisms or complaints are raised with us.

It is our hope that the majority of concerns that do not meet the statutory thresholds for referral to external agencies

can be resolved informally through constructive discussion and in line with Matthew 18: 15-35. However, we

recognise that for a variety of reasons, resolution via such dialogue will not always be possible or appropriate. This

procedure seeks to establish a robust process for dealing with complaints or concerns that have not or cannot be

resolved through informal discussion.

Use of informal discussion (as described above) is not a prerequisite for initiating the formal complaint process. Not

all complaints will involve a safeguarding element. The same process will be followed for all complaints.

Complaint’s log

15.1. King’s Community Church (KCCN) will maintain a log of all complaints (See appendix 23)

Anonymous complaints and media campaigns (including social media)

15.2. Complaints that are made anonymously cannot be handled in the usual way and will generally be filed without

full investigation.

15.3. Complaints that request a level of confidentiality that would compromise the integrity of an investigation, or its

outcome will not be investigated, but may be considered in general terms. They will generally be filed without full

investigation
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15.4. KCCN will not respond to complaints made in public space such as social media or other online or in-print

publications. All complaints should be addressed to KCCN directly using this complaints process

15.5. Although anonymous complaints cannot, by definition, be handled in the usual way, KCCN will:

15.5.1. log the complaints

15.5.2. Seek to establish whether any pattern or consistency can be identified

15.5.3. Consider whether any form of investigation or action can and should be taken

External investigations

15.6. Concerns, complaints, and allegations will generally be investigated internally

15.7. In exceptional circumstances such as where KCCN has concerns about the independence or competence of

staff, or their capacity to conduct a timely investigation, KCCN will consider whether it is appropriate to involve an

independent external individual or organisation to assist with the investigation

15.8. Unless directed by a statutory or regulatory body to involve an independent, external body, KCCN will make

such decisions. Advice can be sought from Christian Safeguarding Services (CSS) or other sources, but this decision

rests solely in the hands of KCCN trustees and senior leaders

Making a complaint

15.9. Complaints should be addressed to one of the Elders

15.9.1. If the complaint is about all of the Elders, the complaint should be addressed to the Trustees

15.10. The details will be entered into the complaints log (see appendix 22) and progress to conclusion will be

tracked

15.11. The Elders will inform the Trustees of the complaint and an initial plan of action will be developed

15.12. Consideration will be given to whether a Serious Incident Report to the appropriate charity regulator is

required

15.13. An Investigating Team will be identified from within the Trustees

Preliminary actions

15.14. The Trustees or the Investigating Officer may consult with CSS, who will provide independent support and

advice to ensure transparency

15.15. The Investigating Team will acknowledge receipt of the complaint and will notify the complainants of the

initial plan of action which will include:

15.15.1. Discussing the complaint with the complainants to confirm and clarify the details of the complaint

15.15.2. Details of the complaint process and of key contacts will be provided to the complainants

15.15.3. The Investigating Team will establish whether the complainants wish to start the process at stage 1

(informal resolution) or stage 2 (formal investigation)
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15.15.4. A detailed investigation plan will be developed by the Investigating Team and signed off by the Trustees

Stage 1 – Informal resolution

15.16. Where possible, KCCN prefers to commence at this stage; believing this to be best aligned to the biblical

principles, however, this will be a decision for the complainants, and if they request commencement at stage 2, that

decision will be fully respected by the church

15.17. The Investigating Team, supported by a note-taker if required, will arrange to discuss the matter with the

complainants

15.18. The aim at this stage is to establish whether agreement can be reached about action that is required

15.19. KCCN will make a written record of the discussion that includes:

15.19.1. The key points discussed, and views expressed

15.19.2. Areas of agreement

15.19.3. Areas of disagreement

15.19.4. Conclusions and actions agreed

15.20. A copy of the written record of the meeting will be provided to the complainants who will have opportunity

to request amendments or clarification

15.21. Once agreed, the complainants will be asked to confirm the accuracy of the notes of the discussion

If resolution has been agreed

15.22. Once KCCN have completed the agreed actions, they will notify the complainants of the action taken

15.23. The complainants will be asked to confirm that they are happy that the matter has been addressed

15.24. The complaints log will be updated, and the notes will be stored securely

If resolution has not been agreed

15.25. A record of the closing position of the informal stage will be agreed between these complainants and the

Investigating Team. This will include any progress made and actions agreed / completed and the issues that could not

be resolved

15.26. The closing report will be signed off by the Trustees, who will escalate the matter to the formal stage

Stage 2 – formal investigation

15.27. Complaints at the formal stage will be reviewed by the Trustees to establish whether there are sufficient

grounds for a full investigation

15.28. If a full investigation is required / justified, this will be agreed and authorised
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15.29. The “Investigating Team” for this stage will be agreed

15.30. An investigation plan will be developed and communicated to the complainants

15.31. The matter will be thoroughly investigated, and a final (Stage 2) report will be delivered to the Trustees for

sign off

15.32. Once signed off, the outcome will be communicated to the complainants,

15.32.1. The complainants will be notified of their right of appeal and of the process and timescales for doing so

15.33. All records will be stored confidentially

Stage 3 - Appeal

15.34. If the complainants believe that the process or findings if the formal investigation is incorrect, they can raise

their concerns using the appeal process

15.35. The complainant must clearly outline the basis of the appeal and the justification for appealing the process

and / or outcome.

15.36. The Trustees will consider the grounds of appeal and decide whether the appeal is justified

15.37. The appeal will be conducted by a suitably skilled individual(s) who were not part of the stage 2 investigation

(excluding the sign off process) and who are not involved in the complaint

15.38. An appeal report will be produced and submitted to the Trustees (or the subgroup thereof) for final signoff

15.39. The complainants will be notified of the outcome of the appeal and their options of further action (e.g.,

referral to the Charity regulator, the police, or the Local Authority etc will be provided)

15.40. The process will be reviewed to identify lessons that can be learned

16. Concerns about practice and whistleblowing

KCCN strives to create an environment that is open, transparent, and accountable. We want to listen and respond well

to any concerns raised by our staff and volunteers.

16.1. Staff and volunteers are encouraged to raise concerns about process, practice, or culture with the ministry

team leader

16.1.1. If they do not feel able to do so, or if they feel that concerns raised have not been given due

consideration, they can be raised with Marcus Tutt, or with one of the senior leaders, or with the Safeguarding link to

the Trustees, or the Chair of Trustees

16.2. The concerns will be carefully considered, and a formal response will be provided to the individual explaining

the decision. The examination of the concerns raised may conclude:
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16.2.1. The concerns are wholly or partially valid and require corrective action

16.2.2. That the concerns did not take account of all relevant factors, and no further action is required

16.2.3. That the concerns were invalid and have been dismissed

16.3. If the complainant is not satisfied with the response, they should formally raise the matter with the

Safeguarding link to the Trustees or the Chair of Trustees, explaining their concerns about the adequacy of the initial

response. Details of how this can be done will be communicated at the same time as the initial response

16.4. Once the Trustees have considered the matter, they will formally respond to the complainant in writing,

explaining their findings and the rationale for their decision

16.4.1. Details of how to raise the complaint externally will also be provided as part of the response

16.4.2. This will include contacting the Charity Commission, details of the NSPCC whistleblowing helpline and any

other measures that the Trustees wish to offer

17. Working in Partnership

17.1. The diversity of organisations and settings means there can be great variation in practice when it comes to

safeguarding children, young people and adults. This can be because of cultural tradition, belief and religious practice

or understanding, for example, of what constitutes abuse.

We, therefore, have clear guidelines in regards to our expectations of those with whom we work in partnership,

whether in the UK or not. We will discuss with all partners our safeguarding expectations and form a case-by-case

partnership agreement for safeguarding. It is also our expectation that any organisation using our premises, as part of

the letting agreement will have their own policy that meets safeguarding standards. Good communication is essential

in promoting safeguarding, both to those we wish to protect, to everyone involved in working with children and

adults and to all those with whom we work in partnership. This Safeguarding Policy is just one means of promoting

safeguarding.

Working in Partnership with Agencies Abroad

17.2 If an individual member of King’s Community Church is partnering with another organisation abroad, it is the

responsibility of the individual and not King’s Community Church to make sure the organisation has clear

safeguarding guidelines and risk assessment procedures in place.

17.3 If a member of King’s Community Church is partnering with another organisation on behalf of or as part of a

team from King’s Community Church, safeguarding implications should be discussed with the DSL and specific

guidelines in line with our policy will be set in place.
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18. Pastoral Care

Supporting those affected by abuse

18.1. The Leadership is committed to offering pastoral care, working with statutory agencies as appropriate, and

support to all those who have been affected by abuse who are part of the place of worship/ organisation.

18.2. King’s Community Church is committed to supporting victims of abuse and encouraging them in their faith, by:

18.2.1. Viewing them without prejudice

18.2.2. Helping them come to terms with the past

18.2.3. Helping them come into a right understanding of the love, grace and mercy of God and growing in Him

18.2.4. Helping them in their relationships with others

18.3. Support will be offered in the following ways:

18.3.1. The first point of contact will always be the DSL, who will deal with any unreported allegations.

18.3.2. The DSL can then refer those affected onto the King’s Community Church Pastoral Core Team for support.

All referrals should be made through Marcus Tutt

18.3.3. If allegations have already been reported then a referral can be made directly to Marcus Tutt.

Basis of policy and legal framework
This policy is consistent with:
● Current legislation
● National guidance
● Local arrangements
● Our charitable objectives, governing documents, and doctrinal statements

(Details of the relevant legislation and guidance is available in appendix 27)
Related policies and procedures
This policy should be read in conjunction with:
● Our statement of Faith
● Our governing documents

Policy due for review: Policy last reviewed Last review conducted / approved by:
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Appendix 1
King’s Safeguarding Team

Overseeing Elder:
Marcus Tutt
Tel: 01603 765795
Email: marcus@kings-norwich.com

Overseeing Safeguarding Coordinator:

Alison Venn

Tel: 01603 765795/01603 285265

Email: safeguarding@kings-norwich.com

City Centre
Site Safeguarding Coordinator:
Nikki Hedges
Email: nsalmon@doctors.org.uk

Deputy Overseeing Coordinator

Alison Hopley

Email: alison@kings-norwich.com

Mile Cross

Site Safeguarding Coordinator:

Tracy Scott

Email: ycartneleh@yahoo.co.uk

City West Interim Site Safeguarding Coordinator

Steve Hope

Email: steve@kings-norwich.com

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 2

Christian Safeguarding Services (CSS)

Our chosen support service for safeguarding

Six Pillars of Effective Safeguarding Practice – Link: https://thecss.co.uk/wp-content/uploads/2020/11/6-Pillars.jpg

Christian Safeguarding Services is a provider of specialist training and consultancy and support.  Driven by a passion
to help churches and faith based organisations to develop best practice in safeguarding without it costing a fortune.

So, by using our knowledge, our expertise and experience of working in Local Government, together with our
combined involvement in serving in churches, we are able to serve and support churches as well as faith based
organisations in delivering to them all their safeguarding requirements.

Christian Safeguarding Services support churches and faith-based organisations with policy development, and
training & consultancy services. The CSS have a support and advice line as well as an answerphone service.

Address: 39 Gracedieu Road, Loughborough, Leics, LE11 4QF.
Tel: 0116 218 4420

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 3

Statutory Definitions of Abuse (Children)

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm,
or by failing to act to prevent harm.

Children may be abused in a family or in an institutional or community setting; by those known to them or, more
rarely, by a stranger. They may be abused by an adult or adults or another child or children.

Child protection legislation throughout the UK is based on the United Nations Convention on the Rights of the Child.
Each nation within the UK has incorporated the convention within its legislation and guidance.

The four definitions of abuse below operate in England based on the government guidance ‘Working Together to
Safeguard Children (2015)’.

What is abuse and neglect?
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm,
or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting, by
those known to them or, more rarely, by a stranger for example, via the internet. They may be abused by an adult or
adults, or another child or children.

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

Emotional abuse
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse
effects on the child’s emotional development.

It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they
meet the needs of another person. It may include not giving the child opportunities to express their views,
deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may feature age or
developmentally inappropriate expectations being imposed on children. These may include interactions that are
beyond the child’s developmental capability, as well as overprotection and limitation of exploration and learning, or
preventing the child participating in normal social interaction. It may involve seeing or hearing the ill-treatment of
another. It may involve serious bullying (including cyberbullying), causing children frequently to feel frightened or in
danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of
maltreatment of a child, though it may occur alone.

Sexual abuse
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily
involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve
physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as
masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such as
involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging
children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the
internet). Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can
other children.

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

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 4

Statutory Definitions of Abuse (Adults)

The following information relates to the Safeguarding of Adults as defined in the Care Act 2014, Chapter 14.
Safeguarding, this replaces the previous guidelines produced in ‘No Secrets’ (Department of Health 2000)

The legislation is relevant across England and Wales but on occasions applies only to local authorities in England.

The Safeguarding duties apply to an adult who;

● has need for care and support (whether or not the local authority is meeting any of those needs) and;
● is experiencing, or at risk of, abuse or neglect; and
● as a result of those care and support needs is unable to protect themselves from either the risk of, or the
experience of abuse or neglect.

Organisations should always promote the adult’s wellbeing in their safeguarding arrangements. People have complex
lives and being safe is only one of the things they want for themselves. Professionals should work with the adult to
establish what being safe means to them and how that can be best achieved. Professionals and other staff should not
be advocating ‘safety’ measures that do not take account of individual well-being, as defined in Section 1 of the Care
Act. Link to Care Act

This section considers the different types and patterns of abuse and neglect and the different circumstances in which
they may take place. This is not intended to be an exhaustive list but an illustrative guide as to the sort of behaviour
which could give rise to a safeguarding concern.

● Physical abuse – including assault, hitting, slapping, pushing, misuse of medication, restraint or inappropriate
physical sanctions.

● Domestic violence – including psychological, physical, sexual, financial, emotional abuse; so called ‘honour’
based violence.

● Sexual abuse – including rape, indecent exposure, sexual harassment, inappropriate looking or touching,
sexual teasing or innuendo, sexual photography, subjection to pornography or witnessing sexual acts, indecent
exposure and sexual assault or sexual acts to which the adult has not consented or was pressured into consenting.

● Psychological abuse – including emotional abuse, threats of harm or abandonment, deprivation of contact,
humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, cyber bullying, isolation or
unreasonable and unjustified withdrawal of services or supportive networks.

● Financial or material abuse – including theft, fraud, internet scamming, coercion in relation to an adult’s
financial affairs or arrangements, including in connection with wills, property, inheritance or financial transactions, or
the misuse or misappropriation of property, possessions or benefits.

● Modern slavery – encompasses slavery, human trafficking, forced labour and domestic servitude. Traffickers
and slave masters use whatever means they have at their disposal to coerce, deceive and force individuals into a life
of abuse, servitude and inhumane treatment.

● Discriminatory abuse – including forms of harassment, slurs or similar treatment; because of race, gender
and gender identity, age, disability, sexual orientation or religion.

● Organisational abuse – including neglect and poor care practice within an Institution or specific care setting
such as a hospital or care home, for example, or in relation to care provided in one’s own home. This may range from
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one off incidents to on-going ill-treatment. It can be through neglect or poor professional practice as a result of the
structure, policies, processes and practices within an organisation.

● Neglect and acts of omission – including ignoring medical, emotional or physical care needs, failure to
provide access to appropriate health, care and support or educational services, the withholding of the necessities of
life, such as medication, adequate nutrition and heating.

● Self-neglect – this covers a wide range of behaviour neglecting to care for one’s personal hygiene, health or
surroundings and includes behaviour such as hoarding.

 Incidents of abuse may be one-off or multiple, and affect one person or more.

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 5

Signs of Possible Abuse (Adults)

Physical abuse

● History of unexplained falls, fractures, bruises, burns, minor injuries.
● Signs of under or over use of medication and/or medical problems left unattended.

Domestic violence

● Unexplained injuries or ‘excuses’ for marks or scars
● Controlling and/or threatening relationship including psychological, physical, sexual, financial, emotional
abuse; so called ‘honour’ based violence and Female Genital Mutilation.
● Age range extended to 16yrs.

 Sexual abuse

● Pregnancy in a woman who is unable to consent to sexual intercourse
● Unexplained change in behaviour or sexually explicit behaviour
● Torn, stained or bloody underwear and/or unusual difficulty in walking or sitting
● Infections or sexually transmitted diseases
● Full or partial disclosures or hints of sexual abuse
● Self harming

Psychological abuse

● Alteration in psychological state eg. withdrawn, agitated, anxious, tearful
● Intimidated or subdued in the presence of a carer
● Fearful, flinching or frightened of making choices or expressing wishes
● Unexplained paranoia

 Financial or material abuse

● Disparity between assets and living conditions
● Unexplained withdrawals from accounts or disappearance of financial documents
● Sudden inability to pay bills
● Carers or professionals fail to account for expenses incurred on a person’s behalf
● Recent changes of deeds or title to property

Modern slavery

● Physical appearance; unkempt, inappropriate clothing, malnourished
● Movement monitored, rarely alone, travel early or late at night to facilitate working hours.
● Few personal possessions or ID documents.
● Fear of seeking help or trusting people.

Discriminatory abuse

● Inappropriate remarks, comments or lack of respect
● Poor quality or avoidance care
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 Organisational abuse

● No confidence in complaints procedures for staff or service users.
● Neglectful or poor professional practice.

 Neglect and acts of omission

● Deteriorating despite apparent care
● Poor home conditions, clothing or care and support.
● Lack of medication or medical intervention

 Self-neglect

● Hoarding inside or outside a property
● Neglecting personal hygiene or medical needs

Incidents of abuse may be one-off or multiple, and affect one person or more.

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 6 CONFIDENTIAL
Response sheet

Name of Church: King’s Community Church, Norwich

Name of Group:

Name of Person Reporting Incident:

Date: / / Time:

Name of Child/Young Person/Adult with additional care and support needs:

Date of Birth: (If child or young person) / /

Please write what happened in the box below (writing down exactly what the child, young person or adult with

additional care and support needs said and when he/she said it, what you said in reply and what was happening

immediately beforehand – use the body chart overleaf where appropriate). If you need more space please use the

back of this sheet.

Action Taken:

_______________________________________________________________________________________

_______________________________________________________________________________________

Name of Person Contacted:

Date: / / Time:

Notes:
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As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 7

Application form for paid or voluntary work with Children, Young People and Adults with

additional care and support needs at KCCN/KCCFN

If you have been a member of King’s for less than 5 years & will be working with children, young people, or adults
with additional care & support needs you will need to complete this form.
If there is insufficient room to fully answer any question, please continue on a separate sheet. The information will be
kept confidentially by King’s Community Church, Norwich, unless requested by an appropriate authority.

Personal details

We may need to see birth/marriage or documents regarding a change of name.

Full Name: ______________________________________________________________________________________

Maiden/Former Name: ____________________________________________________________________________

Date and place of Birth: ___/___/_____ ________________________________________________________

Home Address: __________________________________________________________________________________

_________________________________________________________________ Postcode: _____________________

Daytime Tel:______________________________________ Mobile Tel: _____________________________________

Evening Tel No: __________________________________________________________________________________

Email address: ___________________________________________________________________________________

How long have you lived at the above address? ____________ Years ____________ Months

If less than 5 years, please give previous address(es) with dates:

From/To ___/___/____ ___/___/___ From/To ___/___/___ ___/___/___

Previous ____________________ Previous _______________________

Address Address
____________________ _______________________

____________________ _______________________

Postcode: ____________________ _______________________

How long have you been a Christian? ___________________________________________________

Previous church attended (if any) _______________________________________________________
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Are you a member of King’s Community Church? YES NO (Please tick)

Have you been/are you involved in other King’s activities? YES NO (Please tick)

If yes, please give details

__________________________________________________________________________________

__________________________________________________________________________________

Have you previous experience of any work with children, young people or adults with additional care and support

needs?

YES NO (Please tick)

If yes, please give details

__________________________________________________________________________________

__________________________________________________________________________________

Have you ever had an offer to work with children, young people or adults with additional care and support needs

declined?

YES NO (Please Tick)

If yes, please give details

__________________________________________________________________________________

__________________________________________________________________________________

Have you any qualifications in this area? YES NO (Please tick)

If yes, please give details

__________________________________________________________________________________

__________________________________________________________________________________

Have you any appropriate training in this area? YES NO (Please tick)

If yes, please give details

__________________________________________________________________________________

_________________________________________________________________________________
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Are you currently working in any other care position in either a voluntary or paid capacity?

If yes please give details

Name of Organisation: _____________________ Contact Person: ______________________

Address: __________________________________________________________________________

___________________________________________ Tel No: ________________________________

Details of duties ___________________________________________________________________

__________________________________________________________________________________

Do you hold a current First Aid certificate? YES NO (Please tick)

If yes, please provide a copy.

If you are applying to become a King’s Care team member, have you been immunised against Hepatitis B?

YES NO (Please tick)

References (if we require them)

Please give details of two people who know you well and who would be able to give a personal reference. We reserve

the right to take up any character references from any other individuals deemed necessary.

Name: Name:

Address: Address:

Tel: Tel:

Relationship: Relationship:

Email address: Email address:

I agree to a Criminal Records (DBS) Disclosure being requested should I be appointed to a post involving working with

children, young people or adults with additional care and support needs.
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I CONFIRM that the submitted information is correct and complete. I have attended or will be attending King’s

Safeguarding Training, am aware of the location of the King’s Community Church Safeguarding Policy and agree to

abide by its contents. I understand and agree to the conditions involving a DBS Disclosure and I have sent the

self-declaration form to the recruiter in a separate, sealed envelope.

Signed: _____________________________________ Date: ____________________

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 8

Self-declaration Form for a Position Requiring a Disclosure

STRICTLY CONFIDENTIAL

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection
Regulations made effective from May 25th 2018 and all other relevant legislation, and the expectation of the
Information Commissioner’s Office relating to the date privacy of individuals.

All applicants are asked to complete this form and return it to the Recruiter detailed below, in a separate sealed
envelope.

To: Alison Venn

Address: The King’s Centre, King Street, Norwich, NR1 1PH

Name: _________________________________________________________________________________________

Appointment applied for: _________________________________________________________________________

CONVICTION HISTORY
If you have never been convicted of a criminal offence or never received a caution, reprimand or warning then please
select ‘No’ below. If you have been convicted of a criminal offence, or received a caution, reprimand or warning that
is now spent according to DBS filtering rules*, then please select ‘No’ below.

If you have an unspent criminal offence, caution, reprimand or warning (according to DBS filtering rules*), please
select ‘Yes’ below.

For exceptions to this legislation or for more information please refer to the Rehabilitation of Offenders Act 1974**
and the DBS filtering guidance*.

Do you have any unspent convictions; or are you at present the subject of a criminal investigation/pending
prosecution?

Yes No (please tick)

If yes, please give details including the nature of the offences and the dates. Please give details of the court(s) where
your conviction(s) were heard, the type of offence and sentence(s) received. Could you also give details of the
reasons and circumstances that led to the offence(s). Continue on a separate sheet if necessary.

_______________________________________________________________________________________________

_______________________________________________________________________________________________
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Has there ever been any cause for concern regarding your conduct with children, young people, adults with
additional care and support needs? Please include any disciplinary action taken by an employer in relation to your
behaviour with adults.

Yes No (please tick) If yes, please give details.

_______________________________________________________________________________________________

DECLARATION
To help us ensure that we are complying with all relevant safeguarding legislation, please read the accompanying
notes and complete the following declaration.

I (full name) ________________________________

Of (address) ____________________________________________________________________________________

_____________________________________________________________________________________________

I consent to a criminal records check if appointed to the position for which I have applied. I am aware that details of
pending prosecutions, previous convictions, cautions, or bind overs against me may be disclosed along with any other
relevant information which may be known to the police.

I agree to inform the person within the place of worship/organisation responsible for processing disclosure
applications if I am convicted of an offence after I take up any post within the place of worship/organisation. I
understand that failure to do so may lead to the immediate suspension of my work with children or adults with
additional care and support needs and/or the termination of my employment.

I agree to inform the person within the place of worship/organisation responsible for processing disclosure
applications if I become the subject of a police and/or a social services/(Children’s Social Care or Adult Social
Services)/Social Work Department investigation. I understand that failure to do so may lead to the immediate
suspension of my work with children or adults with additional care and support needs and/or the termination of my
employment.

I am in agreement with the church’s beliefs as outlined in the statement of faith.

I agree to abide by the policies, procedures, codes of conduct, risk assessments etc that are relevant to this role.

Signed: ______________________________ Date: ______________________
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*https://www.gov.uk/government/publications/filtering-rules-for-criminal-record-check-certificates

http://www.ccpas.co.uk/Documents/QRGDBSFiltering.pdf

**https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/148542/rehabilitionoffenders.
Pdf

LEGALESE – ATTACHED NOTES
The Disclosure of any offence may not prohibit employment. Please refer to our Rehabilitation of Offenders Policy.

As this post involves working contact with children, young people and/or adults with additional care and support needs all
applicants who are offered an appointment will be asked to submit to a criminal records check before the position can be
confirmed. You will be asked to apply for an Enhanced Disclosure through the Disclosure and Barring Service (DBS) (England
&Wales), SCRO (Scotland), ACCESS NI (Northern Ireland).

As the position is exempted under the Rehabilitation of Offenders Act this check will reveal details of cautions, reprimands or
final warnings, as well as formal convictions not subject to DBS filtering rules. Because of the nature of the work for which you
are applying, this position is exempt from the provision of section 4(ii) of the Rehabilitation of Offenders Act 1974 (Exemptions
Orders as applicable within the UK), and you are not entitled to withhold information about convictions which for other purposes
are ‘spent’ under the provisions of the Act with the exception of those that are subject to the DBS filtering rules. In the event of
appointment, any failure to disclose such convictions could result in the withdrawal of approval to work with children or adults
with additional care and support needs within the church/organisation.

This process is subject to a strict code to ensure confidentiality, fair practice and security of any information disclosed. The
DBS/SCRO/PVA (NI) Service Code of Practice and our own procedures are available on request for you to read. It is stressed that a
criminal record will not necessarily be a bar to appointment, only if the nature of any matters revealed could be considered to
place children or adults with additional care and support needs at risk. As a place of worship/organisation we agree to abide by
the Code of Practice on the use of personal data in employee/employer relationships under the Data Protection Act 1998 as well
as the expectations of the DBS/SCRO/ACCESS NI Service.

Notes for England, Wales & Northern Ireland Only - Children and Young People
Under the Protection of Freedoms Act 2012 it is an offence for any organisation to offer employment to anyone who has been
convicted of certain specific offences, or included on either of the two barred lists held by the Disclosure and Barring Service
where the post falls within the scope of regulated activity (as defined by the DBS, under the Safeguarding Vulnerable Groups Act
2006 and the Protection of Freedoms Act 2012). An enhanced with barred list check must be completed. Those working with
children and / or adults with additional care and support needs in posts which fall outside the scope of regulated activity may
still be eligible for an enhanced disclosure WITHOUT a barred list check.

The Disclosure and Barring Service (DBS) was established under the Protection of Freedoms Act 2012 and merges the functions
previously carried out by the Criminal Records Bureau (CRB) and Independent Safeguarding Authority (ISA). The DBS came into
existence on 1st December 2012. The DBS offers both an enhanced check and for those engaged in regulated activity an
enhanced with a barred list check.

DBS Eligibility from:
http://www.homeoffice.gov.uk/publications/agencies-public-bodies/dbs/dbs-checkingserviceguidance/eligibility-guidance

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 9
Contract for paid or voluntary work with children, young people and adults with

additional care and support needs at KCCN/KCCFN
1. To be completed by the Team Leader:

Name of team member: ___________________________________

Name of team: __________________________________________

Description of role in team: ___________________________________________________________

Name of team leader: ___________________________________

We are committed to helping you give the best possible service to those you are working with, so we will endeavour
to provide for any training needs. We will also meet with you from time to time to see how things are going.

Signed by team leader: _________________________________ Date: _______________________

2. To be completed by the team member:

I confirm that I have attended or will be attending King’s Safeguarding Training, have read the Guidelines and am
aware of the location of the King’s Community Church Norwich Safeguarding Guidelines (appropriate to the group I
am working with).

I will endeavour to carry out the policy and if there are things I do not understand or if I have reason to be concerned
about a child/young person/adult with additional care and support needs I will check with the appropriate leaders.

If there are any changes in my circumstances relating to Safeguarding with regard to children or adults with
additional care and support needs I will advise the Safeguarding Coordinator immediately.

I will follow guidelines on safe working practice and the code on discipline.

Signed by team member: ___________________________________ Date: ____________________

3. To be completed by team member’s LIFE Group Leader:

(If you are a LIFE Group Leader, please ask your LIFE Group Overseer to complete. If you are not in a LIFE Group please
speak to your Team Leader about an appropriate person within King’s Community Church Norwich who could
complete this section.)

Name of LIFE Group Leader: _______________________________________

I confirm that the person named above is part of my LIFE Group.

I support them in the work they are undertaking with children, young people and/ or adults with additional care and
support needs.

Signed by LIFE Group Leader: __________________________ Date: _________________________

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 10

Contract for young person (under 18) helping with Children or Young People’s Work at King’s

Your name: ______________________________________ Date of birth: ___/___/______

Youraddress______________________________________________________________________

Your home telephone number__________________________

Name of the team you will be helping on: ______________________________________

Thank you for agreeing to help on the team above. We very much value and appreciate your willingness to serve God in this way.
Your team leader will give you a job description for your role and make clear the task you will need to help them and others with.
Above all, help those you are working with to have lots of fun, but make sure that you have fun yourself.

Try and have a happy smile and be gentle with the children. Give praise for their achievements, but help and encourage them
with consideration when they find things difficult. Above all, show them God’s love in all you do. Never be aggressive, angry or
unfriendly towards the children.

Your team leader is responsible for giving you care, personal supervision and guidance in relation to your role on the team.
Please feel free to ask them questions or ask any other leader for help. Also, feel free to talk to the leaders about anything that is
going on even if it is not related to the role you are playing. Remember that you are part of the team and we are doing this
together.

Please make sure you inform the team leader or session leader if you are unable to attend a session.

Finally, avoid too much close physical contact, children may wish to cling to you or constantly sit on your lap or jump on you
whilst rolling around on the floor. Instead, just encourage them to take part in what has been organised for them. To support you
in the great work you will be doing as a helper we will ensure that you are never alone with children. We will ensure that you will
only be involved in activities where you are under direct supervision and eye contact of the session leader or other leaders.

To be completed by you:

I _____________________ commit regularly to attend and help at ______________________ for the agreed period of time with
the exception of sickness.

Signed_______________________________ Age___________ Date_____________________

Travel arrangements for getting home: I have made travel arrangements after _________________ particularly during the dark
evenings, and these are as follows _______________________________________

Approved by: please get your parent or carer, Radiate Leader and Team Leader to sign this section

Print Name ______________________ Sign ___________________________Parent/Carer

Print Name______________________ Sign___________________________ Radiate Leader

Print Name______________________ Sign___________________________ Team Leader

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 11

Six month appraisal form for new team members

To be completed by the team leader:

Name of team member____________________________ Team Leader_______________________________________

Name of team_____________________________________________________________________________________

Description of role in team___________________________________________________________________________

_________________________________________________________________________________________________

1. In serving with the person named above I have noted the following strengths ________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

2. We have discussed the following areas in which they can grow ____________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

3. I am satisfied that they are following guidelines on safe working practice and the code on discipline.

Signed by Team Leader__________________________________ Date_______________________________________

....................................................................................................................................................................................

To be completed by the team member:

I am happy to continue in my role in the team named above.

I would benefit from training in the following areas_______________________________________________________

________________________________________________________________________________________________

Signed by Team Member ________________________________Date:_______________________________________

Signed by TeamLeader__________________________________Date:_______________________________________

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 12

Working Together to Safeguard Children 2018

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Wo
rking_Together_to_Safeguard_Children-2018.pdf

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 13

Template for King’s sex offender Personal Conduct Contract
(Please complete with details specific and appropriate to the individual)

1. Personal Details

Full Name: ____________________________________________________________________________

Maiden/Former Name: __________________________________________________________________

Date of Birth: __/___/________

Place of Birth: _________________________________________________________________________

Home Address:

_____________________________________________________________________________________

______________________________________________Postcode:_______________________________

Telephone Number
Day: ___________________________ Night: ____________________________

2. Details of pastoral support being offered
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

3. Contract Details

· I will never allow myself to be in a situation where I am alone with those under 18

· I will attend meetings/LIFE groups as directed by the church leadership

· I will sit where directed in church meetings and will not place myself in the vicinity of children and young people

· I will not enter certain parts of the building designated by the church leadership, nor any areas where
children’s/young people’s activities are in progress

· I will decline invitations of hospitality where there are under 18s in the home

· I accept that ___________ and ____________ will sit with me during church activities, accompanying me when I
need to use other facilities. They will know that I am a Schedule 1 offender/registered with the police under the
terms of the Sex Offenders Act
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· I accept that contact will need to be made with my probation officer, who will meet with church leaders, or
individuals delegated by church leaders, as and when necessary

· I accept that _____________ will provide me with pastoral care as above

· I understand that if I do not keep these conditions, I may be barred from attending the church, and in such
circumstances, the leadership may choose to inform the statutory agencies (e.g. probation and social services) and
any other relevant organisation, and the church congregation

· I understand that any other concerns will be taken seriously and reported

· I understand that this contract will be reviewed every 3 months and remain for an indefinite period

Church Leader: ____________________ Signature: _______________________ Date__/__/_______

Individual: _______________________ Signature: _______________________ Date __/__/_______

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individual
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Appendix 14 King’s Kid’s Sample Registration Form

Child’s Details

Surname: ....................................................................................................................................
First Name: ....................................................................................................... Male / Female
Date of Birth: .........................................
Home address: ....................................................................................................................................
....................................................................................................................................
Postcode: ........................................ Telephone: ........................................
Email address: …………………………………………………………………………………………

Emergency Contact Details

Name: ....................................................................................................................................
Relationship: ....................................................................................................................................
Telephone: ........................................
Mobile: ........................................

Medical Information
Does your child have any dietary needs, do they suffer from any illness, allergies, medical
conditions or take any medication? If so, please specify.

........................................................................................................................................................................

........................................................................................................................................................................

If necessary, are you happy for one of our qualified First Aiders to give your child basic First
Aid, e.g. give them a plaster, or a bandage?

Yes [ ] No [ ]

Arrival and departure
Children must be picked up by a responsible person. Please give the names of adults who may
collect your child and the names of anyone who is not to pick up your child.

Name of persons collecting your child: Name of persons NOT to collect your child:

1. .............................................................. 1. ..............................................................
2. .............................................................. 2. ..............................................................

Photography Permission & Data Protection
I understand that participation in King’s Kids grants permission for photographs to be taken of the child named above
for the purposes of publicity, the King’s website (www.kingsnorwich.com) or notice boards. No child will be named.
Data collected on this form is covered by the Data Protection Act (1998) and is used solely for King’s Community
Church events. No details will be made available to any third party. We may use these details to contact you regarding
relevant future events and programs.

Please tick here if you do not give permission for photos to be taken of your child [ ]

Signed: ....................................... Parent / Guardian (please delete)

Print: ....................................... Date: .................................

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 15
King’s Community Church, Norwich

Consent form for Activities & Day Visits

Proposed visit or

activity……………………………………………………………………………………………………………………..

Date

from……………………………………………………………..to………………………………………………………
………………….

Venue/desitnation…………………………………………………………………………………………………………
…………………….

Departure place &

time……………………………………………………………………………………………………………………….

Return place &

time………………………………………………………………………………………………………………………
…….

Cost (cheques payable to

KCCN)………………………………………………………………………………………………………….

Transport

arrangements……………………………………………………………………………………………………………
…………

Items to be brought (eg. Coat, swimming kit, packed lunch, money)……………………………….....................

……………………………………………………………………………………………………………………………
………………………………

Please reply

by………………………………………..to………………………………………………………………………………
……….

Contact for Safeguarding

concerns………………………………………………………………………………………………………

Emergency

contact……………………………………………………………………………………………………………………
…………

__________________________________________________________________________________

Reply slip

Full name of child/young

person………………………………………………………………………………………………………….
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Address……………………………………………………………………………………………………………………
………………………….

……………………………………………………………………………………………………………………………
……………………………….

Please give details of any medical conditions (eg. asthma, epilepsy, diabetes, allergies, dietary needs) or disability that

may be affected by this activity.

……………………………………………………………………………………………………………………………
……………………………….

……………………………………………………………………………………………………………………………
……………………………….

Telephone number for emergencies

Day……………………………………………………………….Evening………………………………………………
…………………………

I have read the above information and I give permission for……………………………………………………………

to take part in this activity.

I understand:

● My child will receive medication as instructed before or during the event.

● Every effort will be made to contact me as soon as possible should my child become ill or have an accident.

● My child will be given medical/dental treatment as necessary.

I enclose a cheque or cash to the sum of

£…………………………………………………………………………………………..

Signed (parent or adult with parental

responsibility…………………………………………………………………………….

Date………………………………………………………………………………………………………………………
…………………………….

__________________________________________________________________________________

Consent for transporting children

I give my permission for my child/ren to be transported to and from the the activity.

I have been advised whom I need to contact to report any concerns.
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Name of

child………………………………………………………………………………………………………………………
………………

Date of

birth………………………………………………………………………………………………………………………
………………..

Address……………………………………………………………………………………………………………………
………………………….

……………………………………………………………………………………………………………………………
………………………………

Signature………………………………………………………………..Printed…………………………………………
…………………….

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals

Appendix 16

Data storage & disposal procedures

GDPR - link to SCR

How long should Safeguarding documentation be kept?

Application forms – whilst active + 2yrs
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Contract and Self Declaration Form – whilst active

DBS Log – in perpetuity

Team lists – whilst active

Disclosures - sex offenders – in perpetuity

Where should it be kept?

Application forms - in files, locked in the Safeguarding drawer in the upstairs office

Contracts - in files, locked in the Safeguarding drawer in the upstairs office

Self Declaration forms - in files, locked in the Safeguarding drawer in the upstairs office

DBS log - on Google Drive in Safeguarding folder

Team lists - on Google Drive in Safeguarding folder

Disclosures - sex offenders - paper copies in the Safeguarding drawer in the upstairs office. Also on the

Google Drive in ‘confidential’ folder

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals.

Appendix 17 Membership form

Young person’s first

name……………………………………………………………………………………………………………………

Surname………………………………………………………………………………………………………………………
………………………

Male…………………………………………………………………………Female………………………………………
………………………
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Date of

birth…………………………………………………………………………………………………………………………
……………..

School

Year……………………………………………………………………………………………………………………………
…………….

Home

address………………………………………………………………………………………………………………………
……………..

………………………………………………………………………………………………………………………………
…………………………….

………………………………………………………………………………………………………………………………
…………………………….

Telephone

number……………………………………………………..Mobile…………………………………………………………
…

Contact email

address………………………………………………………………………………………………………………………
….

How did you find out about Radiate? .......................................................................................................

Signature………………………………………………………………………………
Date…………………………………………………….

__________________________________________________________________________________

Parent/Carer’s

Name(s)……………………………………………………………………………………………………………………….

Parent/Carer’s Tel

no…………………………………………………..Mobile…………………………………………………………..

Parent /Carer’s

email…………………………………………………………………………………………………………………………..

Emergency contact number during Radiate

events……………………………………………………………………………..

Please advise any special needs, allergies or medical conditions………………………………………………………….

………………………………………………………………………………………………………………………………
…………………………….

Signature…………………………………………………………………………………
Date………………………………………………….

Photography Permission & Data Protection
I understand that participation in Radiate grants permission for photographs to be taken of the child named above for the
purposes of publicity, the King’s website (www.kingsnorwich.com) or notice boards. No child will be named. Data collected
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on this form is covered by the Data Protection Act (1998) and is used solely for King’s Community Church events. No
details will be made available to any third party. We may use these details to contact you regarding relevant future events
and programmes.
Please tick here if you do not give permission for photos to be taken of your child [ ]

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals

Appendix 18

Safeguarding Guidelines

King’s Church Centre Norwich

King’s Centre Facilities Norwich

September 2022
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Guidelines taken from full Safeguarding Policy.

What is Safeguarding?

Safeguarding is a term which relates to the action taken to promote the welfare of children and adults with care and

support needs and to protect them from harm. Safeguarding is everyone’s responsibility.

The Safeguarding Team at King’s

- Marcus Tutt is the Overseeing Elder for Safeguarding.

- Alison Venn is the Overseeing Safeguarding Coordinator.

- Alison Hopley is the Deputy Overseeing Safeguarding Coordinator

- Nikki Hedges is the City Centre Site Coordinator.

- Tracy Scott is the Mile Cross Site Coordinator.

- Steve Hope is the interim City West Site Coordinator.

- Linda Howes is the DBS Recruiter at City Centre.

Vision of Safeguarding

It’s important to remember why we are doing this, why we have a Safeguarding Policy and why we need to be

trained. In some ways the answer is simple – we are required for insurance purposes and because we are a registered

charity to have safeguarding policies and procedures and to train our staff and volunteers. But our vision for

safeguarding is not to just do the bare minimum.

All of this feeds into our vision for safeguarding which is;

● To honour God – we want to give God our very best – safeguarding is most definitely not an exception.

● To serve the people we work with well – we want to be serving people the very best way we can.

● To equip leaders – we want to send you away from tonight released to work confidently with children, young

people and adults with care and support needs knowing how you should be handling different situations.

● To plan for growth – we want to be putting procedures, policies and practises in place that will allow us to

grow in the work we are doing with these groups and in the number of sites and ministries that we run.

Protecting children and all who are vulnerable, weak and oppressed is central to God’s character. Jesus demonstrated

that children are to be cherished, valued and protected. He taught that they have a special place in his kingdom, and

his followers throughout history have worked and prayed for a future in which they are secure in the Father’s love.

What is abuse?

We want you to be aware of what abuse is and how to deal with it, if you suspect abuse, or if someone makes an

allegation of abuse.

Definitions
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One definition of abuse is - ‘the violation of an individual’s human and civil rights by any other person or persons’. It

may consist of one single act or repeated acts.

This list of the different definitions of abuse in children and adults is not exhaustive, but an illustrative guide as to the

sort of behaviour which could give rise to a safeguarding concern.

● Physical abuse
● Domestic violence
● Sexual abuse
● Psychological abuse
● Financial or material abuse
● Modern slavery
● Discriminatory abuse
● Organisational abuse
● Neglect and acts of omission
● Self-neglect

Some of these are the obvious ones we think of when we think of abuse – physical, sexual, neglect, etc. But others

may be ones you haven’t considered. Bullying, for example, is a form of abuse.

If you want to find out more, the definitions are in Appendices 4 & 5 of our Safeguarding Policy.

Of course most of you are probably aware from watching the news that with the growth of the internet and

communication technology, there seem to be more risks for vulnerable groups. Be aware that things such as sexting

or grooming and the issue of abusive images of children, are also areas of abuse.

Who is at risk?

Well, really anyone is at risk of being abused, but we recognise that certain groups may not be able to stand up for

themselves, may be convinced that it is ok for them to be treated this way and may be threatened into not telling

anyone.

The biggest and most obvious group is children and young people. This is anyone under the age of 18. The fact that a

child has reached 16 years of age, is living independently or is in further education, is a member of the armed forces,

is in hospital or in custody, does not change his/her status or entitlements to services or protection.

Obviously the differences between a 2 year old, a 10 year old and a 17 year old are huge and we have different

practice guidelines for them, but they are all still classed as children and are still in need of protection.

With adults with care and support needs, the definition is a little less clear cut. In the Care Act of 2014 a adult with

additional care and support needs is referred to as an ’adult at risk of harm’ and defined as ’any person aged 18

years and over who is or may be in need of community care services by reason of mental health issues,

learning or physical disability, sensory impairment, age or illness and who is or may be unable to take care

of him/herself or unable to protect him/herself against significant harm or serious exploitation.’
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Most of us would recognise that these situations or circumstances make that person vulnerable. But there has been

some rethinking of the term in light of Paralympic athletes - we can’t just label everyone with a disability as an ‘adult

with care and support needs’. King’s does have adults who are in vulnerable circumstances attending activities that

we put on. These are people who need to be protected.

Signs of abuse

Physical

• Injuries not consistent with the explanation given for them

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

• Injuries that have not received medical attention

• Bruises on babies, bites, burns, fractures, etc. which do not have an accidental explanation (might indicate

self-harm)

• Cuts/scratches/substance abuse (might indicate self-harm)

In adults with car & support needs;

• a history of unexplained falls, fractures, bruises, burns, minor injuries

• signs of under or over use of medication and/or medical problems unattended

Neglect

In children and young people;

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

• Inadequate care (e.g. unwashed), etc.

In adults with care & support needs;

• Malnutrition, weight loss and/or persistent hunger

• Poor physical condition, poor hygiene, varicose ulcers, pressure sores

• Being left in wet clothing and/or clothing in poor condition

• Failure to access appropriate health, educational services or social care

• No callers or visitors

Sexual

In children and young people;

• Any allegation made concerning sexual abuse

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

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

• Child who is sexually provocative or seductive with adults

• Inappropriate bed-sharing arrangements at home

• overt or veiled sexual connotations

• Eating disorders – anorexia, bulimia

In adults with care & support needs;

• Unexplained change in behaviour or sexually implicit/explicit behaviour

• Full or partial disclosure or hints of sexual abuse

• Self-harming

Emotional/Psychological

In children and young people;

• Changes or regression in mood or behaviour, particularly where a child withdraws or becomes clingy
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• Depression, aggression, extreme anxiety

• Nervousness, frozen, watchfulness

• Obsessions or phobias

• Lack of concentration

• Inappropriate relationships with peers and/or adults

• Attention-seeking behaviour

• Persistent tiredness

• Running away/stealing/lying

In adults at risk;

• Alteration in psychological state e.g. withdrawn, agitated, anxious, tearful

• Intimidated or subdued in the presence of the carer

• Fearful, flinching or frightened of making choices or expressing wishes

• Unexplained paranoia

We are telling you about these things so that you can be aware of them and if you see them without a good

explanation you can report them. However, this isn’t a checklist. Some people may be victims of abuse and not show

any of these signs, and just because a sign is there it doesn’t necessarily mean that the person is being abused - so

don’t jump to conclusions. Some of these are common sense and some of them are maybe harder to see.

The important thing for you to take away today is that if you see any of these things or you have any concerns about

a child, young person or adult with additional care and support needs, that you report it to a Safeguarding

Coordinator. Don’t worry about whether it’s just a little thing or a ‘sense’ about something, as it may be part of a

bigger picture. Use good sense and trust your instinct.

An easy phrase to remember is “if you see something, say something!”

Other things to consider

• Racial, cultural and religious factors – people live differently and may see abuse differently but everyone has

a right to be protected from harm

• Emotional abuse and neglect are a matter of degree

• Communications technology - abusive images of children, cyber bullying, ‘sexting’, grooming

• Concerns about other team members/leaders – these need to be treated in the same way – if you have any

concerns that you feel unable to share with a Safeguarding Coordinator call CSS instead for advice.

Responding to disclosures

What to do if you suspect abuse, or if someone makes an allegation (tells you that they, or someone else is a victim

of abuse)

● If you see something, say something!

● It is never your responsibility to investigate a suspicion or allegation of abuse.

● Never question the child or any adults involved.

Your responsibility is to report your concerns by simply stating the facts. You might feel that what you’re writing is not

enough, but don’t worry about that. If you are concerned then talk to a Safeguarding Coordinator.
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Steps – with children

1) Listen to them!

This is really important – make sure that they know that you are listening to them by the attention that you give them

and your body language – don’t react to what they tell you just tell them that you value them telling you –you might

say ‘thank you for telling me’.

2) Don’t ask leading questions –

These could be questions like; has so-and-so hurt you? Does mum go out and leave you by yourself for a long time?

Sometimes this is hard – you might not be very clear on what they are telling you – you might want more information

– but if you ask the question it will be harder for an allegation to go through the whole legal process as it could be

said that you had put the idea in the child’s head.

Instead of asking questions just repeat what they have told you back to them and, if necessary, clarify anything you

are not sure of. Use questions like “when did this happen?”

3) Reassure them that they were right to tell you

Remember that they may have been threatened about telling people what has happened to them – if they decide

part way through telling you that they don’t want to anymore don’t press them to tell you – just let them know that

it’s ok and that you are always ready to listen.

4) Don’t promise confidentiality

You can’t keep an allegation of abuse a secret:

- explain that you are not going to tell their friends or lots of other people, but because it is something that is

hurting or harming them (or hurting or harming other people if they are telling you about something that is

happening to someone else) you have to get another adult or another person involved. If possible, say who that

person is and what their role is.

5) Explain to the person what you will do next

If the Safeguarding Coordinator is on site, and it’s appropriate to do so, maybe ask the person to come and speak to

the Safeguarding Coordinator with you.

Steps - with adults

For adults the steps are similar, but please remember that with adults with care and support needs, or an adult who

has disclosed abuse that happened to them as a child, that you need their permission to report the concern –

however, you can report the allegation or suspicion to a Safeguarding Coordinator, not mentioning any names.

Consider:

- Is anyone else at risk?

- Has/will a serious crime been/will be committed?

- Does the person understand the implications of not doing anything?
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- How likely is it that the person or someone else will come to serious harm?

- Can you provide them with more information to help them understand the risk?

- Are there any other services who could help?

Reporting the abuse

1) Make notes - as soon as possible, preferably within an hour of the incident happening, you need to make

notes of the whole conversation, using a Response Sheet, copies of which are in your notes. If you do need to fill out

one of these sheets please put it in an envelope, marked ‘CONFIDENTIAL – for the attention of ‘Alison Venn’ and then

get it to a Safeguarding Coordinator (again as soon as possible).

It is really important that you make a record and doing it quickly will ensure that you don’t forget any of the details.

2) Contact a Safeguarding Coordinator – you can do this by calling the King’s Safeguarding number (01603

340304) or by speaking to us face to face – we have tried to make sure that there will be a Coordinator there at your

site on a Sunday morning.

If you feel that it’s a concern but not an urgent one then you can email any of us and again our email addresses will

be in your notes.

Don’t tell anyone else about what’s happening – not your team leader, your best friend or your husband or wife and

especially not anyone who has been mentioned, or who might be involved, or any relative of the person. This is

partly to protect the person’s dignity and partly to ensure that no evidence of the abuse is destroyed and that the

person is not threatened or further threatened to stay quiet about it.

3) Online – if you are concerned about something said by a child or adult online, please make a note and ring a

Safeguarding Coordinator as soon as possible.

4) Working in the community – if you pick up a concern about a child while working in the community, ring

Children’s Services and also report it to a Safeguarding Coordinator. If you suspect abuse of an adult, firstly make

them aware that you have to report the concern, then ring Adult Services and report it to a Safeguarding Coordinator.

5) Seek further support if you need it – dealing with this sort of thing can be really hard. Hopefully whoever

you talk to will ask you if you are ok, but do seek support from someone if you need it. Just make sure that you keep

the details (names, ages, situation) confidential. If you’re unsure how to go about getting support then talk to the

Safeguarding Coordinator.

Concerns

You may have a concern which you feel does not come under the heading of abuse. This may be related to alcohol or

drug abuse, gang violence or mental health issues. You can speak to a Safeguarding Coordinator about any of these

issues. If it is something that occurs regularly in your setting there may already be a plan in place. Ask your team

leader.

Phone Numbers
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When we receive a report from you about a child or adult with additional care and support needs, generally we will:-

- if someone else on the team knows the situation better, discuss with them the next course of action.

- call CSS to ask for advice (tel. 0116 218 4420)

- if it’s an emergency, or we know something illegal has happened, we would call the police.

- if we are concerned for that person’s safety and well-being then we’d call the Multi Agency Safeguarding

Hub(MASH)

You can come back to us about it if you have concerns, and definitely if the person tells you anything else that you’re

worried about. You can also speak to Marcus Tutt, if you think we’re not handling a situation properly.

Good practise

General

• Common sense!

• All children, young people and adults with care and support needs should be treated with respect

• Don’t ever put yourself in a situation where you are alone with a child or an adult with care and support

needs (must always be a public place)

• Don’t take photos of an activity using your own camera or mobile phone

• Make sure you know what to do in an emergency situation

Toilets

• If you are working with under 11s – your team leader should know the procedure. This will depend on the

venue.

• Some basic rules to follow –

- only those over 18 and holding a DBS certificate can take children to the toilets.

- if possible don’t take a child alone

- if they need help keep the door ajar – protect their dignity but also protect yourself

This would also apply to working with young people or adults with care and support needs.

Touch

• Touch includes things like hugs or having a child sit on your lap.

• In every setting touch should be appropriate, done in a public place.

• It should be initiated by the child, young person or adult with care and support needs, except in an

emergency situation, for example if someone needs first aid.

• There is no ‘no touch’ rule – you can receive hugs from a child who wants to hug you – receive and release

policy!

• Sitting on a worker’s lap should be always done in a public place.

• Important to monitor each other as a team – bring questions to your team leader, department leader or a

Safeguarding Coordinator.
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Prayer

• Make sure that anyone you are praying for – particularly under 11s – wants to be prayed for.

• Pray in a public place.

• Pray in pairs or if that is not possible with men praying with men/boys and women praying for women/girls.

• Only lay on hands if someone has given you permission to do so and then only on appropriate parts of the

body.

• Follow any guidance given to you by your team leader on what this looks like in your setting.

Home visits, one-to-one and befriending

● These are in the same group because they are all things which take place outside of the normal setting of the

activity.

• If you are doing any of these things it is important that you do so with the knowledge of your team leader.

• Make sure you follow team guidance.

• Use common sense.

Information Communication Technology

• This includes email, mobile phones, social networking sites – is a great way of communicating if we use it

safely.

• Apply common sense.

• If you have any concerns speak to your team leader or a Safeguarding Coordinator.

Additional Information

Recruitment

There are guidelines for Team Leaders on recruitment of volunteers in our Safeguarding Policy.

Pastoral Care

In liaison with official bodies, we will provide support to individuals as best we can as non-professionals, using the

Safeguarding Coordinator and the Pastoral Core Team (see in Safeguarding Policy)

Working with offenders

This is dealt with by Marcus Tutt, in conjunction with the Police or Probation Office, on a need to know basis, because

of legal confidentiality. This includes a Contract of Behaviour (Appendix 14 of Safeguarding Policy) If you need more

detail, please speak to Marcus.
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As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 19

Current Activities (from September 2022)

Current Activities run by King’s for Children, Young People and Adults with additional care and support needs, but are

not limited to:

Name of Activity Age Group Day of the
Week

Time (24 hrs) Site Team Leader

Sunday Meeting
King’s City Centre

All age Sunday 10.00 - 12.00 City Centre Toby Skipper

Sunday Meeting
King’s Mile Cross

All age Sunday 10.45 - 12.45 Mile Cross Andy Hopley

Sunday Meeting
King’s City West

All age Sunday 10.30 - 12.30 City West Steve Hope/Paul Hatton

Generate CC 4-11 ( Reception – School
Year 6)

Sunday 10.45 - 12.00 City Centre Emily Plumbly

Sparklers &
Twinklers CC

0-4 (Birth – Reception) Sunday 10.45 - 12.00 City Centre Emily Plumbly

Frantik Sundays 4-11 (Reception – School Year
6)

Sunday 11.30 - 12.45 Mile Cross Gill Simmonds/April
MacQeen

The Spark CW 4-11 (Reception – School Year
6)

Sunday 11.15 - 12.30 City West Liz Porter

Twinklers CW 0-4 (Birth – Reception) Sunday 11.15 - 12.30 City West Katie Stanley

Radiate Sundays CC School Year 7-9 Sunday 10.45 - 11.45 City Centre Ben Lock

Radiate Sundays MC School Year 7-9 Sunday 11.45 - 12.45 Mile Cross Ben Lock

Radiate Sundays CW School Year 7-9 Sunday 10.30 - 12.30 City West Ben lock

King’s Care Over 18s Sunday 14.00 - 16.00 City Centre Ailsa Magee

Baby & Toddlers Preschool with parents Wednesday/
Thursday

10.00 - 12.00 City Centre Helen Drew

Radiate Friday School Year 7-13 Friday 19.30 - 21.30 City Centre Adam Nelson/Ben Lock

Cuppa & Catch Up Anybody Monday 9 - 11.00 Mile Cross Alison Venn

Footsteps
Wednesdays

Preschool children Wednesday 10 - 11.30 Mile Cross Karen Greene

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 20

Online Safety

The resources below can be found at: https://thecss.co.uk/2020/07/28/safety-online/

Keeping teens safe online

https://www.mytutor.co.uk/blog/the-parents-guide-to-teaching-your-teen-online-safety/

Keeping kids safe online

http://www.safetynetkids.org.uk/

NSPCC guidance

https://www.net-aware.org.uk/

Child Exploitation and Online Protection

There is a plethora of information from CEOPS (Child Exploitation and Online Protection) providing advice, support
and guidance for people of all ages around online abuse including bullying, grooming and sexting.

Poster – 15 Apps Parents should know

Please copy & paste: https://thecss.co.uk/wp-content/uploads/2020/07/apps.jpg

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and all other relevant
legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 21 Safeguarding Flow Chart
Suspected Situation ⇨ Talk with child/young

person/vulnerable adult in
accountable but private setting if
appropriate and collect evidence of
suspicion,

⇨ Report to Safeguarding Coordinator ⇨ If the Safeguarding
Coordinators/Overseeing Elder are
unavailable or involved in the incident
please directly contact CSS, social
services and emergency services when
required.

Child/young person/vulnerable adult
talks about a situation or makes it clear
that they want to talk to you about
something that’s happening

Talk
In a place where you can be seen by
others.
Remember:

- Listen, don’t show shock
- Accept, however unlikely
- Don’t ask questions
- Don’t promise confidentiality

Contact: 01603 285265
1. Alison Venn (Overseeing)

Email: alison.venn@kings-norwich.com
2. Nikki Hedges (City Centre)

Email nsalmon@doctors.org.uk
3. Tracy Scott (Mile Cross)

Email ycartneleh@yahoo.co.uk
4. Steve Hope (City West)

Email steve@kings-norwich.com
(Entitle any email subject as ‘confidential’)

Contact CSS
Tel: 0016 218 4420
Follow any advice given regarding next steps

Signs of abuse:
- Physical (Unexplained, Hidden,

Lack of medical care)
- Emotional (Behaviour, Under

achievement)
- Sexual (Pre-occupied by sexual

matters, Words/drawings,
Secretive or shared bed
sleeping)

- Neglect (Looking ill cared for,
Unhappy withdrawn, Health
Issues)

Collect Evidence of Suspicion
- Note any physical signs using

the body maps of the
continuation sheet of the
response sheet (Appendix F)

- Any relevant drawings or
writings made by the
child/young person/vulnerable
adult

- Write a record of verbal
conversation

- Remember evidence can be
little and often

If unavailable contact Overseeing elder
Marcus Tutt
Email: marcus@kings-norwich.com

Contact Social Services when advised by
CSS/police.
Norfolk County Council Children’s Services &
Norfolk County Council Adult Social Services
Tel: 0344 800 8020
Domestic Abuse Advice Number (Leeway)
Tel: 0845 2412171
Police Non-Emergency Number Tel: 101

Report - Provide written report and store
evidence in designated secure place at the King’s
Centre (ask Alison Venn or Dave Howes)

Contact emergency services
Tel: 999/101
Follow any advice regarding next steps

Contact - Have no more contact with the
child/young person/vulnerable adult or family
without consulting the Safeguarding Coordinator

Inform lead elder on need to know basis
Marcus Tutt marcus@kings-norwich.com
(entitle subject as ‘confidential’)

Inform Dave Howes pastoral core team
on a need to know basis.
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Appendix 22

King’s Community Church

Complaints and concerns

Complainant details
Name: Home address:

Phone: E-mail:

Details of the concern or complaint
Details of the complaint:

Have you raised this matter with anyone from the church before completing this form?
If yes, please provide details of who.

Handling of this complaint
Please delete statement that does not apply
I would like this complaint to commence at stage 1 of the complaints process (informal resolution)
I would like this complaint to be considered at stage 2 of the complaints process (formal investigation)
Date completed

Office use

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 23
King’s Community Church

Complaints Log

Date Document
reference

Document
type

Brief summary of content Entered
by

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals

Page 78 / King’s Community Church, Norwich (KCCN & KCCFN) Safeguarding Policy – Sept 2022



Appendix 24
KCCN Monthly Safeguarding Report for Trustees

Ensuring that all staff and volunteers working with children or vulnerable adults have appropriate

DBS clearance and up to date training on KCCN Safeguarding Policy and procedures.

Date
Number of active cases

Number of DBS
Applications made
Any DBS application
issues?

Policy & procedures

Training Updates

Contact with Christian
Safeguarding Services
(details)

Other

Completed by Alison Venn, Overseeing Safeguarding Coordinator

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 25

King’s Community Church

Safeguarding Annual Report to Trustees

Report from the Designated Safeguarding Lead and Deputy
covering the period from 1st April 2021 to 31st March 2022

Report completed by: Date

Summary of safeguarding activity
Number of concern / incident reports received in relation to children
Number of concern / incident reports received in relation to adults
Number of cases referred to Children’s Social Care
Number of cases referred to Adult Social Care
Number of allegations received
Number of allegations investigated by Local Authority
Number of reportable incidents reported to charity commission
Were there any common themes or issues in the reports submitted? Yes /

If so, what?

Do you have any concerns about the effectiveness of the safeguarding
arrangements that are in place?

Yes /

If so, what?

What training or informal update activity has been completed this year?

Are DBS checks up to date for all staff and volunteers?
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Is the Single Central Record up to date?
Is staff and volunteer training up to date?
Is DSL training up to date?
Is the training log up to date?
Any other comments

Completed by Alison Venn, Overseeing Safeguarding Coordinator

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 26
King’s Community Church

Confidential File Chronology

Date Document
reference

Document
type

Brief summary of content Entered
by

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 27

Basis of the policies and procedures and the legal framework

o Our statement of faith

▪ This policy reflects the organisation’s fundamental biblical beliefs and should be read in
conjunction with the statement of faith

o Our governing documents (e.g. constitution / Memorandum and Articles of Association etc)

Safeguarding Children Safeguarding Adults
● National legislation and guidance

(Safeguarding Children)
o Children Acts (1989 & 2004)
o Children and Families Act 2014
o Children and Social Work Act 2017
o Working together to safeguard children

(2018)
o What to do if you’re worried a child is

being abused: advice for practitioners
(Department for Education, 2015)

o Protection of Children Act 1999
o Safeguarding vulnerable groups act 2006
o Protection of freedoms Act 2012
o Disqualification under the childcare act

2006 (2018 amended)
o Prevent duty guidance 2016
o Sexual offences Act 2003
o The Safe Network Standards (available

from the NSPCC website)
o The policy also takes account of the

principles outlined in:

▪ Keeping children safe during
community activities, after school
clubs and tuition

▪ Keeping children safe in education
2021

▪ FGM duty guidance

▪ Prevent duty guidance

● National legislation and guidance (Safeguarding
adults)
o The Care Act 2014
o Human Rights Acts 1998
o Care Standards Act 2000
o Mental Capacity Act 2005
o Deprivation of Liberty Safeguards 2007
o Sexual Offences Act 2003
o Police and Criminal Evidence Act 1984 of

Fraud Act 2006
o Public Interest Disclosure Act 1998
o Health and Social Care Act 2008
o Disclosure and Barring Service (DBS)
o Multi-Agency Public Protection

Arrangements (MAPPA)
o Multi-Agency Risk Assessment Conference

(MARAC)
o LSAB Multiagency Policy and Procedures

● Local guidance and procedures
o Norfolk Children’s Services

Multi Agency Safeguarding Hub (MASH),
tel: 0344 800 8020

● Local guidance and procedures
o Norfolk Adult Social Services,

Multi Agency Safeguarding Hub (MASH)
Tel: 0344 800 8020

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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Appendix 28

Contract for Non-British National paid or voluntary work with Children, Young
People and Adults with additional care & support needs at KCCN/KCCFN

1. To be completed by the Team Leader:

Name of team member: ______________________________________________________________________

Name of team: _____________________________________________________________________________

Description of role in team: ___________________________________________________________________

Name of team leader: ________________________________________________________________________

We are committed to helping you give the best possible service to those you are working with, so we will endeavour to
provide for any training needs. We will also meet with you from time to time to see how things are going.

Signed by team leader: ______________________________________ Date: ___________________________

2. To be completed by the team member:

I confirm that I have agreed to serve in the Twinklers group at King’s Community Church. As I am unable to adhere to the
standard UK DBS requirements for serving in Kidswork, I agree that I will only serve under the direct oversight of Liz
Mutton, and/ or the Twinklers Team leader if Liz Mutton is unavailable due to unforeseen circumstances. I will not at any
time place myself in the position of being alone with a child. I understand that, in doing this, I am protecting both myself
and the children I will be serving.

If there are things I do not understand, or if I have reason to be concerned about a child, I will discuss this directly with Liz
and/or the Twinklers Team leader.

If there are any changes in my circumstances relating to Safeguarding in regard to children, I will advise Liz Mutton, who will
report this to the Safeguarding Coordinator immediately.

I regularly attend King’s Community Church and am part of a Life Group.

Signed by team member: ____________________________________________ Date: ____________________

3. To be completed by Liz Mutton:

Name : ___________________________________________________________________

I confirm that I agree to be in direct oversight of the person named above. and I support them in the work they are
undertaking with children.

Signed: _____________________________________ Date: ________________________

3. To be completed by team member’s LIFE Group Leader:

Name of LIFE Group Leader: ___________________________________________________________________

I confirm that the person named above is part of my LIFE Group and I support them in the work they are undertaking with
children.

Signed by LIFE Group Leader: _____________________________________ Date: ________________________

As a place of worship/organisation we undertake to meet the requirements of the General Data Protection Regulations made effective from May 25th 2018 and
all other relevant legislation, and the expectation of the Information Commissioner's Office relating to the date privacy of individuals
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