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Section 1 – Introduction and Organisational Commitment to Safeguarding 

Thank you for taking the time to read this Safeguarding Policy. 

The policy is intended to shape the way that we think and act in relation to 
supporting those most vulnerable around us. Whether you are a children’s 
worker, pastoral carer for vulnerable adults, a Church leader, departmental 
head or simply attending an Elim Church, we want you to be aware of this 
policy. 

The Elim National Leadership Team acknowledges that safeguarding the 
vulnerable in our Churches, activities and within the communities in which we 
work, both here and overseas, is of paramount importance and reflects the 
nature of Jesus Christ. 

It is therefore our intention to ensure that safeguarding is fully supported and 
maintained through the development of policies and procedures that are 
accessible and understood by all those that have a legitimate interest in the 
welfare of our children, young people and vulnerable adults. 

Our formal activities will operate in line with this policy, and support at a 
regional and national level will always be available to ensure effective, 
sensitive and robust implementation. 

We believe that safeguarding is everyone’s business, and that it is underpinned by scripture as a command to “love 
one another as I have loved you”. None of us are therefore exempt from understanding this as a way of expressing 
our faith and values. 

This policy and its supporting guidance represent the National Leadership Team’s commitment to safeguarding. We 
commit to making it available to whoever requests it and to making our commitment to it publicly visible wherever 
possible. This policy is not exhaustive and we would encourage you to refer to ‘Safe & Secure,’ the thirtyone:eight 
Safeguarding Manual (previously known as CCPAS) available to all thirtyone:eight members, for more detailed 
information. 

  

Chris Cartwright 
General Superintendent, Elim Pentecostal Churches 
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Section 2 – Mission Statement 

Letchworth Garden City Church’s Leadership recognises the importance of its ministry to children and young people 
and its responsibility to protect and safeguard the welfare of children, young people and vulnerable adults 
entrusted to the Church’s care. It is our intention to protect workers (paid and voluntary) from unfounded 
allegations and from behaving in ways, which while may have been well intentioned, are inadvisable. 

As part of its mission, Letchworth Garden City Church’s Leadership is committed to: 

• Safe recruitment, supervision and child protection training for all the children’s and youth workers, as well 
as workers with vulnerable adults within the Church 

• Maintaining good links with the statutory childcare authorities and other organisations 
• Endorsing and following all applicable national and local safeguarding legislation and procedures 
• Filing a copy of the Policy and Practice Guide with Elim’s National Safeguarding Co-ordinator 
• Supporting the Safeguarding Co-ordinator(s) in their work and in any action they may need to take in order 

to protect children, young people and vulnerable adults 
• Valuing, listening to and respecting children, young people and vulnerable adults as well as promoting their 

welfare and protection 
• Adopting a procedure for dealing with concerns about possible abuse 
• Supporting those affected by abuse in the Church 
• Providing ongoing safeguarding training for all its workers (paid staff and volunteers) 

Letchworth Garden City Church’s Leadership will ensure all workers are appointed, trained, supported and 
supervised in accordance with the principles set out in the government inter-agency statutory guidance Working 
together to safeguard (2015), Disclosure and Barring Service, thirtyone:eight guidance and the Church’s Safer 
Working Practice Guide. The same principles will be applied to those appointed to work with vulnerable adults. 

All children’s/youth workers participating in Regulated Activity (as defined under the Safeguarding Vulnerable 
Groups Act 2006 and Protection of Freedoms Act 2012) will be required to undertake a DBS Enhanced Disclosure. 

2.1 Enhanced Disclosures (DBS Check) 
 
This applies to the vast majority of leaders in Churches and organisations working with or responsible for children. 
An enhanced check should be carried out on those whose work involves “regularly caring for, training, supervising 
or being in sole charge” of children and young people.  This typically includes ministers, elders, children's or youth 
workers, community based volunteers, holiday clubs, camps, residential weekends, nurseries, crèche etc. 
 
Complying with Data Protection principles, the only details relating to Enhanced Disclosures stored by Letchworth 
Garden City Church’s Safeguarding Administrator are the person’s name, the certificate number, and the date for the 
Enhanced Disclosure renewal. 

2.2 Working with Vulnerable Adults 

For the purpose of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, a Church/organisation either 
employing or allowing a volunteer to work as someone who regularly cares for, trains, supervises or is in sole charge 
of vulnerable adults, should apply to the Disclosure and Barring Service for an Enhanced Disclosure. 
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2.3  Definitions 

• A child or young person refers to as a person under the age of 18.  
• A vulnerable adult is a person over the age of 18 who is or may be for any reason unable to take 

care of him or herself, or unable to protect him or herself against significant harm or exploitation. 
• A volunteer refers to an adult who freely offers to take part in the leading or assisting of activities 

on behalf of Letchworth Garden City Church. 
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Section 3 – Church Policy 

Letchworth Garden City Church’s Leadership recognises the need to provide a safe and caring environment for 
children, young people and vulnerable adults. It also acknowledges that children, young people and vulnerable 
adults can be the victims of physical, sexual and emotional abuse, and neglect. 

The Church Leadership has therefore adopted the procedures set out in this document (hereafter “the Policy”). It 
also recognises the need to build constructive links with statutory and voluntary child protection agencies. The 
Policy and Good Practice Guide are based on a model published by the Churches’ Child Protection Advisory Service 
(known as thirtyone:eight) and prepared in consultation with our denomination. 

The Church Leadership undertakes to file a copy of the Policy and Safer Working Practice Guide with Elim’s National 
Safeguarding Co-ordinator and Hertfordshire’s Multi-Agency Safeguarding Hub (MASH). The Church Leadership 
agrees not to allow the document to be copied by other organisations. 

The Church Leadership is committed to on-going child protection training for all children’s workers, youth workers 
and workers with vulnerable adults, and will regularly review the operational guidelines attached. 

The Church Leadership also undertakes to follow the principles found within the Abuse of Trust guidance issued by 
the Home Office. It is therefore unacceptable for those in a position of trust to engage in any behaviour that allows a 
sexual relationship to develop, for as long as the relationship of trust continues. 

3.1 Support for those affected by abuse 

When an allegation arises in the Church, a period of investigation will follow (according to Section 6 of this Policy). 
Letchworth Garden City Church’s Leadership will extend whatever care and resources are necessary to those 
impacted by the allegation, such as retaining contact, prayer, support, encouragement to seek legal advice if 
necessary and possibly accompanying to court hearings if appropriate. 

The Church will ensure that one person is responsible for dealing with the authorities, another offers support to the 
victim and their family, and yet another gives pastoral care to the alleged perpetrator. It may be necessary to 
appoint another, different person to support the perpetrator’s family. 

However in providing pastoral care to the principals (alleged victim and the accused) and their families, the pastor 
or appointed Church leader(s) should under no circumstances be drawn into a discussion of the truth or falsity of 
the allegation which could compromise the investigation. Do not assign blame or take any steps that involve 
establishing or refuting the allegation. 

3.2 Working with Offenders 

When someone attending Letchworth Garden City Church is known to have abused children or vulnerable adults, is 
known to be a risk to or has been charged but not yet convicted of abusing children or vulnerable adults, the Church 
Leadership will supervise the individual concerned and offer pastoral care. 

However, in its safeguarding commitment to the protection of children and vulnerable adults, the Church 
Leadership will set boundaries for that person, which they will be expected to keep. 
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The Church Leadership may use tailored Risk Assessments and Supervision Agreements that both parties would be 
required to sign, and may well make contact with Probation, Children’s Safeguarding Services and/or the Police. 

3.3 Working in Partnership 

The diversity of organisations and settings means there can be great variation in practice when it comes to 
safeguarding children, young people and vulnerable adults. This can be because of cultural tradition, belief and 
religious practice or understanding, for example, of what constitutes abuse. 

The Church Leadership has clear guidelines in regards to expectations of all those who work in partnership in the 
Church, whether from the UK or not. The Church Leadership will discuss with all partners all safeguarding 
expectations, and implement a safeguarding partnership agreement. It is also expected that any organisation using 
the Church premises will have their own policy that meets thirtyone:eight’s safeguarding standards. 

Good communication is essential in promoting safeguarding, whether for those the Church seeks to protect, those 
involved in working with children and vulnerable adults, and those with whom the Church works in partnership 
with. This safeguarding policy is just one means of promoting safeguarding. 

Where a partnership involves the sharing of information, the Church will seek permission from the partnering 
organisation for the legal permission to share information and record this consent. 

3.4 Practice Guidelines 

As an organisation/place of worship working with children, young people and vulnerable adults, the Church 
Leadership promotes and operates good working practices, which can be found in our Safer Working Practice Guide. 
Ongoing, operational adoption of this Guide will enable workers and volunteers to run all activities safely, develop 
good relationships and minimise the risk of false accusation. 
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Section 4 – Recruitment of Children’s and Youth Workers 

It is a priority of Letchworth Garden City Church’s Leadership that, for those serving within the Church, the 
recruitment process for paid or voluntary children’s workers, youth workers and those working with vulnerable 
adults is a strong, robust and clear process. As such, the guidelines listed below must be followed. 

4.1 Safer Recruitment 

Letchworth Garden City Church’s Leadership will ensure that all workers (paid or voluntary) will be appointed, 
trained, supported and supervised in accordance with government guidance on safe recruitment. 

Requirements for all prospective staff, interns and volunteers working with children, youth and vulnerable adults: 

• Receipt of Letchworth Garden City Church’s Safeguarding Policy and Safer Working Practice Guide 
• Completion of Form 1 (Application Form)  
• Completion of Form 2 (Self-Declaration Form) 
• Completion of an Enhanced Disclosure (DBS Check) 
• Written references received, and followed up where appropriate 
• Interview with Ministry Leader or a Church Minister 
• Completion of Form 3 (Final Agreement) 
• Provision of suitable training and support 

Specifically in the case of paid employment: 

• A written job description or person specification for the role 
• Interview for those shortlisted 
• Increased length of interview, and to a greater depth 
• Verification of relevant qualifications 
• Successful completion of a probationary period 

For those volunteering, it would be expected that they have spoken to the Ministry Leader and have been afforded 
the opportunity to engaged with the ministry they wish to be involved with before beginning the safeguarding 
process. Specifically in regards to Children’s ministry we expect all potential volunteers to attend an information 
evening. 

Safer recruitment practices should always be used, regardless of setting or activity, where workers are working with 
children, young people or vulnerable adults. 

All persons in regular contact with children, young people or vulnerable adults will be required to complete a Self-
Declaration Form and be subject to a DBS Check (see Section 2.1 – Enhanced Disclosure of this Policy). No person 
shall be appointed where there is a history of abusive or violent-sexual behaviour. 
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Any person who wishes to serve in children’s work, youth work or work with vulnerable adults should provide 
Letchworth Garden City Church with details of two people that are willing to be contacted as references (with regard 
to their suitability to work with children, young people or vulnerable adults). 

Any leader wishing to use a non-Church member as part of their team, either on a regular basis or one-off events 
such as weekends away, must seek prior approval from Rev. Carl Johnston. Permission will only be granted after a 
clear Enhanced Disclosure form has been received from the Disclosure and Barring Service, as well as two names 
that we can contact for written references. 

In summary, all prospective staff and volunteer workers (in the areas of children’s work, youth work or work with 
vulnerable adults) will be asked to complete Forms 1, 2 and 3, complete a DBS Check, read the Policy and Guide in 
Letchworth Garden City Church’s Safeguarding Pack, as well as submit themselves to an interview (shorter and 
more informal for volunteers, lengthier and more formal for applicants of paid employment).  

4.2 Management of Workers: Codes of Conduct 

Letchworth Garden City Church’s Leadership commits to supporting all workers, ensuring they receive adequate 
support and supervision. All workers will be issued with a code of conduct towards children, young people and 
vulnerable adults. This is known as the “Guidance for Safer Working Practice”. It is important that there is a culture 
of dignity and respect towards those being cared for. This can be achieved by workers: 

• understanding the organisation’s Safeguarding Policy and  Guidance for Safer Working Practice 
• listening to children, young people and vulnerable adults 
• respecting the boundaries and privacy of those being cared for 
• knowing how to deal with issues of discipline in line within the organisation’s code of conduct 
• developing an awareness of disability issues, as well as issues of equality and inclusion 

As written under Section 3 – Church Policy, the Church Leadership undertakes to follow the principles found within 
the Abuse of Trust guidance issued by the Home Office. 

4.3 Management of Workers: Training and Supervision 

All workers, paid or voluntary, should be provided with appropriate training and given the opportunity to develop 
their skills as well as feel supported and valued by the organisation for which they work. When this happens, 
workers will be more inclined to express concerns over issues that arise and it will also help to ensure a high level of 
care, professionalism and expertise towards those being cared for. 

The Church Leadership commits to ensuring all workers are supervised (where possible by a named individual who 
arranges regular meetings) where concerns or issues can be raised, work related or personal. It is also the role of the 
supervisor to ensure that all training needs are met. Where supervision with a named individual is not possible (or 
impractical), group supervision will be used as an alternative, as this can maximise resources and allow for the 
sharing of issues and concerns. 
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4.4 Management of Workers: Team Meetings 

The Church Leadership recognises the importance of meeting as a team. These should be held regularly and should 
provide an opportunity for ideas and issues to be aired, concerns expressed and feedback given. There is an 
expectation of attendance for both volunteer and paid workers.  

4.5 Management of Workers: Whistle-Blowing 

In addition to effective management of allegations against staff, there needs to be a mechanism in place (such as 
supervision or meetings with a team leader) for workers to be able to raise any concerns (e.g. improper actions or 
omissions) about other workers, with impunity (see Appendix 5 for further information). 

Commonly known as ‘whistle-blowing’, the reporting principles are contained in the Public Disclosure Act 1998. 
Further information and external advice can be obtained from Public Concern at Work: 

Public Concern at Work 
7-14 Great Dover Street, 
London, SE1 4YR 

Tel:  020 7404 6609 
Email:  whistle@pcaw.co.uk 
Website: pcaw.org.uk 
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Section 5 – Prevention and Recognition of Abuse 

In addition to adhering to all that is set out in Section 4.1 – Safer Recruitment of this Policy, the Church Leadership 
specifically and unequivocally articulate that it is responsibility of any person within the Church to safeguard 
children, young people and vulnerable adults within our organisation/place of worship. 

It is also the duty of all to prevent abuse and to report any abuse (suspected or discovered) from within the Church 
or outside of it. 

5.1 Understanding Abuse and Neglect 

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

5.2 Statutory Definitions of Abuse (Children and Young People) 

Abuse and neglect are forms of maltreatment of a child (under 18 years old). The four definitions of abuse below are 
based on the government guidance “Working Together to Safeguard Children (2015)”. 

Physical Abuse 
Physical abuse is understood as a child receiving physical hurt or injury. This may involve (but not be limited to) 
hitting, shaking, throwing, poisoning, burning or scolding, 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 understood as severe emotional ill treatment or rejection. It is the persistent emotional 
maltreatment of a child such as to cause severe and persistent adverse effects on the child’s emotional 
development. This 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. 
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It may involve seeing or hearing the ill treatment of another. It may involve serious bullying (including cyber-
bullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. 
Some level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone. 

Sexual Abuse 
Sexual abuse is understood as an adult or older child seeking sexual gratification using children. It 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 understood as a child not being protected from exposure to danger, including cold or starvation. It is the 
persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious 
impairment of the child’s health or development. 

Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may 
involve a parent or carer failing to: 

• provide adequate food and clothing, shelter (including exclusion from home or abandonment) 
• protect a child from physical and emotional harm or danger 
• ensure adequate supervision (including the use of inadequate care-givers) 
• ensure access to appropriate medical care or treatment. 

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

5.3 Possible Indicators or Signs of Abuse (Children and Young People) 

The following signs may or may not indicate that abuse has taken place, but should be considered in the context of 
the child or young person’s whole life. 

Indicators or Signs of Possible Physical Abuse 

• Injuries not consistent with the explanation given for them 
• Injuries that occur to the body in places not normally exposed to falls, rough games, etc. 
• Injuries that have not received medical attention 
• Reluctance to change for (or participate in) games or swimming 
• Repeated urinary infections or unexplained stomach pains 
• Bruises, bites, burns, fractures, etc. which do not display natural acquisition (such as clean straight cuts, 

multiple scratches, deliberate harm, substance abuse, etc.) 
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Indicators or Signs of Possible Emotional Abuse 

• Changes or regression in mood or behaviour, particularly where a child withdraws or becomes clingy 
• Depression, aggression or extreme anxiety 
• Nervousness or frozen watchfulness 
• Obsessions or phobias 
• Sudden under-achievement or lack of concentration 
• Persistent tiredness 
• Inappropriate relationships with peers and/or adults 
• Attention-seeking behaviour 
• Running away, stealing or lying 

Indicators or Signs of Possible Sexual Abuse 

• Any allegation made concerning sexual abuse 
• Excessive preoccupation with sexual matters, and detailed knowledge of adult sexual behaviour 
• Regularly engaged in age-inappropriate sexual play 
• Sexual activity through words, play or drawing 
• Sexually provocative or seductive behaviour towards adults 
• Inappropriate bed-sharing arrangements at home 
• Severe sleep disturbances with fears, phobias, vivid dreams and/or nightmares 
• Eating disorders, anorexia, bulimia 

Indicators or Signs of Possible Neglect 

• Under-nourishment, constant hunger, stealing or gorging food 
• Failure to grow 
• Untreated illnesses and general inadequate appearance or standards of care 

5.4 Statutory Definitions of Abuse (Vulnerable Adults) 

The following definition of abuse is laid down in ‘No Secrets: Guidance on developing and implementing multi-
agency policies and procedures to protect vulnerable adults from abuse (Department of Health 2000): 

“Abuse is a violation of an individual’s human and civil rights by any other person or persons. In giving substance to that 
statement, however, consideration needs to be given to a number of factors: 

Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may be an act of 
neglect or an omission to act, or it may occur when a vulnerable person is persuaded to enter into a financial or sexual 
transaction to which he or she has not consented, or cannot consent. 

Abuse can occur in any relationship and may result in significant harm to, or exploitation of, the person subjected to it’” 

Physical Abuse 
This is the infliction of pain or physical injury, which is either caused deliberately, or through lack of care.  
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Sexual Abuse 
This is the involvement in sexual activities to which the person has not consented or does not truly comprehend and 
so cannot give informed consent, or where the other party is in a position of trust, power or authority and uses this 
to override or overcome lack of consent. 

Psychological or Emotional Abuse 
These are acts or behaviour, which cause mental distress or anguish or negates the wishes of the vulnerable adult. It 
is also behaviour that has a harmful effect on the vulnerable adult’s emotional health and development or any other 
form of mental cruelty. 

Financial or Material Abuse 
This is the inappropriate use, misappropriation, embezzlement or theft of money, property or possessions. 

Neglect or Act of Omission 
This is the repeated deprivation of assistance that the vulnerable adult needs for important activities of daily living, 
including the failure to intervene in behaviour, which is dangerous to the vulnerable adult or to others. A vulnerable 
person may be suffering from neglect when their general well being or development is impaired. 

Discriminatory Abuse 
This is the inappropriate treatment of a vulnerable adult because of their age, gender, race, religion, cultural 
background, sexuality, disability etc. Discriminatory abuse exists when values, beliefs or culture result in a misuse of 
power that denies opportunity to some groups or individuals. Discriminatory abuse links to all other forms of abuse. 

Institutional Abuse 
This is the mistreatment or abuse of a vulnerable adult by a regime or individuals within an institution (e.g. hospital 
or care home) or in the community. It can be through repeated acts of poor or inadequate care and neglect or poor 
professional practice. 

5.5 Possible Indicators or Signs of Abuse (Vulnerable Adults) 

The following signs may or may not indicate that abuse has taken place, but should be considered in the context of 
the vulnerable adult’s whole life. 

Indicators or Signs of Possible Physical Abuse 

• A history of unexplained falls, fractures, bruises, burns and/or minor injuries 
• Signs of under or over use of medication and/or unattended or untreated medical problems 

Indicators or Signs of Possible Sexual Abuse 

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

Indicators or Signs of Possible Psychological Abuse 

• 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 

Indicators or Signs of Possible Financial or Material Abuse 

• Disparity between assets and living conditions 
• Unexplained withdrawals from accounts, or disappearance of financial documentation 
• 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 

Indicators or Signs of Possible Neglect or Omission 

• Malnutrition, weight loss and/or persistent hunger 
• Poor physical condition, poor hygiene, varicose ulcers, pressure sores 
• Being left in wet clothing or bedding, and/or clothing in a poor condition 
• Failure to access appropriate health, educational services and/or social care 
• No callers or visitors 

Indicators or Signs of Possible Discriminatory Abuse 

• Inappropriate remarks, comments, or lack of respect 
• Poor quality or avoidance of care 

Indicators or Signs of Possible Institutional Abuse 

• Lack of flexibility or choice over meals, bed times, visitors, phone calls, etc. 
• Inadequate medical care or misuse of medication 
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Section 6 – Responding to Allegations of Abuse 

There are several ways in which concerns about a child or vulnerable adult can become apparent. 

The child themselves can make an allegation directly, reports or allegations can be made by a parent or other 
persons, signs and symptoms of abuse can be observed, and occasionally by the admission from someone who 
discloses that they are harming a child or vulnerable adult. 

6.1 How to Respond to Allegations and Suspicions of Abuse 

The Church does not investigate allegations of the abuse of children or vulnerable adults itself, but reports them to 
statutory bodies and cooperates with them. Any suspicion, allegation or disclosure that a child or vulnerable adult is 
suffering (or is likely to suffer) significant harm must be referred to Hertfordshire’s Multi-Agency Safeguarding Hub 
(MASH). 

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

The person in receipt of allegations or suspicions of abuse will do the following: 

• A written record of the concerns should be made using the Safeguarding Report From (see Appendix 6).  

• Concerns must be reported as soon as possible to Danielle Johnston (hereafter the Safeguarding Co-
ordinator; Telephone Numbers: 01462 480126, 07830367214), who is nominated by the Church Leadership to 
act on its behalf in dealing with the allegation or suspicion of neglect or abuse, including referring the 
matter on to the statutory authorities. 

• Necessary information to communicate includes the name, address and date of birth of the child, details of 
other children in the family home, whether the child and parents are aware of the referral, reasons (why, 
when and what) for the referral, the type of abuse being reported and any action taken.  

• In the absence of the Safeguarding Co-ordinator, or if the suspicions, allegations or disclosure in any way 
involve the Co-ordinator, then the report should be made to the Deputy Co-ordinator. If the suspicions 
implicate both the Co-ordinator and the Deputy Co-ordinator, then the report should be made in the first 
instance to thirtyone:eight (thirtyone:eight, PO Box 133, Swanley, Kent, BR8 7UQ; Telephone Number: 0845 
120 4550), or alternatively Hertfordshire’s MASH. See Appendix 2 – Useful Telephone Numbers for contact 
details. 

• The Safeguarding Co-ordinator will then be required by our denominational policy to inform our National 
Safeguarding Co-ordinator and the Regional Superintendent. See Appendix 2 – Useful Telephone Numbers 
for more contact details. 

• The Senior Leader will be informed of any statutory processes undertaken, providing that they themselves 
are not referenced or implicated in any suspicions, allegations or disclosures. At the appropriate or 
necessary time, the senior leadership (elders and pastors) will be informed. 

• Contact details for Hertfordshire’s MASH (office hours and out of hours), and the Police Child Protection 
Team telephone number (office hours and out of hours) can all be found in Appendix 2 – Useful Telephone 
Numbers. 
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6.2 Allegation or Suspicion of Physical Abuse, Emotional Abuse or Neglect 

In the event of such allegations or suspicions, the Co-ordinator or Deputy Co-ordinator will: 

• Contact Hertfordshire’s MASH (or CCPAS) for advice in cases of deliberate injury, if concerned about a child’s 
safety or if a child is afraid to return home 

• Will not tell the parents or carers unless advised to do so having contacted Hertfordshire’s MASH (or CCPAS). 
See Appendix 2 – Useful Telephone Numbers for contact details 

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

• For lesser concerns, (e.g. poor parenting), encourage parent/carer to seek help, but not if this places the 
child at risk of injury 

• Where the parent/carer is unwilling to seek help, offer to accompany them. In cases of real concern, if they 
still fail to act, contact Hertfordshire’s MASH directly for advice. 

6.3 Allegation or Suspicion of Sexual Abuse 

In the event of such allegations or suspicions, the Co-ordinator or Deputy Co-ordinator will: 

• Contact the Hertfordshire’s MASH for children and families or Police Child Protection Team direct. They will 
NOT speak to the parent/carer or anyone else 

• Seek and follow the advice given by thirtyone:eight if, for any reason they are unsure whether or not to 
contact Hertfordshire’s MASH/Police. thirtyone:eight will confirm its advice in writing for future reference 

• Following advice from Hertfordshire’s MASH and/or CCPAS, contact Elim’s National Safeguarding Co-
ordinator. See Appendix 2 – Useful Telephone Numbers for contact details 

6.4 Allegation of Abuse Against a Person who Works with Children 

If an accusation is made against a worker (paid staff, intern or volunteer), whilst following the procedure outlined 
above, the Safeguarding Co-ordinator will without delay inform: 

• Make a written record of the concerns using the Safeguarding Report From (see Appendix 6).   

• Report to the National Safeguarding Co-ordinator (in their absence, the Elim Church’s Administrator); 

• Hertfordshire’s MASH (following the Local Safeguarding Children Board (LSCB) procedures) in regards to the 
suspension of the worker. 

• Also making a referral to a Local Authority Designated Officer (LADO) 

NB. There may also be a requirement under law to make a referral to the Disclosure and Barring Service (DBS) who hold 
the lists of people barred from working with children and vulnerable adults – this will require discussion with the LADO. 
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Section 7 – Electronic Safety (E-Safety) Policy 

7.1 E-Safety Definition 

Electronic safety is the collective term for safeguarding involving the use of mobile phones, computers (laptops, 
netbooks, tablets) and other electronic devices including games consoles, to communicate and access the internet, 
emails, text messages (SMS), instant messaging (IM), social networking sites (SNS) and other social media; often 
referred to as “Information and Communications Technology” (ICT). 

The technology is constantly advancing, bringing with it additional safeguarding considerations. This e-safety policy 
reflects all communications between Letchworth Garden City Church workers (paid or voluntary), children (those 
under 18 years of age) and vulnerable adults. It recognises the merging between online and offline worlds and the 
distinctiveness and difficulties within faith-based organisations when attempting to define clear boundaries for 
everyone. 

7.2 Letchworth Garden City Church’s Commitment to E-Safety 

We will exercise our right to monitor the use of the computer systems. This will include access to websites, the 
interception of email and the deletion of inappropriate material where it is believed unauthorised use of the 
computer system is or may be taking place, or the system is or may be being used for a criminal purpose or for 
storing unauthorised or unlawful text, images or sound. 

7.3 Responsible Internet Use 

When using a computer or electronic device connected to Letchworth Garden City Church’s Internet facilities, those 
defined above should not: 

▪ Search for and/or enter pornographic, racist or hate-motivated websites 

▪ Download, forward on or copy onto portable storage devices any music, images or movies from the internet, 
where permission has not been granted by the copyright holders 

▪ Inappropriately (or without permission) disclose any personal information, e.g. addresses (postal, email or 
messenger), telephone numbers and/or bank details. This includes personal information about other 
persons as well 

▪ Send or display offensive messages or pictures 

▪ Use obscene language 

▪ Violate copyright laws 

▪ Trespass in other’s digital folders, work or files (without entry, read or write permission) 

▪ Retrieve, send, copy or display offensive messages or pictures 

▪ Harass, insult, bully or attack others 
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▪ Damage computers, computer systems or computer networks 

▪ Use another user’s password 

▪ Use computers for unapproved commercial purposes 

Violations of the above will result in a ban on internet usage. Additional disciplinary action maybe added in line with 
existing practice on inappropriate language or behaviour. 

When applicable, police or local authorities may be involved. 

7.4 E-Safety Guidance when Communicating with Children, Youth and Vulnerable Adults  

Workers, whether paid or voluntary, should ensure that all communications via the internet, mobile phones, instant 
messaging services and other devices will not take place between the hours of 10pm and 7am. In cases of 
emergency, contact the Safeguarding Co-ordinator. 

Workers should ensure that to only use communication services that keep a record of conversation history (i.e. 
Facebook, Instagram, Email), and not use services that automatically delete messages (i.e. Snapchat).  

Care needs to be taken with the language and content used and shared, as well as when and for how long 
communication lasts. 

Workers, paid and voluntary, should follow the guidance listed below: 

▪ Where appropriate, workers will use group rather than individual messaging 

▪ Take care with the language used, avoid ambiguous abbreviations such as “lol,” which could mean “laugh 
out loud” or “lots of love” and always end with your name. Keep conversation short and direct 

▪ Be careful to avoid any misinterpretations of your motives, or any other behaviour which could be construed 
as grooming or abusive 

▪ Use an appropriate tone; friendly but not overly familiar or too personal, and do not suggest or offer a 
special relationship 

▪ Only make contact with children for reasons related to the work and mission of the church 

▪ Email should only be used to communicate specific information (e.g. dates and times of events). It should 
not be used as a relationship building tool 

▪ Any texts or conversations that raise concerns should be saved and passed on/shown to the Safeguarding 
Officer 
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▪ Any images of children must be taken by the team/ministry leader, in a suitable location and when the 
subjects of the image are appropriately positioned. If the images are taken on a mobile phone, they should 
be sent to media@mylgcc.com and deleted from the device 

▪ Taking images of children (explicitly in their role as a paid or voluntary worker) should be kept to a 
minimum, and only taken where necessary. Exceptions to this guidance include instances where the worker 
is related to the subject of the image(s) 

▪ Do not communicate with children, young people and vulnerable adults before 7am or after 10pm 

▪ Workers should recognise that text messaging is rarely an appropriate response to a child in a crisis situation 
or at risk of harm 

▪ Workers should also enable a password or lock on their phone for data protection, and not allow 
unauthorised access to the phone, specifically including unauthorised use of their phone camera 

▪ Maintain good and open relationships with parents and carers regarding communication with them and 
their children 

▪ Under no circumstances should a worker send sexually explicit language or images  

▪

7.5 Social Networking 

Any communication made with children over a social networking page or site will be made from an agreed account 
set up by Letchworth Garden City Church for this specific purpose. 

Workers should seek to ensure that their personal profiles on any social networking site (e.g. Facebook, Twitter, 
Instagram, etc.) should promote only the highest level of conduct, in order to safeguard workers, interns and 
volunteers as well as children and vulnerable adults. 

7.6 Taking or Publishing Photographs and Videos 

Permission will be sought before any images or videos are taken and/or displayed. This will be done through our 
Registration Forms and/or Image Consent Form. A template Image Consent Form (containing all permissions 
sought) can be found in Section 6 of the Safeguarding Pack, under “Reference Documents”.  

Unless permission is granted, never identify them by name or other personal details when using photographs or 
videos of children. These details include (but are not limited to) email, postal address or telephone numbers. 

7.7 Responding to E-Safety Concerns 

Ensure that all e-safety concerns or incidents are reported to the Safeguarding Officer, Danielle Johnston. If the 
Safeguarding Officer is not available, concerns or incidents should be reported to the Deputy Safeguarding Officer, 
Jason Heron. See Appendix 2 – Useful Telephone Numbers for contact details. 

�20



Safeguarding Policy

Letchworth Garden City Church 
An Elim Pentecostal Church. Registered Charity: 251549

Section 8 – Lone Working Policy 

We are committed to ensuring, so far as reasonably practical, the personal safety of our staff and volunteers.  

The reduction of risk and avoidance of untoward incidents is of paramount importance. All staff and volunteers 
share the responsibility to keep themselves and others safe.    

8.1  Definitions  

Lone working is defined as any activity carried out by LGCC staff or volunteers on behalf of LGCC whilst 
unaccompanied by another member of staff or volunteer, whilst they are;   

• Working or volunteering on LGCC premises  

• Working or volunteering on other premises  

• Making home visits   

• Conducting meetings or outings in the community  

• Transporting clients in their personal vehicle in the course of LGCC activity.  

• Staff and volunteers are considered as working alone on premises if they have neither visual nor audible 

communication in the event of an incident. 

8.2 Safe working arrangements & Risk Assessment 

Establishing safe working arrangements is integral for lone workers, as they should not be exposed to significantly 
higher risks than others who work together. 

Risk cannot be eliminated, but it can be avoided or managed. The vast majority of circumstances in which staff or 
volunteers are likely to find themselves when working, or volunteering for LGCC will carry minimal risk. Nonetheless, 
whether on LGCC premises or elsewhere, staff and volunteers should in all circumstances, carry out a dynamic risk 
assessment of the situation they are in, or are likely to find themselves in. 

When considering safe working arrangements staff and volunteers should adopt the following system to assess risk. 

a. Assessment of the risk - factors that should be taken into account, do I feel safe, if not why not? What is the 
seriousness of the risk? What is the likelihood of it occurring? 

b. Avoidance of that risk if possible 
c. Control of the risk if avoidance is not possible. 
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8.3 Lone workers in LGCC or other premises 

Where LGCC staff or volunteers are working alone, they should where possible ensure the following is adhered to: 

• Security - ensure that you control access to the building. 

• Only give access to others if you are sure that you know who they are 

• Make sure you notify the relevant team leader of the details of your lone working e.g. date, time, who, when 

and location. 

• Check on means of escape from the building in case of an emergency e.g. fire doors. 

• Check your access to a telephone or mobile phone 

• Where possible, plan appointments so that others are in the building with you  

• Keep valuables – handbags, equipment, out of sight 

• If you are assaulted or threatened, phone the police immediately via 999. 

• If you are verbally abused, subjected to inappropriate comments or behaviour or receive threatening or 

inappropriate telephone calls, report the matter immediately to your team leader. Ensure you complete an 

incident form. 

• Arrange for your team leader to contact your shortly after your appointment end time to ensure your safety. 

8.4 Meetings in the community, home visits and travelling   

In order to comply with the lone working protocol, where staff or volunteers are likely to be working on a regular 
‘one to one basis’ with a specific client, e.g. pastoral care or in a mentoring role, they must adhere to the following 
process: 

• Ensure a risk-assessment for the pastoral appointment has been considered 

• It is best practise to meet in a public place, such as the church office, coffee shop or hospital.  

Where this is not possible or appropriate a more formal risk assessment should be conducted by the church 

office or through the ministry team leader  

• In the case of mentoring young people, staff or volunteers should meet in a public place. In all such cases, 

permission from parents or guardians must be obtained.  

In terms of meetings in the community, making home visits and travelling, staff and volunteers have a responsibility 
to ensure working arrangements are as safe as possible. When staff or volunteers are engaged in schemes such as 
Extra Smile where referrals are often received from the local authority or police, a risk assessment will already have 
been carried out by the referring agency to ensure that known risks are identified, removed or managed.  
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8.5 RISK Assessment - Important Considerations 

In all cases, the key to staying safe lies in effective risk assessment and forward planning. As described above, 
dynamic risk assessment is an essential part of staying safe. Dynamic risk assessment simply involves applying the 
principles described above and assessing in your mind, those principles in each and every situation that you find 
yourself in, or are likely to find yourself in. 

It is important to remember that circumstances can change. If you believe that there has been any change in 
circumstances in relation to the person or premises that you are visiting that makes you feel in anyway uneasy or 
uncomfortable, you should discuss the issue with your team leader in advance. 

Below is a list of considerations that should be taken into account when planning and conducting your visit. 

• Plan ahead, let your team leader know the date and time of your visit and let them know when you are 
arriving and leaving the premises. 

• Ensure you have your mobile phone with you, it is fully charged and that you have a signal at the address. 

• Do not enter the address if at all you feel uncomfortable to do so. 

• Sit nearest the door and rehearse in your mind what you would do in case of emergency, e.g. your means of 
escape. 
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Appendix 1: Details of Place of Worship 

Name of Place of Worship:   Letchworth Garden City Church 

Address:     Icknield Way, Letchworth, Herts. SG6 1EF 

Telephone Number:    01462 480126 

Website:     www.mylgcc.com 

Membership of Denomination:  Elim Foursquare Gospel Alliance 

Charity Number:    251549 

Insurance Company:    Public Liability Insurance with Congregational & General   

      Insurance PLC (See Appendix 3 for more information) 

The following is a brief description of our place of worship, and the type of work/activities we undertake with children, 

youth and vulnerable adults. 

As part of its mission, Letchworth Garden City Church is committed to providing a safe place where children, young 

people and vulnerable adults can learn, grow and mature as Christians. We aim to do this by providing facilities, 

programmes and care appropriate to their needs. 

These include: 

Kids (Sunday):   Sunday Morning 9:00 – 12:45pm  6mon – 11yrs  Weekly 

Youth (Sunday):  Sunday Morning 9:00 – 12:45pm  11yrs – 16yrs  Weekly 

Youth (Limitless):  Friday  Evening  7:30 – 9:30pm  11yrs – 18yrs  Weekly 

Adventure Tots:  Friday Morning  9:30am - 11:30am 0yrs - 4yrs  Weekly
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Appendix	2:	Useful	Telephone	Numbers	

Letchworth	Garden	City	Church’s	Local	Child	Protec;on	Co-ordinators	

Danielle	Johnston	 (Safeguarding	Co-ordinator)	 	 	 01462	480126	 	 07830	367214	

Jason	Heron	 	 (Deputy	Safeguarding	Co-ordinator)	 	 01462	480126	 	 07988	835063	

MarDn	Gardner		 (Safeguarding	Administrator)	 	 	 	 	 	 01462	480126	

Other	Letchworth	Garden	City	Church	Contacts	

Rev.	Carl	Johnston	 (Senior	Pastor,	Letchworth	Garden	City	Church)	 	 	 	 01462	480126	 	

Church	Office	 	 (Letchworth	Garden	City	Church)	 	 	 	 	 01462	480126	

Elim’s	Na;onal	Safeguarding	Contacts	

Sarah	Bale	 	 (NaDonal	Safeguarding	Co-ordinator)	 	 01684	588913	 	 07814	783855	

Na;onal	Safeguarding	Contacts	

thirtyone:eight	 (CCPAS	-	previously	known	as	CCPAS)	 	 	 	 	 	 0845	120	4550	

Local	Safeguarding	Contacts	

HerZordshire	MASH	(Mul&-Agency	Safeguarding	Hub):	

Children’s	Social	Services	 	 	 	 	 	 	 	 	 0300	123	4043	

Adult	Social	Services	 	 	 	 	 	 	 	 	 	 0300	123	4042
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Appendix	3:	Public	Liability	Informa2on	

� 	iii

 
  

 

 
Congregational is a trading name of Integra Insurance Solutions Ltd 

Registered Office: Currer House, Currer Street, Bradford, West Yorkshire, BD1 5BA. Registered in England and Wales Registered Number 06760260 
Tel: 01274 700 700    Email: info@congregational.co.uk     Web: www.congregational.co.uk 

Authorised and regulated by the Financial Conduct Authority. Financial Services Register No. 495111 

 
A 
 

 
TO WHOM IT MAY CONCERN - PUBLIC LIABILITY CONFIRMATION 

 
 

Master Policy No: RC01020000 (sub ref RC01004618-CL009) 
 
 
1.  Name of policyholder: Elim Foursquare Gospel Alliance 

 
Re: Letchworth Garden City Church 

 
 
 
 
 
2.  Date of commencement of insurance policy:  1st July 2018 
 
3.  Date of expiry of insurance policy:  30th June 2019 
 
 
 
We confirm that Public Liability insurance is in place with a limit of indemnity of £10,000,000, covering 
sums the insured is liable to pay as damages and all other costs and expenses as a result of: 
 
a) accidental bodily injury to or death, illness or disease of persons other than employees; 
b) accidental loss of or damage to material property not belonging to the policyholder; 
c) accidental obstruction, trespass, nuisance or interference with any right of way, air, light, water or 

other easement; 
happening during the period of insurance within the Territorial Limits of England, Scotland, Wales, 
Northern Ireland, the Channel Islands and the Isle of Man in connection with the policyholder's church 
business and activities. 
 
Cover is subject to the terms exclusions and conditions of the policy numbered above.  
 
Signed on behalf of International Insurance Company of Hannover SE UK Branch (Authorised Insurer) 

 
 
 
 

Nick Parr  
Managing Director 
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Appendix 4: Guidance on Protection of Vulnerable Adults 

 

Supplementary Guidance on 

Protection of Vulnerable Adults 

To be read in conjunction with LGCC’s Safeguarding Policy 
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Section 1 – Who is Vulnerable? 

There are many different definitions of who is a vulnerable adult or adult at risk in legislation, and to determine who 

qualified for disclosure and barring service checks. In this guidance we use the following simple definition for 

reference: 

“Any adult aged 18 or over who due to disability, mental function, age, or illness or traumatic circumstances may not be 

able to take care or protect themselves against the risk of significant harm, abuse, bullying, harassment, mistreatment 

or exploitation.” 

It should be noted that reaching a certain age or having a particular disability in itself does not mean that the person 

is vulnerable, any more than we are all vulnerable in certain situations. Clearly those in residential care, in need of 

community care services or require help and support in their daily lives are. 

Section 2 – What is Adult Abuse? 

Adult abuse is mistreatment and is a violation of an individuals’ human and civil rights by another person or 

persons. The abuse can take many forms from treating someone with disrespect in a way that significantly affects 

the person’s quality of life, to causing actual physical suffering.   

“Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may be an act of 

neglect or an omission to act, or it may occur when a vulnerable person is persuaded to enter into a financial or sexual 

transaction to which he or she has not consented, or cannot consent. Abuse can occur in any relationship and may 

result in significant harm to, or exploitation of, the person subjected to it.” 

‘No Secrets,’ Department of Health, 2000 

Similarly the Adult Support and Protection (Scotland) Act 2007 defines an adult at risk as someone who is: 

• unable to safeguard their own well-being, property, rights or other interests, 
• at risk of harm, and  
• more vulnerable to being harmed than adults who are not so affected, because they are affected by 

disability, mental disorder, illness or physical or mental infirmity 

An adult is at risk if another person’s conduct is causing (or is likely to cause) the adult to be harmed, or the adult is 

engaging (or is likely to engage) in conduct that causes (or is likely to cause) self-harm. 
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Abuse can take many forms: 

• Discriminatory abuse is the inappropriate treatment of an adult because of their age, gender, race, religion, 

cultural background, sexuality, or disability. Discriminatory abuse exists when values, beliefs or culture 

result in a misuse of power that denies opportunity to some groups or individuals. 

• Physical abuse the infliction of pain or physical injury, which is either caused deliberately, or through lack of 

care. This includes (but is not limited to) hitting, slapping, pushing, kicking, burning, hair pulling, misuse, 

inappropriate restraint or sanctions. 

• Psychological or emotional abuse is acts or behaviour, which cause mental distress or anguish or negates 

the wishes of the adult. It is also behaviour that has a harmful effect on the adult’s emotional health and 

development or any other form of mental cruelty. This includes verbal abuse, humiliation, bullying, 

blaming, or the use of threats of harm or abandonment, being deprived of social or any other form of 

contact, being prevented from receiving services or support. 
• Financial or material abuse is the inappropriate use, misappropriation, embezzlement or theft of money, 

property or possessions including theft, fraud, exploitation, pressure in connection with wills, property or 

inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits 

• Sexual abuse is the involvement in sexual activities to which the person has not consented or does not truly 

comprehend and so cannot give informed consent, or where the other party is in a position of trust, power 

or authority and uses this to override or overcome lack of consent or to which they felt pressurised into 

consenting such as rape, or sexual assault. 

• Neglect or acts of omission is the repeated deprivation of help that an adult needs which, if withdrawn, will 

cause them to suffer including the failure to intervene in behaviour which is dangerous to the adult or to 

others. 

• Institutional abuse, which may happen in nursing and residential homes or hospitals, is the mistreatment or 

abuse of an adult by a regime or individuals within an institution (e.g. hospital or care home) or in the 

community. It can be through repeated acts of poor or inadequate care and neglect or poor professional 

practice, or ill treatment. 
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Who might be at risk?  

Some adults might be more at risk than others. The following things could increase risk of abuse: 

• Learning, sensory or physical disability 
• Old age and frailty, especially if it means there is a dependency on or a need for help from others 
• Mental health problems, dementia or confusion 
• Severe illness 
• Addiction to alcohol or drugs 

Who may abuse? 

• A partner, child, relative or friend 
• A paid or volunteer carer 
• A health, social care or other worker 
• A church worker, or Minister of Religion 
• Anyone 

Where may abuse occur? 

Abuse can happen anywhere, for example: 

• In someone’s own home, or in supported housing 
• At a carers’ home 
• Within a nursing home, hospital, residential care or day care 
• At work or in educational settings 
• In places of worship, churches 
• Anywhere 

In addition, adults may have a permanent or temporary reduction in physical, mental or emotional capacity 

brought about by life events for example an illness, bereavement, past abuse or trauma. 
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Section 3 – Responding to Concerns 

You may suspect abuse because: 

• You have a general concerns about someone’s well being 
• You see or hear something, which could be abusive 
• Someone tells you that something has happened or is happening to them which could be abusive 

In these circumstances, do not delay and pass on your concerns to the Safeguarding Adults Coordinator (or deputy) 

in your church or organisation. 

Involving Adult Services / Social Care or the Police where there is concern: 

• Where the Safeguarding Adults’ Co-ordinator is concerned that a vulnerable adult may have been or is in 

danger of being abused, they should contact Adult Social Services 

• If they are not sure whether an official referral is warranted but they nevertheless have legitimate concerns, 

they should still contact Adult Social Services to discuss their concerns. Alternatively they can contact 

thirtyone:eight for advice 

• The primary responsibility for managing any investigation process rests with managers of the Adult Social 

Care Social Services teams. When the concern is about someone in residential care, the Care Quality 

Commission will be involved. Where a crime may have been committed, the police will investigate 

• Adult Social Care Teams operate Emergency Duty Teams (EDT), outside regular office hours, at weekends 

and over statutory holidays. They are available to offer advice and will also take action to protect a 

vulnerable adult, including arranging emergency medical treatment and (where appropriate) involving the 

police 

� 	ix



Letchworth Garden City Church 
An Elim Pentecostal Church. Registered Charity: 251549

Appendix 4

Section 4 – Creating a Safe and Welcoming Environment 

Our churches and faith communities should be safe places for all, for children and for adults, where all people 

should feel welcome, are valued, respected and cared for. 

We can promote this by ensuring that our buildings are accessible, recognising the limitations that the design of 

some buildings creates and addressing this, along with the acoustics and lighting. 

We should also be careful to use appropriate language and suitable vocabulary, which can often reflect people’s 

attitudes towards others. 

Section 5 – Safeguarding Standards 

All churches should have a safeguarding policy for both children and adults who are vulnerable, which should cover 

the following areas: 

1. Safeguarding Policy 

2. Developing Safeguarding Awareness Training 

3. Safe Recruitment 

4. Management of Workers 

5. Working Safely 

6. Communicating Effectively 

7. Responding to Concerns 

8. Pastoral Care 

9. Managing those who Pose a Risk 

10. Working in Partnership 

For further information please see the CCPAS ‘Safe and Secure’ Key Facts booklet at: 

https://services.ccpas.co.uk/information/safe-and-secure 
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Section 6 – Safer Recruitment & Safer Organisations 

There has been much change in recent years regarding what measures can and should be taken towards ensuring 

recruitment and workforce management processes are both robust and effective in deterring unsuitable individuals 

from working with vulnerable people. 

The key point to remember amidst all this change is that recruiting safely is the first opportunity to protect 

vulnerable people by protecting the entry point to your church or organisation for staff and volunteers. It should 

therefore be seen as part of your wider responsibilities and procedures for safeguarding, rather than purely an 

administrative human resources process. 

It is important that all places of worship and faith-based organisations working with vulnerable adults are clear 

about the status of their work (i.e. whether it is regulated activity or not) and what implications this has for the 

variety of checks that should be undertaken for staff and volunteers (including criminal background checks). 

Regardless of what checks are required for certain posts and activities, there remains a responsibility to ensure all 

other appropriate measures have been undertaken in both the recruitment and ongoing management of staff and 

volunteers to ensure those that are unsuitable to work with vulnerable people are not given the opportunity to do 

so. 

These measures range from the appropriate use of job adverts, role descriptions, application forms, interviewing 

processes and taking-up of references through to provision of appropriate support, supervision and training for new 

workers. 

Any church or faith-based organisation has an opportunity to demonstrate its commitment to safeguarding and 

setting an open, positive culture through its employment practices. These are essential in setting the foundations 

for safer organisations. 

For further information on recruiting safely, see the CCPAS ‘Help...I want to recruit safely’ leaflet. 
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Section 7 – Guidelines for those in Positions of Trust Providing Pastoral Care 

It is important that anyone seeking pastoral care know exactly what to expect in terms of good conduct, that those 

caring for them are accountable and that any boundaries set are respected. In addition: 

• Those providing pastoral care should avoid any behaviour that may give the impression of favouritism 
• Workers should be aware of the limits of their own ability and competence and seek further help when 

dealing with situations outside their expertise 
• There should be clear guidelines where workers are involved in any aspect of personal finance, such as 

collecting benefits or pension or going shopping for someone (to ensure financial integrity) 

Be informed and respond appropriately 

Part of working safely is about providing an inclusive and open environment, which recognises differences. Where 

someone has a specific condition, seek specialist advice. Be inclusive. For example older children and young adults 

with learning disabilities shouldn’t be placed in a Sunday School rather than in the main church service because the 

material is better understood ignoring chronological age and basing the decision on developmental age. Rather 

support should be given to enable the person to be part of the church service. 

Confidentiality 

Every effort should be made to ensure that confidentiality is preserved; this though will be governed by what may 

be an overriding need to protect a person who has been or is at risk of abuse. All those working with vulnerable 

adults must be clear that it is not possible to keep information about suspected or actual abuse confidential. The 

needs of the vulnerable adult and any potential risk to others means that this will need to be reported to the 

Safeguarding Adults Co-ordinator. 

Self-determination and independence 

Adults do have a right to self-determination and independence. No one should be making decisions for anyone 

except in particular circumstances. Where, for example, the mental capacity of the individual is impaired. Often 

adults can put themselves in situations, which others would judge to be inappropriate or abusive in the exercising of 

their own choice and autonomy. 
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Action by Adult Social Care  

Once a referral is made to Adult Social Care, they will check to see if they know the vulnerable adult or alleged 

abuser. If the vulnerable adult is known, details of the referral will be passed on to the worker involved. The worker 

and a team manager will then decide if an Adult Protection Inquiry should proceed. If Adult Social Care doesn’t 

know the individual, it is likely a duty worker and manager will make that decision. 

Adult Protection Inquiry  

The initial action taken in an Adult Protect Inquiry is to convene a strategy meeting with all the appropriate 

agencies. There is now great emphasis on not working in isolation and the strategy meeting, by its very nature, 

facilitates communication and joint working between the various groups. If it is thought a crime may have been 

committed, the police will also be included in this process .The aim of the meeting is for the agencies involved to 

reach a consensus on planning and co-ordinating the investigation and ultimately produce an Adult Protection Plan. 

Information is shared on a ‘need to know’ basis only. 

The Investigation Process  

The purpose of any investigation is to: 

• Protect the vulnerable adult from serious harm 

• Establish and record the facts about the circumstances giving rise to the concerns 

• If appropriate, establish evidence for formal proceedings (e.g. criminal, registration or disciplinary) 

• Establish with the vulnerable adult whether they feel that their personal safety is at risk, whether they want 

professional intervention to occur and what their views are on sharing information about the incident with 

other staff that need to know 

• Decide if protective or other action is needed for the vulnerable adult or others 

• Identify the sources and levels of risk 

• Decide whether actual or suspected abuse has taken place and record the reasons for these conclusions 

• Ensure that appropriate action is taken in respect of any perpetrator 
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• Consider the communication needs of the vulnerable adult and ensure that an appropriate service is offered 

(this includes people with dementia, those whose first language is not English, people with sensory 

impairment, or people who have learning difficulties) 

The matters highlighted above will be considered at a Case Conference that will include all the professionals and 

agencies involved in safeguarding the adult. Decisions will be taken and a plan of action formalized in light of the 

information gathered at the Case Conference. This is called an Adult Protection Plan. 

Adult Protection Plan 

The Adult Protection Plan sets out for the vulnerable adult: 

• The steps to be taken to assure their future safety 

• Treatment or therapy they can access 

• Any changes to the way services are provided 

• Support through any legal action they may take and in seeking redress for things that have happened 

• Putting in place any on-going risk management strategy where appropriate 

Other Action: 

Where there is a concern that an adult may be subjected to violence or sexual harm the Police may become 

involved. In circumstances such as domestic violence the individual who has perpetrated this may become subject 

to Multi Agency Public Protection Arrangements (MAPPA) or Multi Agency Risk Assessment Conferences (MARAC). 

For further information see ‘Help…Domestic Violence! How should my church respond?’ 

Where the concern is about the quality of care provided by a nursing home, residential home or domiciliary 

provider, you should contact the Care Quality Commission (Tel: 0300 061 6161). 

See the Care Quality Commission website for more information (www.cqc.org.uk) 
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Involvement of Relatives/Carers 

Generally families are informed of an allegation of abuse and the action being taken. However, they may not be 

informed where: 

• The vulnerable adult is able to give informed consent and does not wish their family to be informed 

• The alleged perpetrator is a member of the family 

• Where a police investigation is likely and rules of evidence apply 

What if the vulnerable adult doesn’t want certain action taken?  

The mental capacity of the vulnerable adult is a key factor in deciding what action can be taken. All actions should 

be based on the presumption of mental capacity (Mental Capacity Act 2005 and Mental Health Act 2007) and on the 

consequent right of an adult to make their own choices in relation to their personal safety and well-being. 

In normal circumstances an adult has a right to follow a course of action that others may judge unwise or eccentric, 

including one which may lead to them being abused. 

In such instances Adult Social Care should be informed so that they can put in place a safeguarding plan 

proportionate to the level of risk so that, as far as possible, the adult continues to be protected. 

The exceptions to allowing a person to make choices about their safety from abuse and neglect would be: 

• Where the person lacks mental capacity to make such a choice 

• Where the rights or safety of others would be compromised in allowing the person to exercise their right in 

making choices about their safety from abuse and neglect 

Acting in the best interests of the vulnerable adult 

Where a vulnerable adult lacks the mental capacity to protect themselves or other vulnerable adults from abuse, it 

may be necessary to take action in their (and possibly others) best interests, on their behalf.  

� 	xv



Letchworth Garden City Church 
An Elim Pentecostal Church. Registered Charity: 251549

Appendix 4

Issues of capacity and consent are a key element in all aspects of adult protection work. Capacity refers to the ability 

to make and understand a decision, act, or transaction. However, there remains a fundamental duty to balance the 

person’s right to autonomy with their need for protection.  

In law there is the assumption that if you’re an adult, you are able to make your own decisions, unless it’s proved 

otherwise. As long as you can understand the information relevant to the decision, retain the information relevant 

to the decision, have an ability to use the information in order to make a decision, and have an ability to 

communicate that decision, then the decision is yours to make. 

Any decision concerning mental capacity will follow an assessment carried out by doctors and/or Adult Social Care. 

If there is a proven lack in mental capacity of the vulnerable adult, the person authorized to make decisions on their 

behalf should: 

• Act in a way that promotes their health and well-being, and prevents deterioration in their quality of life 

• Ensure that any interventions are as limited as possible and carried out in a manner that is least restrictive 

of the person’s freedom of action 

• Ensure that any decision is made with due regard to the process of law 

• Make every effort to establish the past and present wishes and desires of the person concerned as well 

as any other factors the person would consider important if they were not incapacitated 

• As fully as possible, include the person in any decision or action affecting them 

• Consult the views of appropriate people concerning the person’s wishes and what actions would be in his or 

her best interests 

Any decisions taken that are deemed to be in the person’s best interest should be clearly documented to show how 

the decision was reached. 
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Section 8 – Model Policy Statement (Safeguarding Adults) 

The leadership agreed the following statement on: _____________________________________________ 

We are committed to safeguarding vulnerable adults and ensuring their well-being. 

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

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

• We believe all adults should enjoy and have access to every aspect of the life of this place of worship 

• We undertake to exercise proper care in the appointment and selection of those who will work with vulnerable 
adults or are in positions of trust and in promoting safer practice and supporting, resourcing and training and 
regularly reviewing those who undertake this work 

• Keep up to date with national and local developments relating to safeguarding. Follow statutory 
denominational and specialist guidelines in relation to safeguarding adults and will ensure that all workers 
will work within the agreed procedure of our safeguarding policy 

• Implementing the requirements of the Disability Discrimination Acts 1995 and 2005 and all other relevant 
legislation 

• Supporting all in the place of worship/organisation affected by abuse 

We recognise: 

• Adult Social Care has lead responsibility for investigating all allegations or suspicions of abuse where there are 
concerns about a vulnerable adult 

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

• Safeguarding is everyone’s responsibility 
We will review this statement and our policy annually 
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Section 9 – Helpful Organisations 

Age UK 
Website  http://www.ageuk.org.uk/ 

Action on Elder Abuse 
Address  PO Box 60001 
   Streatham  
   SW16 9BY 
 
Telephone  020 8835 9280  
UK Helpline  080 8808 8141 

Email   enquires@elderabuse.org.uk 
Website  http://www.elderabuse.org.uk/ 

Prospects for People with Learning Disabilities 
Address  Prospects for People with Learning Disabilities 
   69 Honey End Lane 
   Reading, BERKSHIRE 
   RG30 4EL 

Telephone  0118 950 8781 

Email   info@prospects.org.uk 
Website  http://www.prospects.org.uk 

Through the Roof 
Address  PO Box 353 
   Epsom 
   KT18 5WS 

Telephone  01372 749955 

Email   info@throughtheroof.org 
Website  http://www.throughtheroof.org 

Victim Support 
Website  http://www.victimsupport.org.uk/ 

Voice UK 
Website  http://www.voiceuk.org.uk/
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ROC LONE WORKER POLICY  
 

 
This document sets out the lone working policy and protocol for Redeeming Our Communities (ROC) 
staff and volunteers. We are committed to ensuring, so far as reasonably practical, the personal safety 
of our staff and volunteers.  

 
The reduction of risk and avoidance of untoward incidents is of paramount importance. All staff and 
volunteers share the responsibility to keep themselves and others safe.    
 
Definitions  
 
Lone working is defined as any activity carried out by ROC staff or ROC volunteers on behalf of ROC 
whilst unaccompanied by another member of staff or volunteer, whilst they are;   
 

• Working or volunteering on ROC premises  
• Working or volunteering on other premises  
• Making home visits   
• Conducting meetings or outings in the community  
• Transporting clients in their personal vehicle in the course of ROC activity.  
• Staff and volunteers are considered as working alone on premises if they have neither visual 

nor audible communication in the event of an incident. 
 
Safe working arrangements & Risk Assessment 

 
Establishing safe working arrangements for lone workers is no different from organising the safety 
of other employees/volunteers. Lone workers should not be exposed to significantly higher risks 
than others who work together. 
 
Risk cannot be eliminated from life, but it can be avoided or managed. The vast majority of 
circumstances in which staff or volunteers are likely to find themselves when working, or 
volunteering for ROC will carry minimal risk. Nonetheless, whether on ROC premises or elsewhere, 
staff and volunteers should in all circumstances, carry out a dynamic risk assessment of the 
situation they are in, or are likely to find themselves in. 
 
When considering safe working arrangements staff and volunteers should adopt the following 
system to assess risk. 

 
a) Assessment of the risk - factors that should be taken into account, do I feel safe, if not why 

not? What is the seriousness of the risk? What is the likelihood of it occurring? 
b) Avoidance of that risk if possible 
c) Control of the risk if avoidance is not possible. 

 
Lone workers in ROC or other premises 
 
Where ROC staff or volunteers are working alone, they should where possible ensure the following 
is adhered to: 



 
 

 
• Security - ensure that you control access to the 

building. 
• Where appropriate lock yourself in while ensuring that you can get out quickly if necessary  
• Only give access to others if you are sure that you know who they are 
• Arrange for someone to ring you at a predetermined time to check that you are okay 
• Check on means of escape from the building in case of an emergency e.g. fire doors. 
• Check your access to the telephone 
• Where possible, plan appointments so that others are in the building with you  
• Keep valuables – handbags, equipment, out of sight 
• If you are assaulted or threatened, phone the police immediately via 999. 
• If you are verbally abused, subjected to inappropriate comments or behaviour or receive 

threatening or inappropriate telephone calls, report the matter immediately to your 
supervisor/local coordinator. Ensure you complete an incident form. 

 
 
Meetings in the community, home visits and travelling   
 
In order to comply with the lone working protocol, where staff or volunteers are likely to be working 
on a regular ‘one to one basis’ with a specific client, e.g. in a close support or mentoring relationship, 
they must adhere to the following process: 
 

• Ensure a risk assessment has been completed for each client. It should remain on the client 
file and be updated if an incident occurs or relevant information comes to light. 

• Ensure client contact details are kept up to date on the client’s file. 
• Ensure your own contact details are kept up to date. 
• Be familiar with and make use of the ‘buddy’ system where appropriate (see below). 

 
In terms of meetings in the community, making home visits and travelling, staff and volunteers have 
a responsibility to ensure working arrangements are as safe as possible. When staff or volunteers 
are engaged in schemes such as ROC Mentors, where referrals are received from the local authority 
or police, a risk assessment will already have been carried out by the referring agency to ensure 
that known risks are identified, removed or managed.  

 
The circumstances relating to meeting clients in the community will vary enormously. For instance, 
meeting someone for a coffee in a public place that is busy with other people would normally carry 
significantly less risk than meeting with someone at their home address.  
 
However, the nature of some ROC projects such as mentoring schemes will, at times, necessitate 
going into family homes. Many professionals and volunteers ranging from health care workers to 
volunteers in various guises go into family homes on a daily basis and, in the vast majority of 
occasions, do so without incident.  

 
In the case of mentoring young people, staff or volunteers should aim to meet in a public place. 
They are not to enter the young person’s family home unless there is specific reason to do so, e.g. a 
pre-arranged meeting with a parent or guardian. In all such cases, the parent or guardian or another 
responsible adult should be on the premises and present at all times. Staff or volunteers must first 



 
 

advise the scheme coordinator before entering those premises 
or any other location that is not a public place. In such cases 
another responsible adult must always be present. You should 
never take a young person to your own home address.  
 
Lifts to young people in your car should be avoided. If they are given for a specific reason, e.g. a pre-
arranged outing, they should not be given unless you are accompanied by another responsible 
adult, the parent/guardian consents to the lift in writing and you have advised the scheme 
coordinator. You must ensure that your vehicle insurance covers such use.  
 
RISK Assessment - Important Considerations 
 
In all cases, the key to staying safe lies in effective risk assessment and forward planning. As 
described above, dynamic risk assessment is an essential part of staying safe. Dynamic risk 
assessment simply involves applying the principles described above and assessing in your mind, 
those principles in each and every situation that you find yourself in, or are likely to find yourself in. 
 
It is important to remember that circumstances can change. If you believe that there has been any 
change in circumstances in relation to the person or premises that you are visiting that makes you 
feel in anyway uneasy or uncomfortable, you should discuss the issue with your manager or scheme 
coordinator in advance. Consider moving the meeting to a public place, ask your scheme 
coordinator to accompany you, or postpone the meeting altogether until you can take advice. 
 
The lone working protocol works in conjunction with the buddy system and is underpinned by the 
risk assessment process. It aims to provide a robust system for staff and volunteer safety. 
 
Below is a list of considerations that should be taken into account when planning and conducting 
your visit. 
 

• Plan ahead, let your buddy know the date and time of your visit and let them know when 
you are arriving and leaving the premises. 

 
• Ensure you have your mobile phone with you, it is fully charged and that you have a signal at 

the address. Ensure both you and your buddy have each other’s mobile phone numbers and 
the mobile phone number of your scheme coordinator stored in your phone so that you do 
not have to search for the number. 

 
• Be familiar with and if necessary, employ the SOS arrangements.(see appendix ‘A’) 

 
• Ascertain if there are pets on the premises and if you are uncomfortable with them, ask for 

them to be put in another room. 
 

• Do not enter the address if the person you have come to see is not there. 
 

• Sit nearest the door and rehearse in your mind what you would do in case of emergency, 
e.g. your means of escape. 

 



 
 

 
The Buddy System 
 
ROC employs a 'buddy' system to help keep you safe. Your buddy should be a pre-arranged and 
designated ‘buddy’ who you should be paired with through your manager or scheme coordinator.  
 
If you are meeting someone alone, it is generally good practice to take advantage of the scheme 
and let your buddy know your whereabouts. If you are meeting someone at their home address, 
which may mean increased risk, you should ensure your buddy has specific details of your visit and 
can provide support if needed. In the event of your buddy being unavailable, perhaps due to 
holiday, you should make alternative arrangements in advance via your scheme coordinator.  
 
The buddy system comprises: 
 

• Pre-arranged ‘buddying’ with an identified colleague. Your buddy must be informed of client 
details, venue of meeting and start and approximate end time of appointment 

• Giving lifts to clients in staff/volunteer’s vehicles should normally be avoided. But it is 
recognized that it may be necessary from time to time. In the event of such a need arising, 
the buddy must be advised and in possession of vehicle registration number, names of all 
passengers, start and end point of journey, including approximate end time. If you are 
transporting young people or children, this should only be done when accompanied by a 
parent/guardian or responsible adult. In such case, buddy arrangements should be set in 
place, but the scheme coordinator must also be advised. If young children are being 
transported, a suitable car seat must be used (see www.childcarseats.org.uk). Staff or 
volunteers must ensure they have appropriate vehicle insurance cover for such use. 

• Staff/ volunteers must take responsibility for signing out via text message to their buddy at 
the end of the appointment/journey. In the event that an appointment overruns, the staff or 
volunteer must take responsibility for informing their buddy that they are still lone working 
and give a further approximate end time, and signing out to the buddy once the appointment 
actually finishes. 

• If the identified buddy is unavailable due to holiday etc, then alternative arrangements must 
be made in advance through the volunteer coordinator.  

 
In relation to home visits or other pre-arranged activity such as ‘out of hours’ meetings where there 
may be increased perception of vulnerability, if the member of staff or volunteer does not sign out 
to their buddy within 15 minutes of the arranged end time, the buddy will telephone them and 
check current status. If the member of staff or volunteer does not respond to their buddy within a 
further 10 minutes of this call, buddy will make a further telephone call to them.  
 
If there has been no response from them within 30 minutes of the arranged end time, buddy will 
alert their volunteer coordinator. The volunteer coordinator will immediately assess the situation 
and consider initiating emergency procedures.  
 
 

Appendix ‘A’ 

 



 
 

Sally.O.Sullivan – S.O.S  
Procedure 

 
In the event of an emergency the name ‘Sally.O.Sullivan’ should be used as 
a code word to your buddy or scheme coordinator. 
 
If a staff member or volunteer makes contact and uses the code word 
‘Sally.O.Sullivan’ you should ask the following questions. 
 
Are you in immediate danger? 
 
Do you need the police?  (If the answer is ‘Yes’ you should confirm the 
address they are at and immediately dial 999 on their behalf). 
 
Would you like me to call back in 5 minutes? 
 
Are you at ‘X’ address?  
 
Can you get out? 
 
These questions should be answered ‘YES’ or  ‘NO’ 
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Appendix 1: Details of Place of Worship 

Name of Place of Worship:   Letchworth Garden City Church 

Address:     Icknield Way, Letchworth, Herts. SG6 1EF 

Telephone Number:    01462 480126 

Website:     www.mylgcc.com 

Membership of Denomination:  Elim Foursquare Gospel Alliance 

Charity Number:    251549 

Insurance Company:    Public Liability Insurance with Congregational & General   

      Insurance PLC (See Appendix 3 for more information) 

The following is a brief description of our place of worship, and the type of work/activities we undertake with children, 

youth and vulnerable adults. 

As part of its mission, Letchworth Garden City Church is committed to providing a safe place where children, young 

people and vulnerable adults can learn, grow and mature as Christians. We aim to do this by providing facilities, 

programmes and care appropriate to their needs. 

These include: 

Kids (Sunday):   Sunday Morning 9:00 – 12:45pm  6mon – 11yrs  Weekly 

Youth (Sunday):  Sunday Morning 9:00 – 12:45pm  11yrs – 16yrs  Weekly 

Youth (Limitless):  Friday  Evening  7:30 – 9:30pm  11yrs – 18yrs  Weekly 

Adventure Tots:  Friday Morning  9:30am - 11:30am 0yrs - 4yrs  Weekly
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Appendix	2:	Useful	Telephone	Numbers	

Letchworth	Garden	City	Church’s	Local	Child	Protec;on	Co-ordinators	

Danielle	Johnston	 (Safeguarding	Co-ordinator)	 	 	 01462	480126	 	 07830	367214	

Jason	Heron	 	 (Deputy	Safeguarding	Co-ordinator)	 	 01462	480126	 	 07988	835063	

MarDn	Gardner		 (Safeguarding	Administrator)	 	 	 	 	 	 01462	480126	

Other	Letchworth	Garden	City	Church	Contacts	

Rev.	Carl	Johnston	 (Senior	Pastor,	Letchworth	Garden	City	Church)	 	 	 	 01462	480126	 	

Church	Office	 	 (Letchworth	Garden	City	Church)	 	 	 	 	 01462	480126	

Elim’s	Na;onal	Safeguarding	Contacts	

Sarah	Bale	 	 (NaDonal	Safeguarding	Co-ordinator)	 	 01684	588913	 	 07814	783855	

Na;onal	Safeguarding	Contacts	

thirtyone:eight	 (CCPAS	-	previously	known	as	CCPAS)	 	 	 	 	 	 0845	120	4550	

Local	Safeguarding	Contacts	

HerZordshire	MASH	(Mul&-Agency	Safeguarding	Hub):	

Children’s	Social	Services	 	 	 	 	 	 	 	 	 0300	123	4043	

Adult	Social	Services	 	 	 	 	 	 	 	 	 	 0300	123	4042
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Appendix	3:	Public	Liability	Informa2on	
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Congregational is a trading name of Integra Insurance Solutions Ltd 

Registered Office: Currer House, Currer Street, Bradford, West Yorkshire, BD1 5BA. Registered in England and Wales Registered Number 06760260 
Tel: 01274 700 700    Email: info@congregational.co.uk     Web: www.congregational.co.uk 

Authorised and regulated by the Financial Conduct Authority. Financial Services Register No. 495111 

 
A 
 

 
TO WHOM IT MAY CONCERN - PUBLIC LIABILITY CONFIRMATION 

 
 

Master Policy No: RC01020000 (sub ref RC01004618-CL009) 
 
 
1.  Name of policyholder: Elim Foursquare Gospel Alliance 

 
Re: Letchworth Garden City Church 

 
 
 
 
 
2.  Date of commencement of insurance policy:  1st July 2018 
 
3.  Date of expiry of insurance policy:  30th June 2019 
 
 
 
We confirm that Public Liability insurance is in place with a limit of indemnity of £10,000,000, covering 
sums the insured is liable to pay as damages and all other costs and expenses as a result of: 
 
a) accidental bodily injury to or death, illness or disease of persons other than employees; 
b) accidental loss of or damage to material property not belonging to the policyholder; 
c) accidental obstruction, trespass, nuisance or interference with any right of way, air, light, water or 

other easement; 
happening during the period of insurance within the Territorial Limits of England, Scotland, Wales, 
Northern Ireland, the Channel Islands and the Isle of Man in connection with the policyholder's church 
business and activities. 
 
Cover is subject to the terms exclusions and conditions of the policy numbered above.  
 
Signed on behalf of International Insurance Company of Hannover SE UK Branch (Authorised Insurer) 

 
 
 
 

Nick Parr  
Managing Director 
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Appendix 4: Guidance on Protection of Vulnerable Adults 

 

Supplementary Guidance on 

Protection of Vulnerable Adults 

To be read in conjunction with LGCC’s Safeguarding Policy 
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Section 1 – Who is Vulnerable? 

There are many different definitions of who is a vulnerable adult or adult at risk in legislation, and to determine who 

qualified for disclosure and barring service checks. In this guidance we use the following simple definition for 

reference: 

“Any adult aged 18 or over who due to disability, mental function, age, or illness or traumatic circumstances may not be 

able to take care or protect themselves against the risk of significant harm, abuse, bullying, harassment, mistreatment 

or exploitation.” 

It should be noted that reaching a certain age or having a particular disability in itself does not mean that the person 

is vulnerable, any more than we are all vulnerable in certain situations. Clearly those in residential care, in need of 

community care services or require help and support in their daily lives are. 

Section 2 – What is Adult Abuse? 

Adult abuse is mistreatment and is a violation of an individuals’ human and civil rights by another person or 

persons. The abuse can take many forms from treating someone with disrespect in a way that significantly affects 

the person’s quality of life, to causing actual physical suffering.   

“Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may be an act of 

neglect or an omission to act, or it may occur when a vulnerable person is persuaded to enter into a financial or sexual 

transaction to which he or she has not consented, or cannot consent. Abuse can occur in any relationship and may 

result in significant harm to, or exploitation of, the person subjected to it.” 

‘No Secrets,’ Department of Health, 2000 

Similarly the Adult Support and Protection (Scotland) Act 2007 defines an adult at risk as someone who is: 

• unable to safeguard their own well-being, property, rights or other interests, 
• at risk of harm, and  
• more vulnerable to being harmed than adults who are not so affected, because they are affected by 

disability, mental disorder, illness or physical or mental infirmity 

An adult is at risk if another person’s conduct is causing (or is likely to cause) the adult to be harmed, or the adult is 

engaging (or is likely to engage) in conduct that causes (or is likely to cause) self-harm. 
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Abuse can take many forms: 

• Discriminatory abuse is the inappropriate treatment of an adult because of their age, gender, race, religion, 

cultural background, sexuality, or disability. Discriminatory abuse exists when values, beliefs or culture 

result in a misuse of power that denies opportunity to some groups or individuals. 

• Physical abuse the infliction of pain or physical injury, which is either caused deliberately, or through lack of 

care. This includes (but is not limited to) hitting, slapping, pushing, kicking, burning, hair pulling, misuse, 

inappropriate restraint or sanctions. 

• Psychological or emotional abuse is acts or behaviour, which cause mental distress or anguish or negates 

the wishes of the adult. It is also behaviour that has a harmful effect on the adult’s emotional health and 

development or any other form of mental cruelty. This includes verbal abuse, humiliation, bullying, 

blaming, or the use of threats of harm or abandonment, being deprived of social or any other form of 

contact, being prevented from receiving services or support. 
• Financial or material abuse is the inappropriate use, misappropriation, embezzlement or theft of money, 

property or possessions including theft, fraud, exploitation, pressure in connection with wills, property or 

inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits 

• Sexual abuse is the involvement in sexual activities to which the person has not consented or does not truly 

comprehend and so cannot give informed consent, or where the other party is in a position of trust, power 

or authority and uses this to override or overcome lack of consent or to which they felt pressurised into 

consenting such as rape, or sexual assault. 

• Neglect or acts of omission is the repeated deprivation of help that an adult needs which, if withdrawn, will 

cause them to suffer including the failure to intervene in behaviour which is dangerous to the adult or to 

others. 

• Institutional abuse, which may happen in nursing and residential homes or hospitals, is the mistreatment or 

abuse of an adult by a regime or individuals within an institution (e.g. hospital or care home) or in the 

community. It can be through repeated acts of poor or inadequate care and neglect or poor professional 

practice, or ill treatment. 
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Who might be at risk?  

Some adults might be more at risk than others. The following things could increase risk of abuse: 

• Learning, sensory or physical disability 
• Old age and frailty, especially if it means there is a dependency on or a need for help from others 
• Mental health problems, dementia or confusion 
• Severe illness 
• Addiction to alcohol or drugs 

Who may abuse? 

• A partner, child, relative or friend 
• A paid or volunteer carer 
• A health, social care or other worker 
• A church worker, or Minister of Religion 
• Anyone 

Where may abuse occur? 

Abuse can happen anywhere, for example: 

• In someone’s own home, or in supported housing 
• At a carers’ home 
• Within a nursing home, hospital, residential care or day care 
• At work or in educational settings 
• In places of worship, churches 
• Anywhere 

In addition, adults may have a permanent or temporary reduction in physical, mental or emotional capacity 

brought about by life events for example an illness, bereavement, past abuse or trauma. 
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Section 3 – Responding to Concerns 

You may suspect abuse because: 

• You have a general concerns about someone’s well being 
• You see or hear something, which could be abusive 
• Someone tells you that something has happened or is happening to them which could be abusive 

In these circumstances, do not delay and pass on your concerns to the Safeguarding Adults Coordinator (or deputy) 

in your church or organisation. 

Involving Adult Services / Social Care or the Police where there is concern: 

• Where the Safeguarding Adults’ Co-ordinator is concerned that a vulnerable adult may have been or is in 

danger of being abused, they should contact Adult Social Services 

• If they are not sure whether an official referral is warranted but they nevertheless have legitimate concerns, 

they should still contact Adult Social Services to discuss their concerns. Alternatively they can contact 

thirtyone:eight for advice 

• The primary responsibility for managing any investigation process rests with managers of the Adult Social 

Care Social Services teams. When the concern is about someone in residential care, the Care Quality 

Commission will be involved. Where a crime may have been committed, the police will investigate 

• Adult Social Care Teams operate Emergency Duty Teams (EDT), outside regular office hours, at weekends 

and over statutory holidays. They are available to offer advice and will also take action to protect a 

vulnerable adult, including arranging emergency medical treatment and (where appropriate) involving the 

police 
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Section 4 – Creating a Safe and Welcoming Environment 

Our churches and faith communities should be safe places for all, for children and for adults, where all people 

should feel welcome, are valued, respected and cared for. 

We can promote this by ensuring that our buildings are accessible, recognising the limitations that the design of 

some buildings creates and addressing this, along with the acoustics and lighting. 

We should also be careful to use appropriate language and suitable vocabulary, which can often reflect people’s 

attitudes towards others. 

Section 5 – Safeguarding Standards 

All churches should have a safeguarding policy for both children and adults who are vulnerable, which should cover 

the following areas: 

1. Safeguarding Policy 

2. Developing Safeguarding Awareness Training 

3. Safe Recruitment 

4. Management of Workers 

5. Working Safely 

6. Communicating Effectively 

7. Responding to Concerns 

8. Pastoral Care 

9. Managing those who Pose a Risk 

10. Working in Partnership 

For further information please see the CCPAS ‘Safe and Secure’ Key Facts booklet at: 

https://services.ccpas.co.uk/information/safe-and-secure 
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Section 6 – Safer Recruitment & Safer Organisations 

There has been much change in recent years regarding what measures can and should be taken towards ensuring 

recruitment and workforce management processes are both robust and effective in deterring unsuitable individuals 

from working with vulnerable people. 

The key point to remember amidst all this change is that recruiting safely is the first opportunity to protect 

vulnerable people by protecting the entry point to your church or organisation for staff and volunteers. It should 

therefore be seen as part of your wider responsibilities and procedures for safeguarding, rather than purely an 

administrative human resources process. 

It is important that all places of worship and faith-based organisations working with vulnerable adults are clear 

about the status of their work (i.e. whether it is regulated activity or not) and what implications this has for the 

variety of checks that should be undertaken for staff and volunteers (including criminal background checks). 

Regardless of what checks are required for certain posts and activities, there remains a responsibility to ensure all 

other appropriate measures have been undertaken in both the recruitment and ongoing management of staff and 

volunteers to ensure those that are unsuitable to work with vulnerable people are not given the opportunity to do 

so. 

These measures range from the appropriate use of job adverts, role descriptions, application forms, interviewing 

processes and taking-up of references through to provision of appropriate support, supervision and training for new 

workers. 

Any church or faith-based organisation has an opportunity to demonstrate its commitment to safeguarding and 

setting an open, positive culture through its employment practices. These are essential in setting the foundations 

for safer organisations. 

For further information on recruiting safely, see the CCPAS ‘Help...I want to recruit safely’ leaflet. 
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Section 7 – Guidelines for those in Positions of Trust Providing Pastoral Care 

It is important that anyone seeking pastoral care know exactly what to expect in terms of good conduct, that those 

caring for them are accountable and that any boundaries set are respected. In addition: 

• Those providing pastoral care should avoid any behaviour that may give the impression of favouritism 
• Workers should be aware of the limits of their own ability and competence and seek further help when 

dealing with situations outside their expertise 
• There should be clear guidelines where workers are involved in any aspect of personal finance, such as 

collecting benefits or pension or going shopping for someone (to ensure financial integrity) 

Be informed and respond appropriately 

Part of working safely is about providing an inclusive and open environment, which recognises differences. Where 

someone has a specific condition, seek specialist advice. Be inclusive. For example older children and young adults 

with learning disabilities shouldn’t be placed in a Sunday School rather than in the main church service because the 

material is better understood ignoring chronological age and basing the decision on developmental age. Rather 

support should be given to enable the person to be part of the church service. 

Confidentiality 

Every effort should be made to ensure that confidentiality is preserved; this though will be governed by what may 

be an overriding need to protect a person who has been or is at risk of abuse. All those working with vulnerable 

adults must be clear that it is not possible to keep information about suspected or actual abuse confidential. The 

needs of the vulnerable adult and any potential risk to others means that this will need to be reported to the 

Safeguarding Adults Co-ordinator. 

Self-determination and independence 

Adults do have a right to self-determination and independence. No one should be making decisions for anyone 

except in particular circumstances. Where, for example, the mental capacity of the individual is impaired. Often 

adults can put themselves in situations, which others would judge to be inappropriate or abusive in the exercising of 

their own choice and autonomy. 
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Action by Adult Social Care  

Once a referral is made to Adult Social Care, they will check to see if they know the vulnerable adult or alleged 

abuser. If the vulnerable adult is known, details of the referral will be passed on to the worker involved. The worker 

and a team manager will then decide if an Adult Protection Inquiry should proceed. If Adult Social Care doesn’t 

know the individual, it is likely a duty worker and manager will make that decision. 

Adult Protection Inquiry  

The initial action taken in an Adult Protect Inquiry is to convene a strategy meeting with all the appropriate 

agencies. There is now great emphasis on not working in isolation and the strategy meeting, by its very nature, 

facilitates communication and joint working between the various groups. If it is thought a crime may have been 

committed, the police will also be included in this process .The aim of the meeting is for the agencies involved to 

reach a consensus on planning and co-ordinating the investigation and ultimately produce an Adult Protection Plan. 

Information is shared on a ‘need to know’ basis only. 

The Investigation Process  

The purpose of any investigation is to: 

• Protect the vulnerable adult from serious harm 

• Establish and record the facts about the circumstances giving rise to the concerns 

• If appropriate, establish evidence for formal proceedings (e.g. criminal, registration or disciplinary) 

• Establish with the vulnerable adult whether they feel that their personal safety is at risk, whether they want 

professional intervention to occur and what their views are on sharing information about the incident with 

other staff that need to know 

• Decide if protective or other action is needed for the vulnerable adult or others 

• Identify the sources and levels of risk 

• Decide whether actual or suspected abuse has taken place and record the reasons for these conclusions 

• Ensure that appropriate action is taken in respect of any perpetrator 
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• Consider the communication needs of the vulnerable adult and ensure that an appropriate service is offered 

(this includes people with dementia, those whose first language is not English, people with sensory 

impairment, or people who have learning difficulties) 

The matters highlighted above will be considered at a Case Conference that will include all the professionals and 

agencies involved in safeguarding the adult. Decisions will be taken and a plan of action formalized in light of the 

information gathered at the Case Conference. This is called an Adult Protection Plan. 

Adult Protection Plan 

The Adult Protection Plan sets out for the vulnerable adult: 

• The steps to be taken to assure their future safety 

• Treatment or therapy they can access 

• Any changes to the way services are provided 

• Support through any legal action they may take and in seeking redress for things that have happened 

• Putting in place any on-going risk management strategy where appropriate 

Other Action: 

Where there is a concern that an adult may be subjected to violence or sexual harm the Police may become 

involved. In circumstances such as domestic violence the individual who has perpetrated this may become subject 

to Multi Agency Public Protection Arrangements (MAPPA) or Multi Agency Risk Assessment Conferences (MARAC). 

For further information see ‘Help…Domestic Violence! How should my church respond?’ 

Where the concern is about the quality of care provided by a nursing home, residential home or domiciliary 

provider, you should contact the Care Quality Commission (Tel: 0300 061 6161). 

See the Care Quality Commission website for more information (www.cqc.org.uk) 
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Involvement of Relatives/Carers 

Generally families are informed of an allegation of abuse and the action being taken. However, they may not be 

informed where: 

• The vulnerable adult is able to give informed consent and does not wish their family to be informed 

• The alleged perpetrator is a member of the family 

• Where a police investigation is likely and rules of evidence apply 

What if the vulnerable adult doesn’t want certain action taken?  

The mental capacity of the vulnerable adult is a key factor in deciding what action can be taken. All actions should 

be based on the presumption of mental capacity (Mental Capacity Act 2005 and Mental Health Act 2007) and on the 

consequent right of an adult to make their own choices in relation to their personal safety and well-being. 

In normal circumstances an adult has a right to follow a course of action that others may judge unwise or eccentric, 

including one which may lead to them being abused. 

In such instances Adult Social Care should be informed so that they can put in place a safeguarding plan 

proportionate to the level of risk so that, as far as possible, the adult continues to be protected. 

The exceptions to allowing a person to make choices about their safety from abuse and neglect would be: 

• Where the person lacks mental capacity to make such a choice 

• Where the rights or safety of others would be compromised in allowing the person to exercise their right in 

making choices about their safety from abuse and neglect 

Acting in the best interests of the vulnerable adult 

Where a vulnerable adult lacks the mental capacity to protect themselves or other vulnerable adults from abuse, it 

may be necessary to take action in their (and possibly others) best interests, on their behalf.  
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Issues of capacity and consent are a key element in all aspects of adult protection work. Capacity refers to the ability 

to make and understand a decision, act, or transaction. However, there remains a fundamental duty to balance the 

person’s right to autonomy with their need for protection.  

In law there is the assumption that if you’re an adult, you are able to make your own decisions, unless it’s proved 

otherwise. As long as you can understand the information relevant to the decision, retain the information relevant 

to the decision, have an ability to use the information in order to make a decision, and have an ability to 

communicate that decision, then the decision is yours to make. 

Any decision concerning mental capacity will follow an assessment carried out by doctors and/or Adult Social Care. 

If there is a proven lack in mental capacity of the vulnerable adult, the person authorized to make decisions on their 

behalf should: 

• Act in a way that promotes their health and well-being, and prevents deterioration in their quality of life 

• Ensure that any interventions are as limited as possible and carried out in a manner that is least restrictive 

of the person’s freedom of action 

• Ensure that any decision is made with due regard to the process of law 

• Make every effort to establish the past and present wishes and desires of the person concerned as well 

as any other factors the person would consider important if they were not incapacitated 

• As fully as possible, include the person in any decision or action affecting them 

• Consult the views of appropriate people concerning the person’s wishes and what actions would be in his or 

her best interests 

Any decisions taken that are deemed to be in the person’s best interest should be clearly documented to show how 

the decision was reached. 
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Section 8 – Model Policy Statement (Safeguarding Adults) 

The leadership agreed the following statement on: _____________________________________________ 

We are committed to safeguarding vulnerable adults and ensuring their well-being. 

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

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

• We believe all adults should enjoy and have access to every aspect of the life of this place of worship 

• We undertake to exercise proper care in the appointment and selection of those who will work with vulnerable 
adults or are in positions of trust and in promoting safer practice and supporting, resourcing and training and 
regularly reviewing those who undertake this work 

• Keep up to date with national and local developments relating to safeguarding. Follow statutory 
denominational and specialist guidelines in relation to safeguarding adults and will ensure that all workers 
will work within the agreed procedure of our safeguarding policy 

• Implementing the requirements of the Disability Discrimination Acts 1995 and 2005 and all other relevant 
legislation 

• Supporting all in the place of worship/organisation affected by abuse 

We recognise: 

• Adult Social Care has lead responsibility for investigating all allegations or suspicions of abuse where there are 
concerns about a vulnerable adult 

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

• Safeguarding is everyone’s responsibility 
We will review this statement and our policy annually 
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Section 9 – Helpful Organisations 

Age UK 
Website  http://www.ageuk.org.uk/ 

Action on Elder Abuse 
Address  PO Box 60001 
   Streatham  
   SW16 9BY 
 
Telephone  020 8835 9280  
UK Helpline  080 8808 8141 

Email   enquires@elderabuse.org.uk 
Website  http://www.elderabuse.org.uk/ 

Prospects for People with Learning Disabilities 
Address  Prospects for People with Learning Disabilities 
   69 Honey End Lane 
   Reading, BERKSHIRE 
   RG30 4EL 

Telephone  0118 950 8781 

Email   info@prospects.org.uk 
Website  http://www.prospects.org.uk 

Through the Roof 
Address  PO Box 353 
   Epsom 
   KT18 5WS 

Telephone  01372 749955 

Email   info@throughtheroof.org 
Website  http://www.throughtheroof.org 

Victim Support 
Website  http://www.victimsupport.org.uk/ 

Voice UK 
Website  http://www.voiceuk.org.uk/
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ROC LONE WORKER POLICY  
 

 
This document sets out the lone working policy and protocol for Redeeming Our Communities (ROC) 
staff and volunteers. We are committed to ensuring, so far as reasonably practical, the personal safety 
of our staff and volunteers.  

 
The reduction of risk and avoidance of untoward incidents is of paramount importance. All staff and 
volunteers share the responsibility to keep themselves and others safe.    
 
Definitions  
 
Lone working is defined as any activity carried out by ROC staff or ROC volunteers on behalf of ROC 
whilst unaccompanied by another member of staff or volunteer, whilst they are;   
 

• Working or volunteering on ROC premises  
• Working or volunteering on other premises  
• Making home visits   
• Conducting meetings or outings in the community  
• Transporting clients in their personal vehicle in the course of ROC activity.  
• Staff and volunteers are considered as working alone on premises if they have neither visual 

nor audible communication in the event of an incident. 
 
Safe working arrangements & Risk Assessment 

 
Establishing safe working arrangements for lone workers is no different from organising the safety 
of other employees/volunteers. Lone workers should not be exposed to significantly higher risks 
than others who work together. 
 
Risk cannot be eliminated from life, but it can be avoided or managed. The vast majority of 
circumstances in which staff or volunteers are likely to find themselves when working, or 
volunteering for ROC will carry minimal risk. Nonetheless, whether on ROC premises or elsewhere, 
staff and volunteers should in all circumstances, carry out a dynamic risk assessment of the 
situation they are in, or are likely to find themselves in. 
 
When considering safe working arrangements staff and volunteers should adopt the following 
system to assess risk. 

 
a) Assessment of the risk - factors that should be taken into account, do I feel safe, if not why 

not? What is the seriousness of the risk? What is the likelihood of it occurring? 
b) Avoidance of that risk if possible 
c) Control of the risk if avoidance is not possible. 

 
Lone workers in ROC or other premises 
 
Where ROC staff or volunteers are working alone, they should where possible ensure the following 
is adhered to: 



 
 

 
• Security - ensure that you control access to the 

building. 
• Where appropriate lock yourself in while ensuring that you can get out quickly if necessary  
• Only give access to others if you are sure that you know who they are 
• Arrange for someone to ring you at a predetermined time to check that you are okay 
• Check on means of escape from the building in case of an emergency e.g. fire doors. 
• Check your access to the telephone 
• Where possible, plan appointments so that others are in the building with you  
• Keep valuables – handbags, equipment, out of sight 
• If you are assaulted or threatened, phone the police immediately via 999. 
• If you are verbally abused, subjected to inappropriate comments or behaviour or receive 

threatening or inappropriate telephone calls, report the matter immediately to your 
supervisor/local coordinator. Ensure you complete an incident form. 

 
 
Meetings in the community, home visits and travelling   
 
In order to comply with the lone working protocol, where staff or volunteers are likely to be working 
on a regular ‘one to one basis’ with a specific client, e.g. in a close support or mentoring relationship, 
they must adhere to the following process: 
 

• Ensure a risk assessment has been completed for each client. It should remain on the client 
file and be updated if an incident occurs or relevant information comes to light. 

• Ensure client contact details are kept up to date on the client’s file. 
• Ensure your own contact details are kept up to date. 
• Be familiar with and make use of the ‘buddy’ system where appropriate (see below). 

 
In terms of meetings in the community, making home visits and travelling, staff and volunteers have 
a responsibility to ensure working arrangements are as safe as possible. When staff or volunteers 
are engaged in schemes such as ROC Mentors, where referrals are received from the local authority 
or police, a risk assessment will already have been carried out by the referring agency to ensure 
that known risks are identified, removed or managed.  

 
The circumstances relating to meeting clients in the community will vary enormously. For instance, 
meeting someone for a coffee in a public place that is busy with other people would normally carry 
significantly less risk than meeting with someone at their home address.  
 
However, the nature of some ROC projects such as mentoring schemes will, at times, necessitate 
going into family homes. Many professionals and volunteers ranging from health care workers to 
volunteers in various guises go into family homes on a daily basis and, in the vast majority of 
occasions, do so without incident.  

 
In the case of mentoring young people, staff or volunteers should aim to meet in a public place. 
They are not to enter the young person’s family home unless there is specific reason to do so, e.g. a 
pre-arranged meeting with a parent or guardian. In all such cases, the parent or guardian or another 
responsible adult should be on the premises and present at all times. Staff or volunteers must first 



 
 

advise the scheme coordinator before entering those premises 
or any other location that is not a public place. In such cases 
another responsible adult must always be present. You should 
never take a young person to your own home address.  
 
Lifts to young people in your car should be avoided. If they are given for a specific reason, e.g. a pre-
arranged outing, they should not be given unless you are accompanied by another responsible 
adult, the parent/guardian consents to the lift in writing and you have advised the scheme 
coordinator. You must ensure that your vehicle insurance covers such use.  
 
RISK Assessment - Important Considerations 
 
In all cases, the key to staying safe lies in effective risk assessment and forward planning. As 
described above, dynamic risk assessment is an essential part of staying safe. Dynamic risk 
assessment simply involves applying the principles described above and assessing in your mind, 
those principles in each and every situation that you find yourself in, or are likely to find yourself in. 
 
It is important to remember that circumstances can change. If you believe that there has been any 
change in circumstances in relation to the person or premises that you are visiting that makes you 
feel in anyway uneasy or uncomfortable, you should discuss the issue with your manager or scheme 
coordinator in advance. Consider moving the meeting to a public place, ask your scheme 
coordinator to accompany you, or postpone the meeting altogether until you can take advice. 
 
The lone working protocol works in conjunction with the buddy system and is underpinned by the 
risk assessment process. It aims to provide a robust system for staff and volunteer safety. 
 
Below is a list of considerations that should be taken into account when planning and conducting 
your visit. 
 

• Plan ahead, let your buddy know the date and time of your visit and let them know when 
you are arriving and leaving the premises. 

 
• Ensure you have your mobile phone with you, it is fully charged and that you have a signal at 

the address. Ensure both you and your buddy have each other’s mobile phone numbers and 
the mobile phone number of your scheme coordinator stored in your phone so that you do 
not have to search for the number. 

 
• Be familiar with and if necessary, employ the SOS arrangements.(see appendix ‘A’) 

 
• Ascertain if there are pets on the premises and if you are uncomfortable with them, ask for 

them to be put in another room. 
 

• Do not enter the address if the person you have come to see is not there. 
 

• Sit nearest the door and rehearse in your mind what you would do in case of emergency, 
e.g. your means of escape. 

 



 
 

 
The Buddy System 
 
ROC employs a 'buddy' system to help keep you safe. Your buddy should be a pre-arranged and 
designated ‘buddy’ who you should be paired with through your manager or scheme coordinator.  
 
If you are meeting someone alone, it is generally good practice to take advantage of the scheme 
and let your buddy know your whereabouts. If you are meeting someone at their home address, 
which may mean increased risk, you should ensure your buddy has specific details of your visit and 
can provide support if needed. In the event of your buddy being unavailable, perhaps due to 
holiday, you should make alternative arrangements in advance via your scheme coordinator.  
 
The buddy system comprises: 
 

• Pre-arranged ‘buddying’ with an identified colleague. Your buddy must be informed of client 
details, venue of meeting and start and approximate end time of appointment 

• Giving lifts to clients in staff/volunteer’s vehicles should normally be avoided. But it is 
recognized that it may be necessary from time to time. In the event of such a need arising, 
the buddy must be advised and in possession of vehicle registration number, names of all 
passengers, start and end point of journey, including approximate end time. If you are 
transporting young people or children, this should only be done when accompanied by a 
parent/guardian or responsible adult. In such case, buddy arrangements should be set in 
place, but the scheme coordinator must also be advised. If young children are being 
transported, a suitable car seat must be used (see www.childcarseats.org.uk). Staff or 
volunteers must ensure they have appropriate vehicle insurance cover for such use. 

• Staff/ volunteers must take responsibility for signing out via text message to their buddy at 
the end of the appointment/journey. In the event that an appointment overruns, the staff or 
volunteer must take responsibility for informing their buddy that they are still lone working 
and give a further approximate end time, and signing out to the buddy once the appointment 
actually finishes. 

• If the identified buddy is unavailable due to holiday etc, then alternative arrangements must 
be made in advance through the volunteer coordinator.  

 
In relation to home visits or other pre-arranged activity such as ‘out of hours’ meetings where there 
may be increased perception of vulnerability, if the member of staff or volunteer does not sign out 
to their buddy within 15 minutes of the arranged end time, the buddy will telephone them and 
check current status. If the member of staff or volunteer does not respond to their buddy within a 
further 10 minutes of this call, buddy will make a further telephone call to them.  
 
If there has been no response from them within 30 minutes of the arranged end time, buddy will 
alert their volunteer coordinator. The volunteer coordinator will immediately assess the situation 
and consider initiating emergency procedures.  
 
 

Appendix ‘A’ 

 



 
 

Sally.O.Sullivan – S.O.S  
Procedure 

 
In the event of an emergency the name ‘Sally.O.Sullivan’ should be used as 
a code word to your buddy or scheme coordinator. 
 
If a staff member or volunteer makes contact and uses the code word 
‘Sally.O.Sullivan’ you should ask the following questions. 
 
Are you in immediate danger? 
 
Do you need the police?  (If the answer is ‘Yes’ you should confirm the 
address they are at and immediately dial 999 on their behalf). 
 
Would you like me to call back in 5 minutes? 
 
Are you at ‘X’ address?  
 
Can you get out? 
 
These questions should be answered ‘YES’ or  ‘NO’ 
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