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SECTION 1: INTRODUCTION AND SAFEGUARDING POLICY STATEMENT
SAFEGUARDING POLICY STATEMENT 2017

The United Free Church of Scotliand has always taken seriously its responsibilities for
caring, education and outreach to people across Scotland. The work is mainly
carried out by adulf volunteers who contribute greatly to the life and ministry of the
church through activities for children, teenagers and adults, including adults at risk.
The church recognises as crucial the responsibility to ensure that all such work is
conducted in what is, and is seen to be, a safe and healthy environment.

This Policy Statement, Code of Practice and Guidelines were  approved by the
General Assembly of 2017, All Kirk Sessions and Congregations are required to take
all necessary steps to ensure, to the best of their ability, the protection from harm of
children and adults.

This material is offered as a means of making more effective the care and love
which inspires both the work and the workers. This material is intended to help
congregations ensure unsuitable individuals do not gain access to people in a way
which puts them at risk of harm and abuse.

The selection process for those working with children and adults at risk of harm must
include a PVG (Protecting Vulnerable Groups} check being carried out to ensure
no issues are raised to indicate the person is not suitable for such work. [t is
important that such checks are undertaken only as one aspect of the recruitment
and selection process and never as a substitute for them.




SECTION 2: CHILD AND ADULT PROTECTION IN THE CHURCH

2.1 INTRODUCTION

Abuse or neglect of, or harm to, children and adults is an issue that Church workers
do not often have to deal with. This makes it all the more important fo recognise
that abuse, neglect and harm do occur and can do so in all seciors of society,
including within the Church community. Child protection, and the protection of
adults at risk of harm, is not just a matter for the statutory agencies such as police
and social services but for all of us.

There are various ways in which concerns about actual or potential abuse, harm or
neglect may arise. They may arise gradually over a period of time or as a result of
one particular incident; they may arise as a result of something which is observed or
witnessed; they may arise as a result of information given or a disclosure made by
the child or adult at risk themselves; or they may arise by reason of information
received from a third party.

This section of the Safeguarding Guidelines is intended for all volunteers and paid
workers in the Church, including Safeguarding Coordinators, who work, on behaif of
the Church, with children or adults at risk. It is infended to give some basic
information about what abuse or harm is, how 1o recognise it and how fo report it
appropriately in the event that it is suspected, or observed or witnessed, or reported
by a third party. Some basic definitions are now given:

2.2 CONTEXT, DEFINITIONS AND EXAMPLES

The Children and Young People (Scotfland) Act 2014 is about improving the
wellbeing of children and young people in Scotland. The Act is wide ranging and
includes key parts of the Getting it right for every child approach, commonly known
as GIRFEC. Child Wellbeing is broader than child protection, however, the wellbeing
indicator of safe means that all children should expect to be protected from abuse,
neglect or harm at home, at school and in the community.

The first 4 definitions, which are in relation to children, are taken from *The National
Guidance for Child Protection in Scotland 2014" issued by the Scottish Government:

2.2.1 Child

Whilst recognising that policy can vary in different setlings, for the purposes of these
Guidelines, a child is regarded as a person under the age of 18.

This follows the United Nations Convention on the Rights of the Child which apply to
anyone under the age of 18 and is in line with the PVG Scheme where a child is
regarded as a person under the age of 18.




2.2.2 Child protection

Child protection means protecting a child from abuse or neglect. Abuse or neglect
need not have taken place; it is sufficient for there to be a likelihood or risk of
significant harm from abuse or neglect.

2.2.3 Child abuse

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse a
child by inflicting., or by failing to act to prevent, significant harm fo the child.
Children may be abused in a family or in an institutional setting, by those known to
them or, more rarely, by a stranger. In a child protection contexi, there are four key
types of abuse that can be identified. Physical abuse is the causing of physical
harm to a child or young person. Emotional abuse is persistent emotional neglect or
ill freatment of a child causing severe and persistent adverse effects on the child’s
emotional development. Sexual abuse is any act that involves the child in any
activity for the sexual gratification of another whether or not it is claimed that the
child either consented or assented. Neglectis also a form of abuse - see 2.2.4.

It should be noted that children with additional educational or physical support
needs may be particularly vulnerable to abuse or harm.

2.2.4 Child neglect

Neglect is the persistent failure to meet a chid's basic physical and/or
psychological needs, likely to result in the serious impairment of the child's health or
development. It may involve a parent or carer failing: to provide adequate food,
shelter and clothing; to protect a child from physical harm or danger; to ensure
access to appropriate medical care or treatment; or to provide a child's basic
emotional needs.

Accordingly, in simple terms, abuse, neglect or harm of a child is any conduct that
you suspect or know or have been told is having a seriously bad or adverse effect
on the child.

2.2.5 Aduit at risk of harm

Policy in this area has developed considerably, resulting in The Adult Support and
Protection (Scotland) Act 2007. The provisions of this Act are intended to protect
those adults who are unable to safeguard their own interests, such as those
affected by disabiiity, mental disorder, illness or physical or mental infirmity, and
who are at risk of harm or self-harm, including neglect. Section 3 of the Act defines
“"adults af risk” as follows:




“1. "Adults at risk" are adults who:

a) are unable to safeguard their own well-being, property, rights or other interests,

b) are atrisk of harm, and

c] because they are affected by disability, mental disorder, iliness or physical or
mental infirmity, are more vulnerable to being harmed than adufts who are not
so affected.

2. Anadultis at risk of harm for the purposes of subsection (1) if:

a) another person's conduct is causing (or is likely to cause) the adult to be
harmed, or

b} the adult is engaging (or is likely to engage) in conduct which causes (or is
likely to cause) self-harm.”

So this means that an adult at risk of harm is an adult who is affected by disability,
mental disorder, illness or physical or mental infirmity that you suspect or know, is
being, or is at risk of being, harmed or exploited by another person, or is harming
themselves, and is unable to protect themselves.

2.2.6 Harm or abuse of adulis at risk

Although the terms can be interchangeable, the term "harm” is more commonly
used than “abuse” in relation to adults. “Harm™ and “risk of harm” in relation to both
children and protected adults are described more fully in Section 3 of the
Guidelines. Section 3.4 sefs out the legal obligation on Kirk Sessions fo make a
referral to Disclosure Scotland in respect of any worker who has been removed or
dismissed or who has left their post, where the grounds for making such a referral
have been met.

Harm or abuse is referred to here in a more general context. However the
definitions of harm and risk of harm used in the specific context of referrals of former
workers to Disclosure Scotland are also useful in this more general context.

The types of conduct that could be deemed harmful in this context include
behaviour such as any kind of actual physical harm, assault or restraint;
psychological harm, such as threats or verbal abuse/ bullying; sexual harm, being
any sexual activity that the person does not understand or want {including verbal
suggestive or sexual abuse or intimidation); neglect, such as deprivation of sufficient
food or heating and failure to ensure appropriate care or treatment, including
medical treatment; and financial harm, such as theft and fraud.

In summary, and in simple terms, harm or abuse of adults is any conduct that you
suspect or know or have been told is, or could be, having a bad or adverse effect
on an adult who is vulnerable by reason of iliness or disability and is unable fo
protect themselves.




2.2.7 Adult protection

Adult protection means protecting a vuinerable adult or adult at risk from harm or
neglect.

There is one important difference to remember between child protection and adult
protection, which is that it is not always appropriate for social work services or
police to take actlion to protect an adult against the wishes of the adult
concerned. In contrast, in a child protection case social work services or police
would almost always fake action to protect a child whether or not the child or the
child's parent{s} or carer(s) agree.

Sometimes, even where they may be in a situation where we think that some form
of outside intervention would be justified as being for their own good, an adult may
not want action to be taken by any outside agency to protect them from harm.
The provisions contained in The Adult Support and Protection {Scofland) Act 2007
are based on the principles that any intervention must provide benefit to the adult
that could not be reasonably achieved without intervention and is the least
restrictive option to the adult’s freedom. It is expressly stated that any intervention
must be reasonable and propoitionate and it is important 1o stike a balance
between an individual's right to freedom of choice on the one hand and the risk of
harm to that individual on the other. These principles must always be taken into
account when considering any potential adult protection situation.

Some factors o take into account in a potential adult protection situation are:
whether or not the adult has the mental capacity to make informed choices;
whether or not the adult is being pressurised by the individual who is under suspicion
of causing the alleged harm or risk of harm; and whether or not the adult either lives
in a care home of receives care in their own home (in which case if it is a carer who
is suspected of causing harm then others may be at risk of harm also).

If you are in any doubt as to what to do in a particular situation you should report
your concerns to your Safeguarding Coordinator, who may wish to discuss with the
National Coordinator.

2.2.8 Some examples of where harm or abuse may be recognised

Harm or abuse may be recognised by or be brought to the attention of a Church
worker {or indeed may be recognised by or be brought fo the attention of any
individual within the Church community} in a number of ways, Often, although not
always, the harm will have occurred or be occurring outwith the Church and will be
perpetrated by a person not connected with the Church. The following are some
examples (it is not intended to be an exhaustive list) of circumstances and places in
which harm or abuse may occur or be recognised by workers or other individuals:

e A child may be harmed by an adult belonging to the congregation.




A child may be harmed by another child, either at a Church activity in
Church premises or at a Church activity outwith Church premises, such as an
outing or at a Camp.

¢ A child may be harmed outwith Church premises or activities by a relative, a
friend or any other person.

e A child or adult at risk may be harmed by a volunteer or paid member of
Church staff;

e An adult at risk living in a care home or receiving a care service in their own
home may be harmed by a carer or relative and this may be disclosed to, or
recognised by, a visitor from the Church who is there either in a personal or
official capacity.

s A child or adult at risk not belonging to the Church may be harmed in the
community and this may be reported by a person in the congregation.

e A child or adult at risk attending an activity in the Church, such as a lunch
club, a bible study group or a drop-in café may be harmed and the harm
may be recognised at this activity.

2.2.9 Arrangements for Safeguarding within United Free Church of Scotland

Within the United Free Church of Scotland the following people are appointed with
responsibility for ensuring adequate steps are taken to implement good
safeguarding practice and to offer support and advice as appropriate.

National Safeguarding Coordinator whose duties include:
¢ To assist in providing training on safeguarding to congregational coordinators
and others with responsibility for safeguarding in congregations.
» To offer advice on the safe recruitment process adopted by the UF Church
+ To be available in a consultative capacity to give advice to congregational
coordinators on a safeguarding issue which has arisen in the congregatfion.

Safeguarding Advisory Group

This consists of three suitably qualified/ experienced people from within the
denomination to work with the National Coordinator in the above responsibilities
and to provide a forum where all matters related to safeguarding can be discussed
on a confidential basis.

Congregational Safeguarding Coordinator who is to be appointed by the kirk
session and will normally be the minister:
e To ensure there is a safe recruitment process for all those who will be working
with children and adults at risk including carrying out PVG checks.




¢ To ensure all those in a congregation carrying out work with children and
adults at risk have attended a training course approved by the UF Church
within the last 2 years.
Where possible it is helpful o have a second person appointed as the Assistant
Safeguarding Coordinator. Where that is not possible, it is still helpful to have one
other person with whom the Coordinator can liaise on all safeguarding matters
including handling any allegations or concerns that are raised.

2.3 RECOGNISING AND REPORTING POSSIBLE ABUSE OR HARM - GUIDANCE FOR
WORKERS AND OTHERS IN THE CHURCH

2.3.1 if you suspect harm or abuse

Since harm or abuse does not come to our attention often, it is all the more
important that all those who work with vulnerable groups have sufficient
safeguarding awareness to be able to recognise it where it does occur. The aim of
safeguarding in the Church is to prevent harm or abuse where possible and to
minimise the effects of harm or abuse by acting appropriately whenever it is
suspected, withessed or reported, either by the person who is allegedly being
harmed or by a third party.

A child who has been abused, harmed or neglected may show obvious physical
signs of injury or maltreatment. There may also be other indicators, for example in
child's behaviour or development. There are various typical ways in which abuse or
harm can sometimes be recognised. For example, you may notice something
which causes you concern about a child or adult’s apparent injury, appearance,
behaviour or conversation, or you may notice inappropriate comments,
conversation, play or drawing by a child.

However it is not always easy to recognise harm or abuse and, in the absence of
clear evidence, if you do suspect that harm or abuse may have occurred or be
occurring, o good first test is to use your intuition or "gut feeling” about the situation.
if a situation appears to be, or sounds or feels wrong then abuse or harm may well
be occuring. Even if it turns out that you are mistaken, it is nevertheless better to err
on the side of caution. Remember that it is not up to you to decide whether or not
harm or abuse has occurred or is occurring — your responsibility is simply to report
any concerns and it is then the job of others, who are trained to do so, to
investigate and make decisions.




2.3.2 If you withess harm or abuse

This is if you see or hear behaviour or an incident of harm or abuse, such as a person
behaving inappropriately towards a child or adult at risk.

2.3.3 If harm or abuse is reported to you

This can be if another person tells you or alieges that a child or adult at risk is being
abused or harmed or put af risk of harm or complains about the conduct of a
worker fowards a child or adult at risk. It can also be when a child or adult at risk
themselves tells you about or alleges harm or abuse or reports feeling unsafe.

(Note: asking Or'ch’rs is no{fm:v'eshgdﬂng).-_.3'-
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A pro-forma for Workers recording allegations or suspicions of abuse or harm is
available for use by any Worker who suspects or witnesses harm or abuse or to
whom an allegation of harm or abuse is made, the use of which is optional but may
be helpful.

2.4 REPORTING AND REFERRALS - GUIDANCE FOR SAFEGUARDING COORDINATORS
2.4.1 Generd|

Any worker who suspects or witnhesses any harm or abuse, or who receives
information about alleged harm or abuse, either from an alleged victim or from a
third party, must report this to you immediately. They must also give you a wiitten
report on their suspicions and/or what they have seen or been told. You are then
responsible for the safe storage of this written information for as long as necessary in
accordance with Data Protection legislation.

If you receive a report from a worker, or any other individual, of suspected,
withessed or disclosed harm or abuse of a child or adult at risk you should:

o When required, ensure that a referral has been, or is, made to the
appropriate agency, i.e. social services or the police.
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e If the situation is not urgent you may wish to licise with the National
Safeguarding Coordinator for advice as to whether you should refer the
matter on to the police or social work services.

e As for workers, in an emergency situation or where there is any element of
immediacy or urgency, you should immediately contact the appropriate
emergency service yourself.

» Ensure that support is available for the worker or other person who has made
the report.

¢ Noft inform parents or carers prior fo making o referral.

« If necessary, ask for advice from the relevant agency (social services or the
police) at the point of making the referral as to what, if anything, to say to
parents or carers of a child who is the subject of a report. In cases of alleged
sexual or physical abuse it would normally be a matter for social work
services or the police fo inform the parents.

e If you are concerned about a child being allowed to return home when an
allegation or suspicion of abuse has implicated a parent or carer, ask for
advice on this from social work services or the police.

¢ Not investigate the matter yourself.

¢ Record details of the report and any action taken by you and retain this
wiitten record for as long as necessary as referred to above. A pro-forma for
Coordinators recording allegations or suspicions of abuse or harm is
available for this, the use of which is optional but may be helpful.

¢ Inform the United Free Church Offices in writing of any such report and action
taken as soon as possible, using the Form for reporting an allegation or
suspicion of abuse or harm to Offices.

2.4.2 If it is alleged that a child or protected adult has been harmed or put at risk of
harm by a Church worker

As explained at 3.4 of the Guidelines, there is a legal obligation fo make a referral
to Disclosure Scotland in respect of a worker where that worker has been removed
from their position (or resigns before removal) and the grounds for making a referral
have been met. This is the responsibility of the Kirk Session ¢s the “employer” but
the National Coordinator should be consulted das soon as possible about any such
prospective referrai.

However, as any referral to Disclosure Scotland will only take place after a worker
has been dismissed or otherwise removed permanently from their position, it is
important to consider the initial procedure to be followed if a complaint is received
about a worker.

If a complaint is received about a worker which is considered to be of a minor
nature then issues of fraining and supervision require to be considered to address
the issues raised.

if, on the other hand, a complaint is received about a worker which is considered
to be of a serious nafure, you will need to consider whether it is a Safeguarding
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issue or not. If it is not, the Kirk Session should manage the concern as a disciplinary
matter. If, however there is a Safeguarding issue then you should proceed as
follows:

¢ Notify the Minister so that the worker can be suspended until the matter has
been investigated and the discipline process completed, remembering that
all matters should be kept confidential with as few individuals as possible
being involved. It is suggested that the matter could be investigated by the
Minister and one other designated person, possibly the Session Clerk. The Kirk
Session as a whole need only be told that an investigation is proceeding
without being told who or what it is about. This is for reasons of maintaining
confidentiality. In particular, if it is found to be appropriate to reinstate the
worker this may be difficult in practice if confidentiality has been breached.

¢ When required, ensure that a referral has been, or is, made fo the
appropriate agency, i.e. social services or the police.

o If the situation is not urgent you may wish to licise with the National
Coordinator for advice as to whether you should refer the matter on fo the
police or social work services.

¢ In an emergency situation or where there is any element of immediacy or
urgency, you should immediately contact the appropriate emergency
service yourself,

2.4.3 If an allegafion or complaint of harm or abuse is made against a Minister,
Safeguarding Coordinator or Assistant

Against a Minister - this should immediately be reported to the Presbytery Clerk and
the National Safeguarding Coordinator. In addition, the procedure of referral to
the approptiate statutory agencies should be followed as detailed above.

Against a Safeguarding Coordinator (where this is not the minister) — the person
making the allegation or complaint should notify the Minister so that the
Coordinator may be suspended if appropriafe until the matter has been
investigated and the discipline process completed, remembering that all matters
should be kept confidential with as few individuals as possible being involved. It is
suggested that the matter could be investigated by the Minister and the other
desighated person, possibly. The Kirk Session as a whole need only be told that an
investigation is proceeding without being told who or what it is about. This is for
reasons of maintaining confidentiality. In particular, if it is found to be appropriate
to reinstate the Coordinator this may be difficult in practice if confidentiality has
been breached;

When required, the Minister should ensure that a referral has been, or is, made to
the appropriate agency, i.e. social services or the police;
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If the situation is not urgent the Minister may wish to liaise with the National
Coordinator for advice as to whether he should refer the matter on o the police or
social work services; but in an emergency situation or where there is any element
of immediacy or urgency, the Minister should immediately contact the appropriate
emergency service.

2.5 WHAT TO DO IF IT IS KNOWN OR SUSPECTED THAT THERE IS A CONVICTED SEX
OFFENDER IN YOUR CONGREGATION

If you know or suspect that there is a convicted sex offender in your congregation
who is attending Church services or any other Church activities, this should be
reported immediately to fhe Minister or other Congregational Safeguarding
Coordinator and the National Safeguarding Coordinator. It is for them to licise and
for the National Coordinator to advise as o what measures should be taken to
allow that person to continue to attend, while taking steps fo adequately protect
others in the congregation or attending Church activities from any possible harm or
risk of harm from that person.

14




SECTION 3: SAFE RECRUITMENT AND THE PROTECTING VULNERABLE
GROUPS SCHEME (THE PVG SCHEME)

3.1 INTRODUCTION

The safe recruitment of all those who work with children and adults at risk in the
United Free Church of Scofland is of paramount importance for the protection of
these vulnerable groups. If a Kirk Session does not follow the appropriate
procedure to ensure safe recruitment of all workers, it could face litigation in the
event of harm occurring as a result of the appointment of an unsuitable person to
the post in question. All references to 'workers’ throughout these guidelines apply
equally to both paid workers and volunteers.

The Protection of Vulnerable Groups [Scotland) Act 2007 (the PVG Act) introduced
the Protecting Vulnerable Groups Scheme [the PVG Scheme) on 28 February 2011.
This is a membership scheme for individuals doing regulated work with children or
protected adults in Scotland and has replaced the old system of enhanced
disclosure checks (the 3 highlighted terms are defined under “The PVG Scheme”
below). It is crucial to remember that a PVG check is only part of a safe and
positive recruitment process. Accordingly, the Church's other safe recruitment
procedures are as set out later in section 3.3 of the Guidelines.

The PVG Act provides for 2 lists, one for individuals who are barred from working
with children and one for individuals who are barred from working with protected
adulfs. It is possible for an individual to be barred from one type of regulated work
and not the other, i.e. to be barred from working with children but not barred from
working with protected adults, or vice versa. It is a criminal offence for any
organisation, such as the Church, to employ (either in a paid or unpaid position} a
person to do regulated work of a type from which they are barred. The only way to
know for certain whether or not a person is barred from either type of regulated '
work is to do a PVG check. It is therefore essential that the appropriate PVG check
is carried out in respect of any individual applying to do regulated work on behalf
of the Church.

3.2 THE PVG SCHEME
3.2.1 Who can join the PVG Scheme?

Anyone doing, or who anticipates doing, regulated work (either paid or as a
volunteer) in Scofland with children and/or protected adults is required to join the
PVG Scheme. This includes people who do not live in Scotland but who will be
doing regulated work in Scotfland. Disclosure Scotland decides on each
application who is suitable and who is unsuitable to join the Scheme, based on
information available o them about the applicant. Applicants may be allowed to
join the Scheme, even if vetting information exists about them. It is therefore very
important to remember that just because a person is a PVG Scheme member it
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does not mean that they are suitable to work with children or adults in the particular
post applied for and it is for the Church to risk assess, using the procedure detailed
in “The Recruitment Process” later in section 3.3.2 Guidelines, any vetting
information and to decide in each individual case whether or not the applicant
should be appointed o a particular post involving regulated work.

Regulated work can be either with children or with protected adults or both. There
are 2 key concepts to remember when deciding if something is regulated work -
the normal duties test and the incidental tesf, both of which are explained later in
this section.

3.2.2 What is regulated work with children in the Church?

Regulated work with children (defined as a person under the age of 18 for the
purposes of the PVG Scheme - for certain other purposes a child can be defined as
a person under the age of 16), on behalf of the Church, is work in:

EITHER a position whose normal duties include carrying out one or more of the
following activities:

e Teaching, instructing, training or supervising children (except teaching,
instructing or training children which is merely incidental to teaching,
instructing or training individuals who are not children).

¢ Being in sole charge of children.
¢ Unsupervised contact with children.
« Providing advice or guidance to a child or particular children which relates to
physical or emotional well-being, education or training (except providing
advice or guidance to a child or particular children which is merely
incidental to providing advice or guidance to individuals who are not
childrenj.
Being a host parent, This is a person {a} who provides overmnight
accommodation for, or otherwise locks after, a child {as if the child were
part of that person’s family) in connection with an organised activity in which
the child is participating, but [b) who is not responsible for looking after the
child when the child is participating in that activity. (If the providing of
accommodation is connected at all with the Church as an organisation then
this will apply}.

OR a position whose normal duties include the day to day supervision of an
individual doing regulated work. Collective responsibility for a policy, process or
organisation does not necessarily equate to collective responsibility for day to day
supervision or management of workers. Even when such supervision of
management is the collective responsibility of a group, all members of the group
do not require to become PVG Scheme members and in such circumstances it is
preferable for one member of a group to fake primary responsibility for the day to
day aspects of the individual, at least in respect of the aspects of their work that
are regulated work. So, for example, where a Kirk Session has collective
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responsibility for youth work in o congregation it should be possible to allocate
responsibilities so that only one member of it (perhaps the Minister, who is a PVG
Scheme member anyway) is doing regulated work by virtue of a supervisory or
management function.

3.2.3 What is regulated work with protected adulis in the Church?

Regulated work with protected adults {defined below), on behalf of the Church, is
work in:

EITHER a position whose normal duties include carrying out one or more of the
following activities:

« Teaching, instructing, fraining or supervising protected adults {except when it
is merely incidental fo teaching, instructing, training or supervising individuals
who are not protecied adults).

o Being in sole charge of protected adults {except when it is merely incidental
to being in sole charge of individuals who are not protected adults).

e Providing assistance, advice or guidance to a protected adult or particular
protected adults which relates to physical or emotional well-being, education
or training (except when it is merely incidental fo providing assistance, advice
or guidance to individuals who are not protected adults).

OR a position whose normal duties include the day to day supervision of an
individual doing regulated work. As regards such supervision, the same provisions
regarding collective responsibility as apply for regulated work with children should
also apply for regulated work with protected adults.

3.2.4 What is a protected adult?

“Protected adult” is a legal term which was infroduced by the Protection of
Vulnerable Groups (Scolland) Act 2007. It is not as straightforward o define what is
meant by a protected adult under PVG as it is to define what is meant by o child
and there can be an overlap between the two groups). A protected adult is
defined in section 94 of the PVG Act as someone aged 16 or over who is in receipt
of certain services. (Note: The definition of “protected adult” supersedes the
definition of “adult at risk” as set out in Regulation 10(3) of the Police Act 1997
(Criminal Records) (Scotland) Regulations 2006 which was previously used for the
purposes of eligibility for enhanced disclosure. However it should also be noted that
the term “adult at risk” is still appropriate in the slightly different context of adult
protection, as will be seen later in the Guidelines). In a Church setting, being in
receipt of a welfare service from volunteers or paid staff can make an adult ¢
protected adult. A welfare service includes any service which provides support,
assistance, advice or counselling [including advice and guidance in relatfion to
spiritual matters) to individuals with particular needs over and above the needs of
the general population and must be a service that:
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a} is provided in the course of work to one or more person aged 16 or over (so it
is possible for a young person between the ages of 16 and 18 fo be both a
child and a protected adult at the same time},

b) is delivered on behalf of an organisation (e.g. the Church — it must not be just
on d personal basis),

c) requires training (of some level, not defined, as long as it is relevant to what
the person is doing) to be undertaken by the person delivering the service,

d} has a frequency and formality attached to the service {this means that the
worker delivering the service should not merely be doing so on an informal,
unforeseen or ad hoc basis}, and

e} either requires a contract {this just has o be an understanding or agreement
between the parties and does not have to be in writing} to be agreed
between the Church and the recipient of the service prior to the service
being carried out, OR is persondlised to an individual adult’s needs.

3.2.5 What is meant by “particular needs”?

The Scofttish Government has issued the following definition of "particular needs” in
relation to the activity of providing “assistance, advice and guidance” nhamely:

“A parficular need is a specific requirement an individual may have arising from
either physical or mental illness, or physical or mental disability which may
disadvantage that person when compared to the rest of society."”

Therefore, the following individuals may have particular needs:

¢ Individuals with {temporary or permanent} physical capacity issues above
and beyond the normal course of events, i.e. not including ailments which
affect everyone from time fo time such as colds or flu.

¢ Individuals with {temporary or permanent) mental disorder (i.e. a mentdl
ilness, learning disability or personality disorder).

¢ Individuals with degenerative diseases.

o Generally, individuals who suffer a prolonged impairment in doing ordinary
tasks necessary to support their work or home life {rather like the Disability
Discrimination Act criteria).

s People with drug or alcohol problems.

The following individuals do not have particular needs by virtue of the following
alone:

People with debt problems.

People who do not have English as a first language.

People in detention.

The jobless or otherwise economically deprived.

People with literacy or numeracy problems {although these may be
symptoms of a condition which does give rise to particular needs).

» Friends or relatives of protected adults or individuals with particular needs.

* & & & 9
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So, in broad terms, in the Church and in the context of the PVG Scheme, an adult
will be a protected adult if he/she has particular needs over and above the needs
of the general population and is in receipt of a service from or on behalf of the
Church which provides support, assistance, advice or counselling, as long as such a
service is delivered in the course of work on behalf of the Church, requires some
(even if only very basic) level of training and has some degree of frequency or
formality attached to it.

3.2.6 The normal duties test

These are things that an individual might be expected to do as part of the post held
by them on an ongoing basis, for example appearing in a job/ role description.
Accurate job/ role descriptions are therefore extremely important under the PVG
Scheme. “Normal duties” does not include one-off occurrences or unforeseeable
events. An activity or work is likely to be normal duties when it appears in o job or
task description, can reasonably be anticipated and occurs regularly, although no
particular frequency is specified for work to be regular as this will depend on the
context — regular could in some situations mean once every year. An activity or
work is unlikely to be normal duties when done in response fo an emergency,
arranged at the last minute to stand in for another worker who is unexpectedily
absent, or done as a one-off activity of short duration which is not part of the
person's normal routine or duties.

3.2.7 The incidental test

The scope of regulated work is also narrowed by the incidental tesf. This is very
important and may well be the deciding factor as to whether or not a Church
volunteer or paid worker should join the PVG Scheme. Some activities with children
or profected adults do not constitute regulated work if the activity is incidental to
working with individuals who are not children or protected adults. An activity is
likely to be incidental when open to all, is affractive to a wide cross-section of
society, or attendance is discrefionary. It is unlikely to be incidental when
specifically targeted at children or protected adults, is more attractive to children
or protected adults than others, or attendance is mandatory. If an activity is
believed to be incidental, for example is open to all or to a wide cross section of
society, but in actual fact is attended by a significant majority of children or
protected adults, then there should be a review carried out as to whether
regulated work with children or protected adults is now taking place and those
involved should be joining the PYG Scheme.

An example of the application of the incidental test in the Church would be an
Elder visiting people in their homes. As this would generally be viewed as a service
open to all in the congregation or areaq, i.e. a generic service and not one targeted
at people with particular needs, the fact that some of those being visited may in
fact have particular needs is incidental to the generic service being provided.
Therefore Elders should not become PVG Scheme members aufomatically simply
because they are Elders. However, if an Elder has specific pastoral care duties,
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such as visiting people with particular needs, or if a congregation has a pastoral
care visiting group which is specifically targeted at people with particular needs
over and above those of the general population, as defined above, then it is likely
that such Elders/the members of such a group whether or not they are Elders,
should become PVG Scheme members. They would be delivering a welfare
service regularly on behalf of the Church and would have had some training for
this.

3.2.8 How to assess if a position is one of regulated work on behalf of the Church
There are 5 key questions to ask in making an assessment, namely:

o Is it work? Work has a broad meaning for the purposes of the PVG Scheme
and includes paid and unpaid work. It does not however come within the
scope of the Scheme if it is done in the course of a family relationship or for
an individual in the course of a relationship for no payment.

« Who are they working with? In particular are they working with children
and/or protected adults {adults with particular needs and in receipt of «
welfare service from the Church}? '

e What do they do? [s it regulated work, either with children or protected adults
or both?2 The question to ask is whether it includes one of the activities listed
above, or is it supervising someone who is doing regulated worke

e s it their normal duties?

» Are there any exceptions which apply? For example is it incidental activity as
described above?

It is important that anyone applying fo join the PVG Scheme meets the criteria for
scheme membership, i.e. that the post does indeed qualify as one of regulated
work.

It is also important to remember that applications should not aufomatically be
submitted for elders to join the PVG Scheme as many will not be doing regulated
work - see under "The incidental test” above).

3.2.9 PVG Scheme Disclosures - the Scheme Record and Scheme Record Updaie

There are 2 types of PVYG Scheme checks or Disclosures relevant in the Church
context — the Scheme Record and Scheme Record Update depending on whether
or not the worker is already a member of the PVYG Scheme at the time of taking up
a position in the Church.
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Any applicant for a position of regulated work in the Church should be asked if they
are already a PVG Scheme member. This is because they may have already joined
the Scheme to do regulated work for another organisation. If the person is not
already a PVG Scheme member then an application must be submitted for o
Scheme Record. The form for this is called “Application to Join PVG Scheme”.
Once received, the Scheme Record will show the applicant’s scheme membership
statement, i.e. the type of work they have joined the Scheme to do (with children or
protected adults or both), that they are not barred from regulated work of that
type and whether they are being considered for listing (barring) by Disclosure
Scotland. It will also show any vetting information gathered by Disclosure Scotland
about the Scheme member. Vetting information is criminal conviction information
from all parts of the UK and also any relevant non-conviction information. The
presence of velting information does not necessarily mean that the applicant is
unsuitable for the post applied for. A copy of the Scheme Record will be sent to
the applicant and a copy will also be sent to the Church's Lead Signatory.

If the applicant is dlready a PVG Scheme member because of regulated work
which s/he does for another organisation then an application will have to be
submitted by the Church for a Scheme Record Update. The form for this is called
“Existing PVG Scheme Member Application”. This will show the Scheme member's
scheme membership statement, when the Scheme Record was last disclosed, if
vetting information shows on the Scheme Record and whether or not vetting
information has been added or removed from the Scheme Record since it was last
disclosed. However, it does not show the details of any such vetting information. If
the Scheme Record Update shows that there is new information, the Church will be
able to request a full up to date Scheme Record {within 30 days) in order to see the
details of that new vetting information, This will enable consideration to be given as
to whether such information affects the suitability of the applicant for the post.

3.2.10 Updating of Record and Continuous Updating

PVG Scheme membership is updated automatically when the member's
circumstances change, e.g. if a person moves to a different job/post or is
convicted of a crime. If a PVG Scheme member commifs an offence that is
relevant to children and/or protected adults their status may change to
“consideration for listing” (barring). If the status of a Scheme member who is doing
regulated work for the Church moves to "consideration for listing” or changes from
being a PYG Scheme member to being barred from doing regulated work due fo
information received by Disclosure Scotland, the Church will be informed of this. It is
therefore important that when a Scheme member stops doing paid or unpaid work
for the Church that Disclosure Scotland is informed of this so as to update their PVG
scheme membership. It is the responsibility of the individual Scheme member to
inform Disclosure Scotland when s/he leaves a position of regulated work, If a
Church worker does this then Disclosure Scotland will contact the Church for
confirmation that the information they have received from the former worker is
correct.
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3.3 SAFE RECRUITMENT OF WORKERS
3.3.1 Job/ Role Descriptions

It is important for all workers to have clear roles and to have a job/ role description.
All prospective workers who will be doing regulated work with children or protected
adulis should be given the Job/ Role Description and Declaration form to sign. This
form should include a meaningful description of the post so that the worker will be
clear as to what their dufies and responsibilities are to be. The form will also contain
a statement confirming that the worker understands the nature of the post and
knows what to do to protect the vulnerable group to which the post relates
(children or protected adults) and what to do if harm or abuse is suspected or
witnessed by them or reported fo them.

The work of developing job descriptions should not necesscaiily be the sole
responsibility of the Safeguarding Coordinator, but whether or not the Coordinator
is directly involved in this, s/he should ensure that appropriate job descriptions have
been or are being developed for those doing regulated work on behalf of the
congregation. It is suggested that where a job/role description requires to be
written or amended, those individuals who already have experience of the post
should be asked what they do and what their role does, or should, involve.

3.3.2 The Recruitment Process

probationary perioc

The above is a summary of the safe recruitment process. Detuils of the steps which
require to be followed by the applicant, the Safeguarding Coordinator, the Kirk
Session and the Lead Signatory in the recruitment process are as follows, in the
correct order:
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1. An individudl {the applicant} is idenfified as being potentially suitable for a
particular post. This can happen in various ways. For example an individual might
volunteer their services, or may be approached by the Safeguarding Coordinator
or the Minister or other member of the Kirk Session as being potentially suitable for
work on behalf of the congregation.

2. The Safeguarding Coordinator gives the applicant a Job Application form
and job description and the applicant completes and retumns the form. As part of
this process the applicant provides details of 2 referees.

3. 2 references are then taken up. Wherever possible at least one of these
should be provided by an individual or organisation outside the local church
community as such a reference may give a different view of the applicant to that
held by individuals in the congregation. If a reference is vague or ambiguous it
should be followed up by a telephone call for clarification. If the post is for work on
behalf of a congregation, a referee should not be a member of the Kirk Session.

4, The applicant is thereafter interviewed. The interview does not have to be
formal and indeed can be an informal chat - in many instances this will be more
appropriate and helpful than a formal interview. Either way, the interview should
be planned. Some thought should be given as to who should attend and what
questions should be asked - questions should be kept relevant fo the post.
Resources to assist with interviews are available from the office. It should nof be ithe
responsibility of one person alone to conduct the interview — ideally there will be 2
or 3, probably including the Safeguarding Coordinator. The purpose of the
interview is to find out whether the applicant is right for the post and whether the
post is right for the applicant. For example, there may be another role in the
congregation for which the applicant may be better suited and this is something
which may come to light and be explored at the interview. The applicant should
be given the opportunity to ask questions. 1t is important to make the applicant
aware that a PVG check will be required for the post if it is one of regulated work.
The applicant should also be told how and when they will be informed of the
outcome of the interview.

5. The Kirk Session should then intimate whether they wish, in principle, to
appoint the applicant, subject o receipt of a satisfactory PVG check if the post is
one of regulated work.

6. The applicant should be asked whether he or she is dlready a member of the
PVG Scheme. This will enable the Safeguarding Coordinator to decide which PVG
form the applicant should complete. The applicant then completes the relevant
parts of the appropriate form - either the Application to Join PVG Scheme form (if
the applicant is not already o member of the PYG Scheme) or the Existing PVG
Scheme Member Applicafion form (if the applicant is already a member of the
PVG Scheme). The actual PVG application forms should be obtained from the UF
Church Office. These forms are not available online.
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7. The Coordinator then checks that the PVG application form has been
completed correctly and checks the applicant’s identity and address from the
identification documents produced by the applicant. 2 forms of identification are
required and full details of what is acceptable can be found in the guidance for
Coordinators referred to in paragraph 7 above. The Coordinator must see original
documents - photocopies are not acceptable. Also all address identification must
be not more than 3 months old.

8. The Coordinator then completes the relevant parts of the appropriate PVG
application form and posts these to the Lead Signatory at the UF Church Office.

9. The Lead Signatory completes the PYG application form and sends this o
VDS (Volunteer Development Scotland) — this is the organisation which processes
PVG applications for the United Free Church of Scotland). VDS checks the
application and forwards it to Disclosure Scotland.

10. Unless the applicant is barred from doing regulated work with the group
applied for (children or protected adults or both), s/he will join the PVG Scheme (if
not already a member of it) and a PVG Scheme Record will be issued in respect of
the applicant by Disclosure Scotland. A copy of this will be sent to the applicant
and a copy will also be sent fo the Lead Signatory. In most cases this will be clear
and wil not confain any vetting information. However, in some cases the
applicant's PYG Scheme Record will contain vetting information. It is crucial to
remember that just because an applicant is a PVG Scheme member this does not
necessarily mean that he or she is suitable to work with children or adulfs in the
particular post applied for.

T1.  If velting information is disclosed on the applicant’s PVG Scheme Record, the
Church must then risk assess this and must decide in each individual case whether
or notf the applicant should be appointed to a particular post involving regulated
work. The Lead Signatory will consider the nature of any vetting information
disclosed and will consult with the National Safeguarding Coordinator and
designated members who will assess the relevance of the information, along with
any information or explanation on the Self-Declaration Form. The National
Coordinator or Lead Signafory may at this stage make an enquiry in confidence to
the Minister regarding the suitability of the applicant for the post applied for, with
reference to the vetting information. If deemed necessary, the applicant will be
given an opportunity to explain the vetting information. Vetting information must
be treated in the strictest confidence and shared with as few individuals as possible
on a “need to know" basis. it should not, for example, be disclosed to/discussed by
the whole Kirk Session. It is suggested that within the congregation any such
information should be shared/discussed only among the Minister and Session Clerk.

12.  The Lead Signatory informs the Coordinator in writing of the outcome of the
PVG check. [If the check is satisfactory the Lead Sighatory will inform the
Coordinator that the Kirk Session can proceed to appoint the applicant. If the
check discloses vetting information but the result of the risk assessment is that the

24




applicant can still be appointed to the position, the Lead Signatory will inform the
Coordinator in writing that the Kirk Session can proceed to appoint the applicant. If
the result of the risk assessment is that the applicant should not to be appointed to
the position, or if the PYG check has disclosed that the applicant is barred from
doing the regulated work in question, the Lead Signatory will inform the Coordinator
of this in wiiting and advise that the applicant cannot be appointed. The Kirk
Session will inform the applicant in writing of the decision. Note: it is an offence to
offer regulated work to a person who is barred from that type of work.

13.  The Coordinator notifies the Kirk Session of the outcome of the PVG checks. |If
appropriate, the Kirk Session will now formally appoint the applicant to the post for
a probationary period, during which time appropriate support and supervision
should be provided to the new worker.

14. A probationary period allows a new worker to decide if the work is right for
them and also allows leaders to observe how the new worker is getting on and to
give sensitive feedback where appropriate. Supervision is important during this time
and can be used to discuss matters such as personal relationships with the children
or protected adults, safe working practices, risk assessment, team work and
preparation. The length of the probationary period should be agreed with the new
worker and a review meeting should take place at the end of this.

15.  The Kirk Session records the decision to appoint the applicant.

16. The Coordinator enters the new worker's name in the Congregational
Register of Workers, gives the new worker a copy of the version of the Safeguarding
Policy and Guidance for workers and ensures the new worker attends suitable
Safeguarding Training as soon as possible.

These steps should always be followed for every worker. There should not be any
exceptions.

3.3.3 Students for the Ministry

All students for the Ministry of the United Free Church of Scotland must become
members of the PYG Scheme (with a satisfactory Scheme Record) for regulated
work with children and protected adults as a condition of commencing or
continuing with their studies. This is on the basis that it is a requirement of their
course of studies that certain regulated work is undertaken.
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3.4 MAKING REFERRALS TO DISCLOSURE SCOTLAND UNDER THE PVG ACT
3.4.1 Introduction

As referred to earlier in the Guidelines, the Protection of Vulnerable Groups
{Scotland) Act 2007 provides for 2 lists of individuals barred from undertaking
regulated work, one for work with children and one for work with protected adulis.
If a person's name is on either of these lists then they are barred from doing paid or
unpaid regulated work with children or protected aduits or both. If a person does
work from which s/he is barred they commit an offence. It is possible for a person o
be barred from one type of regulated work and not the other.

There are various ways in which a person can have their name added o one or
both of these lists and thereby become barred from undertaking regulated work,
One of these is by way of a report or referral by an employing organisation, such as
the Church, being made about them to Disclosure Scotland. Referrals can also be
made to Disclosure Scotland by Regulatory Bodies and by the courts. Kirk Sessions
as "employers” therefore have a legal obligation in certain circumstances to pass
on information to Disclosure Scotliand that could call a person’s suitability for doing
regulated work into question so that the information can be assessed and any
appropriate action taken by Disclosure Scotland. This is known as making a
referral. In the event of a referral to Disclosure Scotland being contemplated, the
Kirk Session should always contact the National Coordinator, who will assist in
preparing the referral, as soon as possible.

The grounds for making a referral are set out in section 2 of the PVG Act. In brief,
they are that the volunteer or paid worker concermed must have caused harm,
placed someone at risk of harm, engaged in inappropriate conduct involving
pornography, engaged in inappropriate sexual conduct or given inappropriate
medical treatment. In this context, it is important to have an understanding of the
meaning of "harm” and “risk of harm" and what sort of actions by a worker might
result in another person being harmed or placed at risk of harm.

3.4.2 “Harm” and "Risk of harm” in the context of PVG Act Referrals

Harm could occur by a worker's actions causing physical harm to another person;
or causing psychological harm, for example by putting someone in a state of fear,
alarm or distress. [t could also occur by o worker doing something illegal which
adversely affects someone's property, for example by theft, fraud or extortion.

Risk of harm could occur if a worker attempts to harm another person by
attempting to cause physical or psychological harm or do something illegal which
would adversely affect another person's property, e.g. attempted theft. It could
also occur if a worker iries to get someone else to harm another person, or
encourages someone to harm themselves or generally does anything else that
might harm someone or expose them o risk of harm.
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Under the PYG Act, some of the things which may cause harm are emotional
abuse, neglecting a person's needs, inappropriate physical restraint, failure to
attend to whatever health and safety reguirements may be in force, using
inappropriate language, sexual abuse, physical assault or supplying illegal or
unauvthorised drugs.

3.4.3 When to make o Referral to Disclosure Scotland

If any Kirk Session removes a volunteer or paid worker from a position of regulated
work because that person has caused harm to a child or protected adult, or placed
a child or protected adult af risk of harm then it is legally obliged to make a referral
to Disclosure Scotland and will be committing an offence if it fails to do so. This also
applies if the individual has left the post for some other reason, i.e. it the person
would have been dismissed were it not for the fact that s/he had already left, then
there is a legal obligation to make a referal if that person has harmed a child or
protected adult, or placed a child or protected adult at risk of harm. In such
circumstances a referral must be made, regardless of whether or not the individual
is a member of the PVG Scheme. Where there is a duty fo refer, the referral must be
completed and passed to Disclosure Scotland within 3 months.

The legal obligation on the Kirk Session fo make a referral where the grounds to do
so have been met does not apply to incidents which took place before the PVG
Act came into force. However the Church can make a referral about a historical
incident if it wishes to do so.

3.4.4 When not to make a Referral

A referral should not be made if a worker is suspended or transferred to other duties
pending the outcome of an investigation. In such circumstances a referral should
only be made if, after investigation, any such transfer is made permanent or the
worker is dismissed or permanently removed from their position.

3.4.5 What happens after a Referral has been made?

Once a referral has been made it will then be investigated by Disclosure Scotland,
who will make a decision as to what, if any, further action is required. Only a smaill
proportion of individuals referred to Disclosure Scotland will be placed on one or
more of the lists {of those barred from working with children or protected adults).
Disclosure Scotland does not however have the power fo tell the referring
organisation {such as the Church) when their enquiry has been concluded. Also, as
the Church will no longer be the employer of the person referred, it will not be
notified of the outcome of the referral.

In conclusion therefore, any Kirk Session which removes either a paid worker or
volunteer from ¢ position where that person has been doing regulated work with
children or protected adults, for the reason that the worker has caused harm or
placed a child or protected adult at risk of harm, as described above, should
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contact the National Coordinator without delay. The National Coordinator can
then assist with the preparation and submission of the formal referral to Disclosure
Scotland. They should also bear in mind the fime limit which applies to such

referrals.
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SECTION 4: WORKING WITH CHILDREN IN THE CHURCH - SOME SAFE
WORKING PRACTICES FOR ALL

4.1 INTRODUCTION

This Section contains brief guidelines covering various areas where good and safe
working practices should be followed and adhered to by all who are involved in
working with children on behalf of the Church. In general terms, all such workers
should remember always to:

e Treat all children and young people with respect.

¢ Provide an example of good conduct and practice you would wish others to
follow.

+ Respect the right of children and young people to personal privacy.

e Ensure that where possible there is always another adult present during
activities, or at least within sight or hearing.

¢ Safeguard against any possible misinterprefation of your actions.
¢ Avoid inappropriate physical contact with children and young people.

e Be alert for signs of bullying in any group, either verbal or physical, and seek
advice in dealing with it,

+ Avoid being drawn into aftention seeking behaviour, or showing favouritism.

+ Familiarise yourself with and folliow the Church’s Safeguarding Policy and
Guidelines.

4.2 PHYSICAL CONTACT

it is sometimes thought that any physical contact between an adult and a child is
unacceptable and not permitted. However it is inappropriate and unwanfed
physical contact that must be avoided. If a child comes to you for a hug then it is
appropriate to reciprocate to show care and reassurance. Likewise, if a child falls if
may be appropriate to pick them up. As a general rule any hugs or touching of
children should be appropriate to the particular situation and this would normailly
only be the case if initiated by the child and not where there is no-one else present.

The level of personal care {e.g. toileting} should be appropriate and related fo the
age of the child - accepting that some children have special needs. The needs of
individual children should be discussed with the child’s parents or carers in situations
where these need to be met during Church activities.
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You must not administer medication to any child during Church activities, except in
the case of residential activities and then only when specific written consent has
been given by the parents/carers.

4.3 BULLYING

Unlike child abuse, bullying can occur frequently, particularly in schools.  Bullying
can also occur during Church activities and this may be more likely where children
attend the same school. Bullying is the use of aggressive behaviour {which is not
necessarily physical) with the infention of hurting another person. It involves an
imbalance of power between the bully and the victim, who feels powerless to stop
it, and is therefore not the same as a simple fight or quarrel between children. As
bullying can take different forms we need to be vigilant to spot the non-physical
types which can often cause as much, if not more, distress than actual physical
aggression. The following are some examples of bullying behaviour, some of which
a Church worker may be more likely to come across than others:

e The most obvious and perhaps easily recognised type of bullying is physical
aggression, such as hitting, punching, pinching, pushing and shoving or any
other use of violence.

Being unfriendly.

Excluding someone or taking their friends away from them.

Name calling.

Making up stories to get another child into trouble.

Damaging. hiding or stealing another child’s belongings.

Threats and infimidation.

Aggressive fedsing.

Spreading rumours.

Cyberbullying (such as via email, instant messaging, online games and social
networks) as well as making offensive telephone calls or the like.

* & & & & ¢ & & 2

Bullying of any kind should not be tolerated in any Church run activity. If it does
occur it should be dealt with prompily and effectively. If you suspect that bullying is
happening, or if you witness it or if it is reported to you, you should report it to the
Safeguarding Coordinator. Severe bullying can become a child protection issue
and the Coordinator may have to involve the police and/or social work services.

In many cases it will not come to that, but the bully should be spoken fo and asked
to apologise in a sincere manner, the aim being for better relationships to be
established in the group. Parents may be informed and invited to discuss the issue.
if the conduct justifies it the bully may be asked to leave the group. If anincident of
bullying has occurred and the bully remains in the group then his or her ongoing
conduct should be closely monitored.

If behaviour in general is an issue in the group then all the children who attend
could be asked to sign a good conduct undertaking, making it clear that this is for
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the benefit of the whole group, to make the group activity beneficial and
enjoyable for all. Bullying as an issue in general terms could also be discussed within
the group so that the children understand what it is.

Ensuring an awareness of bullying issues among workers and a sufficient number of
workers for adequate supervision are also good preventative steps to take. Be
aware of the potential issues and be prepared to deal with them.

4.4 ADULT/CHILD RATIOS

Risks for both adults and children can be reduced if there are a sufficient number of
adults working with any group of children. The following are suggested adult 1o
child ratio, the first 4 being guidelines for créche, Sunday School or Bible Class:

+ Children under 2 1:3 but may require minimum of 2 if more than one
child.

+ Children aged 2-3 1:5 but as above if more than one child.

+ Children aged 3 and over 1:8.

« If all children are 8 or over 1:10.

+ Children's Club- 2:10 (mixed, if club mixed).

« Youth Club 2:8 (mixed, if club mixed]).

» Outings {under 6s) 2:4.

o Qutings (6-16) 2:12 (mixed, if club mixed).

+ Other activities the appropriate ratio will depend on the nature of

the activity, but err on the side of caution.

When considering ratios always take into account what would happen in the event
of a child or worker becoming ilt or being involved in an accident.

To ensure your own safety as well as that of the children, you should not be regularly left
alone with a group. Also, unless absolutely necessary you should avoid being in a room
on your own with a child. If for any reasen this is unavoidable, perhaps for reasons of
confidentiality, you should ensure that other adults are close at hand, for example in an
adjoining room with the door open.

Whenever possible have a minimum of two workers present with a group, particularly
when it is the only activity taking place on church premises. If the group is made info
smaller groups with one worker, do this in one large room or adjoining rooms.

Smaill Sunday School or Bible classes need only have one teacher or leader but it is wise
not to use an isolated part of the building, and to leave an adjoining door open.

Many activities will involve at least an element of risk and it is therefore important that
when planning activities a risk assessment is carried out. A form may be of use in
carying out and recording a risk assessment and o Risk Assessment Form is available
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for use where required. Things to be considered are the needs of the particular
children, the nature of the planned activity (some activities carry more risk than others),
the number of adults required and the level of expertise needed 1o adequately
supervise the activity in question.

4.5 PERMISSIONS AND TRANSPORT

The following guidelines should be adhered 1o in respect of permissions and transport
issues:

o Ensure that parents or carers have given wiitten permission for children to attend
Church run activities. A Registration/Permission Form is available for use.

o Always have arecord of an emergency contact number for every child or young
person altending.

e FEnsure that parents and carers are fully aware of the arrangements for
transporting or collecting their children and have given written permission for any
fransport arrangements,

e Drivers should be limited to those aged beftween 25 and 70 with no more than 3
endorsement points on their licence.

¢ In the event that it is not possible for 2 adults to be present when transporting
children, it is best to fry and plan to drop of more than one child fogether at the
last stop. If you have to have a child alone with you in a car then it is advised
that the child sits in the rear of the car.

4.6 HOME VISITS, COMMUNICATIONS, PHOTOGRAPHY AND FILMING
The following guidelines should be adhered to:

+ Workers should only enter a child’s home if a parent or carer is also there. Ensure
you dre not left alone with a child or children at their home.

¢ A child or children should only be invited to your home if another adult is present
and wiritten permission has been given by the parent{s) or carer{s) and if
approval has been given by your Safeguarding Coordinator.

» Telephoning, texting and emailing children without the knowledge of a parent or
carer must not happen.

+ Photographing and filming children should only be done with the wiritten
permission of a parent or carer and digital images should be deleted once they
have been printed. A Permission Form is available.
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4.7 INCIDENTS AND ACCIDENTS

The following guidelines should be adhered to:

All workers should know where the First Aid Box is located.

No worker should attempt a First Aid procedure which they are not trained to
carry out.

All workers should know who the First Aiders are.

in an emergency call 999.

in the event of an incident or accident occuring, an incident/accident report
form should always be completed immediately and given to the Safeguarding
Coordinator for retention.

A parent or carer should be informed as soon as possible.

Depending on the nature of the incident or accident, the Safeguarding
Coordinator may need to be consulted for advice or further action.

4.8 HEALTH AND SAFETY

Related to the above, general health and safety issues should also be addressed in
relation to keeping children safe and minimising any risk to them when attending
activities in Church premises. In addition to the matters touched on above, the
following should be considered:

]

The premises should be checked regularly fo ensure that they are safe.

Are there any parts of the building which are out of bounds to children or where
additional supervision may be requiredse

Cleaning materials should be safely stored.

Be aware if any children attending a Church activity have any special needs,
e.g. are diabetic, or suffer from any food allergies.

Monitor who enters and leaves the room and dlso exits from the building tfo
ensure that children are safe.

Consider what activities might need to be risk assessed.

Report any concemns to the Congregational Safeguarding Coordinator.
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1 RESPONSIBILITIES OF THE KIRK SESSION

In general terms, Kirk Sessions are responsible for fully and effectively implementing
the United Free Church of Scotfland Safeguarding Policy and Guidance in
congregations.

Each congregation should have a Safeguarding Coordinator appointed by the Kirk
Session to act on its behalf to help ensure that the Policy and Guidelines are
implemented in each congregation. Where there is a minister, they will normally be
the Safeguarding Coordinator.

In more specific terms, each Kirk Session has the following duties and responsibilifies:

To appoint a Safeguarding Coordinator and to ensure thai such
appointment is formally minuted.

To register all appointments of Safeguarding Coordinators with the United
Free Church Offices.

To adhere in all respects to the Church's safe recruitment procedures as set
out in Section 3 of the Guidelines.

To create and maintain an accurate and up to date congregational register
of all workers doing regulated work with children and adults af risk of harm
and for this purpose to use the Congregational Register of Workers form.

To take appropriate steps to ensure that the congregation as a whole know
who the Safeguarding Coordinator(s) is/are and understand what their role is.

To ensure Safeguarding Coordinators attend appropriate training in respect
of their role.

To ensure all volunteers and paid workers doing regulated work with children
or adults at risk of harm attend appropriate fraining in child and adult
protection.

To liaise with non Church groups who wish o use congregational premises to

ensure compliance [where applicable} with the Policy and Guidelines. A
form for lets and hires can be obtained from the United Free Church Office.
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2 RESPONSIBILITES OF THE SAFEGUARDING COORDINATOR

In general terms, the role of Safeguarding Coordinators is to act on behalf of their
Kirk Session to help ensure that the Church's Safeguarding Policy and Guidance are
fully and effectively implemented within the congregation.  Safeguarding
Coordinators have the following principal duties and responsibilities:

To be the person in the congregation to whom reports should be made of
any withessed, suspected or reported harm or abuse of children or adults at
risk and, where appropriate, to be responsible for referral on to and/or licison
with the statutory agencies - social work services and/or police.

To encourage and facilitate safe working practices by providing information
on risk management and on the protection of children and adults at risk from
abuse and harm.

To ensure all volunteers and paid workers doing regulated work with children
or adults at risk of harm attend appropriate training in child and adult
protection.

To facilitate the process both for existing workers doing regulated work with
children or protected adults and for new applicants for such positions to
become members of the Protecting Vulnerable Groups Scheme (PVG
Scheme}).

To keep and maintain up to date records of all workers doing regulated work
with children or protected adulis and in particular to maintain the
congregational register of workers on behalf of the Kirk Session.

To record and keep accurate accounts of incidents and allegations.

To be available to dll in the congregation who wish o express concerns
about safeguarding matiers.

To licise with those responsible for the lets and hires of congregational

premises to ensure compliance with any contracts agreed by the Kirk Session,
in relation to safeguarding matters.
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CONFIDENTIAL FORM 1

UNITED FREE CHURCH OF SCOTLAND

Application Form
For Regulated Work with Children or Adults at risk of harm

(=0 T=11 1 1o) ¢ DT

Congregation ......c.coovvrviiiiii e

The Kirk Session is responsible for the appointment of all workers. Each worker should complete a capy of this
form, which should be retained by the Congregational Safeguarding Coordinator. If there is insufficient space
to answer any question fully, please continue on a separate sheet. The information will be kept securely and

confidentially, unless requested by an appropriate Authority.

1. Personal Details

1.1 Personal

U NI oottt ineneermansenrmsessssasnsnstsesanssacsssshstashrantseanarastsereasnstnnaasnermaatsiitbsasnsarnnnnssseresrassrns
Date of Birth eeeeeii v e r e

CUITENE A S +rneeenieee st esesssssiansaranstnseranstn s e s emeesmmmensbisressansamnrasersasnnstssbrasaesrasasattsnbrnsrnennnnsnnans

POStCOUE i v s s e

Paytime Tel NO ..., Evening Tl NO.....vv i i

MOBIIE NO: v rrrresa e e e et Email adarass: oveevrieieiiviiiesrirernerenisanasianeareraran s

1.2 Christian Experience

Please tell us about your Christian experience; e.g. how long have you been a Christian; which
Churches you have attended (with dates, name of Minister, any activities undertaken.)




CONFIDENTIAL FORM 1

1.3 Working with Children and / or Adults at risk of harm

Experience

Please give details of previous experience you may have, in either paid or voluntary capacity, of looking
after or working with children and/ or protected adults; any relevant qualifications or appropriate training
which you have and what personal skills and qualities you have which you could bring to this work.
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CONFIDENTIAL

2. References

Please give the names, addresses and telephone numbers, relationship to and position of two people who
know you well (but are not related to you) e.g. your employer, a leader from another voluntary organisations

FORM 1

you have done work for, etc. No referee should be a member of the Kirk Session.

Name .o NAME i
AdAress ..o AdAress oo
Postcode .......ocoiiiii Postcode ...ooviiviiii
Telephone No ..o Telephone NO ..oovieiic e,
Occupation .. coovivii e Occupation . ..o
Relationshipfoyou ... Relationshiptoyou ....o.oovvieviiinn

3. Because this post is for “regulated work” with children or adults at risk of harm, the United Free
Church of Scotland will require you to become a member of the PVG Scheme or undergo a
satisfactory PVG Scheme update prior to appointing you to a position of regulated work.

Are you already a member of the PVG Scheme? YES / NO

Membership Number (if kKnown}: ..connnnmmmmnne oo,

| confirm that the information | have given in this form is accurate and truthful.

Please return this Application form to the Congregational Safeguarding Coordinator. It will be seen only
by those persons who have direct responsibility for recruitment.

The information you give us on this form will be treated in the strictest confidence.
If you are appointed to the post this form will be held securely and normally will be destroyed within 6

months of you leaving the post/congregation. A minimum of essential information will be recorded on a
Worker's Check-sheet and kept securely. You can ask to view this information to confirm it is accurate.
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CONFIDENTIAL FORM 2

Congregation: ......ccoiiiiiiiiiiiiiinnin United Free Church of Scotland
Request for a reference
Name of applicant: ... .o e
Safeguarding Coordinator's name and adaress ... i
TBEND Lo e Date .o
Yo (L= N =T T S T PP PP
Dear ..o

| have been given your name as a referee to support her/his application for the position of

............................................................... in this congregation. This position is one of regulated work with
children/ aduits at risk of harmidelete as appropriate). 1 should be grateful is you would complete this short

questionnaire and return this whole page to me in the enclosed prepaid envelope. Many thanks!
Yours sincerely

(Congregational Safeguarding Coordinator)

In what capacity do you know the Applicant? ...
How long have you known the Applicant? ...

What experience does the Applicant have in working with children/ adults at risk of harm (delete as
appropriate)?

Please comment on the suitability of the Applicant to such work, including any reservations you may
have. Please continue over if desired.

All information will be treated in strict confidence - applicants have the right to receive copies of references on
request.
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United Free Church of Scotland
FORM 3

Regulated Work with Children and/or Adults at Risk of Harm
Job Description and Declaration for Workers

Name of CONGregation .......cuiiiiimii i e s e s st
NI OF WOTKET 1ottt it st veas s e e tse e see e sasee s eade e be s b d a4 b Ae SRR Ee s 4o b e b 1R b e e s e e e bR G s eaan s bRt e s sabnras
NAME OF GEOUP «eeeiiie it creis s seeere e ee s seaesee s e s e e s 4404343004318 S 4 a4 s st s ba e s b e e ke s e b e s bR n e R s e et s e re s e e e e b b0 000
WHhere the GroUR MEELS ...civivieiiiiirensnis st sas st s a b s e s v e ssseas s s e b e saeabn s rerbppbr e s aaar e nnnes
WHhEnN the GroUD MEETS ...ttt st s sas s s e m s sar s s bs s bs s s b s ees o AT pabe s b e e et e ke e e
Main PUrPOSE Of ThE GTOUD cvvrrveeiierereene ettt sttt s st b s ab e esbee s s m e e e e a b e

Person to whom the worker is responsible ...

Part A: to be completed by the Safeguarding Coordinator or other responsible person
Description of the work to be undertaken

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

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

Part B: to be completed by the worker

Declaration:
1 understand the nature of the work 1 am to do with the above group.

I have read the Safeguarding Policy and Guidelines (abbreviated version for workers} produced by the
United Free Church of Scotland for safeguarding children and protected aduits, including the section
on Safe Working Practices.

| understand that it is my duty to protect the children/ adults with whom | come into contact.

| know what action to take if harm or abuse is suspected or witnessed by me or reported/disclosed to
me.

Signature of Applicant ... Date.........
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CONFIDENTIAL FORM 4
Registration/ Permission Form

Name of Congregation............cciiiiiiiiiiiiiiiininisnissi s seaee

This form may be used to register children and young people for clubs/ events/ activities
etc. It is important to keep parents/ carers informed at all times of arrangements, so it
would be good practice to return a photocopy of the completed form to them whilst keeping
the original. It should be shredded after it has served its purpose.

NGIME Of Chilg YOUNG PBISOM. .. ittt ittt ettt et e e e ae et e et enn e et e aacan e n e ren e eee s bt bbb s s v erees

Yo o 1= TS s

PostCode ..o

Date of Birth ..o e

Activity/ Meeting/ Event ... To be
completed

WHEIE it et e s by the
organiser

| R Lo i 111 T P

[ E= T BN (141 1T=1 P TS OPPP

| give my permission for my child to attend the above Activity/ Meeting/ Event.
| will/ will not make use of the transport arrangements (see separate sheet if applicable).

In case of emergency please contact me on the above emergency number. If | cannot be contacted, |
am willing for my child to receive hospital treatment if required, including anaesthetic. | understand
every effort will be made to contact me as scon as possible.

1 give/ do not give the United Free Church of Scotland permission to reproduce and publish photos
and/or videos of my child. | understand that these pictures may be used in various forms of publicity
both within the UF Church and for external purposes. This may include various forms of publishing
including DVD and websites.
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CONFIDENTIAL FORM 5

United Free Church of Scotland
Form for reporting an allegation or suspicion of abuse or harm

Name of CONZregation a0/ 07 BIOUD e sssssciestensssssescses nsessssssresnssrescessssarsersersarass ses

Describe the nature of the concern (for example, has an allegation been made by the child or adult at risk
themselves, or has an allegation been made by a third party, or has a third party raised a suspicion of abuse

OF NAIM?) it s s b esesenaresns

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

Name of the person to whom the allegation was made or the person who witnessed the harm or who

suspects that harm or abuse has OCCUITEM ... s ece s et ensser e reessrsecrs s baso0s

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

Were notes made and where are they NOW?Y ... e

Action taken - for example, was any referral made to police or social services and if so who made the

referral and to which specific statutory service was the referral made?

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

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

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

Was counselling offered to the person to whom the allegation was made or who witnessed or suspected

ADUSE OF RAMNT oottt st b e e aae e b a8 e be sre e s s ar et a0 sessas st s areasenennibssets
ANY OTNOE COMIMEBIES 1ovireriietivrrerierisieesorreseerevesseess sesassens stesmecessensasensse srmsesdataestbeere das 00040 bEb I OIS RER ST 0k s
Signature of Congregational Safeguarding Coordinator ...

D F= 1 7 Date received by National Safeguarding Coordinator .......veonerenrcrvennnnns
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