Parish Safeguarding Policy

This policy statement on safeguarding children and adults in the Church was adopted by St. Bernard’s (Parish) at a Parochial Church Council meeting held on 11th August 2019 and was last reviewed on 28th July 2026 The Parish Church Council of St. Bernard’s recognises the need to safeguard the children, young people and adults in our care and guard against the possibility of any form of abuse of children, young people and adults by persons who may be acting in the name of our parish. We aim to create a safe environment for the nurture and development of children, young people and adults, in order for them to feel valued and confident to ask for support and help. We will create policies and procedures that uphold the importance of our responsibility to protect and safeguard the welfare of children, young people and adults entrusted to our care. A Parish Safeguarding Co-ordinator will be appointed to ensure the implementation of this policy.
· We commit to providing a safe physical environment for work with children, young people and adults
· We recognise that everyone has different levels of vulnerability and that each of us may be regarded as vulnerable at some time in our lives.
· As members of this parish we commit ourselves to respectful pastoral care for all adults to whom we minister.
· We commit ourselves to the safeguarding of people who may be vulnerable, ensuring their well-being in the life of this church.
· We commit ourselves to promoting safe practice by those in positions of trust.
· The parish commits itself to promoting the inclusion and empowerment of people who may be vulnerable.
· We commit to informing the whole church community about our safeguarding policy and procedures and recognise that it is the responsibility of each of us to prevent and report abuse that we discover or suspect
· We will ensure the children; young people and adults in our care know who they can talk to if they have any concerns 
· We recognise our responsibility to always respond to and report abuse in whatever context, inside or outside the church environment and will always listen to and take seriously any child, young person or adult who reports that they have been abused 
· We will always report allegations of abuse and concerns about a child, young person or an adult who is experiencing or at risk of abuse due to their, illness or disability in accordance with our procedures 
· We will always report all allegations of abuse against Church Officers* to the appropriate statutory agency and to the Bishop’s Safeguarding Adviser and co-operate with any investigation
· We will keep all records in relation to safeguarding concerns, allegations and the recruitment of volunteers and paid workers securely
· We commit to the safe recruitment of all new and current Church Officers* who have contact with children, young people and adults experiencing or at risk of abuse due to their, illness or disability
· We will assess all new and current Church Officer* roles and, in every case where the role is deemed to be eligible, apply for an appropriate level criminal record check every three years
· We commit to providing every Church Officer* with clear instructions and information in respect of their role, adequate resources and support and regular opportunities for review
· We will ensure that all Church Officers* working with children, young people and adults experiencing or at risk of abuse due to their age illness disability or are in a trusted role attend Church of England safeguarding training every three years
· We will inform the Bishop’s Safeguarding Adviser, and ensure appropriate supervision, of anyone who is known to have offended against a child, young person or an adult at risk of abuse due to their age, illness or disability who attends activities organised by the Parish Church Council of St. Bernard’s, Hamstead and will follow all recommendations of the Bishop’s Safeguarding Adviser in this regard
· We require all hirers of our premises to have their own safeguarding policy and procedures, to provide us with an assurance that these are implemented and to provide us with a copy
· The parish adopts the Promoting a Safer Church (2017)policy commitments and all safeguarding practice guidance of The Church of England and procedures in place in The Church of England–Birmingham for their implementation
· The policy will be reviewed each year to monitor the progress which has been achieved
· We will review our safeguarding policy annually to ensure that it meets all current legislation, House of Bishop’s and The Church of England–Birmingham policies and practice guidance
· Each person who works with vulnerable people will agree to abide by these recommendations and the guidelines established by this church.

This church appoints Beccy Heath to represent the concerns and views of vulnerable people at our meetings and to outside bodies as the parish safeguarding co-ordinator.
This church appoints Beccy Heath as a lead parish identity verifier to process online Disclosure and Barring Service applications 
Incumbent...................................................................................
Churchwarden.......................................................
Churchwarden...................................................
Date.....................................

*A ‘Church Officer’ is anyone appointed by or on behalf of the Church to a post or role, whether they are ordained or lay, paid or unpaid. The parish should provide details of how the above policy statements will be implemented in the parish
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APPENDIX A: DEFINITIONS
The following is taken from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
Abuse: The abuse of a child or adult involves significant harm that will have an impact on them not just whilst it is happening but potentially for the rest of their lives. Any action that causes significant harm, whether intentional or unintentional, is abuse.

Protection: In different ways, children and vulnerable adults need special care
and protection.

A Child is: someone up to the age of 18 years.
A Young Person is: someone between the ages of 14 to 17 years.
A Vulnerable Adult: ‘Promoting a Safer Church’ which is the Church of
England’s Safeguarding Policy for Children, Young People and Adults (2017) defines a vulnerable adult as someone age 18 or over, whose ability to protect themselves is significantly impaired through physical or mental disability, or illness, old age, emotional fragility or distress or otherwise, either temporarily or indefinitely. Both need special care and protection.

Perpetrators of Abuse: Anyone can perpetrate abuse. He/she may be a child or an adult of any gender, age, sexual orientation, socio-economic status, religion, ethnicity or culture. Knowledge of and sensitivity to racial, cultural and religious patterns is crucial to good safeguarding practice, but none of these can ever be used to justify or condone the abuse of a person.

The following Categories of Abuse apply to Children and Adults:
Physical Abuse: is the causing of physical harm to a person. It can include fabricating or inducing illness in a child, inappropriate restraint, the misuse of medicines or force-feeding.
Neglect: includes failure to meet a child’s basic physical or psychological needs or withholding adequate care of a vulnerable adult which means their basic needs are not met. A mother can neglect her unborn child through substance misuse and an adult can self-neglect.
Emotional Abuse: includes making a person feel worthless, humiliated, ashamed or afraid to the extent that it affects their emotional health and development. It can include bullying and harassment, control or coercion or depriving a person of social contact with others.
Sexual Abuse of a Child: includes both physical sexual abuse and non-physical sexual abuse, including making, watching, distributing sexual images of a child sexting, grooming for sexual abuse or encouraging sexually inappropriate behaviour. Child Sexual Exploitation can include organised gangs manipulating or coercing young people into sexual activity.
Sexual Abuse of an Adult: occurs when informed consent for sexual activity (including non-contact sexual activity such as indecent exposure) is not freely given e.g. when a person is controlled or coerced or they lack cognitive capacity to give consent.
.
Pastoral Responsibility: Sexual activity with a child under 18 or a vulnerable adult for whom you have pastoral responsibility will always be sexual abuse.

Domestic Abuse: includes any form of abuse, violent, sexual or controlling behaviours by persons over the age of 16 who are, or have been intimate partners or family members, regardless of gender or sexuality. Children can be directly or indirectly affected by domestic abuse in their household.

Spiritual Abuse: is not a formally recognised category of abuse but is of concern to faith communities. It includes using religious belief to justify abuse, such as using physical or emotional harm to ‘deliver’ a person from evil spirits or witchcraft or for the control or coercion of a person.

Grooming: is using a power imbalance in a relationship to control or coerce a person into doing something they do not want to do, or gaining a person’s total trust or ‘love’ so that they will do anything their abuser asks.

The following Categories of Abuse apply to Adults:

Financial Abuse: misusing or refusing access to someone else’s money, property or possessions, or manipulating or extorting someone into handing over their money. 

Institutional Abuse: occurs when an organisation’s policies and practices are more important than the individual person’s needs and wishes, so that good standards of care according to individual choice are not provided.

Discriminatory Abuse: includes any form of abuse that is based on a person’s race, gender, sexual orientation, disability, religion, culture or ethnicity.

The Internet, Social Media, Smart Phones etc.
These can be used by adults and children to form relationships in order to abuse or to disclose abuse or to perpetrate abuse such as distributing images or bullying. 

The Trafficking of Adults and Children
This can be for sexual exploitation, domestic servitude, ‘sweat shop labour’ or any other form of exploitation.










APPENDIX B: SIGNS OF ABUSE
This Appendix is also taken from the Church of Birmingham Safeguarding website http://www.cofebirmingham.com/hub/safeguarding
‘A Brief Guide to the Categories of Abuse, for Leaders and Helpers’

There are many different signs of abuse, some of which may indicate that something other than abuse is happening in the person’s life. We should always be concerned when a person’s:
· behaviour is out of character for them
· appearance or hygiene deteriorates
· behaviour is fearful
· trying to hide something
· physical injuries have no satisfactory explanation or occur repeatedly
It is reasonable to explore concerns by saying things like
“That bruise looks painful, how did it happen?” or
“You don’t seem yourself at the moment, are you okay?”

If you work with children or vulnerable adults in a voluntary or employed
capacity:
you must understand what abuse is and the signs to look for.
For a more detailed guide to abuse see the fact sheets on the safeguarding children and adult pages of the Church of England Birmingham website at
www.cofebirmingham.com/hub/safeguarding
or complete the Basic Safeguarding Awareness e-learning module
at https://safeguardingtraining.cofeportal.org/















APPENDIX C: Promoting a Safer Church
Promoting a Safer Church Parish Policy Statement

The Parochial Church Council of                      St. Bernard’s Hamstead

agreed to adopt all of the House of Bishop’s safeguarding policy and practice guidance and The Church of England – Birmingham’s procedures for their implementation on 

All forms of abuse are wrong and must stop

The care and protection of children, young people and vulnerable adults involved in Church activities is the responsibility of the whole Church.  Everyone who participates in the life of the Church has a role to play in promoting a safer Church for all.

Our commitments:
1. Promoting a safer environment and culture
2. Safely recruiting and supporting all those with any responsibility related to children and vulnerable adults within the Church
3. Responding promptly to every safeguarding concern or allegation
4. Caring pastorally for victims/survivors of abuse and other affected persons
5. Caring pastorally for those who are the subject of concerns or allegations of abuse and other affected persons
6. Responding to those that may pose a present risk to others

We will implement good safeguarding practice by ensuring: · [bookmark: _Hlk510077728]the welfare of the child, young person and vulnerable adult is paramount;
· a leadership commitment, at all levels, to the importance of safeguarding and promoting the welfare of children, young people and vulnerable adults;
· our safeguarding policy is available to all church officers; 
· a clear line of accountability within our church for work on safeguarding; 
· clear reporting procedures to deal with safeguarding concerns and allegations;  
· we report all concerns and allegations against church officers to the Bishop’s Safeguarding Adviser and statutory agencies; 
· clear roles for church officers; 
· we have clear arrangements for support and/or supervision of church officers;
· all church officers working with or in contact with children, young people and/or vulnerable adults attend diocesan safeguarding training; 




· our practice and services are informed by on- going learning, review and by the views of children, young people, families and vulnerable adults;
· safer recruitment procedures are in place; 
· effective working with statutory and voluntary sector partners; 
· we have publicly advertised arrangements for children, young people and vulnerable adults to be able to speak to an independent person, as required; 
· our complaints and whistleblowing procedures are well publicised;
· effective information sharing; 
· good record keeping.

A church officer is anyone appointed or elected to a role on behalf of the church whether they are lay or ordained, paid or unpaid







If you cannot contact the person above and someone is being harmed or is not safe and needs immediate help, dial 999, or contact social care services, or, for a child, the NSPCC helpline 0808 800 5000If you have any concerns or need to talk to someone please contact
Revd Siobhan Bridge – Priest in Charge 07403843585
Sue Carswell - Parish Safeguarding Co-ordinator 07809 710463


Other useful contacts: 
	[bookmark: _Hlk501017442]Bishop’s Safeguarding Adviser
	07342 993 844

	Childline
	0800 1111

	Family Lives Helpline
	0808 800 2222

	Samaritans
	116 123

	Elder Abuse
	0808 808 8141

	Domestic Violence Helpline
	0808 2000 247

	Men’s Domestic Violence Helpline
	0808 801 0327

	LGBT Domestic Violence Helpline
	0300 999 5428

	National Association of People Abused in Childhood
	0800 085 3330

	Stop It Now! Helpline

	0808 1000 900

	Local Authority Children’s Social Care Services:
0121 303 1888 (Birmingham)
0121 569 3100 (Sandwell)
0121 788 4333 (Solihull)
0800 1313 126 (Staffordshire)
01926 414144 (Warwickshire)
01905 822666 (Worcestershire)
	Local Authority Adult Social Care Services:
0121 303 1234 (Birmingham)
0121 569 2266 (Sandwell)
0121 704 8007 (Solihull)
0345 604 2719 (Staffordshire)
01926 412080 (Warwickshire)
01905 768053 (Worcestershire)

	
	


APPENDIX D: WHAT TO DO WHEN YOU HAVE INFORMATION ABOUT A SERIOUS SAFEGUARDING SITUATION
The following is also taken from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
NEVER PROMISE to keep a secret
ALWAYS REPORT
· any concerns, however small they may seem,
· all disclosures
· all allegations
ALWAYS TELL
The Parish Safeguarding Co-ordinator OR/ the Vicar OR/ the Bishop’s Safeguarding Adviser (when the concern is about the Parish Safeguarding Co-ordinator or the Vicar, or when you can’t get in touch with them or you don’t want to tell anyone at your Church).
If you need immediate advice and can’t wait to get in touch with any of the above: call the duty social care team or NSPCC helpline
If a situation is not safe and someone is in danger or needs immediate help: call the Police.
CONTACT NUMBERS
Parish Safeguarding Co-ordinator: 07788596633
Vicar: Revd Siobhan Bridge
Bishop’s Safeguarding Adviser: 07324 993844
 Email: StephH@cofebirmingham.com
Children’s Social Services: 0121 303 1888 (Birmingham)  
        Emergency out of hours 0121 675 4806
			        0121 569 3100 (Sandwell)
                    Emergency out of hours: 0121 569 3100
Adult Social Services:	        0121 303 1234 (Birmingham)
			        Emergency out of hours 0121 675 4806		
        0121 569 2266 (Sandwell)
                                           Emergency out of hours: 0121 569 2355
31:8 (formerly CCPAS):      0303 003 11 11
Police:                                101 or 999
NSPCC:                              0808 800 5000







When you have Information about a Serious Safeguarding Situation
from the Church of Birmingham Safeguarding website
http://www.cofebirmingham.com/hub/safeguarding
[image: ][image: ]
The Parish Safeguarding e-manual offers further advice in Section 7
https://www.churchofengland.org/safeguarding/safeguarding-e-manual


APPENDIX E : SAFEGUARDING RECORDS
(from http://www.cofebirmingham.com/hub/safeguarding )
The record should include:
· details of the concern or allegation and those involved
· how these were handled
· how the information was followed up
· actions taken
· referrals to the Bishop’s Safeguarding Advisor and/or statutory agencies
· or other support agencies
· safeguarding risk assessments
· decisions reached, eventual outcomes, safeguarding agreement
The record should be stored securely on Church premises.
The record should be kept and maintained by the Incumbent/Priest in Charge
or the Parish Safeguarding Co-ordinator. During a Church vacancy, the record
should be kept and maintained by the Parish Safeguarding Co-ordinator or the Area Dean or Bishops Safeguarding Officer

A copy should go to the Bishop’s Safeguarding Advisor when:
· abuse/concern happens at an activity which the PCC is responsible for
· a church officer (i.e. anyone appointed or elected to a church role,
· ordained or lay, paid or unpaid) has/is alleged to have committed abuse in
· church or in another context, or there is concern that the behaviour of the
· church officer may lead to abuse
· someone convicted of a sexual offence or a serious violent offence is
· attending a PCC approved activity
· there is potential for reputational damage for the church, wherever the
· abuse happened
Retention: 70 years after the last contact with the individual concerned or where the record concerns a Church Officer 75 years after the last employment (paid or unpaid) ceases.


APPENDIX F: GOOD PRACTICE WHEN WORKING WITH CHILDREN AND YOUNG PEOPLE
This Appendix was originally taken from the Church of England Birmingham’s Policy ‘God’s Children – our Diocese’ (2011).

GOOD WORKING PRACTICE
· Treat everyone with respect and dignity
· Provide an example of good conduct for others to follow
· Be available but don’t intrude on personal space and privacy
· Create space for children to talk - informally and formally - and ensure
· they know who they can talk to
· Always challenge unacceptable behaviour
· Never use any form of physical punishment or play rough physical or
· sexually provocative games
· Always conduct activities which require physical contact within sight of
· another adult and have parental consent where possible e.g. toilet breaks,
· First Aid, comforting a child - this should always be initiated by the child
· Never be sexually suggestive towards, scapegoat, ridicule or reject a child
· or show favouritism
· Always aim to work within sight of another adult
· Never give lifts to a child or invite a child to your home alone
· Always obtain consent for activities, trips, photos and video recordings
· Record any incidents/accidents 
· Be prepared to refer to someone with greater expertise/experience and
· seek support where necessary
· Review your work regularly with others
· For indoor activities, ensure that access to the building is safe and well lit
· Ensure that there is adequate insurance cover for all activities
· A qualified first aid person should be appointed for all children/young
· people’s groups and, except in an emergency, first aid should not be
· administered by anyone else
· For residential activities have separate sleeping accommodation for
· leaders and young people

RESPONDING TO A CHILD
DO:
· Keep calm
· Listen attentively - and keep on listening
· Take time - allow the child to talk
· Maintain eye contact
· Take what the child is saying seriously
· Reassure the child that they are right to tell and are not to blame Be honest with the child
· Be clear that you cannot keep the information to yourself and must share it
· with others to help keep the child safe Explain who you need to tell and what will happen next
· Reassure the child that they will continue to receive support
DON’T:
· Show shock
· Try to silence the child
· Ask leading questions
· Press for information
· Try to investigate yourself 
· Keep the secret or agree to keep the secret
· Jump to conclusions
· Alert the perpetrator
· Make promises you cannot keep
















































APPENDIX G: SAFE RECRUITMENT OF VOLUNTEERS AND PAID WORKERS.

See the up to date ‘Safer Recruitment’ Resources on the Church of Birmingham Safeguarding website 

https://www.cofebirmingham.com/info-for-parishes/safeguarding/safer-recruitment/safer-recruitment-dbs-checks.php

We will at all times follow the guidance on safe recruitment of volunteers and paid workers as available on the Church of England Birmingham website, safeguarding section













































APPENDIX H: SAFE RECRUITMENT OF EX-OFFENDERS

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), St. Bernard’s Church complies fully with the code of practice and undertakes to treat all applicants for positions fairly

St. Bernard’s Church undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed

St. Bernard’s Church can only ask an individual to provide details of convictions and cautions that St. Bernard’s Church are legally entitled to know about. Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended, and where appropriate Police Act Regulations as amended)

St. Bernard’s Church can only ask an individual about convictions and cautions that are not protected

St. Bernard’s Church is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background

St. Bernard’s Church has a written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the start of the recruitment process

St. Bernard’s Church actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records

St. Bernard’s Church selects all candidates for interview based on their skills, qualifications and experience

An application for a criminal record check is only submitted to DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement that an application for a DBS certificate will be submitted in the event of the individual being offered the position

St. Bernard’s Church ensures that all those in St. Bernard’s Church who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences

St. Bernard’s Church also ensures that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974

At interview, or in a separate discussion, St. Bernard’s Church ensures that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment

St. Bernard’s Church makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request

St. Bernard’s Church undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment.





Link to DBS code of practice:

https://www.gov.uk/government/publications/dbs-code-of-practice












































APPENDIX I:  RESPONDING WELL TO THOSE WHO HAVE BEEN SEXUALLY ABUSED
St. Bernard’s Church will refer to ‘Responding Well to those who have been sexually abused. Policy and Guidance for the Church of England’ (2011) when engaging with those who have been sexually abused.  Responding well is a resource to help parishes and dioceses to focus on the needs of those who have suffered from and survived the trauma of sexual abuse and to help us all to “respond well”. It applies to all children and adults who are being or have been subjected to sexual abuse, including those adults for whom the procedures of a safeguarding policy for vulnerable adults would not always be applicable.

THE CHURCH OF ENGLAND BIRMINGHAM LISTENING SERVICE FOR ADULTS AFFECTED BY SEXUAL ABUSE
(from http://www.cofebirmingham.com/hub/safeguarding )
1. Why consider using this service?
The Church of England is aware that adult survivors of abuse may value and be strengthened by the opportunity to speak in depth and in confidence to a sensitive listener. This listening service offers the opportunity to talk about sensitive issues with a trustworthy stranger.
2. What is a Listener?
A listener is someone who is aware of the kind of issues you may wish to talk about and will work confidentially with you. Listeners are welcoming, understanding and supportive and will value you and listen without judging what you want to share. The listener is not a professional counsellor or an expert in managing the complex issues of abuse. The listener is commissioned to this role because they are someone who will provide an attentive and attuned listening ear. The listener will help you to:
• talk about your experience;
• think about your next step and support you to take it;
• recognise if counselling is needed;
• seek professional help if wanted.
3. What can I expect?
A listener will value you for everything that you are, have been and will be because you are of significant worth to God, as a vital member of the body of Christ and as a co-worker in bringing in the Kingdom of God. Your listener will take what you say seriously and maintain confidentiality in line with the requirements of the law. Your listener will meet with you once, for about an hour, and may arrange a second meeting with you.
4. How do I get this support?
If you wish to speak to a listener you can do this via your Parish Church. They will arrange for someone to meet with you. This can only be done with your permission. If you feel unable to approach the person suggested by your Parish Church please contact Bishop’s Croft (details below).
5. What happens next?
The person you have asked for this support will inform the Bishop’s Safeguarding Adviser and say that you wish to meet a listener. No personal information is shared and only your name and contact details will be given so that the listener can make direct contact with you and arrange a time to meet for the first time. During this meeting the listener will introduce themselves, explain their role more fully, outline what they can offer and answer questions you may have. If you are comfortable to share they will listen to what you wish to share. Towards the end of the meeting the allocated listener will make a simple factual record that a meeting has taken place with you and share it with you. This record will then be handed in to the central offices for the Church of England Birmingham at 1 Colmore Row, Birmingham B3 2BJ and held in strict confidence
This service was set up by The Rt Revd David Urquhart Bishop of Birmingham in line with The Church of England’s House of Bishops report into the issue of
sexual abuse called “Responding Well” If you wish to speak to someone now and do not want to speak to anyone in your church, please consider contacting one of the following helplines
(information correct at September 2026):
🧠 Mind (Birmingham & Solihull)
The local branches operate independently from the national charity, and their services have changed names and hours. 
· Birmingham Mind (Head Office)
· Address: 17 Graham Street, Hockley, Birmingham, B1 3JR.
· General Enquiries: 0121 608 8001 (Mon–Fri, 9am–5pm).

· Birmingham Mind Helpline (Formerly referred to as the Wellbeing Hub)
· Number: 0121 262 3555 (Freephone: 0800 915 9292).
· Hours: Open Every Day, 9am–11pm.
· 
· Oasis Mental Health Support (Formerly Solihull Mind)
· Address: 14-16 Faulkner Road, Solihull, B92 8SY.
· Numbers: 0121 742 4941 / 0121 743 4237.
· Email: contact@oasismentalhealthsupport.org.uk.
· Status: Changed name. Solihull Mind has officially rebranded to Oasis Mental Health Support. They run a daily Crisis Café from 6pm–11pm alongside their weekday daytime activities. 
📞 Samaritans
· National Samaritans Helpline
· Number: 116 123.
· Hours: 24 hours a day, 365 days a year.
· 
· The Birmingham Samaritans
· Address: 13 Bow Street, Birmingham, B1 1DW.
· They are currently closed to face-to-face visitors; you must call 116 123 to speak with them. 
· The Samaritans of Solihull
· Address: Station Approach, Solihull, B91 1LE.
· Local admin number is 0330 094 5717. 
· The Samaritans Brierley Hill Branch
· Address: Beryl House, 8 Albion Street, Brierley Hill, DY5 3EE.
· Local admin number is 01384 261118. 

🛡️ NAPAC (National Association for People Abused in Childhood)
NAPAC operates as a remote national helpline Support Line: 0808 801 0331.
· Email Support: support@napac.org.uk.
· Hours:
· Monday to Thursday: 10am – 9pm.
· Friday: 10am – 6pm.
· Saturday & Sunday: Closed.










APPENDIX J: PROCESS FOR MANAGING COMPLAINTS AGAINS THE IMPLEMENTATION OF THE PARISH SAFEGUARDING POLICY

What are safeguarding complaints? 
 A complaint can be made, verbally or in writing, when someone feels the safeguarding policies and procedures of the Parochial Church Council (PCC) of St. Bernard’s Church  have not been followed correctly or they have been implemented unfairly. Disagreement with the professional decisions taken by those appointed by the PCC is NOT by itself grounds for a complaint.  
If someone who is employed by the PCC as a volunteer or paid worker wishes to make a complaint against the way the PCC’s safeguarding policies and procedures have been followed they should follow the PCC’s grievance procedure, rather than this complaints procedure. This complaints procedure MUST NOT be used when someone is being harmed:
when there is a concern or an allegation that a child or adult who may be vulnerable has been harmed or is being harmed or is at risk of harm
and/or
when there is a concern or an allegation that an adult or a child may have caused harm to another child or adult who may be vulnerable
this must be reported in accordance with the parish’s safeguarding policy and procedures.  Report abuse to your Parish Safeguarding Co-ordinator or the Bishop’s Safeguarding Adviser, (online at www.cofebirmingham.com/hub/safeguarding/ or telephone 07342 993 844) or in an emergency the police on 101 or 999.












Complaints against ministers
This complaints procedure cannot be used for complaints against ministers.  A complaint against a member of clergy should be addressed to the archdeacon or the Bishop of Birmingham.  A complaint against a Reader or Lay Minister must initially be addressed to the incumbent. 
Managing complaints 
Complaints will be dealt with by the church wardens who will:
· respond promptly to the person raising the matter, 
· listen carefully to the issues of concern, 
· impartially examine the issues to ensure fairness to all,
· rigorously explore ways the issues can be resolved, 
· accurately and sensitively feed back to the person who raised the issues.
A person who wishes to make a complaint should…
Firstly…
… talk to the person or group concerned, whenever possible, explaining what the issues are and what they would like to see happen to resolve them. This should be done at the earliest opportunity.  
Then….
… if the complaint can’t be resolved through discussion with the person or group concerned, they should speak or write to a church warden.  This must be done within a reasonable period of time of the issue arising.  The church warden will have a conversation with the person and listen to their concerns and what they would like to happen to resolve the issue.  
The church warden will then speak to the person or group the complaint is about, (and anyone else who may have information to help them consider the complaint), and listen to their response. Within a reasonable period of time, after considering all the information, the church warden will make a decision and inform both the person who has made the complaint and the person or group against whom the complaint has been made.

If this decision does not resolve the issue ….  

… within a reasonable period of time, the person bringing the complaint can ask for their concerns to be reviewed by another church warden (who has not been involved with the process so far) together with two other PCC members. The church warden and two PCC members will consider all the information gathered so far.  They may also have conversations with any of the persons involved in the complaint, and any other person who may have information relevant to the concerns, where this would assist them in reaching a decision. Within a reasonable period of time, after considering all the information, the church warden and two PCC members will make a decision and inform the person who has made the complaint and the person or group against whom the complaint has been made.  Their decision will be final. 
External
If, despite all stages of this procedure having been followed, the person making the complaint remains dissatisfied, they may choose to escalate their concerns to an archdeacon or an independent or statutory agency, as appropriate.
If the complaint refers to a breach of the PCCs responsibilities as Charity Trustees, they may refer their concerns to the Charity Commission.  
If they believe that the PCC or any of the paid or voluntary workers they have appointed has committed a criminal offence they should report this to the police. 




APPENDIX K  - FACT SHEET - SEXTING (youth produced sexual imagery)[footnoteRef:1] [1:  Adapted from ‘Sexting in Schools and Colleges: Responding to incidents and safeguarding young people 2016 and Safeguarding children from sexting: Virtual College’
] 


	
Defining Sexting 

Many people working with young people consider sexting to be ‘sending or posting sexually suggestive images, including nude or semi-nude photographs, via mobiles or over the Internet. Many parents think of sexting as flirty or sexual text messages rather than images. Young People however are more likely to interpret sexting as ‘writing and sharing explicit messages with people they know’.

Sexting may be thought of as “youth produced sexual imagery” and refers to the type of incident in which: 

· A person under the age of 18 creates and shares sexual imagery of themselves with a peer under the age of 18 
· A person under the age of 18 shares sexual imagery created by another person under the age of 18 with a peer under the age of 18 or an adult 
· A person under the age of 18 is in possession of sexual imagery created by another person under the age of 18 

 ‘Youth produced sexual imagery’ best describes the practice because:

· ‘Youth produced’ includes young people sharing images that they, or another 
      young person, have created of themselves.
· ‘Sexual’ is clearer than ‘indecent.’ A judgement of whether something is 
     ‘decent’ is both a value judgement and dependent on context. 
· ‘Imagery’ covers both still photos and moving videos 

The sharing of sexual imagery of people under 18 by adults constitutes child sexual abuse and the Police and Diocesan Safeguarding Adviser should be informed immediately

Sexting and the Law

The relevant legislation is contained in the Protection of Children Act 1978 (England and Wales) as amended in the Sexual Offences Act 2003 (England and Wales). 

If a child is under the age of 18, it is illegal for them to take a nude photo of themselves or a friend, as well as distributing them. Even though the age of sexual consent is 16, the Protection of Children Act means it is against the law for a child to share a sexual image, even if it is with someone who is also under the age of 18. Images covered under the law include, but are not limited to, naked pictures, topless photos of girls, genitals, masturbation, any sex acts and sexual images in underwear. 

If it is found that a child under the age of 18 is in possession of any of these, has been sending them or taking these types of photos, the police can record it as a crime. However, since the start of 2016, the police can simply record the crime, but take no further action if it isn’t in the public interest. This means that it is unlikely to show up in future records. This decision is totally at the discretion of the police, who will judge on a case by case basis. 

‘Indecent’ is not defined in legislation. When cases are prosecuted, the question of whether any photograph of a child is indecent is for a jury, magistrate or District Judge to decide based on what is the recognised standard of propriety.

Responding to incidents involving youth produced sexual imagery 

Refer the incident to the Diocesan Safeguarding Adviser as soon as possible. The Diocesan Safeguarding Adviser will ensure that parents should be informed at an early stage and involved in the process unless there is good reason to believe that involving parents would put the young person at risk of harm. At any point in the process if there is a concern a young person has been harmed or is at risk of harm a referral will be made to children’s social care and/or the police immediately. 

An immediate referral to police and/or children’s social care will be made and if at the initial stage: 

1. The incident involves an adult 
2. There is reason to believe that a young person has been coerced, blackmailed or groomed, or if there are concerns about their capacity to consent (for example owing to learning difficulties 
3. What is known about the imagery suggests the content depicts sexual acts which are unusual for the young person’s developmental stage, or are violent 
4. The imagery involves sexual acts and any pupil in the imagery is under 13 
5. There is reason to believe the young person is at immediate risk of harm owing to the sharing of the imagery, for example, the young person is presenting as suicidal or self-harming

If a young person has shared imagery consensually, such as when in a romantic relationship, or as a joke, and there is no intended malice, refer the matter to the Diocesan Safeguarding Adviser in the first instance and a decision will be made jointly about next steps. If a young person shares someone else’s imagery without consent and with malicious intent, this will generally be referred to police and/or children’s social care.



















APPENDIX L – PHOTOGRAPHY CONSENT AND PRIVACY NOTICE

Contributor Release – Privacy Notice (v 21.8.18)


1. [bookmark: a698827]Data collected and how it was obtained. This privacy notice aims to give you information on how the Production Company as Data Controller has collected and will process the personal data collected about you on the Contributor Release form.
2. [bookmark: a524937][bookmark: _Toc256000004][bookmark: a450142]How we will use your personal data. We will only use your personal data when the law allows us to (i) on the basis of your consent (ii) where it is necessary for our legitimate interests (or those of a third party) and your interests and fundamental rights do not override those interests, and (iii) where we need to comply with a legal or regulatory obligation.
	Purpose of processing your data
	Data
	Lawful basis for processing & if applicable basis of legitimate interest 

	Specified Activities for the Purpose (as defined in the Contributor Release).
	Personal data as defined in the Contributor Release 
	Consent

	Managing our relationship with you, including (i) notifying you of changes to our privacy policy (ii) storing your contact details so that we can contact you (ii) keeping a record of your consent. 
	Contact data as set out in the Contributor Release such as name, email, and telephone number.
	Necessary for our legitimate interests (to maintain a record of your contact details in case we need to contact you regarding your Personal Data; to keep our records updated). Necessary to comply with a legal obligation.


[bookmark: a256935][bookmark: a668269][bookmark: a172301][bookmark: a833079]Change of purpose. We will only use your personal data for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is compatible with the original purpose. If you wish to get an explanation as to how the processing for the new purpose is compatible with the original purpose, please contact us. If we need to use your personal data for an unrelated purpose, we will notify you and we will explain the legal basis which allows us to do so. Please note that we may process your personal data without your knowledge or consent, in compliance with the above rules, where this is required or permitted by law.
[bookmark: a218673][bookmark: _Toc256000005][bookmark: a763956]Disclosures of your personal data. We may have to share your personal data with the parties set out in the Contributor Release. We require all third parties to respect the security of your personal data and to treat it in accordance with the law. We do not allow our third-party service providers to use your personal data for their own purposes and only permit them to process your personal data for specified purposes and in accordance with our instructions
[bookmark: a467236][bookmark: _Toc256000006][bookmark: a971263]International transfers. We will not transfer your contact data outside the European Economic Area (EEA). Your Personal Data as used for the Purpose may be transferred outside of the EEA.
[bookmark: a718306][bookmark: _Toc256000007][bookmark: a701838][bookmark: a914751]Data security: We have put in place appropriate security measures to prevent your personal data from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal data to those employees, agents, contractors and other third parties who have a business need to know. They will only process your personal data on our instructions and they are subject to a duty of confidentiality. We have put in place procedures to deal with any suspected personal data breach and will notify you and any applicable regulator of a breach where we are legally required to do so.
[bookmark: a483629][bookmark: _Toc256000008][bookmark: a168447][bookmark: a270001]Data retention: We will only retain the Personal Data and your contact details for as long as necessary to fulfil the purposes we collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. To determine the appropriate retention period for personal data, we consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of your personal data, the purposes for which we process your personal data and whether we can achieve those purposes through other means, and the applicable legal requirements.
[bookmark: a450363][bookmark: _Toc256000009][bookmark: a537893]Your personal data rights. Under certain circumstances include a right to: 
Request access to your personal information. This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.
Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.
Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing.
Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground.
Request the restriction of processing of your personal information. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.
Request the transfer of your personal information to another party.
Withdraw consent at any time in relation to our use of the Personal Data for the Purpose, in relation to which are relying on consent to process your personal data. However, this will not affect the lawfulness of any processing carried out before you withdraw your consent. We will advise you if this is the case at the time you withdraw your consent.
[bookmark: a110171]If we receive notification that you have withdrawn your consent to the use of your Personal Data for the Purpose, we will no longer process the Personal Data for the Purpose and, subject to our retention policy, we will dispose of the Personal Data and contact details securely. However, this will not affect the lawfulness of any processing carried out before you withdraw your consent.
[bookmark: a819233][bookmark: a835662][bookmark: a269798]No fee usually required and what we may need from you. You will not have to pay a fee to access your personal data (or to exercise any of the other rights). However, we may charge a reasonable fee if your request is clearly unfounded, repetitive or excessive. Alternatively, we may refuse to comply with your request in these circumstances. We may need to request specific information from you to help us confirm your identity and ensure your right to access your personal data (or to exercise any of your other rights). This is a security measure to ensure that personal data is not disclosed to any person who has no right to receive it. We may also contact you to ask you for further information in relation to your request to speed up our response.
[bookmark: a859255][bookmark: a655046]Time limit to respond. We try to respond to all legitimate requests within one month. Occasionally it may take us longer than a month if your request is particularly complex or you have made a number of requests. In this case, we will notify you and keep you updated.
[bookmark: a463259][bookmark: _Toc256000001][bookmark: a438406]Queries and Complaints: If you have any questions or complaints please contact us using the details set out in the Contributor Release. If we cannot resolve your complaints you have the right to make a complaint at any time to the Information Commissioner's Office (www.ico.org.uk). 
For most up to date consent form for photography please follow the link below:
https://www.churchofengland.org/safeguarding/promoting-safer-church/policy-practice-guidance/templates-resources

























APPENDIX M – TRANSPORT CONSENT FORM

……………………Church

Passenger consent to be transported in private cars on behalf of the PCC

1. Your details:

Name of passenger: …………………………………………………………………………….

Date of birth, if under 18 years: ………………………………………………………………

Name of parent/carer, if under 18 years: ……………………………………………………

Name of adult carer, if applicable: ……………………………………………………………

Address: …………………………………………………………………………………….........

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

Phone No: ……………………………….. Email: ………………………………………….......

2. The activity

Date(s) of events: ………………………………………………………………………….........

Venue: ……………………………………………………………………………………….........

Transport provided: private vehicle / minibus / other (please specify) ………………....

Name of driver (if known): …………………………………………………………………….

3. Your consent

I consent to being transported on behalf of ……………………..……… Church, according to the arrangements specified above.


Signed (passenger): ……………………………………………..…… Date …………………

For passengers under 18 years, and vulnerable adults with carers:

I consent to ……………………………………………(child) being transported on behalf of

…………………………………… Church, according to the arrangements specified above.

Signed (parent or carer): ……………………………………………… Date …………………







APPENDIX N – RISK ASSESSMENT FORMS
1. Risk Assessment template for activity
2. Personal Risk Assessment tool
3. Risk Assessment checklist for home visits.
Please follow link below form most up to date templates.
https://www.churchofengland.org/safeguarding/promoting-safer-church/policy-practice-guidance/templates-resources






















APPENDIX O– MODEL PARISH RECORDING TEMPLATE
PSO
Tel                                 
E mail:
----------------------------------------------------------------
Incumbent
Tel                                 
E mail:



Parish: 															






Initial Information as reported
	Subject

Alleged Victim







Alleged Abuser 


DOB
	Name and Address


	Tel/Mob/Email






	Subject

Alleged Victim






Alleged Abuser 


DOB
	Name and Address












	Tel/Mob/Email






	Contact Person (Referrer)
	Position
	Church/Agency
	Tel/Mob/Email

	
	
	
	

	                                                                                             



             date(s) referred                                      date opened                                    date(s) closed 

	                    






                Children                                                Adults                                               Allegation         (church officer)     
                                                                                              



Physical                                                     Domestic Abuse                                    





Neglect                                                      Financial                       
                                                                                                                   




Psych/emotional                                        Discriminatory





Sexual abuse                                             Organisational
                                                                   


Sexual abuse non-current                          Spiritual


                                               
Child Sexual Exploitation                          Online                                                       Modern Slavery 







                   





School/Nursery 
                                                                                                     Groups attended
GP




	Notes



Initial Information as Reported 


Signed  




















A copy of this form should be retained confidentially in the parish by the Parish Safeguarding Officer. A copy should be e mailed to the Diocesan Safeguarding Adviser.

Ongoing Record
                                                                                                                                                                          APPENDIX P – REGISTRATION FORM FOR ACTIVITIES AND TRIPS
Registration and Consent: Children and Vulnerable Adults
Church Groups (including Bell Ringing), Day Visits, Camps, Residential Holidays  
(to be completed as appropriate by the adult, or parent/carer of the child, annually for church groups)
Name of Church……………………… Name of Group /Activity.......................

Family contact details: 
Adult/Child’s full name……….………………………………Date of birth ............................................
Full name of parent/guardian..............................................................................................................
Home address…………………………...…………………………………Home Tel No……..................   Parent’s/guardian’s mobile ……………...............…Parent’s/guardian’s e-mail………………………..
Family doctor ..................................School................................................. School year …...............

About you/your child:

Do you/Does your child have any food allergies? (please specify......................................................
Do you/Does your child have any medical conditions? (please specify).............................................
Are you/is your child on any medication? (please specify)…............................................................
NHS No:……………..Details of last anti-tetanus injection…………………(Day Visits, Camps, Res Hols)

Does your child have any special needs? (please specify)................................................................
Is there anything else you would like us to know about you/your child? ...........................................

Emergency contact details for parents/guardians:

Contact tel. no during group or activity time: …..................................................……………………..
Contact name for carer/ an alternative adult in case of emergencies: ..............................................
Tel no .................................... Relationship to you/your child ............................................................

Arrangements for collection: church groups (please delete as appropriate)

I/My child will be brought and collected from the group 		Yes/No
I/my child/will be collected by..................................................Relationship to you/your child.............
Name of anyone NOT allowed to collect my child ......................Relationship to child........................ 
My child has permission to travel to and from the group without me (children over 11years) Yes/No

Declaration
I give permission for………………………. (child) to attend and take part in the specified activities. 
In an emergency and/or if I am not contactable, I am/I am not (delete as appropriate) willing for my
child to receive doctor, hospital or dental treatment including an anaesthetic.(Day Visits, Camps, Res Hols)

Signed (adult/parent/guardian) ………………………………… Date ……….....………………….. 
The information requested on this form can be completed by a carer, but only those with
parental responsibility can sign the consent (NB: This may not include a foster carer).
APPENDIX  Q – VOLUNTEER DRIVER AGREEMENT
Undertaking of Voluntary Driver to transport  children and vulnerable adults in private cars on behalf of the PCC of …………………………Church. 


Name of driver: ……………………………… Phone No: …………………… Email: ………………………
Address: ……………………………………………………………………………………………………………

1. Consent

 Children will not be taken out in transport without the prior consent of their parents or carers
 Vulnerable adults will give permission to being transported themselves, and discretion used in consulting 
    first with their carers
 I will take care when assisting children or vulnerable adults to board and alight my vehicle, both to ensure 
   the road is safe to do so, and in following guidelines on physical contact.

2. The driver

 I am over 25 and have held a full current driving licence for over two years
 I have/do not have an endorsement of 6 points or more on my licence (if 6 points or more I will share the   
    details with the Parish Safeguarding Officer or Incumbent.
 I do not have an “unspent” conviction for a driving offence.



3. The vehicle

i) Seat belts:

· My car is fitted with seat belts (both front and rear), and the numbers of people transported will not exceed the number of seat belts available
· All car passengers will be required to wear safety belts in the front and rear seats
· All children up to 3 years old will be carried in a child restraint
· Rear-facing baby seats will not be used in a seat protected by a front air-bag unless the air-bag has been deactivated manually or automatically
· Children from aged 3 up to 135cm in height (approx 4’5”) or their 12th birthday (whichever they reach first) will use baby/child seats or booster cushions for older children
· All passengers aged 13 years or older will wear an adult seat belt.

 My vehicle is comprehensively insured.
 I have informed my insurance company that I am a volunteer driver for church activities, and if required, I    
    have obtained a passenger endorsement for the transportation of children or vulnerable adults.
 I understand that in case of any accident, injury or vehicle damage, the church’s liability insurance policy 
    does not provide primary or direct insurance on my vehicle
 My vehicle is clean and in a road worthy condition
 At no time will the number of people in a car exceed the usual passenger number.

ii) Escorts:

 Where possible, another responsible adult will accompany me, to assist with any emergencies
 If in an emergency I have to transport a child or vulnerable adult on my own, the child or vulnerable adult 
    will sit in the back of the car.

Signed (driver): ……………………………. Date: ……………….………………

Name of vehicle owner if different: ………………… Signed (vehicle owner)…………………

Verification

Confidential declaration and Criminal disclosure received             Yes/No Date……………

Driving licence seen and Insurance certificate seen                       Yes/No Date……………

Car make and model……………………………………….    Reg No ……………………….

Signed:…………………Date …………………… Role/Designation………………………………………….. 

















APPENDIX R– SOCIAL MEDIA POLICY
St. Bernard’s Church will act at all times in accordance with the Church of England Social Media Guidelines and the guidance for social media found within the Parish Safeguarding handbook. 
St. Bernard’s Church utilises social media by means of a Facebook page, available to all and a Facebook group for active members of the congregation.  Both the page and the group have 3 administrators who are Janet Savage, and two vacancies. As administrators those mentioned previously have full access to the page and the group and monitor communications. As Church Officers the administrators of the Church social media remain bound by professional rules of confidentiality.  Any safeguarding concerns will be dealt with in accordance with the safeguarding policy. As a Church St. Bernard’s has signed up to the Church of England Digital Charter set out below:
· Truth - we should hold ourselves to high ideals of checking that what we post online is fair and factual.
· Kindness - we are all different and that makes the world an interesting place – and at times a challenging one. Think the best of people, whether they share our views or are speaking against them and aim to be constructive in the way we engage.
· Welcome - in the language we use and the way we interact. It’s easy for Christians to speak in another language using words that those outside the Church might not relate to.
· Inspiration - we are called to be witnesses of our faith and to use social media in a way that genuinely engages others.
· Togetherness - we are one Church and other members of this Church are our brothers and sisters in Christ. It is crucial we treat those around us in this way.
· Safeguarding - if you have any concerns about the wellbeing of children, young people and vulnerable adults, please contact the relevant diocesan safeguarding adviser.
· Agree to the Church’s and Archbishops’ social media guidelines.

Further details on expectations regarding social media can be found here:
https://tools.parishdashboards.org.uk/storage/app/media/Resources/parish-safeguarding-handbook.pdf  (Section 12)
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(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If the information concerns actual or potential harm at a church activity by a
church officer or by someone attending a church activity, ensure the
Bishop's Safeguarding Advisor is informed within 24 hours.

i

(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If you are advised to do so, refer to your Local Authority Children's Services
OR Adult Safeguarding Team OR to the Police

1

Maintain confidentiality. Don't talk to others aboutit. Never alert the person who may
have caused the harm. BUT look after yourself. Debrief with your Vicar or your
Parish Safeguarding Co-ordinator and ask for further support if you need it

I

(usually for the Vicar or the Parish Safeguarding Co-ordinator)
Follow the advice of the Local Authority, Police and your parish and the Bishop's
Safeguarding Advisor. Co-operate fully with any investigation

(from )

The record should include:

o details of the concern or allegation and those involved

o how these were handled
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from the Church of Birmingham Safeguarding website

You have information about a serious safeguarding situation

o

~

Ifa child or adult is in immediate danger
or requires immediate medical
attention, call the emergency services
0n 999, f there are concerns about
their immediate welfare, don't delay,
call Children or Adults Social Care

Most situations are not emergencies.
Ensure, if you can, that immediate
safety arrangements are in place for
victim(s) and for other potentially
vulnerable people, with no contact
with alleged abuser. Remember to
protect yourself from harm too.

Services.
\

/

Immegdiately inform the Vicar OR the Parish Safeguarding
Co-ordinator OR the leader of your team, about your concern.

I

(usually for the Vicar or the Parish Safeguarding Co-ordinator)
If you are unsure about how serious a situation is, contact the
Bishop's Safeguarding Advisor for guidance and reassurance.

v

On the same day, make a secure written or electronic record of the concern and all
your actions. Sign and date it. Pass it to the Parish Safeguarding Co-ordinator.
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