
‘Being the people of God, fulfilling the purposes of God’ 

Parish of Hazlemere: Guidelines for Working with 
Children and Young People  

Introduction 
The following information focuses on the whole area of children, young people and 

abuse. Child abuse is a major social issue and as leaders and team members we need to 

know how to respond sympathetically and effectively, as well as being aware of possible 

signs of abuse. 

Good Practice Guidelines 

All those working on behalf of the parish with children, young people 

 Must: 

• Treat all individuals with respect and dignity. 

• Ensure that their own language, tone of voice, and body language is respectful.  

• Ensure that children, young people and adults know who they can talk to about a 

personal concern. 

• Record and report any concerns about a child or young person and/or the behaviour 

of another worker with their activity leader and/or Parish Safeguarding Officer. 

• Sign and date the record.  

• Obtain written consent for any photographs/videos to be taken, shown, displayed or 

stored (Model Consent Form to be linked shortly).  
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• Administer any First Aid with others around.  

• Always aim to work with or within sight of another adult. 

• Ensure another adult is informed if a child needs to be taken to the toilet. 

• Toilet breaks should be organised for young children. 

• Respond warmly to a child who needs comforting but make sure there are other adults 

around. 

 • Ensure that the child and parents are aware of any activity that requires physical contact 

and its nature before the activity takes place. 

 Must not: 

• Invade an individual’s privacy whilst washing and toileting. 

• Use any form of physical punishment.  

• Be sexually suggestive about or to an individual. 

• Scapegoat, ridicule or reject an individual or group.  

• Permit abusive peer activities e.g. initiation ceremonies, ridiculing or bullying.  

• Show favouritism to any one individual or group. 

• Allow an individual to involve you in excessive attention seeking. 

• Allow unknown adults access to children and young people that may be vulnerable. 

Visitors should always be accompanied by an approved person. 

• Allow strangers to give lifts to children and young people. 

• Befriend children, young people and adults who may be vulnerable on social media. 

• Take photographs on personal phones or cameras as this means that images are 

stored on personal devices.  
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• Give lifts to children you are supervising, on their own or your own (unless there are 

exceptional circumstances e.g. in an emergency for medical reasons or where parents 

fail to collect a child and no other arrangements can be made to take a child home. In 

such situations, the circumstances and your decision must be recorded and shared 

with an appropriate person at the earliest opportunity). 

• Smoke or drink alcohol in the presence of children and young people. 

• Arrange social occasions with children and young people (other than events which also 

include adult family members/carers) outside organised group occasions. 

3. Good practice with other leaders/team members 

If you see another leader/team member acting in ways that could be misinterpreted, be 

prepared to speak to them or the named contact persons about concerns. 

These guidelines will also protect leaders/team members from any false accusation 

Definition of Abuse 

Types of abuse 

Physical  Actual or likely physical injury to a child/young person, or failure to prevent 

physical injury 

Sexual  Where adults or young people use children/young people to satisfy sexual 

desires. Not necessarily physical e.g. exposure to pornography, being made 

to watch sexual act. 

Neglect  Where adults fail to care for a child/young person and protect them from 

danger, seriously impairing health and development. 

Emotional  Where child/young person don't receive love and affection, may be 

frightened by threats or taunts, or are given responsibilities beyond what 

should be expected for their age. 
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Possible signs of abuse 

The following behavioural signs may or may not be indications that abuse has taken 

place, but the possibility should be considered: 

Signs of possible physical abuse 

• Any injuries not consistent with the explanation given for them. 

• Injuries which occur to the body in places which are not normally exposed to falls, 

rough games, etc 

• Injuries which have not received medical attention. 

• Neglect-under nourishment, failure to grow, constant hunger, stealing or gorging 

food, untreated illnesses, inadequate care etc. 

• Reluctance to change for, or participate in, games or swimming. 

• Unexplained changes in their behaviour 

Signs of possible sexual abuse 

• Any allegations made by a child/young person concerning sexual abuse. 

• Child/young person with excessive preoccupation with sexual matters and 

detailed knowledge of adult sexual behaviour, or who regularly engages in 

age-appropriate sexual play. 

• Sexual activity through words, play or drawing. 

• Child/young person is sexually provocative or seductive with adults.  

• Inappropriate bed-sharing arrangements at home. 

• Severe sleep disturbances with fear, phobias, vivid dreams or nightmares 

sometimes with overt or veiled sexual connotations. 

• Eating disorders-anorexia, bulimia. 

Signs of possible neglect 

• Looking ill cared for and unhappy. 

• Being withdraw or aggressive. 

• Having lingering injuries or health problems. 

Signs of possible emotional abuse 
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• Changes or regression in mood or behaviour, particularly where a child/young person 

withdraws or becomes clingy. Also, depression/aggression, extreme anxiety. 

• Nervousness, frozen watchfulness. 

• Obsessions or phobias. 

• Sudden under-achievement or lack of concentration. 

• Attention-seeking behaviour. 

• Persistent tiredness. 

• Running away/stealing/lying 

How to react when a young person wants to talk about 

abuse 
General points 

• Show acceptance of what the child/young person says however unlikely it seems. 

• Keep calm. 

• Look at the young person directly. 

• Be honest. 

• Let them know you will need to tell someone else - don't promise confidentiality. 

• Even when a child/young person has broken a rule they are not to blame for the 

abuse. 

• Be aware that the child/young person may have been threatened. 

• Never push for information. If the child/young person decides not to tell you after all, 

then accept that and let them know that you are always ready to listen. 

• Keep an open mind. 

Helpful things you might say or convey 

• "I believe you" (or showing acceptance of what that child/ young person says) 

• "I am glad you have told me" 

• "It's not your fault" 

• "I will help you" 

Avoid saying 

Guidelines for working with Children, Young People and Adults v5	 Reviewed 09/10/2019


www.hazlemere.org

Charity Registration No: 1128994	 Page �5

http://www.hazlemere.org


• "Why didn't you tell anyone before?" 

• "I can't believe it" 

• "Are you sure this is true?" 

• "Why? How? When? Who? Where?" 

• Never make false promises 

• Never make statements such as "I am shocked, don't tell anyone else" 

Concluding 

• Again, reassure the young person that they were right to tell you. 

• Let the young person know what you are going to do next, and that you will let them 

know what happens. 

What to do after you have had the conversation 

• Make notes as soon as possible (preferably) within an hour of the conversation, 

writing down exactly what the child/young person said and when he/she said it, what 

was happening immediately beforehand (e.g. description of activity). 

• Do not embellish or add opinion. This is a factual account. 

• COMPLETE A RECORD SHEET, recording the facts of the conversation dates and 

times of these events and when you made the record. Keep all hand-written notes, 

even if subsequently typed up, and then give to a Designated Safeguarding Officer 

who will then contact the relevant people. 

What to do if abuse is disclosed; discovered or 

suspected 

If you suspect a child/young person has been abused or they have disclosed information, 

or you suspect a person is an abuser, on no account should there be discussion on such 

matters - confidentiality is essential. 

What to do next 

• Do not panic. Do not delay. Do not start to investigate. 
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• In most scenarios, you will have collected a small piece of information. It will be for 

others, with more training and experience, to evaluate this information. 

• Over reaction can be extremely harmful to child/young person, the accused, the 

group, the authorities and yourself 

• Your immediate responsibility is to contact one of the Designated Safeguarding 

Officers. 

• Do not do anything by yourself. 

• Following the correct procedure can be vital to the child/young person's best 

interests. A Record Sheet should be filled in or notes made as soon as possible, 

giving accurate details of what the child/young person said, when and to whom. 

• If there is suspected serious and recent physical or sexual abuse and you feel that 

the child/young person is in immediate danger, but are unable to make contact with 

a Designated Safeguarding Officer or other named contact person (see back page 

for list of named contacts), you should directly contact the local social services or the 

police. You may also contact these services should you feel the complaint has not 

been dealt with in the appropriate manner. 

Transporting Children by Private Car 

• Children & young people should not be transported in a private car without the 

prior written consent of their parents/carers. This also applies to giving lifts to and 

from a church activity. 

• All those who drive children on church-organised activities should have held a full 

driving licence for over 18 months. 

• Ideally, all cars that carry children/young people should be comprehensively 

insured. The insured person should make sure that their insurance covers the 

giving of lifts during church activities. Insurance company should be informed that 

lifts may be given. 

• All cars that carry children/young people should be considered to be clean and in a 

roadworthy condition. 

• All children/young people must wear suitable seat belts. If there are no seat belts 

children/young people should not be carried. 

• At no time should the number of children/young people in a car exceed the usual 

Guidelines for working with Children, Young People and Adults v5	 Reviewed 09/10/2019


www.hazlemere.org

Charity Registration No: 1128994	 Page �7

http://www.hazlemere.org


passenger number. There must be a seat belt for every passenger. 

• If a child/young person is known to have a disability or special need, consideration 

should be given whether to have a non-driving adult in the car. This adult should 

sit in the back, behind the driver, with the child/young person in the seat beside 

him or / her. 

• Any driver who has an endorsement of 6 points or more on their licence should 

inform the Parish Child Protection Representative. 

• Any driver who has an “unspent” conviction for a drink driving offence or for 

Dangerous Driving or Racing on the Highway should not transport children/young 

person 

• Ideally, there should be a non-driving adult escort as well as the driver. If in an 

emergency a driver has to transport one child/young person on his or /her own, 

the child/young person must sit in the back of the car. 

Recommended Staffing Levels 

OFSTED prescribes minimum staff-child ratios for those groups which are required to 

register with it. For those groups not subject to registration the following ratios are 

advisory. There must always be a minimum of two leaders. 

• Do not include parents or carers in ratios unless they have been formally recruited but 

they can work as helpers under the immediate supervision of a leader. 

• Although the age of 18 marks the legal division between adulthood and childhood, it 

0-2 yrs 1 person for every 3 children 1 : 3

2 - 3 yrs 1 person for every 4 children 1 : 4

4 - 8 yrs 1 person for every 6 children 1 : 6

Over 8 yrs 1 person for every 12 children 1 : 12
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may be appropriate to require a minimum three year difference between the age of a 

young adult youth worker and the ages of the children he/she supervises. 

• Each group should have at least 2 adults and it is recommended that there should be 

at least one male and one female. 

• If groups are in the same room or adjoining rooms with doors open then one person 

per group is allowed. 

• Additional adults may help on one or two occasions but must be responsible to an 

appointed worker. Thereafter they should become part of the team and properly 

appointed through the normal recruitment process. 

• These ratios are for guidance only and it may be necessary to increase staffing, for 

example, if children have special needs or a risk assessment has shown additional 

hazards or for other reasons. 

Staffing Ratios for Offsite Activities 

The Department of Education suggests that, for all visits where the element of risk is 

similar to the risks encountered in daily life; for all trips abroad; for children under eight 

and/or where children have special needs or for trips where high risk activities have been 

organised, there must always be a MINIMUM OF TWO LEADERS from the church. 

Helpers aged under 18 

Young people increasingly help with groups such as worship bands, holiday clubs, group 

activities, weekends away and creches. They cannot be counted as part of the staffing. 

The activity leader should be safely recruited to work with children and, in addition, there 

should be a children's officer, who has been properly recruited to work with children and 

who is not the activity leader. It may be more convenient to have a team of children's 

officers taking responsibility on a rota. Adults in the group, who are not leading the 

activity and who are not children's officers do not need safer recruitment and are not 

eligible for DBS checks. 

Those aged 16 or 17 
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Young people aged 16 & 17 may help with groups but must be supervised by an adult 

leader, who will be responsible for ensuring good practice and that child protection 

procedures are followed. The 16 or 17 year old cannot be counted as part of the staffing. 

If there are no children under 16 present, then young people of 16 and 17 can be 

members of adult groups without the need to appoint a children's officer. They must 

report any problems to the adult in charge. 

Those aged under 16 

Young people under 16 may act as helpers but must not have responsibility for children 

and must be supervised by a children's officer. 

Residential Trips and Sleepovers 

Accommodation for all residential trips 

• Boys and girls must have separate sleeping and washing facilities which are private to 

them 

• Mixed groups must have adults of both genders involved 

• Adults should have separate accommodation but in close proximity to the young 

people 

• Young people under the age of 18 must not be left alone overnight 

• There should be a rota of adults awake during the night at least until all the young 

people have settled down Any other arrangements e.g. Sleepovers, Lock-ins, 

Allnight events must be carefully explained to parents beforehand and their consent 

sought to the arrangements. 

Supervision 

• Ratios of helpers to young people should be strictly followed 

• Every group must be led by at least two adults, however small the group 

• When physical activities are planned, staffing levels should be increased 
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accordingly 

• Individual adults must never be alone with children or young people 

• Children will be told to act responsibly whilst not taking any unnecessary risks and 

must also follow the instructions of any adults in a supervisory position 

• If a child is seen to cause any potential risk to themselves or others they must be 

withdrawn from the trip 

• For trips to established premises, clarification of responsibility for leadership and 

supervision of children between the organization and the church leaders should 

be clearly established. Normally the organization's staff lead the activity but the 

church leaders remain responsible for the welfare of the children 

• Leaders must not consume alcohol on the trip, even when off duty 

• Parents must be informed beforehand if it is intended to allow groups of young 

people to go off unsupervised, e.g. for shopping  

Sleepovers on church premises  
• Churches sometimes arrange sleepovers for children, or church premises may be 

used, for example, during pilgrimages or missions. The guidance for holidays and 

residential trips should be followed as far as possible. 

• When part of the activity is for young people to remain together as a group, 

separate sleeping areas must be organized for girls and boys 

• If possible separate washing and toileting should be provided, or different times for 

washing arranged, to ensure privacy 

• The required ratio of adult leaders should be followed, including a gender balance 

• Young people under the age of 18 must not be left alone overnight 

• Ensure a rota of awake adults during the night or at least until all the youngsters 

have settled down 

Social Media 

Electronic communication, in particular through mobile phone, email and social 

networking sites such as Facebook, Instagram and Whatsapp, is the norm for most 

children and young people. It is therefore necessary for children's workers to 

communicate electronically with them. 
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The issues involved in communicating electronically are not basically different from those 

in face-to-face communication, except that the person is not with the sender so neither 

can use facial expressions or body language to clarify their meaning. It is also normally 

private, so others are not there to provide a context and background. Also, it does, in 

principle, create a record, which, could, in some circumstances, be printed out and used 

as evidence. 

Those who wish to abuse young people often start with electronic communications and 

then attempt to lure young people into an unprotected face-to-face meeting. 

Good practice is to communicate in such a way that achieves its purpose without 

unintentionally encouraging habits in young people, which could be dangerous. 

Social Networking Sites 

Introduction  

Social media are websites and applications that enable users to create and share content 
or to participate in social networking. 

 Social media activities include: 

 • Maintaining a profile page on a networking site such as Facebook, Twitter or 
Instagram  

 • Writing or commenting on a blog, whether it is your own or the blog of another 
person  

• Taking part in discussions on web forums or message boards.  

Social media are important components in how the church relates to the community and 
indeed how the community relates to the church. For young people it is now a matter of 
course to use social media, and most adults, including older adults, do so also. 

 The widespread availability of social media means it is important to understand how to 
use it responsibly and requires extra care when dealing with young people. 

Scope  

Young people for this purpose are defined as those in school years 7 to 13 or equivalent. 
Where a young person reaches the age of 18 but remains in youth work provision it is 
good practice to adhere to this policy. Children in year 6 and below should not normally 
be communicated with by the church using social media or mobile phones. 
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 Consents 

 Parents and guardians will be given the option to consent to the following:  

• Photos to be taken by a designated photographer at youth events and then used in 
official church publications, the church’s Facebook group, the church website and 
displays. Bear in mind that traditional media, such as printed newspapers, expect to 
be able to use images they have been sent in their social media outlets as well, so 
parental consents must be obtained and refusals clearly communicated.  
• Young people to have email contact with staff and volunteers in accordance with this 
policy. 
 • Young people to make and receive calls and texts to and from staff and volunteers 
in accordance with this policy. 
 • Young people to connect to their group’s Facebook and Instagram page. 

 Timing  

Communication should not usually take place with young people after 9.30pm or on staff 
members’ days off. Note this does not mean staff and volunteers have to be available to 
young people at all other times. Young people should also note that, whilst staff and 
volunteers will exercise appropriate discretion in dealing with the substance of 
communication, they cannot promise confidentiality.  

Privacy  

The lines between public and private can become blurred so assume that everything you 
write is permanent and can be viewed by anyone at any time. Also, assume that 
everything can be traced back to you personally as well as to your colleagues or the 
church.  

Use of social media for purely personal reasons does not need approval but even here 
you should be aware that you are at all times in a position of trust, that you may be 
perceived as an ambassador for the church and you are advised to exercise caution and to 
consider following the controls set out in paragraph 5. 

Restrictions  

Employees and volunteers must ensure that their content or links to other content does 
not contain:  

• Libellous, defamatory, bullying or harassing statements  

• Breaches of copyright and data protection  

• Material of an illegal nature  

• Offensive sexual references  
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• Inappropriate language 

•  or bring the church into disrepute or compromise its reputation.  

Good practice  

When using any form of social networking, to communicate with children or young 
people, the following controls, based on the Diocesan Safeguarding Policies, should be 
followed to ensure the protection of all those involved: 

•  Display only appropriate and necessary information about yourself.  

• Ensure personal telephone numbers and email contacts are not visible on public 
display on social media;  

• Only use instant messaging to further the aims of your church role and not for 
personal reasons.  

• Do not delete any messages/ threads through social networking sites, so that you can 
provide evidence of your exchange should the necessity arise.  

• Download to hard copy any inappropriate material received by electronic means and 
show to your group leader, line manager or the Incumbent.  

• Carefully consider what apps display on your online activity.  

• Be discerning about making public comments/rebuke and liking a post. 

•  Do not comment on photos or posts, unless appropriate to your church role.  

• Do not accept friend requests out of social network terms (i.e. under 13 years of age 
for Facebook).  

• Maintain the upmost integrity – remember that your profile only supplements the real 
person and is not an alter-ego.  

• On Facebook, only allow friends to post on your timeline.  

• Review all posts and tags before being made public to friends. 

•  It may be appropriate to restrict the viewing of your tagged photos.  

• Do not Facebook stalk (i.e. dig through people’s Facebook pages to find out about 
them). 

•  Use passwords and log off promptly after use to ensure that nobody else can use 
social media pretending to be you. 

Youth Ministry Additional Good Practice 
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• If in a position of Youth Leader, all personal social media platforms must be kept 
private, and follow requests from young people within the Youth Ministry must not be 
accepted. Direct the young person instead towards the Youth Ministry Social Media 
accounts.  

• If a young person moves directly into a position as Youth Leader at aged 18, and has 
existing social media contacts with people aged 15-18, it is acceptable to keep them. 
However, the new Youth Leader must not be responsible for supervising this age 
group (as specified in Good Practice Guidelines for Children & Young People), as there 
should be a three year difference between the age of a young adult youth worker and 
the ages of children he/she supervises.  The Youth Leader must remove any contacts 
for those children/young people with whom he/she is working. 

• A Youth Ministry phone/Social Media account must be used for contacting young 
people, and this must be accessible to at least 3 youth leaders. Contact should be 
made via text/messaging in order that there is a record of the communication 

Named Contacts  

Designated Safeguarding 
Officers

Helen Carmody 01494 523191(Work) 07726 321321 (Mobile)

Alison Tuddenham 01494 523191(Work) 07935 815440 (Mobile)

Lyn Myles 01494 523191(Work) 07915 674862 (Mobile)

Child Advocates

Eve MacInnes (Holy Trinity) 01494 523191(Work) 07956 493357 (Mobile)

Jo Preston (Manor Farm)

Parochial Church Council (PCC) Safeguarding 
Representative

Hannah Wuermli

Vicar
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Rev Mark Meardon 01494 523191(Work) 07905 887125 (Mobile)

Safeguarding Administrator

Sarah Green 01494 523191(Work)

Bucks County Council Emergency Social Services

01296 383962 Monday to Thursday; 9am to 5:30pm, Friday; 9am to 5pm. Outside of 
these hours, for serious emergencies in the evening, weekends or public holidays, 
please call the           Emergency Duty Team for advice on 0800 999 7677. 

                 

High Wycombe Police Service Domestic Abuse

01494 421876
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