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Mission Community Safeguarding Policy

“For we intend to do what is right not only in the Lord’s sight, but also in the sight of
others” 2 Corinthians 8: 21

Aim:

Clyst Mission Community aims:

To create an atmosphere where we promote the welfare of children, young
people and vulnerable adults and ensure that they feel valued and are
safeguarded from harm.

. To ensure that we are equipped to deal appropriately with instances of actual or

alleged abuse.

To maintain a fellowship of trust and acceptance which is open in all its dealings
and which loves and welcomes all but has illusions about none, having a culture
of informed vigilance.

Principles:

VI.

VII.

For the purposes of this policy:

“Children and Young People” relates to anyone under 18.

“Vulnerable Adult” refers to ‘any adult aged 18 or over whom, by reason of
mental or other disability, age, illness or other situation is permanently or for the
time being unable to take care of him or herself, or to protect him or herself
against significant harm or exploitation.’

. We are committed to the safeguarding, care and nurture of the children, young

people and vulnerable adults within our church community.

We will be rigorous and vigilant in protecting children, young people and
vulnerable adults from abuse, bullying and intimidation. We will do this through a
careful selection process, continuing supervision and monitoring arrangements,
guidance on appropriate behaviour and appropriate fraining and support.

We will encourage everyone involved in the Clyst Mission Community to make
sure that children, young people and vulnerable adults are safe and to report
any suspected or confirmed abuse.

We will carefully select and frain ordained and lay ministers; volunteers and paid
workers with children, young people and vulnerable adults using the Disclosure
and Barring Service, amongst other tools, to check the background of each
person.

We will give a copy of this policy and guidelines as fo what to do if they have any
concerns, to all PCC members and all those involved in our children’s, young
people’s or vulnerable adults’ activities. They will be required to sign an
undertaking to abide by the content of the policy.

We will respond without delay to every allegation made, that a child, young
person or vulnerable adult for whom we are responsible may have been harmed.
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VIIl. We will fully cooperate with statutory agencies in any investigation into
allegations concerning a member of the church community or child, young
person or vulnerable adult in our care.

IX. The church will provide safe access for children, young people and vulnerable
adults to talk to others about any concerns they have.

X. We will seek to offer informed pastoral care to any child, young person or
vulnerable adult who has suffered abuse.

Xl. We will seek to care for and supervise any member of our church community
known to have offended against a child, young person or vulnerable adult.

Xll. We will ensure that we have appropriate insurance cover for all activities
undertaken by the church.

Xlll.  We will review the policy and procedures annually and ratify at the PCCs of the
individual churches every three years.

XIV. Our actions and policy will be consistent with “Protecting All God’s Children”, the
Safeguarding Policy of the Church of England and the Diocese of Exeter's
Safeguarding Policy (the latter is available from the Safeguarding Representative
of any church or any of the clergy).

Conclusion:

¢  We are committed to act promptly whenever a concern is raised about a child,
young person or vulnerable adult or about the behaviour of an adult, and will
work with the appropriate statutory bodies when an investigation into abuse is
necessary.

¢ In all of our dealings with children, young people and vulnerable adults we will
endeavour to actin accordance with the principles of this policy to safeguard
them from harm.

If a person tells you about abuse (please also refer fo pl1):
o Listen carefully but don't ask questions
Never promise to keep it secret
Reassure the person that they have done the right thing
Pass on the information to the church’s Safeguarding Rep or a member of Clergy
Write up what you have been fold afterwards using the person’s own words and
give to the Safeguarding Rep/Clergy
o Do not share what has happened with anybody else

O O O O
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PROCEDURE 1 - Roles and Responsibilities

The Clergy are responsible for the oversight of safeguarding in our churches as part of
their duty of care. Each church in the Mission Community will have a nominated
Safeguarding Representative whose duties will be:

e To vet volunteers working with children, young people and vulnerable adults,
ensuring that they have signed a Confidential Declaration, completed a DBS
application form if appropriate, provided two referees and had an informall
interview

e To keep allist of people from the church who work with children, young people
and vulnerable adults

e To be the first point of contact for questions on implementation of the
Safeguarding Policy

e To be the first point of contact for any concerns regarding the protection of
children, young people and vulnerable adults

e To be part of any revision of Safeguarding Policy when required

e Toreport to the PCC on Safeguarding matters

e To arrange for suitable training for volunteers working with children, young people
and vulnerable adults

e To keep records of training and DBS clearance

e To know who to contact in the Diocese/Multi Agency Safeguarding Hub (MASH)
so that you can ask for advice when you are not sure what to do

e Refer a case without delay where there are Safeguarding concerns

e To provide information about helplines and other sources of help for children,
young people and vulnerable adults

e Meet with other Mission Community Safeguarding Reps at least annually

These Representatives are:

Broadclyst Catherine Hill 07817 039385 cathbec@tiscali.co.uk

Clyst Honiton  Sheila Watson 01392 360752 sheila.m.watson@btinternet.com
Pinhoe Beryl Hitchcock 01392 461858 berylhitchcock@hotmail.com
Rockbeare Mary Franklin 01404 823552 m.f.franklin@bftinternet.com
Cranbrook Lythan Nevard 07845 736420 ministerforcranbrook@gmail.com
Sowton Mike Fernbank 01392 266392

DBS Administrator/Mission Community Safeguarding Rep

Mary Franklin 01404 823552 m.f.franklin@btinternet.com

All persons or organisations using church premises on an “ad hoc” basis are responsible
for any safeguarding issues relating to the use of the premises and will be required to
abide with this safeguarding policy and sign a document to that effect. Regular users
who work with children, young people or vulnerable adults will be expected to have
their own safeguarding policy as well.
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Roles which certainly require a DBS Disclosure

Clergy, licensed retired clergy, lay readers, lay youth, family and children’s workers
(the Diocese takes responsibility for clergy and readers)

Musical directors, organists, choir leaders, where the activity includes children
Tower captains, ringing masters, adult ringers who train/teach ringers under 18
Youth work leaders and helpers

Children’s Work leaders and regular* helpers

Leaders and assistant leaders of parent and toddler groups

Safeguarding Representatives

Church pastoral visitors for schemes wholly or mainly for households with children or
vulnerable adults

Leaders, assistants and drivers for church luncheon clubs or community activities
wholly or mainly for vulnerable adults

(* - monthly contact or more frequently)

PROCEDURE 2 - Vetting of those having access or potential access to children,
young people or vulnerable adults

All volunteers working with children, young people or vulnerable adults, who are
deemed to need DBS clearance, will be vetted as follows:

If a volunteer has not been known to the church for over five years two
references will be required from non-relatives and who are not related to each
other and have known the volunteer for five years (e.g. a previous minister)
Completion of both a Confidential Declaration and a Safeguarding Agreement
for Volunteers

Be required to obtain enhanced DBS (Criminal Records Bureau) clearance

Be given a copy of our Safeguarding Policy

Leaders who approach or are approached by persons wishing to volunteer to
work with children, young people or vulnerable adults should notify the
Safeguarding Representative so that appropriate clearance and training can be
arranged

All documents obtained as part of the vetting process will be kept securely and
disposed of appropriately

PROCEDURE 3 - Arrangements for supervision of activities

General Protocol

Neither a volunteer nor a paid worker should be alone with children, young
people or vulnerable adults where he or she cannot be seen. This may mean
leaving doors open or groups working in the same room.

Volunteers should never promise confidentiality to a child, young person or
vulnerable adult, in case they later need to disclose information to safeguard
against harm.

Volunteers or paid staff should not be alone in the building with children, young
people or vulnerable adults.

Access to the building should be safe and well-lit.

Training
All new volunteers where possible should attend a training event within six months of
beginning. This should involve an exposition of the Safeguarding Policy and some basic
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principles of Safeguarding. Every two years all volunteers working with children, young
people and vulnerable adults should attend a training event at which some aspects of
Safeguarding are explored in depth and any changes in policy are explained.

At Church

All leaders present are responsible for supervision of activities. In particular, at least one
leader must be present in each room where young people are. Particular care must be
taken to ensure the safety of the young people in all activities. In cases of doubt, refer to
one of the main leaders.

Before and after Church activities, e.g after Sunday morning service.

During the taking of coffee, while the primary responsibility for the safety of children,
young people and vulnerable adults rests with their parents or the people who brought
them, all church members should be aware of potential dangers and look out for
potential infruders.

Meetings and outings at other venues

The same responsibilities exist as for events at the church. When coming into contact
with members of the public, look out for and avoid situations where abuse is possible.
Do not let youngsters wander off on their own.

Details of outings must be provided to the parent/guardian/carer, from whom a signed
permission slip which includes authority for medical attention must be obtained. A
method of contacting the parent/guardian/carer (preferably by telephone) in case of
emergency must be obtained. Health and safety and risk assessments should also be
carried out before the event. Transport must be properly organised, and legal.

For activities beyond church premises

There should always be a minimum of at least two adults present. The following ratios of
leaders/helpers (all of whom must be over 18) to children and young people must be
observed:

Under 5’s - 1:5
6-7's—1:6
8-11's-1:8
11-18's-1:10

PROCEDURE 4 - Code of Behaviour for those working with children, young people and
vulnerable adults

DO
1 Treat everyone with respect.
2 Remember, your actions may be misinterpreted, no matter how good your
intentions.
3 Encourage children, young people and adults to point out attitudes and
behaviour which they do not like.
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4

5

6

7

DON'T

N

5

Avoid one-to-one situations, or at least be within sight or hearing of others:

e If ayoung person asks to speak to you about a private matter, you should not
withdraw to a place out of the sight of others.

e Do not give lifts to children, young people or vulnerable adults on their own.
In cases of emergency, when it is necessary to take a child, young person or
vulnerable adult in your car, always ensure there is someone else with you.
Inform the parent or carer as soon as possible and make arrangements to
meet them as appropriate.

e If achild, young person or vulnerable adult calls at your home, ensure that
you are appropriately dressed to receive them. You should not invite them in
until another adult is present.

Report any concerns you may have about the safety and welfare of children,

young people and vulnerable adults to the Safeguarding Representative.

Keep arecord of any incidents involving children, young people or vulnerable

adults in a parish incident book.

If you see another member of the team acting in ways which may be

misconstrued, be prepared to speak to them or your group leader about your

concerns. Leaders should encourage an atmosphere of mutual support and
care which allows all feam members to be comfortable enough to discuss
inappropriate attitudes or behaviour.

Don’'t rely on your good name to protect you or believe “it could never happen

to you.”

Don’'t agree to keep a secret.

Don’'t allow yourself to be drawn into inappropriate attention-seeking behaviour

(e.g. tantrums or crushes).

Don’'t have inappropriate physical or emotional contact with others:

e Never initiate physical contact with a child, young person or vulnerable adult.

e Inappropriate physical approaches must be rejected firmly but kindly. Reject
the physical expression, not the person.

o Be especially careful when involved in activities involving physical contact.

¢ Remember the “swimming costume” rule — do not touch areas which would
be covered by a swimming costume.

¢ Children, young people and vulnerable adults should only be physically
restrained, using the minimum amount of force possible, when they or others
would otherwise be in danger of harm. Please inform the parent/carer about
the incident as soon as possible.

e Don'tlend or borrow money or other significant items of property.

e Don't give or receive gifts of any significant value.

e Don't take children, young people or vulnerable adults to your home, unless
arranged with the parents/carers and other adults will be present.

Don’'t investigate disclosures or allegations of child abuse.

PROCEDURE 5 - Guidance in cases of concern

Definitions of abuse
(taken from “Working Toget B Extendedinlighadf RiaresanrsafeguardinglPdlicye n

2014))

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

Emotional abuse

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

Sexual abuse

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

Neglect
Neglect is the persistent failure to meet a child’s basic physical and/or psychological
needs, likely to result in the serious impairment of the child’s health or development.
Neglect may occur during pregnancy as a result of maternal substance abuse. Once a
child is born, neglect may involve a parent or carer failing fo:

e provide adequate food, clothing and shelter (including exclusion from home or

abandonment).

e protect a child from physical and emotional harm or danger.

e ensure adequate supervision (including the use of inadequate care-givers)

e ensure access to appropriate medical care or freatment.
It may also include neglect of, or unresponsiveness to, a child’s basic emotional
needs.

Organised/Institutional Abuse

This may be defined as abuse involving one or more abusers and a number of children.
The abusers concerned may be acting in concert to abuse children, sometimes acting
in isolation, or may be using an institutional framework or position of authority to recruit
children for abuse.

Spiritual Abuse
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This is similar to emotional abuse on many levels, in that inappropriate expectations may
be imposed upon children and young people. It may involve conveying to children the
consequences of sinfulness in an inappropriate manner causing them fear and
manipulating them into accepting what someone is preaching /teaching /saying.

Abuse Linked to Faith or Belief

This is based in a belief in ‘possession’ and ‘witchcraft’” and is widespread throughout
the UK. It is not confined to people from particular countries, cultures or religions, nor is it
confined fo new immigrant communities in the UK.

And with adults, the types of abuse include

Financial/Material Abuse

This may include theft, fraud, exploitation, pressure in connection with wills, property or
inheritance or financial tfransactions, or the misuse or misappropriation of property,
possessions or benefits.

Discriminatory Abuse
This may include racist, sexist, that based on a person’s disability, and other forms of
harassment, slurs or similar freatment.

Institutional/Organised Abuse

This may occur where there is poor professional practice in a setting. It may take the
form of isolated incidents of poor or unsatisfactory professional practice, at one end of
the spectrum, through to pervasive ill reatment or gross misconduct at the other.
Repeated instances of poor care may be an indication of more serious problems.

Spiritual Abuse

This may occur when inappropriate expectations are imposed upon adults. It may
involve conveying to them the dire consequences of sinfulness so causing them to
accept what someone is preaching /teaching /saying through bullying and causing
them to be fearful.

Recognition of Abuse

The following behavioural signs may be indications of child abuse. They should not be
considered in isolation, but an overall picture should be formed.

Possible Physical Signs of 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, or similar activities

e Injuries which have not received medical afttention

* Neglect - for example under-nourishment, failure to grow, constant hunger,
stealing or gorging food, untreated ilinesses or inadequate care

* Reluctance to change for, or participate in, games or swimming

* Repeated urinary infections or unexplained tummy pains

* Bruises, bites, burns, fractures or other injuries which do not have a credible
accidental explanation

* Evidence of self-harm such as cutting, scratches or substance abuse

Indicators of Possible Sexual Abuse
* Any allegations made by a child concerning sexual abuse
* Child with excessive preoccupation with sexual matters and detailed knowledge
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of adult sexual behaviour, or who regularly engages in age-inappropriate sexual
play

» Sexual activity through words, play or drawing

e Child who is sexually provocative or seductive with adults

* Inappropriate bed-sharing arrangements at home

» Severe sleep disturbances with fears, phobias, vivid dreams or nightmares,
sometimes with overt or veiled sexual connotations

» Eating disorders — anorexia, bulimia

Possible Emotional Signs of Abuse

* Changes or regression in mood or behaviour, particularly where a child withdraws
or becomes clinging; also depression/aggression, extreme anxiety

* Nervousness, frozen watchfulness

* Obsessions or phobias

» Sudden under-achievement or lack of concentration

* Inappropriate relationships with peers and/or adults

* Attention-seeking behaviour

* Persistent firedness

* Running away/stealing/lying

It is important that the above signs are not taken as indicating that abuse has taken
place, but the possibility should be considered.

If you have reasons to believe a child or an adult is being abused:
e Do not delay
Do not act alone
Do not start to investigate — this could make matters worse
Contact the Safeguarding Representative, or one of the church leadership team.
Only discuss the matter with the leader of the group if you wish to have a
“second opinion”.
e Keep arecord of what you have seen or heard and what you have done or said.

If a child discloses to you that he or she has been abused:
(This guidance may equally apply to disclosures from adults)

DO

e Treat any allegations extremely seriously and act at all times towards the child as

if you believe what they are saying

Tell the child they are right to tell you

Reassure them that they are not to blame

Be honest about your own position, who you have to tell, and why

Tell the child what you are doing and when, and keep them up to date with

what is happening

e Take further action; you may be the only person in a position to prevent future
abuse. Tell your nominated person immediately (see flowcharts attached)
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¢ Make notes as soon as possible (preferably within one hour), writing down exactly
what the young person said and when he/she said it
Record dates and times of these events and when you made the record. Keep
all hand-written notes, even if these are subsequently typed. These notes are to
help your memory later and will only be used as formal documents with your
permission

DON'T

e Don't make promises you can't keep

e Don'tinterrogate the child, it is not your job to carry out an investigation, this will
be up to the police and social services, who have experience in this

¢ Don’'t cast doubt on what the child has told you, don't interrupt or change the
subject

e Don'tsay anything that makes the child feel responsible for the abuse

e Don’'t do nothing: make sure you tell your nominated Safeguarding person
immediately, they will know how to follow this up and where to go for further
advice

¢ Don't appear shocked by what you are told

e Don't ask leading questions or put words in the child’s mouth

e Fear puts a lot of people off telling about wrongdoing. Remember, you always
have a duty to make sure concerns are reported, then appropriate action can
be taken. Tell the nominated person (see flow charts attached) He/she will be
able to get further advice and/or refer the situation to social services or the
police

IF THERE IS IMMEDIATE DANGER TO THE CHILD, CONTACT MASH (0345 155 1071)
OR THE POLICE
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FLOWCHART - ACTION

IN CASE OF CONCERN

1. Concern about a child, young person or vulnerable adult under the care of your
church

You are worried about a child/adult under the care of the church because of something you
have seen, heard or been told

DO NOT APPROACH THE ALLEGED OFFENDER OR VICTIM

Is the situation urgent (i.e. is the child/person in danger of harm and is help not available now)?

YES

Refer to:

NO

Discuss with the leader of the
group if you feel the need to

\ 4

Discuss with Safeguarding Rep, or if
unavailable, Minister — see alsoFlowcharts
2/3 (pages 12/13) if your concern is about
SR or Minister

1 MASH

2 If MASH
unavailable then the Police

3 Inform Minister,
Safeguarding Officer,
Diocesan Safeguarding Officer

/ NG

SR or Minister to contact
Diocesan Safeguarding
Officer who discusses with
Bishop’s Advisor leading to:

/

Referral to
MASH and
feedback to
source of
concern

N

Not
Referred

A 4

ISTHIS A
SAFEGUARDING
MATTER?

YES v

A 4
| 1 Record reasons for decision

"| 2 Feedback to source of concern
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2. Concern about Safeguarding Representative

Discuss with Minister

A

Parish Priest to contact
Diocesan  Safeguarding
Adviser who discusses
with Bishop leading to:

o

Referral to MASH
and feedback to
source of concern

ISTHIS A
SAFEGUARDING
MATTER?
\ 4 \ 4
YES NO
1 Record reasons for decision
2 Feedback to source of concern
Not
Referred
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3. Concern about Clergy or someone employed by the Bishop

Co

ntact Parish

Safeguarding
Representative

A 4

ISTHIS A

MATTER?

SAFEGUARDING

YES

SR will contact

Officer leading to:

Diocesan Safeguarding

Referral to MASH
and feedback to
source of concern

A 4

1 Record reasons for decision
2 Feedback to source of concern

Not
Referred
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Parish Safeguarding Responsibilities (General Checklist)

Each parish (or benefice) should accept the prime duty of care placed upon the incumbent and
the parochial church council to ensure the wellbeing of children in their care. In order to meet
this responsibility, the PCC on behalf of the parish should:

e Create a culture of ‘informed vigilance’, which takes children and adults at risk seriously.

e Ensure that appropriate health and safety policies and procedures are in place.

e Provide appropriate insurance cover for all activities undertaken in the name of the parish.

e Ensure that current Health and Safety requirements are met for all groups involving
children or adults. (Child care providers e.g. pre-school and nursery groups or afterschool
clubs should take advice from the Diocesan Children’s & Youth Advisor about the
regulations for their activity and the need to register the group with the Local Authority).

e Agree and implement a Parish Safeguarding Policy. This should be compliant with and
incorporate the formal adoption of the Diocesan Safeguarding Policy, which is based on the
House of Bishops’ Policy. Explicit consideration should also be given to specific local parish
requirements.

e Appoint a Parish Safeguarding Representative, and inform the Diocesan Safeguarding
Advisor of this person’s details. (The Parish Safeguarding Representative should be
someone without other pastoral responsibility for children or adults in the parish. This
person must ensure that any concerns about a child or adult, or the behaviour of an adult
towards others, are appropriately reported both to the statutory agencies and to the
Archdeacon. The Parish Safeguarding Representative post is subject to a Disclosure and
Barring Service check).

e Ensure that appropriate pastoral care is available for those adults who have disclosed that
they have been abused as children.

e Provide, as appropriate, support for all parents and families in the congregation, being
particularly aware of parents whose children have suffered abuse.

e Ensure that those who may pose a threat to children and young people are effectively
managed and monitored.

e Appoint a person, who may be different from the Parish Safeguarding Representative, to be
a children’s advocate. (This person should be someone whom children know they can talk
to about any problems, if they so wish).

e Display the “Childline” telephone number prominently on a notice-board that is accessible
to children.

e Ensure that all those authorised to work with children and young people, orin a position of
authority, are recruited according to current Safer Recruitment Practice guidelines, and
appropriately appointed, trained and supported while in post.

e Provide all personnel authorised by the PCC to work with children with a copy of the Parish
Safeguarding Policy, Procedures and any Good Practice Guidelines.

e Pay particular attention to children with special needs and those from ethnic minorities, to
ensure their full integration within the church community, remembering that children with
disability or those for whom English is not their first language or are isolated in any way are
always more vulnerable to abuse.

e Review the implementation of the Parish Safeguarding Policy, Procedures and any Good
Practice Guidelines at least annually, to ensure that the Parish is adhering to the practice
laid down within the Policy. (Mission Communities, Rural parishes or parishes held in
plurality may wish to join together to implement the Policy and Procedures. It should be
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noted, however, that people working in isolated situations can be vulnerable and extra care
should be taken to ensure that behavioural guidance and Safeguarding Policy, Procedures
and any Good Practice Guidelines are followed).

e Provide appropriate insurance cover for all activities with children and young people that
are undertaken in the name of the parish. (Local ecumenical projects should agree which
denomination’s Child Protection Policy to follow, and this decision should be ratified by the
Archdeacon and other appropriate church leaders).

Please note, legally the responsibility for ensuring safeguarding falls to the incumbent and the
PCC. This cannot be changed by local arrangement. However, how that responsibility is
discharged can vary considerably according to the context. As long as each PCC and incumbent
formally records the decisions that it makes, provision, be it for safeguarding representatives,
advocates or local safeguarding policies, can be shared between several parishes in the same
benefice or mission community. This checklist can therefore apply by extension to more than
one parish acting in concert.

Policy Statement on the Secure Storage, Handling, Use, Retention and
Disposal of Disclosures and Disclosure Information

As an organisation using the Disclosure and Barring Service (DBS) to help assess the suitability of
applicants for positions of trust, the Parochial Church Council of ................ complies fully with
the DBS Code of Practice regarding the correct handling, use, storage, retention and disposal of
Disclosures and Disclosure information. It also complies fully with its obligations under the Data
Protection Act and other relevant legislation pertaining to the safe handling, use, storage,
retention and disposal of Disclosure information. This written policy is available on request to all
those who wish to see it.

Storage and Access

Disclosure information is never kept on an applicant’s personal file and is always kept separately
and securely in lockable, non-portable, storage containers with access strictly controlled and
limited to those who are entitled to see it as part of their duties.

Handling

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to
those who are authorised to receive it within the course of their duties. We maintain a record of
all those to whom Disclosures or Disclosure information has been revealed and we recognise
that it is a criminal offence to pass this information to anyone who is not entitled to receive it.

If a party other than the Diocese requests the passing on of Disclosure information, advice will
be sought from DBS before doing so.

Usage
Disclosure information is only used for the specific purpose for which it was requested and for
which the applicant’s full consent has been given.
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Retention

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure
information for any longer than is absolutely necessary. This is generally for a period of up to six
months, to allow for the consideration and resolution of any disputes or complaints. If, in very
exceptional circumstances, it is considered necessary to keep Disclosure information for longer
than six-months after the decision has been taken, we will consult the DBS about this.
Throughout this time, the usual conditions regarding safe storage and strictly controlled access
will prevail. The DBS will be informed immediately if a Disclosure document, or additional
information provided by the police, is mislaid or lost.

Disposal

Once the retention period has elapsed, or sooner, we will ensure that any Disclosure
information is destroyed by shredding. Prior to shredding the Disclosure documents will always
be kept in secure places as described above. We will not retain any photocopy or other image of
the Disclosure or any copy or representation of the contents of a Disclosure.

Notwithstanding the above, a record will be kept of: the date of issue of a Disclosure, the name
of the subject, the type of Disclosure requested (including the designated workforce; child, adult
or both), the position for which the Disclosure was requested, the unique reference number of
the Disclosure, and the details of the recruitment decision taken.

Model Parish Recruitment of Ex-Offenders Policy

The Diocese of Exeter uses the Disclosure and Barring Service (DBS) to assess the suitability of
both volunteers and applicants for employment in positions of trust. We comply fully with the
DBS Code of Practice and undertake to treat all volunteers/applicants fairly. We undertake not
to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other
information revealed.

Having a criminal record will not necessarily bar a volunteer/applicant from working within the
diocese. This will depend on the nature of the position and the circumstances and background
of the offences.

Where appropriate and justified under the current regulations, volunteers and applicants who
are offered employment will be asked to apply for a check of their criminal record from the
Disclosure and Barring Service before the appointment is confirmed. Enhanced Disclosures will
include details of cautions, reprimands or final warnings, as well as convictions, and also
information relating to police enquiries and pending prosecutions. An Enhanced Plus check will
also involve a check against the barred list(s) for regulated activity with children and/or adults. It
is illegal for a person who is on the appropriate barred list to apply to undertake regulated
activity, just as it is illegal for an organization knowingly to enable such a person to undertake
regulated activity on its behalf.
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Applicants for Employment

e Our written Policy for the Recruitment of Ex-Offenders will be made available to all
Disclosure applicants on request at the outset of the recruitment process.

e For those positions where a Disclosure is required, all application forms and recruitment
briefs will contain a statement that a Disclosure will be requested in the event of the
individual being offered the position.

e Where a Disclosure is to form part of the recruitment process, all applicants called for
interview will be encouraged to provide details of their criminal record at an early stage
in the application process through a Confidential Declaration form. Such information
should be sent, under separate and confidential cover, to a designated person within the
Diocese of Exeter. We guarantee that this information will be seen only by those who
need to see it as part of the recruitment process.

e For posts not involving regulated activity or otherwise including contact with children
and young people, we will only ask about ‘unspent’ convictions as defined in the
Rehabilitation of Offenders Act 1974 as part of the application process. For those posts
that do involve regulated or other related activity, applicants will be asked whether they
have any convictions, cautions, reprimands or final warnings which would not be filtered
in line with current guidance.

e The person designated to assess the implications of any convictions with respect to the
post applied for (normally the DSA or the Director of Human Resources), will have been
suitably trained to identify and assess the relevance and circumstances of offences. They
are familiar with the relevant legislation relating to the employment of ex-offenders, e.g.
the Rehabilitation of Offenders Act 1974.

e Atinterview, or in a separate discussion, we will ensure 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 the withdrawal of an offer of employment.

e Every subject of a DBS check will have access to the DBS Code of Practice, and copies will
be available on request or can be viewed on the Diocesan website.

o We undertake to discuss any matter revealed in a Disclosure with the person seeking the
position before withdrawing a conditional offer of employment.

Volunteers

e Those involved in the recruitment of volunteers will make it clear to a candidate
whenever a Disclosure is required.

e Every subject of a DBS check will have access to the DBS Code of Practice, and copies will
be available on request.
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e Our written Policy for the Recruitment of Ex-Offenders will be made available to all
Disclosure applicants on request at the outset of the recruitment process.

e All Disclosure applicants will be invited to provide details of any criminal record at an
early stage through a Confidential Declaration form.

e We guarantee that Disclosure information will be seen only by those who need to see it
as part of the recruitment process.

e The person designated to assess the implications of any convictions with respect to the
post applied for (normally the DSA or the Director of Human Resources), will have been
suitably trained to identify and assess the relevance and circumstances of offences. They
are familiar with the relevant legislation relating to the employment of ex-offenders, e.g.
the Rehabilitation of Offenders Act 1974.

We undertake to discuss with a volunteer any matters revealed in a Disclosure which relate
directly to the position for which they have offered themselves. The welfare of children and
vulnerable adults will always be our first concern.

Useful Numbers:

Diocese of Exeter Safeguarding Officer
Diocesan Safeguarding officer - 01392 294912

Claire Sherlock — 01626 832064

MASH (Devon County Council Multi Agency Safeguarding Hub)
0345 1551071

Children & Young Peoples Service (formerly Social Services)
01392 384444

Please feel free to take and read this document. We'd be very grateful if you then
return it to Church for others to examine.
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