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Safeguarding - Section 5: Appendices
APPENDIX 1 - DEFINITIONS OF ABUSE
Understanding, Recognising and Responding to Abuse
Abuse and neglect are forms of maltreatment of a child or adult at risk. Somebody may abuse or
neglect a child or adult by inflicting harm, or by failing to act to prevent harm. Children and adults at
risk may be abused in a family, or in an institutional or community setting; by those known to them
or, more rarely, by a stranger. They may be abused by an adult or adults or a child or children. There
are many different ways in which people suffer abuse. The list below is, sadly, not exhaustive.
Type of abuse

Child

Adult at risk

Physical

Actual or likely physical injury to a
child, or failure to prevent physical
injury to a child.

To inflict pain, physical injury or suffering
to an adult at risk.

Emotional

The persistent, emotional, ill
treatment of a child that affects their
emotional and behavioural
development. It may involve
conveying to the child that they are
worthless and unloved, inadequate, or
that they are given responsibilities
beyond their years.
Involves forcing or enticing a child to
take part in sexual activities, whether
or not the child is aware of what is
happening. This includes non-contact
activities, such as involving children in
looking at, or in the production of,
pornographic material or watching
sexual activities, or encouraging
children to behave in sexually
inappropriate ways.
Where adults fail to care for children
and protect them from danger,
seriously impairing health and
development.

The use of threats, fear or power gained
by another adult’s position, to invalidate
the person’s independent wishes. Such
behaviour can create very real emotional
and psychological distress. All forms of
abuse have an emotional component.

Sexual

Neglect

Bullying

Any non-consenting sexual act or
behaviour.
No one should enter into a sexual
relationship with someone for whom
they have pastoral responsibility or hold a
position of trust.

A person’s wellbeing is impaired and their
care needs are not met. Neglect can be
deliberate or can occur as a result of not
understanding what someone’s needs
are.
Bullying is another form of abuse and doesn’t just happen to children, often adults
can be victims too. There are different forms of bullying: physical, verbal,
emotional/psychological and cyberbullying. Bullying is normally defined as a
repeated pattern of behavior intended to cause emotional or physical harm to
another person or exert power over them.

1 of 10

Type of Abuse

Additional Definitions

Financial

The inappropriate use, misappropriation, embezzlement or theft of money,
property or possessions.

Spiritual

The inappropriate use of religious belief or practice; coercion and control of one
individual by another in a spiritual context; the abuse of trust by someone in a
position of spiritual authority (e.g. minister). The person experiences spiritual
abuse as a deeply emotional personal attack.

Discrimination

The inappropriate treatment of a person because of their age, gender, race,
religion, cultural background, sexuality or disability.

Institutional

The mistreatment or abuse of a person by a regime or individuals within an
institution. It can occur through repeated acts of poor or inadequate care and
neglect, or poor professional practice or ill-treatment. The church as an institution
is not exempt from perpetrating institutional abuse.
Domestic abuse is any threatening behaviour, violence or abuse between adults
who are or have been in a relationship, or between family members. It can affect
anybody regardless of their age, gender, sexuality or social status.
Domestic abuse can be physical, sexual or psychological, and whatever form it
takes, it is rarely a one-off incident. Usually there is a pattern of abusive and
controlling behaviour where an abuser seeks to exert power over their family
member or partner.

Domestic
Abuse

Cyber Abuse

Self-harm

Mate crime

Modern
Slavery
Human
Trafficking

Radicalisation

Honour /
Forced
Marriage

The use of information technology (email, mobile phones, websites, social media,
instant messaging, chatrooms, etc.) to repeatedly harm or harass other people in a
deliberate manner.
Self-Harm is the intentional damage or injury to a person’s own body. It is used as a
way of coping with or expressing overwhelming emotional distress. An individual
may also be neglecting themselves, which can result in harm to themselves.
‘Mate crime’ is when people (particularly those with learning disabilities) are
befriended by members of the community, who go on to exploit and take
advantage of them.
Modern slavery is the practice of treating people as property; it includes bonded
labour, child labour, sex slavery and trafficking. It is illegal in every country of the
world.
Human trafficking is when people are bought and sold for financial gain and/or
abuse. Men, women and children can be trafficked, both within their own
countries and over international borders. The traffickers will trick, coerce, lure or
force these vulnerable individuals into sexual exploitation, forced labour, street
crime, domestic servitude or even the sale of organs and human sacrifice.
The radicalisation of individuals is the process by which people come to support
any form of extremism and, in some cases, join terrorist groups. Some individuals
are more vulnerable to the risk of being groomed into terrorism than others.
An honour marriage / forced marriage is when one or both of the spouses do not,
or cannot, consent to the marriage. There may be physical, psychological, financial,
sexual and emotional pressure exerted in order to make the marriage go ahead.
The motivation may include the desire to control unwanted behaviour or sexuality.
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Female
Genital
Mutilation

Historic Abuse

Female genital mutilation (FGM) comprises all procedures involving partial or total
removal of the female external genitalia or other injury to the female genital
organs for non-medical reasons as defined by the World Health Organisation
(WHO). FGM is a cultural practice common around the world and is largely
performed on girls aged between 10 and 18. Performing acts of FGM is illegal in the
UK as is arranging for a child to travel abroad for FGM to be carried out.
Historic abuse is the term used to describe disclosures of abuse that were
perpetrated in the past. Many people who have experienced abuse don’t tell
anyone what happened until years later, with around one third of people abused in
childhood waiting until adulthood before they share their experience.

Whilst it is not possible to be prescriptive about the signs and symptoms of abuse and neglect, the
following list sets out some of the indicators which might be suggestive of abuse:
▪
▪
▪
▪
▪
▪
▪

unexplained injuries on areas of the body not usually prone to such injuries
an injury that has not been treated/received medical attention
an injury for which the explanation seems inconsistent
a child or adult at risk discloses behaviour that is harmful to them
unexplained changes in behaviour or mood (e.g. becoming very quiet, withdrawn or
displaying sudden bursts of temper)
inappropriate sexual awareness in children
signs of neglect, such as under-nourished, untreated illnesses, inadequate care.
It should be recognised that this list is not exhaustive and the presence of
one or more indicators is not in itself proof that abuse is actually taking place.
It is also important to remember that there might be other reasons why most
of the above are occurring.
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APPENDIX 2 – DETAILED GUIDANCE ON REPORTING REQUIREMENTS
STAGE 1 – THE WORKER
The duty of the person who receives information or who has a concern about the welfare of a child,
young person or adult at risk is to RECOGNISE the concerns, make a RECORD in writing and RESPOND
by passing on their concerns to the DPS. If he/she is not contactable, or they are implicated in the
situation, another member of the church Safeguarding Team should be contacted instead.
Concerns should be passed on to the DPS within 24 hours of the concern being raised. If anyone is
considered to be in imminent danger of harm, a report should be made immediately to the police by
calling 999. If such a report is made without reference to the DPS, they should be informed as soon
as possible afterwards.
A written record using the standard incident report form should be made as soon as possible after a
child or adult at risk tells you about harmful behaviour, or an incident takes place that gives cause
for concern.
The record should:
•
•
•
•
•
•
•
•
•
•

be hand-written as soon as possible after the event
be legible and state the facts accurately (when hand-written notes are typed up later the
original hand-written notes should be retained)
include the child or adult at risk’s name, address, date of birth (or age if the date of birth is not
known)
include the nature of the concerns/allegation/disclosure
include a description of any bruising or other injuries that you may have noticed
include an exact record of what the child or adult at risk has said, using their own words where
possible
include what was said by the person to whom the concerns were reported
include any action taken as a result of the concerns
be signed and dated
be kept secure and confidential and made available only to the church Safeguarding Team
(including the church minister), representatives of any statutory authorities involved and the
local Baptist association.

If concerns arise in the context of children’s or adult at risk work, the worker who has the concern
may in the first instance wish to talk it through with their group leader, where appropriate.
However, such conversations should not delay concerns being passed on to the DPS. It should be
clear that the duty remains with the worker to record and pass on their concerns to the DPS.
If an issue concerns an adult at risk who does not give permission to pass on the information to
anyone else, the worker should explain that they will need to speak with the DPS, who will have
greater expertise in dealing with the issue at hand.
If a concern is brought to the attention of a group leader by one of the workers, the leader should
remind the worker of their duty to record and report and will also themselves have a duty to pass on
the concern to the DPS.
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STAGE 2 – THE DESIGNATED PERSON FOR SAFEGUARDING (DPS)
The duty of the DPS on receiving a report is to REVIEW the concern that they have received and
REPORT the concern on to the appropriate people, where necessary.
The duty to REVIEW
In reviewing the report that is received, the DPS:
• should take into account their level of experience and expertise in assessing risk to children
or adults at risk.
• must take into account any other reports that have been received concerning the same
individual or family.
• may speak with others in the church where appropriate (including the Minister and church
Safeguarding Team, unless allegations involve them) who may have relevant information
and knowledge that would impact on any decision being made.
• may consult with other agencies to seek guidance and advice in knowing how to respond
appropriately to the concerns that have been raised. For example, MASH, the Multi-Agency
Safeguarding Hub (contact details in Section 4: Useful Contacts).
The duty to REPORT
The DPS will decide who the report should be referred on to, working in conjunction with the church
Safeguarding Team where appropriate. They may:
•
•
•

•

▪

refer back to the worker who made the initial report if there is little evidence that a child or
adult at risk is being harmed, asking for appropriate continued observation.
refer the concern to others who work with the child or adult at risk in question, asking for
continued observation where appropriate.
Inform parents / carers under certain circumstances, where doing so would not present any
further risk of harm.
Make a formal referral to the police or local Social Services team. With adults at risk,
confidentiality means that someone’s personal business is not discussed with others, except
with their permission. This is not always possible when considering passing relevant
information about abuse or concerns to the statutory authorities, however, it is possible to
keep the information confidential to the relevant parties. This means not telling or hinting to
others what has been disclosed, not even for prayer ministry purposes. For adults at risk,
concerns will only be referred to the police or Social Services without consent where:
▪ the person lacks the mental capacity to make such a choice
▪ there is a risk of harm to others
▪ in order to prevent a crime
If an allegation is made against someone who works with children* the allegation should be
reported to the Local Authority Designated Officer (LADO) or equivalent. The LADO is
located within Children’s Services and should be alerted to all cases in which it is alleged that
a person who works with children has:
▪ behaved in a way that has harmed, or may have harmed, a child
▪ possibly committed a criminal offence against children, or related to a child
▪ behaved towards a child or children in a way that indicates s/he is unsuitable to
work with children.
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•

If an allegation is made against someone who works with adults at risk*, it should be
reported to the police or Adult Social Services.
* If a worker has an allegation made against them, they should step down
from all church duties until the incident has been investigated by the
statutory authorities. It may also be appropriate to put a Safeguarding
Contract in place; this should be discussed with the local Baptist
Association Safeguarding Contact.

•

Whenever a formal referral is made to the police, Social Services or LADO, the DPS should
report the referral to:
▪
▪
▪

The Safeguarding Trustee
The Minister
The local Baptist Association Safeguarding Contact

A record should be kept of all safeguarding incidents and should be considered in the annual review
of the church’s safeguarding policy. All original reports should be retained safely and securely by the
DPS and a written record should be made of the actions taken.

STAGE 3 – THE NEXT STEPS
Responsibilities to REPORT and SUPPORT in stage 3 of the process are shared by the church
Safeguarding Team and the Minister.
The duty to SUPPORT
Once concerns, suspicions and disclosures of abuse have been addressed, the church continues to
have a responsibility to offer support to all those who have been affected, including:
Victims; Alleged perpetrators; Children; Adults at risk; Other family members; Church workers;
Church Safeguarding Team; Minister; Leadership Team.
The duty to REPORT
If a church worker has been accused of causing harm to children, young people or adults at risk this
would be classed as a serious incident that should be reported to the Charity Commission by those
churches that are registered with the Charity Commission.
If a worker has been removed from their post or would have been removed from their post because
of the risk of harm that they pose to children, young people or adults at risk, there is also a statutory
duty to report the incident to the Disclosure and Barring Service (DBS).
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APPENDIX 3 – SAFEGUARDING INCIDENT FORM
This form should be completed by the Designated Person for Safeguarding
Name of church / organisation

Maidstone Road Baptist Church
Maidstone Road, Felixstowe. IP11 9ED.

Contact details of church /
organisation

Minister: Rev Dr. Mark Reid 01394 822173 / 07790 620173
pastor@mrbcfelixstowe.org.uk

Name of Designated Person
for Safeguarding (DPS)
Contact details of Designated
Person for Safeguarding

Janet Rhea
07954 142567
jans.plan@gmail.com

Name of concerned person or
to whom disclosure was given
Contact details of concerned
person or to whom disclosure
was given
INDIVIDUAL OF CONCERN - CONTACT DETAILS
Name
Date of birth
Address

Phone number / Email
address
THE INCIDENT
What happened? (Nature of concern / disclosure made - use the person’s own words if known

When did it happen? (date, time)

Where did it happen? (specific location)

Who was allegedly involved and in what way? (includes witnesses)
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ANY ACTION THAT HAS BEEN TAKEN
Have the carers or parents / guardians been informed?
If so, when and by whom?
Have the statutory authorities been informed?
If so, please complete the table:

(Please tick)

Yes

No

Yes

No

Yes

No

Example:
Authority

Police

Name

Bobby Jones

Position

Child abuse officer

Email contact

bobby@police.com

Phone contact

077999

Contacted by

Minister

Date & time of
contact

1.30pm
1/4/15

Has the Local Association been informed?
(Please do so if the statutory authorities are involved)
If so, when and by whom?
Any other action taken:

FUTURE ACTION TO BE TAKEN
What action needs to be taken?

Who is responsible for this?

SIGNATURES
Signature of
Designated
Safeguarding
Person
Date & time

Signature of minister,
or Church
Safeguarding Team
member
Date & time
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BODY MAP
Name of Individual of Concern_______________________________________________________
Name of person completing this form_______________________________________________
These diagrams are designed for the recording of any observable bodily injuries that may appear on
the person. Where bruises, burns, cuts, or other injuries occur, shade and label them clearly on the
diagram. Remember it’s not your job to investigate or to decide if an injury or mark is nonaccidental. Listen, observe and pass it on.

Front

Back

Signature _________________________________________________
Date and time _____________________________________________
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For more information:
Please see www.baptist.org.uk for more information about Safeguarding in Baptist churches,
including a range of specialist guides and a library of free downloadable resources.

BUGB Excellence in Safeguarding training for your church:
Information and booking arrangements for the BUGB Levels 2 and Level 3 Excellence in Safeguarding
training can be made through your local Baptist association team. Please see their website for details
of nearby courses or the opportunity to host safeguarding training at your church.

In an emergency:
If you find yourself facing an emergency situation, where you believe that someone attending your
church is being harmed or is at imminent risk of harm, please ring the police on 999 and ask to speak
to an officer in the child or adult protection teams. Always keep records and let your DPS know that
you have made this call.
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