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SHWF Policy Statement on Safeguarding 
To be displayed in a prominent place 

 
PROTECTION OF CHILDREN AND ADULTS POLICY STATEMENT 
 
SONG & HYMN WRITERS FOUNDATION CIO 
 
The following statement was agreed by the Trustees on 1st April 2020. 
 
 

• This organisation is committed to the safeguarding of children and adults with care and support needs and 
ensuring their well-being. 

 

• We recognise that we all have a responsibility to help prevent the physical, sexual, psychological, financial 
and discriminatory abuse and neglect of children and adults at risk of harm and abuse and to report any 
such abuse that we discover or suspect. 

 

• We recognise the personal dignity and rights of adults and children and will ensure all our policies and 
procedures will reflect this. 

 

• We believe all adults and children should enjoy and have access to every aspect of the life of the 
organisation. 

 

• We undertake to exercise proper care in the appointment and selection of those who will work with children 
and adults with care and support needs. 

 

• We believe every child should be valued, safe and happy. We want to make sure that children we have 
contact with know this and are empowered to tell us if they are experiencing significant harm. 

 
 
We are committed to: 
 

• Following statutory denominational and specialist guidelines in relation to safeguarding children and adults 
and will ensure that as an organisation all workers will work within the agreed procedure of our safeguarding 
policy. 

 

• Implementing the requirements of the Disability Discrimination Acts 1995 and 2005, Equality Act 2010 and 
all other relevant legislation. 

 

• Supporting, resourcing and training those who undertake this work. 
 

• Ensuring that we are keeping up to date with national and local developments relating to safeguarding. 
 

• Ensuring that everyone agrees to abide by these recommendations and the guidelines established by this 
organisation. 

 

• Supporting all in the organisation affected by abuse. 
 
 
We recognise: 
 

• Children’s Social Services has lead responsibility for investigating all allegations or suspicions of abuse 
where there are concerns about a child.  Adult Social Care has lead responsibility for investigating all 
allegations or suspicions of abuse where there are concerns about an adult with care and support needs. 

 

• Where an allegation suggests that a criminal offence may have been committed then the police should be 
contacted as a matter of urgency. 

 

• Safeguarding is everyone’s responsibility. 
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We will review this statement and our policy annually. 
 
If you have any concerns for a child or adult, then speak to one of the following who have been approved as 
safeguarding co-ordinators for this organisation. 
 
Safeguarding Co-Ordinator 
Joel Payne 
Tel: 01509 891429 
Email: joel@resoundworship.org 
 
Deputy Safeguarding Co-Ordinator 
Lindsay Harper 
Tel: 01509 768793 
Email: admin@shwf.org.uk 
 
 
A copy of this organisation’s policy can be seen at www.shwf.org.uk/safeguarding 
 

mailto:joel@resoundworship.org
mailto:admin@shwf.org.uk
http://www.shwf.org.uk/safeguarding
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 Statutory Definitions of Abuse (Children) 

 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or 
neglect a child by inflicting harm, or by failing to act to prevent harm. 
Children 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 another child or children. Child protection legislation throughout the UK is 
based on the United Nations Convention on the Rights of the Child. Each nation 
within the UK has incorporated the convention within its legislation and guidance. 
 
England 
 
The four definitions (and a few additional categories) of abuse below operate in 
England based on the government guidance ‘Working Together to Safeguard 
Children (2018)’. 
 
What is abuse and neglect? 
 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or 
neglect a child by inflicting harm, or by failing to act to prevent harm. Children may 
be abused in a family or in an institutional or community setting, by those known to 
them or, more rarely, by a stranger for example, via the internet. They may be 
abused by an adult or adults, or another child or children. 
 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 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 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 cyberbullying), 
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 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 
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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 at, 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 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 to: 

• provide adequate food, clothing and shelter (including exclusion from home or 
abandonment); 

• protect a child from physical and emotional harm or danger; 
• ensure adequate supervision (including the use of inadequate care-givers); or 
• ensure access to appropriate medical care or treatment. 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional 
needs. 
 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual 
or group takes advantage of an imbalance of power to coerce, manipulate or deceive 
a child or young person under the age of 18 into sexual activity (a) in exchange for 
something the victim needs or wants, and/or (b) for the financial advantage or 
increased status of the perpetrator or facilitator. The victim may have been sexually 
exploited even if the sexual activity appears consensual. Child sexual exploitation 
does not always involve physical contact; it can also occur through the use of 
technology 
 
Extremism goes beyond terrorism and includes people who target the vulnerable – 
including the young – by seeking to sow division between communities on the basis 
of race, faith or denomination; justify discrimination towards women and girls; 
persuade others that minorities are inferior; or argue against the primacy of 
democracy and the rule of law in our society. 
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Definitions of Abuse - Adults 
 
The following information relates to the Safeguarding of Adults as defined in the Care Act 
2014, Chapter 14. Safeguarding, this replaces the previous guidelines produced in ‘No Secrets’ 
(Department of Health 2000) 

 
The legislation is relevant across England and Wales but on occasions applies only to local 
authorities in England. 

 
The Safeguarding duties apply to an adult who; 

• has need for care and support (whether or not the local authority is meeting any of 
those needs) and; 

• is experiencing, or at risk of, abuse or neglect; and 
• as a result of those care and support needs is unable to protect themselves from 

either the risk of, or the experience of abuse or neglect. 
 
Organisations should always promote the adult’s wellbeing in their safeguarding 
arrangements. People have complex lives and being safe is only one of the things they want 
for themselves. Professionals should work with the adult to establish what being safe means 
to them and how that can be best achieved. Professional and other staff should not be 
advocating ‘safety’ measures that do not take account of individual well-being, as defined in 
Section 1 of the Care Act. 

 
Link: The Care Act 2014 
http://www.legislation.gov.uk/ukpga/2014/23/contents/enacted 

 

Link: Care and Support Statutory Guidance under the Care Act 2014 
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and- 
support-statutory-guidance 

 

This section considers the different types and patterns of abuse and neglect and the different 
circumstances in which they may take place. This is not intended to be an exhaustive list but 
an illustrative guide as to the sort of behaviour which could give rise to a safeguarding 
concern. 

 
Physical abuse – including assault, hitting, slapping, pushing, misuse of medication, restraint 
or inappropriate physical sanctions. 

 
Domestic violence – including psychological, physical, sexual, financial, emotional abuse; so 
called ‘honour’ based violence. 

 
Sexual abuse – including rape, indecent exposure, sexual harassment, inappropriate looking 
or touching, sexual teasing or innuendo, sexual photography, subjection to pornography or 
witnessing sexual acts, indecent exposure and sexual assault or sexual acts to which the adult 
has not consented or was pressured into consenting. 

http://www.legislation.gov.uk/ukpga/2014/23/contents/enacted
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
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Psychological abuse – including emotional abuse, threats of harm or abandonment, 
deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, 
verbal abuse, cyber bullying, isolation or unreasonable and unjustified withdrawal of services 
or supportive networks. 

 
Financial or material abuse – including theft, fraud, internet scamming, coercion in relation 
to an adult’s financial affairs or arrangements, including in connection with wills, property, 
inheritance or financial transactions, or the misuse or misappropriation of property, 
possessions or benefits. 

 
Modern slavery – encompasses slavery, human trafficking, forced labour and domestic 
servitude. Traffickers and slave masters use whatever means they have at their disposal to 
coerce, deceive and force individuals into a life of abuse, servitude and inhumane treatment. 

 
Discriminatory abuse – including forms of harassment, slurs or similar treatment; because of 
race, gender and gender identity, age, disability, sexual orientation or religion. 

 
Organisational abuse – including neglect and poor care practice within an Institution or 
specific care setting such as a hospital or care home, for example, or in relation to care 
provided in one’s own home. This may range from one off incidents to on-going ill-treatment. 
It can be through neglect or poor professional practice as a result of the structure, policies, 
processes and practices within an organisation. 

 
Neglect and acts of omission – including ignoring medical, emotional or physical care needs, 
failure to provide access to appropriate health, care and support or educational services, the 
withholding of the necessities of life, such as medication, adequate nutrition and heating. 

 
Self-neglect – this covers a wide range of behaviour neglecting to care for one’s personal 
hygiene, health or surroundings and includes behaviour such as hoarding. Incidents of abuse 
may be one-off or multiple, and affect one person or more. 
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Song & Hymns Writers Foundation (SHWF) behaviour code for working with children, young 
people and adults at risk of harm 

Purpose 
 
This behaviour code outlines the conduct expected of all workers (staff and volunteers).  
The code of conduct aims to help protect adults at risk of harm, children and young people from 
abuse and inappropriate behaviour from those in positions of trust, and to reduce the risk of 
unfounded allegations of abuse being made.  
 
The role of workers (staff and volunteers) 

When working with children and young people or adults at risk of harm, you are acting in a position 
of trust for SHWF. You will be seen as a role model and must act appropriately. 
 
Good practice 
 

• Treat everyone with dignity, respect and fairness, and have proper regard for individuals’ 
interests, rights, safety and welfare 

• Work in a responsible, transparent and accountable way  
• Be prepared to challenge unacceptable behaviour or to be challenged 
• Listen carefully to those you are supporting 
• Avoid any behaviour that could be perceived as bullying, emotional abuse, harassment, 

physical abuse, spiritual abuse or sexual abuse (including inappropriate physical contact 
such as rough play and inappropriate language or gestures) 

• Seek advice from someone with greater experience when necessary 
• Work in an open environment – avoid private or unobserved situations 
• Follow policies, procedures and guidelines and report all disclosures, concerns, allegations, 

and suspicions to the safeguarding co-ordinator 
• Don’t make inappropriate promises particularly in relation to confidentiality  
• Do explain to the individual what you intend to do and don’t delay taking action 

 
Unacceptable behaviour 
 

• Not reporting concerns or delaying reporting concerns 
• Taking unnecessary risks 
• Any behaviour that is or may be perceived as threatening or abusive in any way 
• Inappropriate passing on of your personal and/or social media contact details and any contact 

that breaches SHWF social media policy 
• Developing inappropriate relationships 
• Being under the influence of alcohol 
• Smoking or consuming illegal substances  
• Favouritism/exclusion – all people should be equally supported and encouraged 
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Breaching the Code of Conduct 
 
If you have behaved inappropriately you will be subject to disciplinary procedures (particularly in the 
case of paid staff where the line manager will consult the safeguarding coordinator as appropriate). 
Depending on the seriousness of the situation, you may be asked to leave SHWF. We may also 
make a referral to statutory agencies such as the police and/or the local authority children’s or adult’s 
social care departments or DBS. If you become aware of a breach of this code, you should escalate 
your concerns to the safeguarding coordinator or line manager (in the case of a paid staff member).  
 
Declaration 
I agree to abide by the expectations outlined in this document and confirm that I have read the 
relevant policies that assist my work with vulnerable groups. 
 
 
Name:  
 
 
Signature:  
 
 
Date:  
 
  



The SHWF Trustee Code of Conduct  
 

Adapted from The ‘9 Qualities’ Trustee Code of Conduct, Governance Pages, 2009 

 

All Trustees of SHWF strive to: 

• be committed to and supportive of the purpose, objects and values of SHWF 

 

• act reasonably and responsibly when undertaking trustee duties and 

performing tasks 

 

• safeguard children and vulnerable adults from harm, being committed to 

SHWF’s safeguarding policy and procedures and contributing to a positive, 

informed and vigilant culture around safeguarding 

 

• be constructive about other trustees’ opinions in discussions, and in response 

to staff members’ contributions at meetings 

 

• be able to maintain confidentiality on sensitive and confidential information 

 

• understand the importance and purpose of meetings, and be committed to 

preparing for them adequately and attending them regularly 

 

• be able to analyse information and, when necessary, challenge constructively 

 

• be able to make collective decisions and stand by them 

 

• respect boundaries between executive and governance functions 

 

 

Signed: 
 
 
 
Name:  
 
 
 
Signature:  
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Adapted from The ‘9 Qualities’ Trustee Code of Conduct, Governance Pages, 2009 

Date: 
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SHWF Online Safety Policy 

CCPAS Online Safety definition: 
Online safety is the collective term for safeguarding involving the use of electronic devices 
and applications to communicate and access the Internet; often referred to as Information 
and Communications Technology. An online safety policy should be adopted and adapted to 
reflect all communications between church/organisation’s workers and children (those under 
18 years of age). 
 
Policy guidelines for Workers/Volunteers 

• Generally, maintain good and open relationships with parents and carers regarding 
communication with them and their children. 

• Use an appropriate tone: friendly, but not over-familiar or personal. 
• Be warm and friendly, but do not suggest or offer a special relationship. 
• Be clear and explicit about information that you need to share; don’t abbreviate or short-

cut your communications. 
• Be circumspect in your communications with children to avoid any possible 

misinterpretation of your motives or any behaviour which could be construed as 
grooming. 

• Do not share any personal information with children, or request or respond to any 
personal information from a child other than that which might be appropriate as part of 
your role. 

• Only give personal contact details to children that are within the public domain of the 
organisation, including your mobile telephone number. 

• If children want you to have their mobile phone numbers, e-mail addresses or similar, 
and communicate with them this way, make sure that their parents know and have 
agreed. 

• Only make contact with children for reasons related to the work of the organisation and 
maintain a log of all electronic contact with individuals or groups including messaging and 
texting. 

• Where possible only use equipment provided by the organisation to communicate with 
children. 

• Respect a child’s right to confidentiality unless abuse/harm is suspected or disclosed. 
• Ensure your organisation domain name/logo appears with every Internet post made by 

a computer user. Any user may thus be viewed as a representative of your organisation 
while conducting business on the Internet. 

• Email should only be used to communicate specific information. (e.g. times and dates of 
events). It should not be used as a relationship building tool. 

• Email History should be kept and dated. 
• When using email/internet for communication with children, it is advised that it should 

take place between the hours of 9am-5pm. Where working with children outside normal 
office hours workers should seek advice from their leader but there should be no email 
communication after 9pm. 

• Use of skype and any other web camera or visual communication via the internet is 
generally not permitted. 

• Workers/volunteers should refrain from using such methods on a one to one basis as 
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they cannot be recorded. (It can be used for conference calls and is considered 
appropriate if a project or group uses a web camera/Skype in a group environment for 
project purposes, and has clear aims and objectives for its use). 

 
Social Media Policy 
• All social media interaction between workers, paid or voluntary, and children under 18 

shall be limited to monitored/administrated groups. 
• Text and any other media posted shall be subject to the acceptable use policy 
• All interaction on social media groups shall be recorded for safeguarding purposes 
• Any private messages shall be recorded for safeguarding purposes 
• Any safeguarding concerns/allegations arising from social media shall be referred onto 

the safeguarding co-ordinator. 
• All users of social media must be above the minimum age limit i.e. 13 for Facebook 
• Workers should ensure their privacy setting ensure the highest levels of security in order 

to restrict children being able to see any more than what is relevant to communication 
within the group 

• All social media groups should provide links to statutory authorities such as CEOP, to 
enable children to report online abuse. 

 
Consent for photographic images and videos online 
• Photographs that include children will be selected carefully and will endeavour to prevent 

children from being easily identified. 
• Children’s full names will not be used on the website in association with their 

photographs. 
• Permission will be sought before any images are taken or displayed and images will only 

be used for the specific purpose for which permission was sought for and how the image 
will be stored if not destroyed. If the intention is to use an image on the internet this 
must be clearly stated and further permission must be acquired if an image is to be used 
in a way not originally stated. 

• Use of images will reflect diversity of age, ethnicity and gender of the activity. 
• Live streaming of events must be clearly advertised in advance and where children are 

involved permission should be sought in line with the photographic guidelines. 
 
 
Acceptable Use Policy (This can be included with consent/registration forms for children 
and young people with a request for acknowledgement by both parent and child) 
• Where access to the internet is provided on our organisation devices or devices owned 

by an individual via WiFi, we will exercise our right to monitor usage which includes access 
to websites, interception and deletion of inappropriate or criminal material or unlawfully 
copied text, video, images or sound.  

• WiFi Access will be via a secure password that will be changed quarterly. 
• Social media groups must be used in compliance with the organisation’s policy on social 

media. 
 
Children and Workers should not: 
• Search for or download pornographic, racist or hate motivated content. 
• Illegally copy or play copyrighted content where permission has not been given. 
• Send, request or display offensive messages or pictures. 
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• Harass, insult or bully others. 
• Access the internet using another person’s login details. 
• Access, download, send or receive any data (including images), which the organisation 

considers offensive in any way, including sexually explicit, discriminatory, defamatory or 
libellous material. 

 
Sanctions for violating the acceptable use policy in the opinion of (insert church name) may 
result in: 
• A temporary or permanent ban on internet use. 
• Additional disciplinary action in line with existing practice on inappropriate language or 

behaviour. 
• Where applicable, police or local authorities may be involved. 
 
Parent Carer Agreement  
 
As the parent/guardian of ___________________________ I declare that I have read and 
understood the Online Safety acceptable use policy for the Song & Hymn Writers Foundation 
and that my child will be held accountable for their own actions. I understand that it is my 
responsibility to set standards for my child when selecting, sharing and exploring online 
information and media. 
 
Child/YP Agreement  
 
I understand the importance of safety online and the church guidelines on acceptable use. 
 
I will share any concerns, where I or another person may be at risk of harm with the 
safeguarding coordinator or a trusted adult. 
 
 

Child Name (Please print) Child Signature Date 
   
Parent/Guardian (Please print) Parent/Guardian Signature Date 
   

 



 Flowchart for Action 
Children and Young People

This flow chart provides an overview of action to be taken when concerned about the welfare of a 
child. It is to be used in conjunction with written procedures. 

Working Together to Safeguard Children defines significant harm as: 
“… any Physical, Sexual, or Emotional Abuse, Neglect, accident or injury that is sufficiently serious 
to adversely affect progress and enjoyment of life. Harm is defined as the ill treatment or impairment 
of health and development.” 
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Flowchart for Action 
Adults at risk 

©Thirtyone:eight 2018 Flowchart for Action Adults at Risk 

This flow chart provides an overview of action to be taken when concerned about 
the welfare of an adult at risk. It is to be used in conjunction with written procedures. 

“The legal definition says that someone who lacks capacity cannot, due to an illness 
or disability such as a mental health problem, dementia or a learning disability, do the 
following: 

• understand information given to them to make a particular decision
• retain that information long enough to be able to make the decision
• use or weigh up the information to make the decision
• communicate their decision.
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