
 

 

Parish Safeguarding Handbook for clergy, parish 
administrators and all volunteers 

 

Safe people, safe practices, safe places. 
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What is the Lord Calling Us to Be and Do? 
As disciples of Jesus in the Church of Hexham and Newcastle, listening to His 

invitation, we feel called to make the following commitments: 
 

Commitment 1: To Walk with Jesus and Enable Others to Encounter Him. 
Commitment 2: To Grow as One Diocesan Family – Rebuilding Relationships. 
Commitment 3: Forming and Developing People for Mission. 
Commitment 4: Living Justly and Caring for Our Common Home. 

 

 

This booklet is created to support our Diocesan Vision and is a comprehensive 
guide to safeguarding and should be easily available at every location that the 

Church operates, including churches, parish halls, community centres and 
outreach facilities. A copy needs to be given to every new volunteer, 
irrespective of whether they need a DBS certification for their role. 

 
 
 
 
 
Please contact your local Safeguarding Representative if you require a copy of 
these guidelines in large print. 
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The Safeguarding Department can be contacted via: 

Telephone - 0191 243 3305 
 

Email - Safeguarding@diocesehn.org.uk 
 

Postal address – Diocese of Hexham & Newcastle 
Saint Vincent’s Diocesan Offices 
Saint Cuthbert’s House 
West Road, 

                           Newcastle upon Tyne 
                           NE15 7PY 

 

  

mailto:Safeguarding@diocesehn.org.uk
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What is Safeguarding? 

Every human being has a value and dignity which we, as Catholics, 
acknowledge as coming directly from God's creation of people in his own 
image and likeness.  This implies a duty to value all people and therefore to 
support them and protect them from harm.  This is done by implementing 
legislation through policies and procedures.  

In the Catholic Church this is demonstrated by the provision of carefully 
planned activities for children and adults; supporting families under stress, 
caring for those hurt by abuse in the past, as well as ministering to those 
who have caused harm.  

It is because of these varied ministries that we need to provide a safe 
environment for all which promotes and supports their wellbeing.  This will 
include carefully selecting and appointing those who work with children, 
young people or adults at risk of harm and responding robustly where 
concerns arise.  

Therefore, all clergy, employees and volunteers working with vulnerable 
groups, including children, must adhere to the Catholic Church's national 
safeguarding policies before they can be appointed and will be supplied with 
a copy of this booklet, for reference.    

This is essential, basic safeguarding information but should you wish to learn 
more, there is free online training available for all Catholics at:  

https://training.catholicsafeguarding.org.uk/home  

 

 
 

  

https://training.catholicsafeguarding.org.uk/home


  
 

 
5 

 

How do we create safe environments? 
It may be necessary to complete a written request to undertake a new activity, 
and a risk assessment may be required. Help can be obtained from the Parish 
Health and Safety Representative, Parish Safeguarding Representative, Diocesan 
Health and Safety Officer or Diocesan Safeguarding Team. The below will all 
need to be considered: 

Safe people 

• Ensure that all new and existing volunteers in roles which have been defined 
nationally as requiring safe recruitment checks complete the three-stage 
process - Volunteer Application, Confidential Safeguarding Self Declaration 
and DBS Disclosure Application Form, which includes a Home Office 
requirement for your identity to be verified.  

• Encourage all parish workers and volunteers to be involved in regular training 
(including First Aid). Ensure there is a first aid kit and that is checked 
frequently. 

Safe practices 

• Make everyone aware of the Church's safeguarding policies and procedures.  
Each church and hall has posters giving contact information if anyone has a 
concern.  

• Ensure that there is adequate insurance cover, especially for activities away 
from church. This applies to any minibuses and/ or private cars. If in doubt – 
check. 

Safe Environments 

• Ensure that any premises used for parish groups and events are safe and well-
maintained. 

• Ensure that external groups or private hirers for one-off arrangements 
complete a hall hire agreement, taking responsibility for any vulnerable 
groups, including children, who may be present. 
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What do we need to know and do when working with children? 

  
Jesus said, “Let the little children come to me and do not hinder them, for such 
belons the kingdom of heaven” 
(Matthew 19:14). 
 
A child is anyone who has not yet reached their 18th birthday.   
 
Working Together to Safeguard Children (2026) states nothing is more 
important than children’s welfare. Every child deserves to grow in a safe, stable, 
and loving environment. Children who need help and protection deserve high 
quality and effective support. This requires us all to be clear about our own and 
other’s roles and responsibilities, and how we work together.  
 
The Church has a legal and moral duty of care to any child placed in our charge 
and, quite rightly, parents or carers expect that anyone in a position of trust for 
children is fully aware of and adheres to the Church's national child protection 
policies and has been safely recruited. The Volunteer Policy and Procedure 
contains more information and can be found on the volunteer section of the 
diocesan website, along with all associated forms. 
 
The safeguarding section of the diocesan website contains useful reference 
documents including ‘Planning and Organising Parish Events, Groups and 
Activities’ as well as Guidance for Creating a Safer Environment’, and the 
safeguarding team can provide Case 5 session recording sheets and Case 6 
incident report forms to assist with record keeping. See also useful links on 
page 21. 
Certain activities may require parental consent and a written agreement for the  
use of photographs. These forms can be obtained from your Parish 
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Safeguarding Representative, the diocesan safeguarding team or the volunteer 
section of the diocesan website. 
 

Ratios for children’s groups 
1 adult* for every 3 children~ aged 0 - 2 years 
1 adult* for every 4 children~ aged 2 – 3 years 
1 adult* for every 6 children~ aged 4 – 8 years 
1 adult* for every 8 children~ aged 9 – 12 years 
1 adult* for every 10 children~ aged 13 - 18 years 
Any young helpers must be counted in the above ratios 
*It must be borne in mind that a minimum of two suitably recruited and 
trained adults must be present for any activity to take place involving 
children and the gender balance of helpers should reflect the children, 
wherever possible.  
~Children with special needs or additional support requirements may 
mean that more helpers are required.  
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What do we need to know and do when working with vulnerable adults? 
 

An adult at risk is any person aged 18 years or over who may need care services 
because of a mental, physical or learning disability, age or illness and who may 
be unable to take care of themselves or protect themselves from harm or  from 
being exploited. Personal circumstances and lifestyle may also cause adults to 
be vulnerable in some situations, either permanently or temporarily. 
 
Characteristics to look out for: 
People who lack the mental capacity 
to make decisions about their own 
safety 

People who do not have access to 
information which could help them or 
the support they need to be 
independent 
 

People who are physically 
dependent 

People who have low self-esteem or 
who are easily manipulated. 
 

People who are bullied, 
discriminated against or are the 
focus of anti-social behaviour 

People who have communication 
difficulties — speech or cognitive 
impairment 
 

People who are socially isolated People who have been abused 
previously 
 

 
What if a person lacks capacity? How will we know? 
You must act in their best interests. Someone lacks capacity if they cannot: 
 
Understand information given to 
them 

Retain that information long enough to 
be able to make a decision 
 

Weigh up the information to 
make a decision 

Communicate their decision 
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What is our duty of care to adults at risk? 
Section 41 of the Care Act 2014 states that if a local authority has reasonable 
cause to suspect that a vulnerable adult is experiencing, or is at risk of abuse or 
neglect and is unable to protect him or herself from harm, then the local 
authority must make whatever enquiries it thinks are necessary to decide 
whether any action should be taken in the adult’s case. The Care Act 2014 
recognises that local authorities can only safeguard vulnerable people by 
working together with the Police, NHS and other key organisations and the 
wider public. 
 
What if a person does not want you to share their information? 
Care Act Guidance states that frontline workers and volunteers should always 
share their safeguarding concerns with their line manager or safeguarding lead 
in the first instance, except in emergency situations (see page 11). The 
safeguarding principle of proportionality should underpin decisions about 
sharing information without consent, and decisions should be on a case-by-case 
basis. 
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Definitions of Abuse 
 

Within Catholic doctrine, all forms of abuse are severe violations of human 
dignity and are sinful as they are directly contrary to the laws of love and 
respect demanded by the faith. 
 
Child abuse 
Child abuse involves the maltreatment of children - physically, emotionally, 
sexually or through neglect and adverse childhood experiences can have 
lifelong effects. 
Taken from Working Together to Safeguard Children (July 2026), child abuse is 
defined as a form of maltreatment, either through inflicting harm or failing to 
prevent harm, which can be physical, emotional, sexual, or neglect. Please 
familiarise yourself with these and be alert to signs and indicators that a child or 
a young person could be a victim of abuse and may turn to you, as someone 
they trust within the Church, for help.  
 
Definitions of child abuse:  
Physical abuse is when someone hurts a child or young person on purpose. 
Examples include striking, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, fabricating or inducing illness. 
  
Emotional abuse happens in many different ways.  It can affect how a young 
person or child feels about themselves, or how they fit in with friends, at 
school, or where they live. 
Examples include making a child feel worthless or unloved, inadequate, unfairly 
blamed and includes bullying in the real world or online. 
  
Sexual abuse involves forcing or enticing a child or young person to take part in 
sexual activities, whether or not the child is aware of what is happening.   
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Examples include physical contact or non-contact activities such as involving 
children looking at, or in the production of, sexual online images; talking about 
or watching sexual activities; encouraging children to behave in sexually 
inappropriate ways or grooming a child in preparation for abuse.   
 
Neglect is when a child or young person’s basic needs are persistently not being 
met by their parent or guardian. 
Examples include failing to provide adequate food, clothing and shelter, failing 
to protect a child from harm or danger or failing to ensure access to medical 
care or treatment.  It may also include neglect of, or unresponsiveness to, a 
child's basic emotional needs.  
 
Domestic Abuse - witnessing domestic abuse is child abuse, and teenagers can 
suffer domestic abuse in their relationships. 
 
Bullying and Cyber bullying - bullying is hurtful behaviour towards someone else 
- such as name calling, pushing, hitting, threatening, spreading rumours, or 
undermining someone. lt can happen anywhere, at home, school, at work or 
online. lt is usually repeated hurtful behaviour over a period of time and can 
harm a chiId both physically and emotionally. Bullying happens online, using 
social networks, mobile phones, games and is often called cyber bullying. A 
child can feel there is no escape because it can happen anywhere. 
Online Abuse - the internet, mobile phones, and online gaming (e.g. Xbox/ 
PlayStation) have created an environment where a growing culture of grooming 
has risen, and children are targeted by abuse. Adults may target chatrooms, 
social networking sites, messaging services, mobile phones, online gaming sites 
and the internet generally. In some cases adults will pretend to be children in 
order to groom children and obtain images or arrange meetings. 
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Adult Abuse 
Psychological abuse - including emotional abuse, threats of harm or 
abandonment, deprivation of contact, humiliation, blaming, controlling 
intimidating, coercion, harassment, verbal abuse, isolation or withdrawal from 
services or supportive networks. 
 
Sexual abuse - including rape and sexual assault, or sexual acts to which the 
vulnerable adult has not consented, or could not consent, or was pressurised 
into consenting. 
 
Physical abuse - including hitting, slapping, pushing, kicking, misuse of 
medication, restraint or inappropriate sanctions. 
 
Neglect or acts of omission - including ignoring medical or physical care needs, 
failing to provide access to appropriate health, social care or educational 
services, the withholding of necessities of life, such as medication, adequate 
nutrition and heating. 
 
Financial or material abuse - including theft, fraud, exploitation, pressure in 
connection with wills, property, inheritance, or financial transactions, or misuse 
or misappropriation of property, possessions, or benefits. 
 
Discriminatory abuse - including racist, sexist, based on a person's disability, 
and other forms of harassment, slurs, or similar treatment. Domestic abuse is 
usually a systematic, repeated, and escalating pattern of behaviour, by which an 
abuser seeks to control, limit and humiliate, often behind closed doors. 
 
Organisational abuse - including neglect and poor care practice within an 
institution or specific care setting, such as a hospital or care home. This may 
range from one off incidents to ongoing ill treatment. lt can be through neglect, 
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or poor professional practice as a result of the structure of policies, processes, 
and practices within an organisation. 
 
Modern slavery - including human trafficking, forced labour, and domestic 
servitude where abusers - using whatever means they have at their disposal - 
coerce, deceive, and force individuals into a life of abuse, servitude, and 
inhumane treatment. 
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What to do if you have a concern 
 
If you have a concern that a child or vulnerable adult is (or may be) being 
abused you need to: 
 
Recognise 
Be alert to the signs and symptoms of abuse by making sure your training is up 
to date and take advantage of the courses available on the Strategic Council for 
Catholic Safeguarding (SCCS) training portal and the Catholic Bishops 
Conference website ‘Listening with Love’; 
https://www.cbcew.org.uk/listening-with-love/ 
 
Respond  
Listen to the victim/survivor and do not judge or make promises. 
Explain what will happen next and check out support requirements. They 
should be informed that their identity and the identity of the respondent will 
be shared with the Diocesan Safeguarding Team, and may be shared with the 
statutory agencies, if there is any current risk to children or adults. The concern 
or allegation should not be shared with anyone other than those who need to 
know. 
 
Do not contact the respondent or anyone who may be implicated in the 
allegation or disclosure until advice has been sought from the Head of 
Safeguarding and/or statutory agencies. 
 
Record the details of the concern or allegation. Where it is not appropriate to 
take notes at the time (usually it will not be), make a written record as soon as 
possible afterwards or before the end of the day. Record the time, date, 
location, persons present and how the concern or allegation was received, e.g. 
by telephone, face-to-face conversation, or letter. The record should include 
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details of information provided to that person as well as the information 
received. Always sign and date the record. Keep it factual. Pass on a copy to the 
Head of Safeguarding (and/or the PSR/parish priest). The records should be 
kept secure and confidential. 
 
The procedure is the same for non-recent abuse. 
A balance must be struck between protecting children and adults and 
respecting the rights of the person against whom an allegation is made. In such 
circumstances the welfare of the child or vulnerable adult will be paramount. 
The rights of the person against whom the allegation is made are important and 
must be given due consideration, once the immediate safety and protection of 
the child or vulnerable adult have been assured. 
 
Refer  
Any safeguarding concerns must be reported to the Head of Safeguarding 
within one working day but if you believe a child or adult is in immediate 
danger of significant or serious harm, contact the emergency services on 999. 
 
In all other circumstances contact the Parish Safeguarding Representative or 
parish priest in the first instance. They will then contact the Diocesan 
Safeguarding Team. If neither the parish priest nor safeguarding representative 
are available, contact the Diocesan Safeguarding Team directly.  
 
The Head of Safeguarding will act in line with diocesan policy and procedure. 
They will offer advice, support and guidance, and help to make the required 
referrals within one working day. 
 
There should be close communication between the Head of Safeguarding, the 
PSR, and the parish priest until the situation is resolved. One of the Vicars 
General will be informed, if necessary. 
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Catholic Safeguarding Standards Agency leaflet 
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CSSA leaflet – page 2 
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CSSA Leaflet - page 3 
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Useful links 

 
For Case forms go to:  
https://diocesehn.org.uk/services/safeguarding/safer-recruitment-psr-
resources/ 
Scroll down to ‘Safeguarding Resources’ and the forms are on a carousel. 
 
For the guide to creating a safer environment go to: 
https://diocesehn.org.uk/wp-content/uploads/2024/10/Creating-a-Safer-
Environment-Oct-2024.pdf 
 
For the Health and Safety Manual go to: 
https://diocesehn.org.uk/wp-content/uploads/2025/10/Health-and-Safety-
Policy-September-2025-V5.pdf 
 

  

https://diocesehn.org.uk/services/safeguarding/safer-recruitment-psr-resources/
https://diocesehn.org.uk/services/safeguarding/safer-recruitment-psr-resources/
https://diocesehn.org.uk/wp-content/uploads/2024/10/Creating-a-Safer-Environment-Oct-2024.pdf
https://diocesehn.org.uk/wp-content/uploads/2024/10/Creating-a-Safer-Environment-Oct-2024.pdf
https://diocesehn.org.uk/wp-content/uploads/2025/10/Health-and-Safety-Policy-September-2025-V5.pdf
https://diocesehn.org.uk/wp-content/uploads/2025/10/Health-and-Safety-Policy-September-2025-V5.pdf
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Useful numbers 
 

 

  

Catholic Safeguarding Standards 
Agency (CSSA) 

Telephone: 0207 9011920 
www.catholicsafeguarding.org.uk 

NSPCC Telephone: 0808 8005000 
www.nspcc.org.uk 

Child Line Telephone: 0800 1111 
www.childline.org.uk 

Stop it Now Helpline 
(charity to prevent child sexual abuse) 

Telephone: 0808 1000900 
www.stopitnow.org.uk 

Action on Elder Abuse Telephone: 0808 8088141 
www.elderabuse.org.uk 

Age UK Telephone: 0800 1696565 
www.ageuk.org.uk 

National Domestic Violence Helpline 
Run in partnership between Refuge 
and Women’s Aid 

Telephone: 0808 2000247 
www.womensaid.org.uk 

http://www.catholicsafeguarding.org.uk/
http://www.nspcc.org.uk/
http://www.childline.org.uk/
http://www.stopitnow.org.uk/
http://www.elderabuse.org.uk/
http://www.ageuk.org.uk/
http://www.womensaid.org.uk/
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Key safeguarding messages 
 

Safeguarding is everyone’s responsibility and is a priority in every parish and 
diocesan organisation. 
 
The Diocese of Hexham and Newcastle are fully committed in the church, and 
we operate a zero-tolerance approach to any form of abuse. 

 

The safeguarding of children, young people and vulnerable adults is at the heart 
of the Church’s mission. 

 

Our liaison with statutory and non-statutory agencies ensures that we promptly 
and properly respond to allegations of abuse, report to police appropriately 
support any victims and hold perpetrators to account. 

 

We adopt and implement the policies and procedures of the Catholic Church of 
England and Wales, which is committed to safeguarding as an integral part of 
the life and ministry of the church. 
  



  
 

 
23 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

 
24 

 

 
 
 
 
 
 
 
 
 
 

 
 


