
BEST PRACTICE GUIDELINES 

Boyn Hill Baptist Church is in an amazing position in Maidenhead, with the opportunity to minister to 
individuals from the whole community, from the very young to the very old. These best practice 
guidelines are in place to help those working on behalf of the church to do it well, prioritising the 
safety and well-being of those they are working with.  Whilst this section is divided into adults and 
children, some aspects of good practice will overlap.  
 

3.1 – WORKING WITH CHILDREN 
 

3.1.1 Ratios 
When working with children the following recommended minimum ratios of workers to children 

apply: 

Age range Recommended minimum ratio for 

INDOOR activities 

Recommended minimum ratio for 

OUTDOOR activities 

0 – 2 years 1:3 (minimum 2) 1:3 (minimum 2) 

3 years 1:4 (minimum 2) 1:4 (minimum 2) 

4 – 7 years 1:8 (minimum 2) 1:6 (minimum 2) 

8 – 12 years 2 adults for up to 20 children 

(preferably one of each gender) with 

an extra adult for every 10 additional 

children 

2 adults for up to 15 children (preferably 

one of each gender) with an extra adult for 

every 8 additional children 

13 years and over 2 adults for up to 20 children 

(preferably one of each gender) with 

an extra adult for every 10 additional 

children 

2 adults for up to 20 children (preferably 

one of each gender) with an extra adult for 

every 10 additional children 

 

This does not take into account special circumstances such as behavioural issues, developmental 
issues, disability and so on, which may mean an increase to the recommended ratios.  In calculating 
the ratios of workers to children, young leaders who are under the age of 18 should be counted as 
one of the children, not one of the workers. 
 

3.1.2 Children with Special Needs 
Children and young people who have a disability can be at greater risk of abuse.  They will often 

require more help with personal care, such as washing, dressing, toileting, feeding, mobility, etc.  

Some children may have limited understanding and behave in a non-age-appropriate way.  It is good 

practice to speak with the parents/carers of children/young people with special needs and find out 

from them how best to assist the child or young person. 

 

3.1.3 Visiting Children or Young People at Home 
It is unlikely that workers will need to make pastoral visits to children and their families at home on 

behalf of the church.  If a situation occurs where it is needed then it should be done with the prior 

agreement of the Minister and consideration given to whether circumstances indicate two people 

visiting.  

 



3.1.4 Children with no adult supervision 
When children turn up to and want to join in with church activities without the knowledge of their 

parents/carers, workers will: 

• Welcome the child and try to establish their name, age, address and telephone number. 

• Record their visit in a register. 

• Ask the child if a parent/carer is aware of where they are.  Where possible, phone and make 

contact. 

• Without interrogating the child, find out as soon as possible whether they have any specific 

needs (eg. medication) so that you can respond appropriately in an emergency. 

• Give the child a consent form and explain it needs to be filled in and brought back next time.  

 

3.1.5 Mentoring 
If a worker is working with a young person as part of the recognised church mentoring programme: 

• The parents of all young people involved in mentoring are required to sign a letter to say 

they are aware that the mentoring is happening and who it is with. 

• Mentoring meetings should only be held in agreed places, and should be in view of other 

people. 

• A mentoring meeting should have an agreed start and end time and someone should be 

aware that a meeting is taking place and where it is being held. 

• A basic record should be kept of dates of significant meetings and any text messages or 

emails.  

• Appropriate boundaries should be put in place in regard to times and demand, ie not 

phoning or texting late at night, etc. 

• A written record should be kept of issues/decisions discussed at meetings. 

 

3.1.6 Peer Group Activities for Young People 
All youth activities will be overseen by named adults who have been selected in accordance with 

safer recruitment procedures.  It is accepted that groups aged 16+ may benefit from being led and 

run by peers.  In this situation, adult leaders will contribute to programme planning and reviews and 

will always be present to oversee any peer-led activities taking place.  

 

3.1.7 Physical Contact 
• Keep everything public.  A hug within a group context is very different from one behind 

closed doors. 

• Touch should be related to the child's needs, not the worker's. 

• Touch should be age-appropriate and generally initiated by the child rather than the worker. 

• Workers should avoid any physical activity that is, or may be thought to be, sexually 

stimulating to the adult or the child. 

• Children are entitled to privacy to ensure their personal dignity. 

• Children have the right to decide how much physical contact they have with others, except 

in exceptional circumstances such as when they need medical attention. 

• When giving first aid (or applying sun cream, etc), workers should encourage the child to do 

what they can manage themselves, but consider the child's best interests and give 

appropriate help where necessary.  



• Team members should monitor one another in the area of physical contact. They should 

help each other by constructively challenging anything which could be misunderstood or 

misconstrued. 

 

3.1.8 Electronic Communications - Cyber Safety 
Modern Technologies and Safe Communication 

A worker’s role description will include an acknowledgement and approval of technologies such as 

email, social networking and mobile phone communications as a legitimate means of 

communicating with young people. It should also include the expectations of the church in relation 

to their use.  On the general consent form, parents/carers sign to agree that the young person can 

receive such communications. 

 

Young people also need to be aware of the protocols that workers follow in relation to electronic 

communications.  It is important to remember that as well as the parent/carer, young people have a 

right to decide whether they want a worker to have their contact details and should not be 

pressurised otherwise.  

 

It is not appropriate to use these communication methods with children aged 11 years and younger.  

For more information on cyber safety, please refer to the Baptist Union of Great Britain Cyber Safety 

Guide, which can be found on their website. 

 

Email 

Email should be limited to sharing generic information, for example, to remind young people about 

meetings.  If email is being used, workers will ensure that they are accountable by copying each 

message to a designated email address.  It is important workers use clear and unambiguous 

language to reduce the risk of misinterpretation, for example, avoiding inappropriate terms such as 

‘love’ when ending an email. 

 

Communicating using Instant Messaging (eg. Snapchat, Whatsapp, Instagram) 

Instant messaging should be kept to an absolute minimum, avoiding applications that don’t retain 

message content (i.e. Snapchat).  Workers should save significant conversations and keep a log 

stating with whom and when they communicated, the option is available to copy messages onto 

OneDrive for reference. 

 

Mobile Phones 

Workers need to take care in using mobile phones to communicate with young people: 

• Mobile phone use should primarily be for the purposes of information sharing. 

• Workers should keep a log of significant conversations/texts.  

• Any texts or conversations that raise concerns should be passed on to the worker’s 

supervisor. 

• Workers should use clear language and should not use abbreviations like ‘lol’ which could 

mean ‘laugh out loud’ or ‘lots of love’, also avoid the use of emoji’s. 

• Paid workers will be issued with a mobile phone under a contract that provides itemised 

billing. 

• Workers should not take photos of children, young people or adults at risk unless permission 

is sought in advance and should not store such photos on personal phones. 

 



Social Networking 

• Workers should have a site that is used solely for children’s / youth work communications 

and is totally separate from their own personal site.  This is to ensure that all communication 

with children and young people is kept within public domains. 

• Workers should not send private messages to children on social networks. Workers should 

ensure that all communications are transparent and open to scrutiny. 

• Workers should not accept ‘friend’ or ‘following’ requests from children on their personal 

site, nor seek to be ‘friends’ or a ‘follower’ of any child known to them in a church context. 

Taking Videos and Photographs of Children 

Since the introduction of the Data Protection Act in 1998, churches must be very careful if they use 

still or moving images of clearly identifiable people.  There are several issues to be aware of: 

• Permission must be obtained, via the consent form, of all children who will appear in a 

photograph or video before the photograph is taken or footage recorded.  

• It must be made clear why that person's image is being used, what you will be using it for, 

and who might want to look at the pictures. 

• If images are being taken at an event attended by large crowds, such as a sports event, this 

is regarded as a public area and permission from a crowd is not necessary.  

• Many uses of photographs are not covered by the Data Protection Act 1998, including all 

photographs and video recordings made for personal use, such as a parent/carer taking 

photographs at school sports days or videoing a church nativity play. 

• Children and young people under the age of 18 should not be identified by surname or other 

personal details, including email, postal address or telephone number. 

• When using photographs of children and young people, it is preferable to use group 

pictures.  

 

3.2 WORKING WITH ADULTS AT RISK 
 

3.2.1 Premises 
The church building will be made as accessible as possible to all people. Any restrictions to access, 

visibility, audibility, toilet facilities, lighting or heating will be addressed wherever possible, and 

where necessary, aids and adaptations put in place.  

 

3.2.2 Language  
Every effort will be taken to use appropriate language and suitable vocabulary, enabling the greatest 

level of inclusivity and accessibility.  We will be mindful of the language used within worship and the 

language used to describe people (such as derogatory words focusing on aspects of someone’s 

disability, race or sexuality rather than the person themselves). 

 

3.2.3 Worship 
In all worship services, we will consider the varied requirements of our congregation and try to be as 

inclusive as possible, by:  

• Providing some copies of large print type for all printed materials 

• Speakers always facing the congregation and not covering their mouths when 

talking, enabling those who rely on lip-reading 

• Describing what is being presented on a screen for those who cannot see it 

clearly 



• Using inclusive language 

• Using a variety of liturgy and resources to cater for different levels of 

understanding 

• Using a microphone during times of open prayer so that all can hear 

• Considering holding a service which specifically caters for certain groups of adults 

at risk, such as those with learning disabilities, the deaf or the visually impaired.  

 

3.2.4 Insurance 
We will take reasonable steps to safeguard adults at risk and will follow any specific safeguarding 

requirements as laid out by our insurance company. 

 

3.2.5 Financial integrity 
Arrangements are in place for dealing with money, financial transactions and gifts, as outlined 

below: 

• Those who work with adults at risk may become involved in some aspects of 

personal finance - collecting pensions or benefits, shopping or banking, etc. If 

handling money for someone else, always obtain receipts or other evidence of 

what has been done. 

• Workers should not seek personal financial gain from their position beyond any 

salary or recognised allowances or expenses.  

• Workers should not be influenced by offers of money.  

• Any gifts received should be reported to the church trustees, who should decide 

whether or not the gift can be accepted.  

• Any money received by the church should be handled by two unrelated church 

workers.  

• Care should be taken not to canvass for church donations from those adults who 

may be at risk, such as the recently bereaved.  

• Workers should ensure that church and personal finances are kept apart to avoid 

any conflict of interest. 

• If someone alters their will in favour of an individual known to them because of 

their church work or pastoral relationship, it should be reported to the trustees. 

Workers should not act as Executors for someone they know through their work 

or pastoral role, as this may lead to a conflict of interests.  

• Expert legal advice should be sought on matters such as Power of Attorney and 

Appointeeship to ensure that the situation is clearly understood and is the most 

appropriate course of action for the adult at risk.  

 

3.2.6 Photographs 
Workers should make sure that they have the person's permission to take a picture, and that the 

subject is happy with the intended use of the pictures.  When taking group pictures, workers should 

remember to get permission from everyone who will be photographed.  

 

3.2.7 Computers 
All church computers will have suitable parental controls and blocks put on. Although this is not 

failsafe, it will make using the computers for inappropriate behaviour more difficult, whilst also 

protecting any vulnerable users.  We will create a policy specifically for church computer use, 



including terms and conditions for use as well as what will happen if someone breaches these 

conditions. 

 

3.2.8 Record keeping 
It is good practice to record pastoral visits or meetings, noting the date, time, location, subject and 

any actions which are to be taken. The record of these meetings should stick to facts and try to avoid 

opinion. Any records of safeguarding allegations, concerns or disclosures should be passed on to the 

DPS and stored in a safe and secure manner for at least 75 years.  

 

3.2.9 Pastoral Relationships 
All those involved in pastoral ministry should work in a way that follows clearly defined procedures, 

which set out the boundaries to protect those carrying out the pastoral ministry as well as those 

receiving it: 

• Workers should be aware of the power imbalance within pastoral relationships 

and the potential for abuse of trust. 

• Behaviour that suggests favouritism or gives the impression of a special 

relationship, should be avoided.  

• Workers should be aware of the dangers of dependency within a pastoral 

relationship.  

• Workers should never take advantage of their role and engage in sexual activity 

with someone with whom they have a pastoral relationship.  

• All people receiving pastoral ministry should be treated with respect and should 

be encouraged to make their own decisions about any actions or outcomes.  

• Workers should not pastorally minister to anyone whilst under the influence of 

alcohol or drugs.  

Workers need to recognise the limits of their own abilities and competencies, and get further help 
when working with situations outside of their expertise or role. 


