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Role of Circuit Link Person/s: 
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Forms 

Three different forms are 
needed to support this process. 
They are: 

New Safeguarding Form A, 
parts 1 and 2 

o This is a new version of 
the existing Methodist 
form. Part 1 no longer 
contains self-disclosure 
of criminal offences as 
details of offences will 
be obtained from the 
CRB. It is included with 
this material. As before, 
it can be photocopied. 

o CRB form or the 
CRBS form and 
application cover sheet 
These are issued by the 
CRB and the CRBS. 
Each form is coded and 
must not be 
photocopied.  

o CAS form This form is 
issued by the CAS to 
assist the process. The 
form included in this 
leaflet is the Methodist 
version and should be 
used for applications in 
the Methodist context or 
where, in a Local 
Ecumenical Partnership, 
it has been decided to 
use the Methodist route 
for Safeguarding 
procedures. This form  

o can be photocopied.  

  

Appointing a Volunteer or an Employee 

Guidance for the Church Council 

To appoint a person as a volunteer or an employee the local 
church must:  

o identify the post to be filled 
o decide the level of Disclosure required (see details 

earlier) 
o arrange and facilitate an interview or conversation with 

the person to be appointed 
o make sure that the new Safeguarding A, part 1, is 

completed by the applicant 
o check the references obtained from the worker’s referees 
o offer the post subject to a satisfactory Disclosure 
o complete new Safeguarding A, part 2 
o explain to the applicant the process for obtaining a 

Disclosure 
o tell the applicant that the completed CRB or CRBS form 

and cover sheet should be taken to the Minister in 
pastoral charge together with the necessary documents 
for personal identification 

o pay the CRB or CRBS charge for a potential employee, if 
possible. The charge is £36 England and Wales- cheques  
made payable to ‘The Methodist Church Fund’ 

o support the applicant through the process (perhaps 
offering the use of a church telephone to the applicant, if 
available) 

o receive from the Minister the decision of the CAS 
concerning the Disclosure after the application has been 
dealt with by the CRB or the CRBS 

o confirm the appointment 

Guidance for the potential volunteer or employee who must: 

o complete and sign Safeguarding Form A, part 1 
o be interviewed or have a conversation to assess his/her 

appropriateness for the post 
o provide two referees 
o sign new Safeguarding Form A, part 2, after completion 

by the Church Council 
o begin the process of obtaining a Disclosure 
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How to Obtain a Disclosure – For those Serving in England 
and Wales 
Guidance For The 
Applicant 

Obtain a CRB form. 
Do this after the Church 
Council has offered you 
a job or role and you 
have completed the 
Safeguarding Form A. 
Forms are obtainable 
from Methodist 
Publishing House – tel. 
01733 325002 at a cost 
of £1 each.  

A Welsh language 
version of the CRB form 
is available. 

  

  

If contacting CRB 
direct quote the 
Churches’ Agency for 
Safeguarding (CAS) 
registered body 
number – 
20625600000. 

 

  Check and complete 
the CRB form when 
you receive it. Use 
these notes to help 
you along with the 
Guidance Notes from 
the CRB. It is 
essential that the 
form is accurately 
completed following 
the CRB instructions 
otherwise the form 
may be rejected and 
the process delayed. 
If the post for which 
you are obtaining a 
Disclosure is a paid 
one the current fee is 
£36 (Aug 08). The 
cheque should be 
made payable and 
sent to ‘The 
Methodist Church 
Fund’, not to the 
CRB. (It is possible 
that your church or 
circuit will pay this 
on your behalf.) 

  Applicants do not 
complete Sections X, 
Y or Z of the CRB 
form. 

Take the CRB form 
to your Minister . 
His/her job is simply to 
verify your identity. 
Along with the form, 
take original 
documents to confirm 
your identity and 
where you live. They 
must have been signed, 
where appropriate.  

See following pages 
concerning CRB 
changes including new 
categories of 
documents required for 
verification. 

  
See the following pages concerning CRB changes, including new categories of documents 
required for verification. 
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Using images of adults 

Consent form for __________________________________ ___(name of church /  

organisation) commissioning photography 

 

To Name:  

 Address:  

   

   

 Location of photograph:  
  

Church / Organisation (name)_________ would like to take your photograph / make a 
video/webcam recording of you* for promotional purposes. These images may appear 
in our printed publications, on our website, or both.*   

(*Please delete as appropriate)  
  

To comply with the Data Protection Act 1998, we need your permission before we 
take any photographs or recordings of you. Please answer questions 1 and 2 below, 
then sign and date the form where shown. We will not use the images taken, or any 
other information you provide, for any other purpose.                                        Please 
return the completed form to:  

 

 

Insert the name of the person______________ commissioning the photography and 
the  return address _________________________________ 
 

 

 

Please circle 
your answer 

1. May we use your image in printed publications produced by the 
church / organisation (name) _________________ for promotional 
purposes? 

 
Yes / No 

  

2. May we use your image on our website? Yes / No 
  

Please note that websites can be seen throughout the world, and not just in the 
United Kingdom, where UK law applies. 

Please also note that the conditions for use of these images are on the back of this 
form. 
  

I have read and understood the conditions of use on the back of this form. 
  

Your signature:  Date:  

    

Your name (in block capitals):  
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Conditions of use 
 
1. This form is valid for _________ (length of time in years e.g. 2) from the date of 
signing / *for this project only. Your consent will automatically expire after this time. 
 
2. We will not re-use any images *after this time / *after the project is completed. 
 
3. We will not include details or full names (which means first name and surname) of 
any person in an image on our website, or in printed publications, without good reason 
and only with your expressed consent. 
 
4. We will not include personal e-mail or postal addresses, or telephone or fax 
numbers on our website or in printed publications. 
 
 
(*Please delete the option that does not apply.) 
�
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Using images of children 
Consent form for __________________________________ ___ 
(name of church / organisation) commissioning photo graphy 
 

To Name of parent or guardian* 

(*person with parental 
responsibility) 

 

Name of child:  

Church /Organisation/ Club child attends:  

Location of photograph:  
  

Church / Organisation (name)_________ would like to take your photograph / make a 
video/webcam recording of you* for promotional purposes. These images may appear in our 
printed publications, on our website, or both.*   
(*Please delete as appropriate) 
  
To comply with the Data Protection Act 1998, we need your permission before we take any 
images of your child/children*. Please answer questions 1 and 2 below, then sign and date 
the form where shown. Please return the completed form to:  
 
 

(Insert the name of the worker commissioning the photography and the return address.) 
 
If photographs or recordings of children’s/ youth groups are organised and individual children 
cannot be easily identified, children’s / youth leaders must find out whether any parents do not 
want their children to be in the photograph.  
 
 

 To the parent 

Please circle 
your answer 

1.  May we use your child’s image in our printed promotional publications?  Yes / No 
  
2.  May we use your child’s image on our website? Yes / No 
  

  Youth Leader / Children’s Leader  

3.  I have checked which parents are happy for their children’s images to be 
     used in the churches (name church/organisation) __________ printed                                         
publications or on its website  or both.  

 
 
Yes / No 

  

Please note that websites can be seen throughout the world, and not just in the United 
Kingdom, where UK law applies. 

Please also note that the conditions for using these images are on the back of this form. 
  

I have read and understood the conditions of use on the back of this form. 
  
Your signature:  Date:  
    
Your name (in block capitals):  
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Conditions of use 
 

1. This form is valid for _______________ (length of time in years e.g. 2) from the date of 
signing / *for this project only. Your consent will automatically expire after this time. 

 
2. We will not re-use any images *after this time / *after the project is completed. 
 
3. We will not include details or full names (which means first name and surname) of any 

person in an image on our website, or in printed publications, without good reason and only 
with your expressed consent. 

 
4. We will not include personal e-mail or postal addresses, or telephone or fax numbers on our 

website or in printed publications. 
 

5. We may use group images with very general labels, such as “youth enjoying sport” or 
“making Christmas decorations”. 

 

6. We will only use images of pupils who are suitably dressed, to reduce the risk of such 
images being used inappropriately e.g. we will not publish material from the youth group’s 
swimming activity. 

 
(*Please delete the option that does not apply.) 
�
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INFORMATION SHEET – USE OF THE INTERNET – CHILD PROTECTION 
GUIDELINES FOR CHURCHES AND ORGANISATIONS 
 
This is a ‘living’ document and we invite your comments and critique.  
 
With the development of Internet Services as a means of communication/advertising 
church/ organisation events, care needs to be applied as to how this should be achieved 
without compromising the safety of children.  
 
Warning! Be aware: 
The inclusion of pictures of children, names and details of the church/organisation could 
be used by pedophiles, or others, to target individual children. 
�
Do’s and Don’ts 
 
DO 
 
Seek permission from parents or guardians before using any picture of a child or group of  
children. 
 
Use a group photograph in preference to that of an individual - Ask yourself: “Can this child be 
identified by their name or location. If the answer is yes – DO NOT USE. 
 
In designing web sites - Make clear what is available for copying and what is not. 
 
In designing web sites churches and organisations may wish to look at www.w3.org/TR/WAI-
WEBCONTENT/ for the Web Content Accessibility Guidelines which explain how to make 
web content accessible to people with disabilities. 
Youth and Children’s Workers are increasingly communicating with children / young 
people using email and text messaging, so guidelines need to be determined and 
followed: 
 
We suggest that churches and organisations have a protocol for this type of ‘one to one’ 
communication -  outlining what is appropriate and what not. 
 
If, as a church or organization, you are providing internet access to children or young 
people e.g. with a youth project providing a cyber café, then consider using filtering 
software to prevent children and young people accessing inappropriate web sites. e.g. 
Netnanny, Cyberpatrol or Surfwatch etc. Your Internet Service Provider may also have 
filtering software. 
 
If the Church is providing direct or indirect internet access always ensure that all users 
complete an internet permission form which includes parental permission. 
 
Get your church web site rated through the ‘Recreational Software Advisory Council’s 
RSACi system (Operated by the Internet Content rating Association) www.icra.org 
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NEVER 
 
Use pictures of  groups of children without seeking permission beforehand. 
 
Use pictures of individual children 
 
Provide names, addresses or locations that might help in identifying or 
gaining access to a child. 
 
Give personal e-mail / postal address, telephone numbers / fax numbers to 
anyone on line. 
 
Provide links to other sites without asking first. 
 
E-mail is widely used by children and young people but it can be potentially 
dangerous for them as it offers ‘an opportunity for a predator to get a child in 
a one to one situation.’ 
 
We need to ensure that children are aware of online safety in the same way 
as they are taught road safety. 
 
Helpful organisations: 
Childnet International, Studio 14, Brockley Cross Business Centre, 96 
Endwell Road, London SE4 2PD 
Telephone 020 7639 6967 Fax: 020 7639 7027 
www.childnet-int.org 
Email: Nigel@childnet-int.org 
Contact Person: Nigel Williams, Director. 
 
Internet Watch Foundation can be contacted at www.iwf.org.uk 
�
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Advice for children / young people:  
 
Helping children and young people stay safe when us ing the internet 
and communications systems such as text messages, e -mails, chat 
rooms etc. 
 
Never tell anyone you meet on the internet your home address, your 
telephone number or any other identifying information e.g. church name or 
youth group name. 
 
Never send anyone your picture, credit card or bank details, or anything 
else, without first checking with your parent/carer. 
 
Never give your password to ANYONE! (Even your best friend!) 
 
Never arrange to meet anyone in person.  
 
Never stay in a chat room or conference if someone says or writes 
something which makes you feel uncomfortable or worried, and always 
report your concerns to your parent/carer or children’s/youth leader. 
 
Check that any chat room you enter is regulated and run by a reputable 
company or organisation that monitors activity. If in doubt ask a parent, carer 
or youth group leader.  
 
Remember that Chat Rooms are ‘public places’ and that you may not know 
the true identity of anyone you meet in a chat room. 
 
Never respond to nasty, suggestive or rude e-mails or postings in Usernet 
Groups. 
 
Always be yourself and do not pretend to be anyone or anything you are not. 
 
Always remember if someone makes you an offer that seems too good to be 
true, then do not accept the offer as it is too good to be true. 
 
When receiving emails delete attachments from strangers without opening 
them. They may contain viruses that can damage your computer. Make sure 
you know where files are from before you download them. They may also 
have viruses.  
 
Never send chain letters via the internet. Chain letters are forbidden on the 
Internet. Inform your parents/carers who can then notify the appropriate 
people. You will not be harmed if you break the chain. 
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APPENDIX 13 
 
INFORMATION SHEET - The Data Protection Act 1998: S ummary 
 
 
A Summary of the 8 Data Protection Principles 
 
Churches and organizations must comply with these rules on how data can be 
legally processed. "Processing" includes obtaining, recording, holding or storing 
information and carrying out any operations on the data, including adaptation, 
alteration, use, disclosure, transfer, erasure, and destruction. 
 
1. Personal data shall be processed fairly and lawfully.  
 
2. Personal data shall be held only for one or more specified and lawful purposes 
and shall not be further processed in any manner incompatible with that purpose or 
purposes.  
 
3. Personal data shall be adequate, relevant and not excessive in relation to the 
purpose for which it is processed.  
 
4. Personal data shall be accurate and, where necessary, kept up to date.  
 
5. Personal data processed for any purpose shall not be kept for longer than is 
necessary for that purpose.  
 
6. Personal data shall be processed in accordance with the rights of data subject 
under the Data Protection Act.  
 
7. Appropriate technical and organisational measures shall be taken against 
unauthorised or unlawful processing of personal data and against accidental loss or 
destruction of the data.  
 
8. Personal data shall not be transferred to a country or a territory outside the 
European Economic Area unless that country or territory ensures an adequate level 
of protection for the rights and freedoms of data subjects in relation to the 
processing of personal data.  
 
 
 
 
How churches and organisations can comply with the 8 Data Protection 
Principles 
 
Principle 1 
No personal data should be obtained or held unless the individual has given 
consent. In the case of sensitive data (defined as concerning race, political opinion, 
religious belief, trade union membership, physical or mental health, sexuality, 
criminal offences) specific consent must be obtained i.e. the individual must be 
informed that this type of data is being held, told the reason for it and must give 
specific consent. NB: photographs count as sensitive data since they may reveal 
information about the subject's race. Permission should always be obtained to keep 
a copy or use a photograph of an individual. (see above The use of video/ 
camcorders and the taking of photographs of childre n) 
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Principle 2 
Do not use data obtained for one purpose for a different purpose. For example the 
church members list may not be used for commercial mail shots. 
 
Principle 3 
Do not collect information about individuals, which is not strictly necessary for that 
particular purpose. Do not ask questions seeking data without ensuring that the 
question is strictly relevant. If data is given or obtained which is excessive for the 
purpose it should be immediately deleted or destroyed. 
 
Principle 4  
If data is kept for a considerable length of time it must be reviewed and if necessary 
updated. No data should be kept unless it is reasonable to assume it is accurate. 
 
Principle 5  
There should be regular reviews of files containing data to ensure that it is not kept 
for longer than required for the particular purpose.  
 
Principle 6  
You should always consider the rights of individuals in respect of their data. These 
are briefly; that their consent should be obtained if data is to be kept and used for 
any purpose; that individuals are entitled to know what data is kept about them and 
that no personal data must be disclosed to anyone outside or inside the 
church/organisation who does not strictly need to know that data  without the 
individual's consent. 
 
Principle 7  
Churches and organisations should have systems in place to ensure the security of 
data on computer systems, these must be adhered to. Individuals must also ensure 
that any personal data is kept in a secure place, e.g. in filing cabinets which can be 
locked or in rooms which can be locked when unoccupied. Individuals must seek to 
prevent unauthorised access to any computers which contain personal data. 
 
Principle 8  
No data can be transferred, even for a legitimate purpose, outside of the EEA 
(basically most of Europe) except with the specific consent of the individual. This is 
particularly important when putting information on the Web which can be accessed 
from anywhere in the globe. Consent must first be obtained. 
 
Rights of the Individual 
All individuals have the right to see personal information kept about them, whether 
in computer or manual form. 
 
Information on the Data Protection Act 1998 can be obtained from: 
 
The Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire SK9 5AF 
 
Information Line: 01625 545 745  E-mail: data@dataprotection.gov.uk 
Switchboard: 01625 545 700  Website: www.dataprotection.gov.uk 
Fax: 01625 524 510 
   



                

 - 0$ -  

Appendix 14 
 
 
Data Protection Act 1998 The use of video/ camcorde rs and the taking of 
photographs of children Introduction 
 
Some people state that they have been told: 
 
That Child Protection Regulations say that videoing of children is not allowed even 
for a parent to video their own child. The correspondent asked if parents could 
therefore take video recording of their children in church nativity plays? 
 
 
There has been some recent press coverage of this very issue: 
 
A Head Teacher of a Yorkshire Primary School banned the use of video recording 
at a school sports day because of fears that paedophiles may use this material.  
 
Perth and Kinross Council placed a ban on parents filming their children in school 
plays citing that there may be Data Protection or Human Rights Act privacy issues 
involved, but has retracted that, following a public outcry. The council have since 
issued a statement saying that having discussed the matter, the commissioner for 
data protection advice had pointed out that it was good practice not to allow 
photography and filming. Also saying that the Data Protection Act had a specific 
exemption for people taking pictures for their own domestic use.  
 
Using images of people - photographs, videos and we bcams 
 
Since the introduction of the Data Protection Act in 1998, churches must be very 
careful if they use photographs, videos and webcams of clearly identifiable people.  
 
Also, increased use of the internet has led several churches to ask for advice on 
using images of children and adults both on website and printed publications. 
 
The Data Protection Act 1998 also affects our use of photography. There are 
several issues you should be aware of: 
 
You must get the permission of all the people who will appear in a photograph, 
video or webcam image before you record the footage. That means children as well 
as adults 
 
You must make it clear why you are using that person's image, what you will be 
using it for, and who might want to look at the pictures. 
 
If you are taking images at an event attended by large crowds, such as a sports 
event , this is regarded as a public area so you do not need to get the permission of 
everyone in a crowd shot.  
 
People in the foreground are also considered to be in a public area, so you don't 
have to get their consent.  
 
 
However, if you want to use an image of, for example, the winner of a race at a 
sports event - with the crowd in the background - you must get the race winner's 
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verbal permission and record the fact that you have done so. You can record their 
consent when you take the photograph or any time after prior to publication. 
Churches should review whether their system of storing photographs means that 
the photographs qualify as "data" protected under the Data Protection Act 1998; ie 
can an individual be identified by that data? They should also review procedures for 
obtaining consent from individuals to use photographs of them. 
 
 
Considerations when using photographs of children o n church web sites 
 

·  Children and young people under the age of 18 should not be identified by 
surname or other personal details. These details include e-mail or postal 
addresses, telephone or fax numbers.  

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

group pictures.  
 
·  Obtain written and specific consent from parents or carers before using 

photographs on a website 
 
 
See attached consent forms for the commissioning of photography for children and 
adults 
 

 
 
 
 


