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1. CONTACT DETAILS 

1.1. DESIGNATED PERSONS FOR SAFEGUARDING 

NAME TELEPHONE 

Jane Wray 07800 563941 

 Sara O’Shea  07816 830058 

 
 
 
 

1.2. SAFEGUARDING TRUSTEE 

NAME TELEPHONE 

Sara O’Shea 07816 830058 

 
 
 
 

1.3. REGIONAL MINISTER 

NAME TELEPHONE 

Diane Forsyth 07735 860804 

 
 
 
 

1.4. ORGANISATION (CHURCHES AGENCY FOR SAFEGUARDING) 

TELEPHONE 

020 7467 5216 

 
 
 
 

Baptist Union of Great Britain, Baptist House, P.O. Box 44, 129 Broadway, Didcot  OX11 8RT 
Tel:  01235 517700     Fax:  01235 517715 

Email:  safeguarding@baptist.org.uk    Website: www.baptist.org.uk  
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2. POLICY INTRODUCTION 

Here at Croxley Green Baptist Church, we take the safeguarding of the children we meet with and 
our volunteers with the utmost seriousness.  We are constantly monitoring best practice guidelines 
and ensuring we are doing everything possible to keep everyone safe.   
 
The following forms the basis of our policy for using Zoom and should be used alongside our 
standard Safeguarding Policy which is available on our website. 
 

2.1. MEETING ROOMS 

Each of our various groups’ meetings will be set up (either one offs or recurring) and the relevant 
links and log in details will be communicated with parents (and young people if appropriate).  
Parents and young people must agree to our terms of use.  Parents and young people must not share 
login information with any other person.  Should they wish to invite friend(s) to participate, they 
must provide Croxley Green Baptist Church with the contact details of their friend(s) and relevant 
paperwork/consents and invitations will be sent from the host.   
 
Anyone who breaks these terms will be removed from the meeting along with the person who 
invited them.  The Host (Croxley Green Baptist Church) will contact them after the meeting has 
finished to discuss the situation.  
 
Personal ID Meeting rooms should not be used for any activities involving children or adults at risk.  
 

2.2. DON’T ALLOW ATTENDEES TO JOIN BEFORE HOST 

All participants joining the meeting will be held in the waiting room until the Host or Co-host verifies 
who they are.  They will then admit them to the main meeting room.  They must all join using their 
correct name and the changing names feature will be disabled. 
 

2.3. MUTE ATTENDEES UPON JOINING 

All participants will be muted upon entry.  They do have the ability to unmute their own microphone 
but should only do so when given permission from the Host or Co-host. 
 

mailto:office@croxleybaptist.co.uk?subject=
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2.4. TURN SCREEN-SHARING OFF 

Only the Host and Co-host can share their screen, guests will not have access to this facility.  Sharing 
of screens will normally be the sole domain of the host and co-hosts, but at the discretion of the host 
(and should it be required) other users will be allowed limited screen sharing options. 
 

2.5. TURN PRIVATE CHAT OFF 

In order to protect team members at Croxley Green Baptist Church and our children and/or adults at 
risk, the Private Chat facility has been turned off.  For the purpose of games, while the private chat 
feature might aid things, leaders will use WhatsApp to give specific messages to young people as 
there is then a record.  For example, if playing charades, the clue can be texted to the young person.  
If the host has a need to share a link or information with the whole group, then for that purpose and 
for every subsequent instance that is permissible. 
 

2.6. WAITING ROOMS 

On joining any meeting, all guests will be held in a waiting room and only admitted once the Host or 
Co-host approves their entry. 
 

2.7. LOCKING THE MEETING ROOM AFTER THE MEETING STARTS 

All Hosts and Co-hosts will protect the participants by locking the meeting room as follows:  
 
Participants at the bottom of the Zoom window will be clicked; in the Participants pop-up box, the 
button that says Lock Meeting will then be clicked. 
 
Meetings being locked will occur at the host’s discretion when all expected parties have joined.  This 
is to allow for late comers known to the host/co-hosts.  When the meeting has been locked no new 
participants can join after this point, even if they have the meeting ID and password. 
 

2.8. SOCIAL MEDIA AND PUBLICITY 

Croxley Green Baptist Church and its members will not post links to meetings involving children 
and/or adults at risk on any social media platform.  Parents of children and/or youth are not allowed 
to share this information on social media either. (See 2.1 Meeting Rooms). 
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2.9. SCREENSHOTS, PHOTOS OR RECORDINGS 

Screenshots of a zoom session involving children and adults at risk is strictly prohibited.  This also 
includes taking photos of the screen with a 3rd party device or recording any of the sessions or 
activities.  The option to record the Zoom session has been disabled for all users other than the Host 
and Co-host.  
 
Permission to record sessions will be required but will only be used in a situation that the team/host 
believes it necessary on safeguarding grounds, e.g. when only one Host is able to be present, which 
should be avoided if at all possible.  The recorded meeting will be stored locally (not on the cloud) 
and will be password protected.  In the event that a Host feels the need to record the session at any 
point, as soon as is reasonably practical they will notify the Safeguarding Team of Croxley Green 
Baptist Church and allow them to review the transcript and act accordingly in line with our 
Safeguarding Procedures. 
 

2.10. ROOM MANAGER 

At each session there will be a Room Manager.  This will either be the Host or co-host and they will 
be in charge of ensuring each session adheres to the above policy. 
 

2.11. REGISTER 

As always, registers of all children, young people and adults will be kept.  
 

2.12. PLAN B 

If for any reason we have to abort a session, we will contact guests via text message giving 
instructions on how to join a new session, or when the next scheduled session will begin. 
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