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INTRODUCTION 
 
The purpose of these guidance notes is to summarise the safeguarding arrangements that need 
to be in place for any group using the Baha’i Training Centre in Bicester. The notes are 
intended to provide a self-contained code: these notes are the only safeguarding guidance that 
needs to be read and applied by those organising events at the Centre. 
 
It is hoped that adhering to the principles set out in these notes will enable the primary 
purpose of the Centre – which is to facilitate the training of groups of friends – to be realised 
in a way that maintains a safe environment for all those involved. 
 
These notes have been approved by the National Spiritual Assembly. The notes are an initial 
draft based on relevant government guidelines and consultations with friends with experience 
in organising residential events. The notes will be revised and developed in due course as 
further experience is gained in the use of the Centre and as new questions arise.  
 
For the time being, the guidance notes cover three main areas: 
 

1. Sleeping arrangements; 
2. The roles of those working with under 18s; and  
3. DBS checks 

 
SLEEPING ARRANGEMENTS 
 
Sleeping arrangements for those staying at the Baha’i Training Centre are to be organised by 
those running the event in question. The organising team for each event is free to organise the 
sleeping arrangements as they wish based on their knowledge of the group attending, so long 
as the following basic principles are adhered to: 
 

• Genders are not to be mixed outside immediate families. 
 

• Where under 18s are attending the Centre without their parents present, the parents 
should be aware of the plans for the sleeping arrangements at the Centre before the 
event takes place. 

 
• Children (i.e. those aged 10 or under): children should be accommodated in the same 

room as their parents, family members or guardians as appropriate.  
 

• Junior youth (i.e. those aged 11 – 14): when junior youth are staying in the Centre in 
groups, the sleeping arrangements need to be organised such that in each building the 
junior youth are in one of the rooms (either upstairs or downstairs) and at least two 



responsible youth or adults should be staying in the other room. Exceptionally, it is 
permissible for only one youth or adult to be saying in the other room, though this 
should be avoided unless necessary.  

 
• Youth (i.e. those aged 15 and over): when youth are staying in the Centre in groups, 

event organisers are free to arrange the sleeping arrangements such that an entire 
building is occupied by youth. In such a scenario, the youth should have the contact 
details for those responsible for the event and should know where they are staying at 
the Centre, so that they can contact them in case of emergency during the night.  

 
• If there is a need for children, junior youth or youth to return to their rooms in the 

course of the day for any reason, it is not necessary for them to be accompanied to 
their room by an adult as long their teacher/animator feels this is appropriate.  

 
• If youth or adults need to check on junior youth in their room in the evening to ensure, 

for example, that they are preparing for bed and/or sleeping, a minimum of two adults 
or youth should always carry out such checks together. Ideally the genders of those 
checking on the children or junior youth should match those of the young people 
being checked. Where necessary, mixed sex pairings may attend but the person of the 
opposite sex should only hold the door open and should not enter the bedroom. 

 
ROLES OF THOSE WORKING WITH UNDER 18s 
 
Whenever a group is organising an event at the Centre involving under 18s who are attending 
without the supervision of their parents, the organising team will need to ensure that the 
following roles are in place: 
 

• Tutor/Animator/Teacher/Facilitator: these are the individuals who are responsible for 
running the content of the event e.g. animating the junior youth groups or tutoring the 
study circles. 
 

• Mentor: Mentors are there to help with everything that takes place outside of sessions 
e.g. sports activities, mealtimes, helping the young people prepare for bed, transport 
and assisting with any pastoral issues that may arise. Experience has shown that it is 
helpful if mentors are different to the tutors/animators/teachers/facilitators referred to 
above. This, however, is not a hard and fast rule and in some cases it may be 
necessary for animators to perform the functions of a mentor.  
 

• Where there are under 18s attending the Centre, mentors will need to act as guardians 
for those attendees. In such cases: 
 

o A guardianship form (see Appendix 1), signed by the attendee’s parents, 
should be completed for each under 18 attending. 

o Mentors acting as guardians must be aged 21 or over. 
o A mentor may act as a guardian for more than one under 18 year old, up to a 

maximum determined by the child to adult ratio set out below. To give an 
example, a mentor may act as a guardian to a maximum of eight 9 – 12 year 
olds. 



 
The total number of mentors and tutors/animators/teachers/facilitators needs to satisfy the 
minimum child to adult ratios below with due regard to gender balance: 
 
0 – 2 years  1 adult to 3 children 
2 – 3 years   1 adult to 4 children 
4 – 8 years   1 adult to 6 children 
9 – 12 years  1 adult to 8 children 
13 – 17 years 1 adult to 10 children 
 
To give an example: if a group of ten 13 – 17-year-old are present at the Centre, at least one 
adult 18 or over needs to be present with them. This may be their facilitator. As set out above, 
experience has shown that it is also helpful in such a case for a mentor to be present to help 
with tasks that are required outside of sessions. So, ideally, two adults would be present for 
such a group but at a minimum one adult must be present. To give another example: if a 
group of thirty 13 – 17-year-olds is attending, ideally 6 adults would be present but at a 
minimum 3 must be present.  
 
When young people are helping supervise younger children, only people aged 18 or over 
should be counted as adults when calculating adult to child ratios. 
 
A minimum of two adults should always be present at the Centre to deal with any 
emergencies that arise. 
 
DBS CHECKS 
  
The National Spiritual Assembly has produced general guidance on DBS checks and the 
circumstances in which checks are required. In general, those with substantial access to 
children need to have a valid enhanced DBS checked.  
 
In the context of the Baha’i Training Centre, this means that all those attending the Centre 
who are serving as mentors (as defined above), teachers, animators and tutors need to have a 
valid enhanced DBS check. Those serving permanently or in the long term at the Centre as, 
for example, hosts or cooks or caretakers also need such a check. Those volunteering on an 
ad hoc or one-off basis do not need to be checked so long as their role does not bring them 
into unsupervised contact with children. Such volunteers are not permitted to go into the 
bedrooms of any children or young people staying at the Centre.  
 
The situation often arises where multiple events take place at the Centre at the same time. For 
example, there may be a neighbourhood camp involving children and young people and an 
intensive training course involving adults taking place concurrently. In such cases, it is not 
necessary for those attending a parallel event to be checked simply because they are sharing 
the Centre with another group involving children and young people. In the example given 
here, whilst the animators and teachers running the neighbourhood camp would need a valid 
enhanced DBS check, the participants in the parallel intensive training course would not. 
That said, in circumstances where multiple events are taking place at the centre, a higher 
level of vigilance is necessary on the part of those responsible for the group which includes 
under 18s. 
 



Overall responsibility for checking DBS requirements are met at the Centre for non-
participants rests with the hosts of the Centre. The registrar for a particular event is 
responsible for ensuring the DBS requirements are met for those attending the Centre as part 
of that event. 
 
OTHER MATTERS 
 
If children or young people have concerns arising in the course their stay at the Centre, they 
can raise such concerns with their animator/tutor/teacher/facilitator or mentor or alternatively 
with the hosts of the Centre. 
 
A risk assessment should be carried out for all events. 
 

Appendix 1: Baha’i Training Centre Temporary Guardianship Form 
For an unaccompanied young person (under 18 years old attending without a parent, legal guardian) 

One form per participant 
 

Name of young person (participant): Date of birth: 

 
This Section is to be filled in by Parent / Legal Guardian 
 

Name of Parent / Legal Guardian: 

 

Address (include email): Phone number: 

In the event that my child has to leave the Centre early, I agree to my child being sent 
to the home of: 

 

Name: 

 

Relationship to child: 

Address: 

 

Phone number (mobile & landline):   

I have informed the aforementioned responsible adult of this possibility. I also agree 
to the Temporary Guardian nominated below to be responsible for my child as 
outlined below: 

 



Signed:      Date:   

 
This Section is to be filled in by Temporary Guardian attending the Centre 
 

Name of Temporary Guardian: 

 

Address (include email): 

 

 

Phone number (include mobile at 
Centre): 

I agree to be responsible for the young person named above. I also agree to: 

• Ensure he or she attends the sessions for which s/he is registered, 
• Ensure that he or she does not leave the Centre unaccompanied, 
• Be aware of the medical and dietary needs of the young person, 
• Be accommodated near the young person as appropriate. 

 

I confirm that I am aged 21 years old or over 

 

Signed:      Date:  

 


