
SO18: Checklist Form for
 Conducting Online Ministry

TASK
STEP 1- INITIAL APPROVAL COMPLETED BY APPROVED BY

Has the Parish Safeguarding Committee
been informed of this event?

Written rationale for using this format.

Risk Assessment undertaken.

Consultation/survey conducted with the proposed 
participants and their parents, on their views.

Which technology/platform will be used? 
i.e., Microsoft Teams or Zoom.

Check that all leaders/deputy leaders/helpers are 
appropriately vetted and trained e.g., level one/level 
two Child Safeguarding Training.

Have you the correct Adult/Child/Young people ratios 
to run this event?

Have you a Code of Behaviour?

Have you a written plan for your sessions – including, 
timings, alternative facilitation skills, resources etc.

Is the Child Consent Form prepared and ready to
be issued?

Is the Online Ministry Approval Form completed
and submitted to the Safeguarding Committee?
This form can be found on the Safeguarding website:
https://downandconnorsafeguarding.com/resources-for-parishes/  TBC 

STEP 2 - INITIAL APPROVAL

Practical details completed and shared with 
participants. 

Consent forms signed by child and parent and copy 
returned to group leader.

Codes of Behaviour Guidance.

Online etiquette to be observed. 

Training for leaders 

Have all leaders/helpers attended the training
Best Practice in Online Ministry with Children 
and Young People?
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Training for leaders (continued) 

Have all leaders/helpers read the generic Code of 
Behaviour and the “Guidance for Engagement with 
Children and Young People Through A Digital 
Platform” understood and agreed to follow best 
practice advice outlined in both these documents for 
their online ministry with children and young people.

Have you ensured your leaders/helpers are trained in 
the use of the platform that you have chosen to use?

Plan for session  

Supervision (as with all group activities, minimum 
two leaders) check the supervision ratios. These ratios
can be found on the Safeguarding website:
https://downandconnorsafeguarding.com/wp-content/uploads
/2021/01/Safe-Care-of-Children-General-Guidelines.pdf  TBC

STEP 3 - RUNNING THE MINISTRY

Send link close to scheduled time to avoid danger of 
interference or intrusion.

Ask participants not to share link.

Use an ID for link. 

Lock the room when meeting starts.

Turn on privacy settings.

Draft and place a welcome message at the front and 
any disclaimers e.g. ‘starting shortly’.

An Attendance Register can be found in the
Resource Pack:
http://www.downandconnorsafeguarding.com/wp-
content/uploads/2020/08/SO-FORM-7.9.6-002.pdf  

Will there be parental/carer oversight?

STEP 4 - EVALUATION

Ministry leaders debrief following session.

Post evaluation with children.

TASK
COMPLETED BY APPROVED BY
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STEP 4 - EVALUATION (continued) COMPLETED BY APPROVED BY

Seek views of parents/carers on ministry, 
effectiveness and safety.

TASK

Signature: Date:

Data Protection This formwill be held on file, in accordance with the Data Protection Act 2018, data protection policy of the
Diocese of Down and Connor and the Privacy Notice of the Down & Connor Safeguarding Office, which can be found at
http://www.downandconnorsafeguarding.com/privacy-notices/
The data entered will be used only for the purpose indicated on the formand will be held confidentially. The datamay only be
accessed by those with responsibility formanaging records or group activities and will not be shared with external organisations
unless there is a need and a lawful reason to do so. The data will be updated when appropriate and destroyed when no longer
necessary or relevant.

Print Full Name:

This checklist should be signed and dated by the Church personnel/volunteers who have 
completed all of the above tasks.

COMPLETION 

Tasks completed by:

Signature: Date:

Print Full Name:

Tasks approved by:
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