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Children-Youth Ministry Policy





          With Focus on Child Safety and Abuse
                            Christian Community Church
                     3838 Bartlett Street, Homer, AK  99603   235-8291
The mobilization of volunteers for ministry is essential to a healthy, growing church.  Scripture teaches that every believer has been equipped by God for ministry in, or through, the church.  "From Him the whole body, joined and held together by every supporting ligament, grows and builds itself up in love, as each part does its work." Eph. 4:16 

This policy paper is designed to assist Christian Community Church leaders in recruiting a large core of volunteers and to provide, to the greatest extent possible, for the safety of the children and youth who are served by these volunteers.
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I.
RECRUITING
Encouraging believers to get involved in church ministries is a spiritual service.  "And let us consider how we may spur one another on toward love and good deeds." Heb. 10:24

A.
Volunteers will be recruited by the pastoral staff or by volunteers helping to administer a particular 


program.


1.
All names of potential volunteers will be brought to the pastoral staff before they are individually 

approached regarding a ministry assignment.


2.
If the pastoral staff knows of reasons why a person would not be suitable for a volunteer position, 

further investigation will take place and a final approval, or denial, of the name will be made.

B.
In cases where children or youth or are to be supervised by volunteers, the Volunteer Form (attached) 
will be completed by those volunteers and kept on file in the church office.  Volunteer applicants must 
have been  involved with Christian Community Church as a member or prospective member for six months 
prior to applying for a position to work with children or youth.

1.
We reserve the right to request two personal references from anyone wishing to serve in any ministry 

involving children or youth.  

2.
We reserve the right to pursue a criminal records check, conducted by the church staff or director 

online at NetDetective.  The church will employ no volunteer without the authorization of "no 


criminal records found."   Records will be kept in a secure file in the church office for one year and 

updated as necessary.

3.
All volunteers will read this policy manual in its entirety and adhere to the Personal Safety Procedures 

regarding child safety and child abuse prevention.   
II.
CREATING A SAFE ENVIRONMENT
Our church is concerned for the safety of the children and families we serve. At the same time we are concerned about the safety and reputation of the adults and teens that volunteer to make this ministry possible.

 
A.
STAFFING AND SUPERVISING

1.  Teacher/Student Ratios


Adequate staffing is necessary to provide optimal care.  The recommended ratios are:

a.
One adult for every four nursery babies/toddlers (0-2 yrs.)

b.
One adult for every six early childhood students (2-5 yrs.)

c.
One adult for every twelve elementary students (6-11 yrs.)

d.
One adult for every fifteen youth students (12-18 yrs.)



2. 
Volunteer Age




The use of adult volunteers (18 yrs. and older) is recommended.  However, it is beneficial to their 




spiritual development to allow teens to serve in appropriate team-teaching settings in ministry 




programs.

3.
Windows or Open Doors




Doors should have clear glass windows that allow for an easy view of the classroom activities without 



disrupting the teaching process.  If there is only one adult teacher in the classroom and the door does 



not have a glass window, it should be left slightly open. 



4.
Supervision




Supervisory staff and volunteers should periodically check the classrooms to ensure the room is 




properly staffed and functioning well, monitor hallways, assist visitors in finding appropriate 




locations, and ensure that suspicious individuals are properly approached and monitored.


B.
NURSERY/EARLY CHILDHOOD/ELEMENTARY CONSIDERATIONS


1.
Volunteer Identification



Adult volunteers working with children should wear either a name tag or approved clothing (i.e. 




Pioneer Club leader's shirt) that clearly identifies them as staff members to parents, visitors and 




newcomers.



2.
Child Records




A sign-in form should be at the entrance of the Nursery door where parents record their name and 



their child's name each time he/she is cared for.  A visiting parent signing in a child is to be the one 



who picks up the child and initials the sign-in form.  Additionally, it is suggested that parents do not 



enter the nursery unless requested to do so.  This better enables the child-care staff to maintain order 



and provide the level of security that parents would expect.




Classroom forms including names and addresses of parents and children should be signed annually by 



parents and kept on file.  Any special needs of the child should also be listed.  Attendance should be 



taken and recorded each week.  


3.  
Diaper Changing



Changing tables should be in full view.  It is highly recommended that only adult female volunteers be 



assigned to change diapers.  A diaper changing procedure that utilizes standard precautions 




concerning blood-borne pathogens should be posted near changing area.






4.
Rest Room Guidelines




We strongly recommend that parents take their children to visit the rest room prior to each class or 



service.  Otherwise, it is highly recommended that only adult female volunteers escort a child to the 



rest room.  The volunteer should prop the outside door open, remain nearby, and escort the child 



back to the classroom.  



5.  
Clean Hands




Proper hand washing is one of the basics to good health and is one of the key standard precautions in 



the 
prevention of the spread of disease.  A proper hand washing procedure should be posted in each 



restroom.  Non-soap hand disinfectants should be available in every classroom for students and 




caregivers to use.


6. 
Clean Surfaces




All changing table surfaces, toys, cribs, desks, and tables should be cleaned regularly with a 




disinfecting solution.



7.
Unmanageable Children




Should a child become unmanageable, the parent will be contacted and the child removed if 




necessary.  No corporal punishment will be administered by the volunteer staff.



8.
Other Events




Anyone wishing to use the nursery or classrooms during events other than the Sunday services must 



first contact the church office.


C.
HEALTH AND SAFETY GUIDELINES



1.
Well Child Policy




A child who is ill and could therefore expose other children and workers to illness should not be 




received into the nursery or classroom.  Some signs of illness are persistent coughing or sneezing, 



discolored nasal discharge, fever, vomiting, or diarrhea.




2.
Medications




Volunteers are not to give or apply any medications.  If a child needs medication, the parent should give it.  


No medication should be left in the classroom.  In extreme cases, (allergies, asthma), arrangements for the 


administration of medication should be made with written instructions and permission from the parent and 


clearly labeled.



3.
Emergencies




Procedures should be reviewed annually for fire emergencies. These procedures are to be posted in a 



visible place in each classroom, stating the planned route of escape to the nearest fire exit.

       


A first aid kit should be kept in the nursery and each classroom, and the contents reviewed regularly.

 




4.
Responding to an Injury or Illness
a.
Separate the injured or ill student from other children.

b.
Isolate the area and keep other students away from any contact with blood or body fluid.

c.
Locate first aid kit and put on vinyl gloves.

d.
Attend to the student as needed, avoiding contact with mouth and eyes.

e.
Carefully clean up all fluid and place all soiled bandages into a zip-lock bag, including gloves.

f.
Dispose in a secure receptacle, and wash hands with soap and warm water.

D.
PROPER DISPLAY OF AFFECTION



Physical touch is an important element in the communication of love and care.  It is an essential part of the 


nurturing process that should be characteristic of ministry with students.  Volunteers need to be aware of, and 


sensitive to, the special and differing needs and preferences of each individual.  Physical contact should be 


age- and developmentally appropriate and is most appropriate when done publicly.


1. 
Appropriate Touch




The following guidelines are recommended as pure, genuine, and positive displays of God's love:

a.
Meet children at their eye level by bending down or sitting.

b.
Listen to individual with your ears, eyes and heart.

c.
Hold the child's hand while listening or speaking to him or when walking to an activity.

d.
Putting an arm around the shoulder of an individual when comforting, quieting, or greeting is an 
appropriate way to hug.  This side-to-side type of hug should only be done in public.

e.
A light touch to a hand, shoulder, or back when encouraging is acceptable.

f.
Gently hold the shoulders or chin of a child when redirecting the child's behavior.  This helps the child 
focus on what you are saying and is helpful with children who have Attention Deficit Disorder.

g.
Hold a preschool child who is crying.

 



2.
Inappropriate Touch




The following types of touch must be avoided:
a.
Kissing a child or coaxing a child to kiss you. 

b.
Extended hugging and tickling, or prolonged physical contact of any kind.

c.
Touching a child in any area that would be covered by a bathing suit (exception: properly assisting a 
child in the rest room.)
d.
Carrying older children or having them sit on your lap.  
e.
Being alone with a child.

f.
Giving a full contact, body-to-body hug.

  

E.
SPECIAL EVENTS AND OVERNIGHT POLICIES AND PROCEDURES


Teachers and leaders are encouraged to have special class activities in their homes, to plan social activities 


and to involve their pupils in field trips and service projects.  The safety guidelines outlined below should be 


followed.



1.
Special events and overnight activities should be preapproved by church leaders and put on the 




church calendar in the office.  Parents should be notified at least one week prior to the outing.



2.
Parental consent and medical release forms are required for each child participating.  Forms must be 



kept in leaders' possession during trips and events.



3.
Parents should be well-informed of the activities scheduled for each event, and a phone number where 



the group can be reached should be submitted to the church office.


4.
All trips and outings should be supervised by a minimum of two approved, unrelated adult leaders.  



5.
Chaperones who transport students in vehicles will need to submit a copy of a valid driver's license and 



insurance card to the church office.  Chaperones are not allowed to transport a single student in their 



personal vehicle unless it is their own child.



6.
There should be two adult leaders for every ten children.  Every leader should have an assigned group of 



children for which he is responsible.  Overnight events will accommodate separate sleeping quarters for 



boys and girls.  Each room must be supervised by tow adults who are of the same gender as the students. 


7.
Any accident or injury that occurs during an overnight or special event must be reported immediately.  



The student's parents should be contacted first and then the pastoral staff.  An Accident and Injury 



Report Form (attached) will be completed and turned in to the church office.



8.
When concluding an overnight or special event, students may only be released to their parent, a designated 


adult, or a sibling 16 yrs. of age or older.



9.
All one-on-one appointments should be preapproved by both a parent and a ministry supervisor.

F.  DISCIPLINE POLICY


Proper discipline includes both preventative care and corrective action, and it also helps create a healthy 

learning environment.  A hands-off approach is very important.




1.
Reward good behavior.  Immediate praise and recognition for positive actions are effective ways to 



encourage more of the same.  Inform parents when a child does well or shows improvement.



2.
Remind the student of proper classroom behavior.  Remind him of the classroom rules and what is 



expected.



3.
Redirect the student.  Move him to a different situation or area.  Separate the child from others when he is 


having difficulty behaving.



4.
Remove the student from the group using a time-out chair within the classroom.  After an appropriate 



explanation of what is wrong with the child's behavior is given, give him several minutes to sit alone (the 



child's age should equal the time-out minutes).  When the child is settled, invite him to rejoin the group.



5.
Return the student to a parent.  If steps 1 through 4 fail to change behavior, the child should be taken to a 


parent for the remainder of the class.  After class, the teacher will explain the problem to the parents and 


reassure the child that his is welcome to join the class next time.  The teacher will report the action taken 


to the Director of the Children's Ministry.



6. 
Suggested Classroom Manners (posted in all rooms)




a.
Be kind to one another.




b.
Pay attention and listen.





c.
Follow instructions.




d.
Talk one at a time.




e.
Keep hands and feet to yourself.
III.
CHILD ABUSE PROTECTIONS AND PROCEDURES

“But if anyone causes one of these little ones who believe in me to sin, it would be better for him to have a large 
 
millstone hung around his neck and to be drowned in the depths of the sea." Matthew 18:6

A.
UNDERSTANDING CHILD ABUSE  (Ages 0-18)


1. 
Child abuse is defined as a nonaccidental physical or mental injury or mistreatment caused by the acts or 


omissions of the child's parents or caretakers.


2.
Abuse is categorized as physical, emotional, verbal, or sexual.




a.
Physical abuse is nonaccidental injury of a child.




b.
Emotional abuse is chronic attitudes or acts that are likely to produce serious, long-term emotional 




disorders.




c.
Verbal abuse is communication by words (i.e., derogatory name calling, criticism, yelling), vocal 




tones and accompanying body language and attitudes that are likely to produce serious, long-term 




emotional disorders.




d.
Sexual abuse is sexual exploitation of a child, consensual or not, for the sexual gratification of the 




perpetrator or a third party.  Some sexual offenses are fondling; oral, genital or anal penetration; 




intercourse; forcible rape; exhibitionism; allowing children to witness sexual activity.



3.
Neglect means failure of those responsible for the care of a child to meet the physical and 



emotional needs of the child to an extent that the child's health, development, or safety are 



endangered.



a.
Physical neglect means failure to meet the basic requirements for supervision, housing, 




clothing, medical attention, and nutrition.




b.
Emotional neglect means failure to provide the praise, love, nurturing, and security essential 




to the psychological and social development of a child.


B.
REPORTING PROCEDURES


1.
Obligation to Report



If church workers have any concerns regarding the safety of a student, they should report to the Director of 


the Children's Ministry or the Youth Pastor, and the Senior Pastor. The pastoral staff will then follow 



through in contacting the Department of Health and Human Services. At this point in time, it may be 



advisable to contact a lawyer. 



2.
What to Report



Any items of obvious concern relating to child abuse or neglect should immediately be reported:




a.
Unexplained bruises, burns, fractures, or abrasions (often in various stages of healing)




b.
Consistent lack of supervision




c.
Consistent hunger, inappropriate dress, poor hygiene, or unattended medical needs




d.
Extremes of aggression or withdrawal




e.
Moves with discomfort and shies away from physical contact




f.
Wearing clothing inappropriate for the weather in order to cover body




g.
Withdrawn, depressed, listless




h.
Torn, stained or bloody underwear




i.
Irritation of the mouth, genital, or anal area




j.
Difficulty sitting or walking




k.
Inappropriate sex play, acting out seductiveness or promiscuity




l.
Sudden changes in school performance, appetite, or perceived self-worth

Abuse or neglect need not have occurred already for a student to be in need of protection.  It is not necessary to wait until a child has been harmed to intervene. When abuse or neglect can be reasonably anticipated and there are reasonable grounds to believe a child is in need of protection, the necessity of reporting applies.



5


3.
Confidentiality
In these matters it is important to keep the information confidential at all times. Therefore, all suspicions of abuse should be confided only to the ministry head and pastoral staff. It is the responsibility of the pastoral staff to contact the local office of the Department of Health and Human Services.



4.
Responding to the Student
When a student first comes to you, be sure to take his or her word seriously. Don’t deny the problem, but stay calm and listen to the student. Give emotional support, reminding the student that he or she is not at fault and that he or she was right in telling you about the problem.  Do not promise the student you will not tell anyone.



5.
Report Form
Use a Suspected Abuse Report Form (attached). These forms may be obtained from the ministry head or pastoral staff. Fill out the report form and submit it to a member of the pastoral staff.



6.
Summary of Steps




a.
Gently affirm the student.




b.
Immediately report any suspected abuse to the appropriate ministry head and the pastoral staff. 




Complete the Suspected Abuse Report Form.



c.
It is the responsibility of the pastoral staff to report to the local office of the Department of Health and 



Human Services by telephone, letter, or in person. Absolute confidentiality is maintained by the 




Department of Health and Human Services.


C.
PROTECTION FROM LIABILITY

Church personnel are required to immediately report to the Department of Health and Human Services any suspected case of child abuse. It is not a breach of confidence between church personnel and the student involved. No person is personally liable for anything done or omitted in good faith in the exercise of this responsibility. Church leaders are accountable to God to protect all individuals - children, youth, and adult. Although the church desires to protect the parents as much as legally possible from undue interference by outside authorities into their families, the protection of students from abuse is even more important. The church should follow the principles of submitting to governing authorities (Romans 13:1), while at the same time helping parents to exercise discipline that is consistent with the Scripture and is in the best interest of their children.



D.
REPORT FOLLOW-UP



A confidential written report (attached) with conclusions and action taken should always be made by the pastor 

who received the Suspected Abuse Form. These reports shall be kept in a confidential personnel file.


E.
CHURCH DISCIPLINE



If it is proven that a member of Christian Community Church has committed child abuse, the church will 


practice discipline according to Matthew 18:15-17 and the policy manual of Christian Community Church. 
The church must avoid any undue interference when a report of child abuse has been filed with the Department of Health and Human Services. The church should ask the Department of Health and Human Services if it can assist in helping and supporting the hurting student and his or her family. The church should maintain frequent communication and supportive relationships with those suspected or guilty of child abuse as long as these persons exhibit a willingness to listen, change, and look to Christ for help. This does not exclude the need for hurting individuals, the victims, the accused and their families to receive professional counseling.

 
From: SAFE PLACE, Guidelines for Creating an Abuse-Free Environment
@ 2002 by Disciplemaking Ministries Office of Christian Publications, Inc.

3825 Hartzdale Drive, Camp Hill, PA











Rev. 3/2016

      PARENTAL CONSENT & MEDICAL RELEASE
Christian Community Church 
3838 Bartlett Street, Homer, AK  99603   235-8291
 

To the maximum extent allowed by law, I, ____________________________________, being the parent or legal guardian of __________________________________, a participant of ___________________________, agree to defend, indemnify, and hold harmless Christian Community Church and its employees, volunteers, and any other teachers/aides for expenses relating to injuries, accidents, diseases, property damage, and/or property loss which may occur as a result of the student’s participation in ____________________________

_______________________, on ________________________________ from___________________________.

I understand that Christian Community Church provides neither student medical insurance coverage nor liability insurance that would cover the student’s actions. It will be my responsibility to provide for payment of such expenses, should they occur. I am aware of the hazards associated with the transportation to and from, as well as participation in, this activity. I give my permission for the above listed student to be transported by an adult who is going along.
I understand that reasonable rules and regulations will apply while the above named student is on the trip. Violations of a serious nature will result in the student being sent home immediately. 

I also authorize any necessary emergency medical treatment to be administered to the above named student. Allergies and/or special medical instructions for the student are listed below: _________________________

__________________________________________________________________________________________

Additional information is available through leader ___________________________Phone _______________
__________________________________________________________________________________________

Parent Signature

  
Printed Name



Cell Phone

__________________________________________________________________________________________
             Emergency Contact

 
Phone




Date

Accident and Injury Report Form






                      Christian Community Church 
          3838 Bartlett Street, Homer, AK  99603   235-8291

Person Injured 






    Date of Report ___________________
Name__________________________________________________  Age/D.O.B. ______________________

Address_________________________________________________________________________________
_______________________________________________________Phone ___________________________

Name of parent or caretaker (if person injured is a minor) ______________________________________
Employer_____​​​​​​​​​​​​​​___________________________________________________________________________

Does the injured party have medical insurance?   [   ]  Yes [   ]  No

Name of medical insurance company _________________________________________________________

Injured's relationship to CCC:
[  ] Member   [  ] Visitor   [   ]Volunteer   [   ]Employee   [   ]Student  

For what purpose was the injured on the premises?_________________________________________​___
________________________________________________________________________________________

Injury Incident

Date of Injury__________________________________________________ Time______________________

Describe the nature and location of injury on body ______________________________________________

_________________________________________________________________________________________

Describe how the injury happened and where it occurred _________________________________________


_________________________________________________________________________________________

_________________________________________________________________________________________

Who was responsible for supervision at the time of injury? ________________________________________

Witnesses

Were there other children and/or adults involved?  [   ] Yes  [    ]  No    

  If yes, how? __________
_______________________________________________________________________________________
Name of Witness ___________________________________________ Phone________________________

Address ________________________________________________________________________________

Name of Witness ____________________________________________ Phone _______________________

Address ________________________________________________________________________________

Response


How and when was a parent/caretaker notified? _________________________________________________


_______________________________________________________________________________________
Were medical personnel consulted or notified? [   ] Yes  [   ] No

If yes, note name, qualifications and treatment given, if any._______________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
Was the injured taken to the hospital?  [   ] Yes   [   ] No

Hospital name___________________________________________________________________________

If yes, explain why, and who transported. _____________________________________________________
_______________________________________________________________________________________
Signature____________________________________________ Position ____________________________

Christian Community Church
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Suspected Abuse Report Form
             Christian Community Church

                                                     


       3838 Bartlett Street, Homer, AK  99603   235-8291






     
   
Date of Report _____________________

Name of child/individual___________________________________ Age/D.O.B. ______________________

Address_________________________________________________________________________________

_______________________________________________________Phone ___________________________

Name of parent or caretaker ________________________________________________________________
Name of person filing report ________________________________________________________________

Name of person receiving report _____________________________________________________________
Nature of suspected abuse (physical, emotional, verbal, sexual, neglect):

_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
Indications of suspected abuse (including facts, physical signs and course of events where necessary):
_________________________________________________________________________________________
_________________________________________________________________________________________

_________________________________________________________________________________________
Action taken (including date and time):

_________________________________________________________________________________________
_________________________________________________________________________________________
The above information will serve as a guide and will be necessary if a formal report is filed with the police or appropriate government agency.  All information received is to be kept strictly confidential.
Signed_______________________________________ Signed _____________________________________
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             Suspected Abuse Follow-Up Report Form




             Christian Community Church
                                                                                                         3838 Bartlett Street, Homer, AK  99603   235-8291

   Date of Report ____________________

Name of child/individual___________________________________ Age/D.O.B. ______________________

Address_________________________________________________________________________________

_______________________________________________________Phone ___________________________

Name of parent or caretaker ________________________________________________________________
Name of person filing report ________________________________________________________________

Name of person receiving report _____________________________________________________________

Conclusions: 
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
Action taken (including date and time): _________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 
The above information will serve as a guide and will be necessary if a formal report is filed with the police or appropriate government agency. All information received is to be kept strictly confidential.
Signed________________________________________




Pastor
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