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Understanding the need for a clearly defined Child Protection Policy 
 
Church leaders have a spiritual, moral and legal obligation to provide a safe and secure 
environment for children participating in church ministries.  The emotional, physical and 
spiritual trauma to victim, the destructive consequences for abusers and the devastating 
effects on the credibility of the name of Christ and church ministry, make it essential that 
the church take the appropriate steps to create a safe and secure environment to 
prevent abuse from occurring. 
 
The guidelines included in this manual are set forth to provide a safe and nurturing 
environment in which we can help our students come to know the Savior.  We view 
ourselves as partners with parents, seeking to provide quality care and instruction in our 
ministry to the family.  All of the guidelines are designed to protect both the student and 
the volunteer and to promote spiritual growth, building disciples at every age level. 
 
Properly screening potential volunteers is the first line of defense in providing a safe 
ministry environment.  In order to be protected against liability, the church must show 
evidence that it has taken reasonable in screening and supervising volunteers.  If an 
abuse accusation occurs, the courts will look for a process by which the church screens 
volunteers before engaging them in service.  A court can find the church negligent, and 
therefore liable, if it is less than systematic in its recruiting process.  Accurate record 
keeping is crucial. 
 

 
In the unfortunate event that an incident of child abuse does occur at our church, the 
question that we must answer is, “What did you do to prevent this tragedy from 
happening?” 
  

Increasingly, and more often dramatically, churches and their personnel (i.e. staff, directors, 
officers and ministers) are being held accountable for the acts of individual abusers within the 
church, even though neither the church nor its leaders were aware of the abuse or condoned it.  
Churches are being sued in civil courts for damages sustained by victims and their families.  
Those victims and their families are attempting to hold churches accountable by alleging that 

a) The church is vicariously liable for the acts of its personnel, be they paid staff or volunteer 
staff, regardless of whether the church was itself negligent or even knew of the abuse. 

b) The church was negligent in hiring or accepting personnel, whether paid or volunteer. 
c) The church was negligent in supervising or mon9itoring its personnel or membership. 

It is perhaps, if one is cynical, the pressure of being found liable to compensate victims of abuse 
along with the corresponding fear of embarrassment, that has caused churches to respond to the 
issue of child abuse more than it is a new-found desire to otherwise address an age-old problem.  
Whatever the reason, it is timely for churches to now respond. 

Church And The Law Update, June 1994 
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General Definitions of Child Abuse 
 
I. Child abuse is defined as a non-accidental physical or mental injury or mistreatment 

caused by acts or omissions of the child’s parents or caretakers 
 
II. Abuse is categorized as physical, emotional or sexual. 

A. Physical abuse means non-accidental injury of a child. 
B. Emotional abuse means chronic attitudes or actions that are likely to produce 

long-term serious disorders. 
C. Sexual abuse means 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. 

 
III. 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 is 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. 
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Policy for Recruitment of Ministry Volunteers 
 
All volunteers should be: 
1. Members in good standing OR, if not members, willing to support and adhere to the 

doctrines and principles of the Evangelical Free Church. 
2. Regular attendees for at least six months. 
3. Free from any child abuse convictions. 
 
Procedure for Recruitment: 
1. Recruitment shall be done by a designated lay person or a pastoral staff member. 
2. Names of prospective volunteers shall be submitted to the Christian Education 

Board for preliminary approval prior to contacting an individual regarding a ministry 
assignment. 

3. Once preliminary qualifications have been checked and the CE Board has approved 
the volunteer, the recruiter may ten contact the prospective volunteer to assess his 
or her interest in ministry and oversee completion of the recruiting process. 

4. The Confidential Application Form for Volunteer Workers & Teachers must be 
completed for all positions involving ministry to children and youth.  All forms should 
be kept in a permanent file in such a manner that confidentiality is maintained. 

5. Three personal references are requested on the Confidential Application Form.  
These references should exclude relatives and include at least one reference from 
outside the church.  Youth volunteers should include the youth pastor as one 
reference.  Each reference should be contacted by phone and asked to affirm the 
appointment of the volunteer.  A record should be kept of the person making the call, 
the date of the call and a summary of the reference’s comments. 

6. An interview with the Christian Education Director or appointed ministry head should 
be scheduled with the volunteer to review the Confidential Application Form and 
allow the volunteer to ask questions regarding the church’s policies or ministries.  
The interview information should be made available to the Christian Education 
Board. 

7. A background check is required for all paid staff.  We strongly encourage a 
background records check for all volunteers as well.  The Confidential Application 
Form grants permission to obtain a criminal records check from local, state and 
government agencies.  Any information secured is considered confidential and must 
b destroyed when the volunteers leaves his or her ministry position. 

8. Upon completion of all necessary forms and interviews, the Christian Education 
Board will give final approval to appoint the volunteer to a ministry position. 

 
 
 
 
 
 
 
Ministry Volunteer Recruitment Policy 
Adopted 02-10-00 
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Policies for Creating a Safe Environment 
 
I. Staffing and Supervising 

A. Two Adult Rule 
1. It is desired to have two adults in each classroom; however, it is 

mandatory to have a minimum of two adults in any preschool class, 
except in the case of an extreme emergency.  This arrangement may 
require that grade levels be combined and that a youth helper (over 
14) be used if it is not possible to have two adults. 

B. Open Doors 
1. All classroom doors should have clear glass windows that allow for an 

easy view of the classroom activities without interrupting the teaching 
process. 

2. If there is no clear glass window in the door, the door should be left 
open or the blinds on the windows should be adjust so that there is 
clear visibility into the room. 

C. Family Protection 
1. While we encourage families to minister together it is recommended 

that when immediate family members work together in the same 
classroom another volunteer (not related) be placed in the classroom 
as well 

D. Student/Teacher Ratios 
1. The recommended ratios to meet adequate staffing are: 

a. One care giver for every three infants (birth – 12 months) 
b. One caregiver for every four toddlers or preschoolers 
c. One caregiver for every 8-10 elementary-age children 

E. Volunteer Age 
1. Although the use of adult volunteers (18 years and older) is 

recommended, youth helpers between the ages of 12 and 18 may be 
used when properly screened and trained.  No youth under 14 may 
work in the nursery and no youth helper should care for children alone 
at any time. 

F. Supervisory Staff 
1. There should be at least one supervisory staff person on duty any time 

there is an EFC sponsored event that includes children and children’s 
workers. That person should make regular checks on all classrooms to 
ensure the rooms are properly staffed and functioning well. 

II. Nursery / Preschool 
A. Volunteer Identification 

1. All volunteers working with children should wear either a name tag or 
approved clothing (smock) that clearly identifies them as staff 
members. 

B. Child Registration 
1. Sign-in forms should be at the entrance of the nursery/classroom door.  

Parents should record the child’s name, their names, and their location 
during the service.  Special needs of the child should also b noted.  
The sign in forms should be collected weekly and kept on file.  In the 
case of an abuse allegation, these forms could be used to justify 
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attendance.  Additionally, names and addresses of parents and 
children should be filed and carefully maintained. 

C. Volunteer/Worker Registration 
1. Volunteer sign-in forms should be in the nursery/classroom to record 

the name of each volunteer and the times he or she entered and exited 
the room.  These forms should be kept on file.  These forms 
substantiate the two-adult rule and could be used to prove/disprove 
volunteer presence in the room I the event of an abuse allegation. 

D. Releasing Children 
1. A sign-out line for the parent to initial should be included on the sign-in 

form.  The parent who signs the child in should be the one who signs 
the child out.  It is suggested that the parents not enter the nursery 
past the registration counter unless requested to do so. 

E. Diaper Changing 
1. Universal precautions for blood-borne pathogens should be used 

whenever changing diapers.  This includes the use of disposable 
gloves and surface barriers.  The proper procedure should be posted 
near the diaper changing areas. 

2. Two should be in the room whenever a diaper is changed.  The person 
changing the diaper should be in full view of  the other adult. 

3. Diaper changing should be performed only by adults. 
F. Rest Room Guidelines 

1. Parents should be encouraged to take their children to visit the rest 
room prior to each class or service.  During class times the following 
procedures should be followed for rest room breaks: 

a. Two adults should escort a group of children to the rest room.  
This may require the use of a hallway monitor or assistance 
from the supervising staff.  Teen volunteers should not assist 
children in the restroom. 

b. If just one child must go to the rest room, the adult volunteer 
should escort the child and prop the outside door open.  The 
volunteer should then remain outside the door and wait for the 
child before escorting him or her back to the classroom.  The 
volunteer should call the child’s name is he or she is taking 
longer than seems necessary. 

c. Never be alone with a child in an unsupervised rest room and 
never go into a cubicle with a child and shut the door. 

d. If preschool children need assistance, an adult may enter the 
rest room/cubicle only under the following guidelines: 

i. A second adult must be within visual contact.  If this is 
not possible, another adult should at least be informed or 
the situation and notified when leaving with a child an 
when returning. 

ii. Only women should assist girls or boys in the restroom 
iii. The outside rest room door must be propped open.  The 

adult must stand in the open cubicle doorway 
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III. Elementary Children 
A. Children should not be sent to the rest room alone.  An adult volunteer should 

accompany children to the rest room, or at the very minimum, a hallway 
monitor or supervising staff should be present in the rest room area. 

B. Adult volunteers should remain outside the rest room door, with the door 
propped open, and wait for the child before escorting him or her back to the 
classroom. The volunteer should call out the child’s name if he or she is 
taking longer than seems necessary 

C. Never be alone with a child in an unsupervised rest room and never go into 
the cubicle with a child and shut the door 

D. Youth volunteers should never assist children in the rest room 
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Reporting Suspected Child Abuse 
 

I. All volunteers and paid staff who are involved in ministry to children under 18 should 
immediately report to the ministry head and the pastoral staff any items of obvious 
concern relating to child abuse or neglect of which they have knowledge or have 
observed within the scope of their duties.  No action will be taken against a person 
making a report unless it is made maliciously or without reasonable grounds for 
belief.  Signs of abuse to watch for are: 

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. Wears inappropriate clothing 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 sexual play, acting out seductiveness or promiscuity 
L. Sudden changes in school performance, appetite or self-worth 

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

II. In matters of child abuse it is important to keep the information confidential at all 
times.  Therefore, all suspicions of abuse should be directed 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 Social Services. 
 

III. If child abuse is suspected, immediately notify the appropriate ministry head: 
A. AWANA – Tim and Laura Giordano 532-1029 
B. CHILDREN’S MINISTRIES – Nini Bronson 589-5534 
C. STUDENT MINSTRY – Pastor Brian Bell (870) 623-2439 
Fill out the SUSPECTED CHILD ABUSE REPORT FORM and submit it to a 
member of the pastoral staff. 

 
IV. 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. 
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V. The church must avoid any undue interference when a report of child abuse has 
been filed with the Department of Human Services. The church should ask the 
Department of Human Services how they 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 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 to receive professional 
counseling. 
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Discipline Policies 
 
Proper discipline includes both preventive and corrective action to create a healthy 
learning environment.  Unless there is immediate threat of physical danger to another 
child, a volunteer or the child himself or herself, we employ a hands-off policy.  Utilize 
the following 5 R’s when using classroom discipline. 
 
I. Reward good behavior as much as possible.  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 

 
II. Remind the child of proper behavior.  Remind him or her of the classroom rules and 

what is expected. 
 
III. Redirect the child.  Move him or her to a different situation or area.  Separate the 

child from others when he or she is having trouble behaving 
 
IV. Remove the child from the group using a time-out chair within the classroom and in 

view of the volunteer.  This should be done as a deterrent before the child blatantly 
breaks behavior rules.  After an appropriate explanation of the child’s behavior, give 
him or her several minutes to sit alone (the child’s age should equal the time-out 
minutes).  When the child is settled, invite him or her to rejoin the group. 

 
V. Return the child to a parent.  If steps 1-4 fail to change behavior, the child will be 

taken to a parent for the remainder of the class.  The Children’s Ministry supervisor 
in charge will accompany the child to his or her parents.  After class, the teacher will 
explain the problem to the parents and reassure the child that he or she is welcome 
to join the class next time.  The teacher will report the action to the ministry 
supervisor on duty. 

 
A child who exhibits undue physical aggression towards adults or other children (hitting, 
kicking, biting, throwing objects, etc.) will not e allowed to take part in class activities 
until there has been a conference with the child’s parents and the pastoral staff.  The 
parent may be asked to accompany the child to class until the behavior is under control 
or seek appropriate counseling.  It is important that we extend a loving attitude toward 
the most unlovable children, but still maintain firma and consistent guidelines for the 
safety of all the children as well. 
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Child Safety Policy 
 
To provide the highest quality of child care and comply with all liability concerns, the 
following policy shall be enforced for all EFC sponsored events where child care is 
provided.  This policy applies to Sunday School and Children’s Church classes as well. 
 
1. Each EFC sponsored event must have a designated childcare coordinator who is 

responsible for recruiting and supervising the childcare volunteers.  Whether paid or 
volunteer, all care givers and teachers must be approved by the Children’s Ministry 
Director. 

a. This includes having a “Confidential Application Form for Volunteer Workers 
and Teachers” on file for each person 

b. All persons working with children in any capacity (i.e. nursery attendants, 
childcare workers, teachers, AWANA leaders, parent co-op nursery school 
leaders, music leaders) must be screened and agree to a background check.  
Background checks will be done at the discretion of the CE Board. 
 

2. For preschool children there must be two adult supervisors for each room being 
used.  Youth help is encouraged; however, no one under 14* may work in the 
nursery.  We strongly recommend a two adult rule for all elementary children under 
twelve years of age. 

a. Workers must wear a name badge while providing care 
b. There must be clear view into the rooms from outside; therefore do not cove r 

the window or close the blinds 
c. *For activities other than Sunday morning, youth workers may be 12 years of 

age if appropriate training has been given and at least two adults are present. 
 

3. Parents should sign each child left in our care in and out on the log-in sheet 
provided.  Please be sure the name and location of the parent is noted.  Children will 
only be released to the parent who signed the child in.  Childcare workers (including 
teachers) must also sign the log-in sheet, noting time in and out, date and room 
number. 
 

4. For events other than Sunday morning, Room 5 should be used for child care of 
children two through five years.  Please see section “Guidelines for Children’s 
Ministry/Childcare Room Use” 

 
 

5. If infant care will be provided, the nursery should be used.  Use of the nursery must 
be cleared through the nursery coordinator.  The general nursery procedures must 
be followed. 
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6. Any CM activity which includes transporting of children must be cleared through the 
Children’s Ministry Director. 

a. Parental consent forms and releases are required for every child 
b. Each driver must possess a valid driver’s license and evidence of insurance 
c. The number of occupants in the vehicle may not exceed the number of seat 

belts.  Seat belts must be in proper working order and be worn by all 
occupants. 

 
7. All CM activities that will take place other than on the church campus, even if 

transportation is not being provided, must be cleared through the Children’s Ministry 
Director with appropriate parental consent forms provided.  No activity should be 
planned unless two unrelated adults can be present during the event.  If an event 
will be supervised by a husband and wife, there should be a third adult present as 
well. 
 

8. Appropriate touch/behavior is defined as the following: 
a. Holding a preschool child who is crying 
b. Giving a short hut or putting a comforting arm around a child briefly 
c. Patting a child’s head, hand or shoulder when encouraging 
d. Physically restraining a child from hurting self or others 
e. Gentle holding of shoulders or chin of a child when redirecting the child’s 

behavior 
f. Meeting in public places when doing one-on-ones with child (taking child to 

lunch as reward, etc.) 
 

9. Inappropriate touch/behavior is defined as: 
a. Long and/or full body embraces 
b. Kissing a child or coaxing a child to kiss you 
c. Touching a child in an area that would be covered by  a bathing suit 

(exception: properly assisting a child in the rest room) 
d. Any discipline of a child which inflicts pain (hitting, slapping, squeezing, biting, 

etc.) 
e. Fantasizing about children sexually 
f. Sexually suggestive comments to a child 
g. Carrying an older child or allowing him or her to sit on your lap or vise versa 

 
10. Potentially inappropriate behavior may be: 

a. Back rubs 
b. Tickling 
c. Wrestling 
d. Touching a child’s buttocks even if fully clothed 
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Guidelines for Children’s Ministry/Childcare Room Use 
 
1. Locked cabinets in Room 5 need to remain locked.  There are a number of toys in 

the Children’s Ministry Office that are available for child care use.  These may be 
checked out for the event by contacting the Children’s Ministry Director.  The 
cabined marked “EFC” may be used for all EFC sponsored events.  Please leave the 
cabinet neat and orderly, with toys put in their proper basket. 

2. Please help the children learn resp0ponsibility by putting toys away before getting 
out new ones. 

3. Food needs to be confined to the table area only.  Please do not allow children to 
walk around the room eating. 

4. If children are on the patio area, there must be at least one adult care giver present 
in that area.  If children under five will be using the slide, there must be at least 
two caregivers available to supervise the slide, one of whom will stay at the 
bottom of the slide at one at the steps.  At no time should children pay outside 
unattended or be attended only by a youth helper. 

5. If a toddler needs to use the bathroom, the care giver should assist the child only as 
needed.  Do not accompany the child into the stall except to respond to the child’s 
request for assistance with clothing, etc. 

6. If the nursery is being used, there need to be two adult care givers in the nursery at 
all times. 
 Diapers are to be changed only in designated areas and in the presence of at 

least one other adult. 
 Diapers are to be changed by adults only (not youth helpers) 
 Be sure to empty garbage and turn off hot water heater at end of use. 

7. For all rooms, window blinds must be kept open and doors must always remain 
unlocked 

8. Rooms should be left in reasonably clean condition because there may not be 
janitorial service prior to the next room usage.  All garbage should be securely tied in 
a plastic bag and set outside the room for disposal in the dumpster at the end of the 
event.  All hard surfaces should be free of sticky spills.  The floor should be free of 
large spills (paper clippings, large crumbs, etc.)  This applies to Children’s Church as 
well as other church events. 

9. Please do not allow children to sit on the tables or climb on shelves at any time. 
10. All teachers, volunteers, and child care helpers (youth and adult) must sign in and 

out on the log sheet provided.  This is a legal document!  Return sign-in sheet to 
Children’s Ministry Office at the conclusion of the event.  (If the office is not open, 
leave in the room) 

11. Lock all doors, close windows, turn off air conditioners/heaters, and turn off lights 
when leaving. 
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Occupational Exposure to Blood-Borne Pathogens 
 
The Occupational Safety and Health Administration’s (OSHA) Final Rule for 
“Occupational Exposure to Blood Borne Pathogens” (29 CFR 1910.1030) went into 
effect nationwide on March 6, 1992.  Federal OSHA authority extends to all private 
sector employers with one or more employees, so all church employers are covered.  
All state-level OSHA programs are required to adopt an equivalent standard.  Under 
the OSHA standard, there are substantial fines for employers who fail to protect their 
employees (including volunteers) from exposure to blood-borne pathogens. 
 
Definitions 
 
Occupationally exposed:  reasonably anticipated skin, eye, mucous membrane, or 
parenteral (through the skin) contact with blood or other potentially infectious 
materials that may result from the performance of the employee’s duties, even if the 
employee’s actual performance of those duties is infrequent. 
 
Blood-borne pathogens:  Any infectious material carried in the blood. 
 
OPIM (Other potentially infectious materials) – body fluids and/or secretions, any 
body fluid visibly contaminated with blood, and all body fluids in situations where it is 
difficult or impossible to differentiate between body fluids. 
 
Universal Precautions:  The name given to the very aggressive plan from the 
Center for Disease Control and Prevention (CDC) that treats all blood and certain 
body fluids as a source of contamination and infection.  “Universal precautions” on 
the job are not optional, 
 
“Universal precautions” includes (but is not limited to) the use of disposable gloves 
when handling or touching contaminated items or surfaces. 
 
Training 
 
Training must be provided to all persons whose job classification places them as 
designated first-aid providers.  This training must be provided prior to actual job 
assignment and yearly thereafter.  Training must be provided in a language and at a 
comprehension level that the employees understand.  It must contain at a minimum 
the following elements: 

 How to obtain a copy of the regulatory text and an explanation of its contents; 
 Information on the epidemiology and symptoms of blood-borne diseases; 
 Ways in which blood-borne pathogens are transmitted; 
 Explanation of the exposure control plan and how to obtain a copy; 
 Information on how to recognize tasks that might result in occupational 

exposure; 
 Explanation of the use and imitations of work practice and engineering 

controls, and personal protective equipment; 
 Information on Hepatitis B vaccination such as safety, benefits, efficacy, 

methods of administration, and availability; 
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 Information on whom to contact and what to do in an emergency including 
HIV/HBV exposure; 

 Information on how to report an exposure incident and on the post-exposure 
evaluation and follow-up 

 Information on warning labels and signs, where applicable, and color-coding; 
 Question and answer session on any aspect of the training by a health care 

professional 
 
The following precaution should be adequate for all Children’s Ministry 
volunteers in the normal exercise of their duties: 
 

 A plastic resuscitation device for CPR (should have one for each classroom) 
 Plastic liners in waste paper baskets. 
 Infectious disease kits for each classroom (to include 1 pair of disposable gloves, 

a foil packet with disinfectant towelette, two or three 4”x4” gauze pads for blood 
absorption, and one or two Band-Aids in a Zip-Loc bag.) 

 Disinfectant solution for cleaning up any contaminated surfaces (solution 
available in the CM office) 
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Blood-Borne Pathogen Exposure Control Plan 
 
The following precautions shall be considered our normal “standard of care” 
when caring for children in the context of normal Children’s Ministry activities: 
 

1. Disposable rubber gloves shall be worn whenever there is the possibility of 
exposure to blood or other potentially infectious material (OPIM). This included 
when caring fro all cuts, scrapes, or lacerations, or when changing diapers.  
Disposable gloves are provided in the nursery, and all teacher supply caddies 
are stocked with single use “Infectious Disease Kits.”  These kits are to be used 
in the following manner: 

 Open Zip-Loc bag.  Put gloves on before caring for incident 
 Place all contaminated items back into the bag 
 Remove gloves by grasping the top uncontaminated portions and roll them 

off inside out as they are removed – place into bag. 
 Dispose of bag in a plastic lined wastepaper can 

 
2. All contaminated surfaces will be properly cleaned and disinfected immediately 

after exposure.  A 1:10 solution of household bleach and water made fresh daily 
is considered an adequate disinfectant. 
 

3. In the nursery disposable barrier covers shall be used under the baby for all 
diaper changes.  These are to be discarded after each diaper change. 

 Use a new pair of disposable gloves for each diaper change and discard 
after each use.  Pull gloves off from the cuff, turning inside out as you 
remove. 
 

4. All toys that have been in contact with a child’s saliva (i.e. nursery toys) must be 
disinfected with an approved disinfectant solution before being returned to the 
play area. 
 

5. Any necessary CPR should be performed with a plastic resuscitation device. 
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Handling of an Exposure Incident 
 
An “exposure incident” refers to a specific eye, mouth, and other mucous membrane, 
non-intact skin, or parenteral (pierce, stick, bite, cut, abrasion of the skin) contact with 
blood or other potentially infectious material that results from performance of duties. 
 

 Immediately wash the contaminated area with soap and water.  If exposure was 
to eyes or other mucous membranes, flush area with generous amounts of water. 
 

 Report incident immediately to supervising personnel. 
 

 Document exposure incident on the “Record of Blood-borne pathogens exposure 
Indecent and Treatment” form 

 
 Post-exposure medical evaluation and follow-up shall be made available 

immediately for any employee having an occupational exposure incident. 
 

 If the infectivity status of the source individual is unknown, the individual’s blood 
may be tested as soon as feasible after consent is obtained.  Request for 
consent may come from the employee’s attending physician.  The exposed 
individual will be informed of the results of the source individual’s testing.  Both 
individuals (exposed and source) have the right to refuse testing. 

 
 During all phases of post-exposure, the confidentiality of the affected employee 

and the exposure source must be maintained 
  



Evangelical Free Church   Child Safety & Protection Manual 

19 
My Documents/Office Procedures/Child Safety and Protection Policy 

First-Aid and Child Wellness Policy 
 
1. Our Children’s Ministry Department is a well-child ministry.  While it is impossible to 

avoid all childhood communicable diseases, we do not allow children to attend 
Children’s Ministry functions, including the nursery, who have any of the following 
symptoms: 

 Chills and/or fever 
 Sore throat or earache 
 Skin rash 
 Any runny nose that is not a clear nasal discharge 
 Unusual fatigue or irritability 
 Vomiting or diarrhea 
 Head lice 
 Communicable diseases (i.e. measles, roseola, chicken pox, etc.) 

 
2. No medications shall be administered to a child by anyone other than his/her parent 

or guardian 
 

3. If minor first aid is to be administered, the following procedure should be followed.  
Youth helpers should not administer first-aid to a child 

 Retrieve first-aid kit from teacher supply caddy 
 Put disposable latex gloves on before contacting any body fluids 
 Clean would with antiseptic towelette provided in first-aid packet.  Do not 

apply any medications to the wound. 
 If wound requires more than simple bandage, have the supervising ministry 

leader summon child’s parents if available.  Call for medical help is injury is 
severe 

 If CPR is necessary, use a plastic face mask provided in the classroom (by 
the phone) 

 Remove gloves by pulling off from the cuff, turning inside out as you remove 
them.  Place gloves and soiled antiseptic towelette in zip-loc baggy.  Discard 
in plastic lined garbage can.   Wash hands with soap and water. 

 Fill out “Injury/Accident Report” from and give to supervising ministry leader.  
This form should be filled out whether or not the injury required bandaging 
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Guidelines for Responding to Allegation of Sexual 
Misconduct/Impropriety in the Children’s Ministry 
Department 
 
1. When a staff person or volunteer is aware of a child abuse incident, it must be 

reported immediately to the Ministry Supervisor on duty, who will in turn report it to 
the Children’s Ministry Director and Senior Pastor.  By law, any suspected child 
abuse must be reported to local authorities.  All reporting to local authorities will be 
done by the Senior Pastor 

2. If the accused person is a child care worker or volunteer, he or she will be 
immediately, temporarily, relieved of his or her duties until the investigation is 
completed.  Treat the accused with dignity and support 

3. Parents of the alleged victim will be contacted by the Senior Pastor as soon as 
possible after receiving a report of alleged abuse. 

4. The child’s injuries or emotional needs will be met by appropriate staff or volunteer 
as determined by the Senior Pastor/Elder Board.  Take the allegations seriously and 
reach out to the victim and the victim’s family.  Show care and support help to 
prevent further hurt.  Remember that the care and safety of the victim is the first 
priority.  Don’t prejudge the situation.  In some instances, churches have responded 
in negative or unsupportive manner to the alleged victim.  This can increase the 
anger and pain of the victim and the victim’s family.  Future reconciliation will be 
more difficult and the possibility of damaging litigation increases. 

5. A written incident report will be made to the Pastor and/or Elder Board detailing the 
time and date of the incident, persons involved, and any pertinent details. 

6. If the accused person is a ministry staffer volunteer, he or she will meet with the 
Senior Pastor 

7. The Senior Pastor will meet with pastoral staff, elders, and the accused to explain 
the current situation.  All questions from the public will be addressed only by 
the senior Pastor or other designated spokesperson.  A Child Abuse 
Allegation Position Statement is attached 

8. All vital documentation should be kept in locked, confidential files for an indefinite 
period of time.  This information should contain only the following: 

 Significant people involved 
 Critical issues only 
 Summary of events – do not include unnecessary details 
 Resolution without details – actions taken 
 Your conclusion as a result of investigation 

9. Suspected child abuse incidents should be reported to: 
Butte County Child Protective Services 538-7882 
After hours or emergency number  800-400-0902 

10. Other key contacts: 
Insurance Agent:  Church Mutual  800-554-2642 
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Child Abuse Allegation Position Statement 
 
It is always tragic when children are abused or exploited.  Oroville Evangelical Free 
Church is aware of the ever-growing nature of child abuse and the harm that is done to 
the victims.  We have taken every precaution to protect the students entrusted to our 
care.  Our paid staff and volunteers are carefully screened before beginning ministry in 
our church.  Training occurs to inform our ministry staff about the various policies 
implemented to provide for the safety of our students.  We have also reviewed with our 
staff what to watch for and how to report any suspicious behavior relating to the abuse 
of students.  We are distressed by any accusation of child abuse.  We will do everything 
in our power to address this situation.  For the welfare of those involved, all information 
has been directed to the Department of Human Services. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix A1 
  



Evangelical Free Church   Child Safety & Protection Manual 

22 
My Documents/Office Procedures/Child Safety and Protection Policy 

Reference Check Record 
Record of Contact with References and Churches Identified by a Volunteer Applicant 
 
Reference/Church Contacted           
 
Date      Method of Contact:  phone  letter  interview 
 
Person making contact:            
 
Summary of contact             
 
              
 
              
 
Did the reference refuse to provide information?    
 
Reference/Church Contacted           
 
Date      Method of Contact:  phone  letter  interview 
 
Person making contact:            
 
Summary of contact             
 
              
 
              
 
Did the reference refuse to provide information?    
 
Reference/Church Contacted           
 
Date      Method of Contact:  phone  letter  interview 
 
Person making contact:            
 
Summary of contact             
 
              
 
              
 
Did the reference refuse to provide information?    
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Personal Reference Verification Reply Form 
 
Name of reference person:           
 
Name of person volunteering for service:         
 
How long have you know this person?          
 
In what capacity is your relationship to this person? (friend, co-worker, etc.)    
 
              
 
Would you have any reservations about this person working with children/youth?    
 
If so, please elaborate:            
 
              
 
Thank you for your assistance! 
 
 
 
 
Personal Reference Verification Reply Form 
 
Name of reference person:           
 
Name of person volunteering for service:         
 
How long have you know this person?          
 
In what capacity is your relationship to this person? (friend, co-worker, etc.)    
 
              
 
Would you have any reservations about this person working with children/youth?    
 
If so, please elaborate:            
 
              
 
Thank you for your assistance! 
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Screening Volunteers – Telephone Script 
 
When Calling a Former Church 
“Hello, this is    .  I serve on the Christian Education Committee of  
 
     Church in      (location).  Like many 
churches today, we have a screening policy for all the people who volunteer to work 
with our children/youth.  I am calling your church because… 
 
      (name of applicant) indicated that he/she 
 
Attended your church in    (year) 
 
Became a member in    (year) 
 
Volunteered as a      in      department from 
 
   to   . 
Can you verify this information? 
Would you have any reservations about       working with 
children/youth at our church? 
Thank you very much for your help.” 
 
 
 
When Calling a Business or Personal Reference 
(Same opening paragraph as above…) 
 
      (name of applicant) listed you as a personal  
 
reference.  How do you know      ? 
 
How long have you known       ? 
 
Would you have any reservations about        working with 
children/youth? 
Thank you very much for your help.” 
 
*Note all comments, including any reservations in the space provided (Summary of 
Contact) on the reference portion of the volunteer form. 
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Volunteer Application Approval Process 
(For Office Use Only) 
 
Name of Volunteer:            
 
Ministry Area:             
 
1. Reference checks completed (date completed):      
 
2. Government records check (date completed):      

 
3. Interview date:      Name of Interviewer:       

 
4. Initial Volunteer Policy Training (date completed):      

 
5. Continued Training 

 
Topic/Subject:        Date:      
 
Topic/Subject:        Date:      
 
Topic/Subject:        Date:      
 
Topic/Subject:        Date:      
 
Topic/Subject:        Date:      
 
 
 
 
*CONFIDENTIAL* 
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Parental Consent Statement 
 
I hereby consent to let my child,        , participate 
in the following activity: 
 
              
 
It is understood that every precaution will be taken for the safety and well-being of my 
child, but in the event of accident or sickness, Evangelical Free Church, its staff, and its 
volunteers are hereby released from any liability. 
  
Signature          Date      
 
Printed Name             
 
Phone (  )           
 
Address              
 
 
 
 
 
Parental Consent Statement 
 
I hereby consent to let my child,        , participate 
in the following activity: 
 
              
 
It is understood that every precaution will be taken for the safety and well-being of my 
child, but in the event of accident or sickness, Evangelical Free Church, its staff, and its 
volunteers are hereby released from any liability. 
  
Signature          Date      
 
Printed Name             
 
Phone (  )           
 
Address              
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Medical Release 
 
Student’s Name        Birth Date      
 
Address              
 
Parent’s Names             
 
Address (if different from child’s)           
 
Insurance Company       Policy #      
 
Is your child allergic to  

Bee sting  Pollens  Other drugs      
Hay, straw  Penicillin  Other       

Does your child have any life-threatening allergies? (If yes, to what?) 
 
              
 
              
Is your child bringing any medication with him/her? (If yes, please list) 
              
 
              
Does your child have any physical, emotional, mental, or behavioral concerns or 
limitations that our staff should be aware of? (If yes, please explain) 
 
              
 
              
Has your child ever had 

Siezures  Asthma  Heart Disease 
Homesickness Other          

In the case of medical emergency, I understand that hospital policy requires 
parental permission before treatment.  I hearby give my permission to a 
representative of Evangelical Free Church to secure proper medical treatment.  
Parents will be notified immediately. 
 
Signature of Parent/Guardian        Date     
 
Emergency Phone (  )      
 
Person to contact if parent cannot be reached         

Relationship       Phone (  )      
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Suspected Child Abuse Report Form 
 
Date       
 
Name of child         Age      
 
Address              
 
              
 
Phone (  )       
 
Name of parent or caretaker           
 
Name of person filing report           
 
Name of person receiving report           
 
Name of suspected abuse (physical, sexual, emotional, 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 service 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        
    Person reporting       Pastor 
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Suspected Child Abuse Follow-Up Report 
 
Date        
 
Name of child          Age     
 
Address              
 
              
 
Phone (  )       
 
Name of parent or caretaker           
 
Name of person who filed initial 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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