Guidelines and Policies for the Caring and Teaching of the Children and Youth of Christ Church

Christ Church seeks to express God’s love of children and to provide for their personal wholeness. This caring community seeks to prevent abuse in any form to our children and youth.
Then He took a little child and put it among them; and taking it in His arms,                     he said, “Whoever welcomes one such child in My name welcomes Me,                          and whoever welcomes Me welcomes not Me but the One who sent Me.”

Mark 9:36-37

Children are very important in the eyes of God; in the scriptures, the church is called to minister to and love its children.  The Bible is the foundation upon which all policies, procedures, and ministries must stand.  Jesus teaches us explicitly that children have the right and keys to the kingdom of God.  He demonstrated this through blessing and touch.  Our goal in response to the Biblical mandate is to maintain a safe, secure, and loving place where children may grow; a place where care givers, teachers, and leaders minister appropriately to their needs.  This congregation; along with more than 400 churches in the state of Virginia, is following a recommendation by the Virginia Conference of the Methodist Church to prevent abuse of any form to our children and youth, and to be in ministry to families where abuse may occur.

Definitions

For purposes of this policy, the terms “child” or “children” include all persons under the age of eighteen (18) years.
Fire Prevention

· Turn off electrical equipment when not in use.

· Notify your supervisor of any equipment that has cracked or exposed wiring, is causing a shock or emitting sparks, or appears to be a potential fire hazard.

Fire Emergency

· Familiarize yourself with the locations of fire exits, alarms, and extinguishers in the areas of the church where you regularly serve.

· If you see smoke or fire, pull the fire alarm to alert people in the building. If it’s a small fire, use a nearby fire extinguisher.

· If evacuation is called for, use the closest unaffected exit. Guide the group you’re working with to walk in single file and to proceed quickly and calmly. Do not run.

· If you and your group encounter smoke, stay low.

· Move as far away from the building as possible for your safety and make room for emergency vehicles.

· Only if time permits before evacuation of the building, secure classified information; turn out lights, shut off equipment, and close doors.

· Go to the parking lot and grab the attendance record to help give account of the children in the classroom.

Power Failures

· Remain where you are. Emergency lights will activate within a minute. By law, emergency lights are located in strategic areas of the church’s corridors.

· If you exit the building during a power failure, don’t re-enter until power is restored.

First Aid

Volunteers should become familiar with the location of First-aid supplies in their area.  First-aid supplies are located in the Kitchen of the main building, in the Discovery cabinet between P3 and P4 preschool rooms, in the supply closet of T3, T4, T5 and T6.
Selection of Workers

All employees and all persons who desire to work with the children participating in our programs and activities will be screened.  This screening includes the following:

· Six Month Rule

Volunteers who have been involved with Christ Church for less than six (6) months may only volunteer with another screened adult who has been involved with Christ Church for more than 6 months.  This time of interaction between our leadership and the applicant allows for better evaluation and suitability of the applicant for working with children.
· Written Application

All persons seeking to work with children must complete and sign a written application in a form to be supplied by us.  The application will request basic information from the applicant and will inquire into previous experience with children, previous Christ Church affiliation, reference and employment information, as well as disclosure of any previous criminal convictions.  The application form will be maintained in confidence on file at Christ Church.
· Personal Interview

Upon completion of the application, a face-to-face interview may be scheduled with the applicant to discuss his/her suitability for the position.   
· Reference Checks                                                                                                                                   Within 30 days of receiving a volunteer’s application, two references will be checked.  These references should be of an institutional nature as opposed to personal or family references, preferably from organizations where the applicant has worked with children/youth in the past.   Documentation of the reference checks will be maintained in confidence on file at Christ Church.
· Criminal Background Check

A national criminal background check is required for all employees (regardless of position) and for the following categories of volunteers: 

· Those who will be involved in our children’s and youth programs;

· Those who will be in involved in overnight activities with minors;

· Those counseling minors;

· Those involved in one-on-one mentorship of minors; and

· Those having occasional one-on-one contact with minors (that is, church-sponsored athletic team coaches and vehicle drivers, volunteers)

Before a background check is run, prospective workers will be asked to sign an authorization form allowing the Christ Church to run the check.  If an individual declines to sign the authorization form, s/he will be unable to work with children. What constitutes a disqualifying offense that will keep an individual from working with children will be determined by Pastoral Staff of Christ Church on a case-by-case basis in light of all the surrounding circumstances.  Generally, convictions for an offense involving children and/or for offenses involving violence, dishonesty, illegal substances, indecency and any conduct contrary to our mission will preclude someone from being permitted to work with children.  Failure to disclose a criminal conviction on the application form will also be a disqualifying event. The background check authorization form and results will be maintained in confidence on file at Christ Church.
Training

Christ Church will provide training on this child protection policy to all new workers and will strive to provide opportunities for additional training classes or events on an annual basis.  All workers are strongly encouraged to attend these training events.
Two Adult Rule

It is our goal that a minimum of two unrelated adult workers will be in attendance at all times when children are being supervised during our programs and activities. Some classes may have only one adult teacher in attendance during the class session; in these instances, doors to the classroom should remain open and there should be no fewer than three students with the adult teacher.  A floating volunteer may be used in these situations.  We do not allow minors to be alone with one adult on our premises or in any sponsored activity.
Open Door Policy

Classroom doors should remain open unless there is a window in the door or a side window beside it.  Doors should never be locked while people are inside the room.
Classroom Supervision Guidelines

The Director of Children’s Ministries/Director of Youth Ministries will approve teachers and workers. All willing workers will be assigned a superintendent during their hour and/or age appropriate level. All must agree to undergo a background check.
Teenage Workers

We recognize that there may be times when it is necessary or desirable for babysitters (paid or volunteer) who are themselves under age 18 to assist in caring for children during programs or activities.  The following guidelines apply to such workers:

· Teenage workers must be at least age 14 or eighth grade.

· Teenage workers will be screened as specified above.

· Teenage workers must be under the supervision of an adult and must never be left alone with children.  

Identification/Name Tags

Volunteers will wear a nametag with their title to authorize their being in designated classrooms.  This is to be worn at all times during your volunteering hour of service.
Child Security Policies

· Drop-off Policy—Children should never be dropped off in a classroom or trailer without the teachers present. This is the responsibility of parents/supervising adult to ensure that children ages infant – 4th grade are signed in and out of the classroom or trailer. 

· Registration Policy— Children attending classes must have a registration form completed the first time they attend class, even if they never return afterwards.  Parents/supervising adult are to complete the information as requested.

· Pick-Up Policy—Parents/supervising adult of children ages infant – 4th grade should pick up their children at their classrooms or trailers and sign them out. Children in 5th-6th grade and above will be released on their own unless parents inform teachers otherwise.

· Restroom Policy—All volunteers may take children toddler – 3rd grade to the restroom. Children in 4th – 6th grade can go with a buddy. Volunteers should take children to the restroom in groups, if possible. Assist children only if they ask. Encourage parents to take their children to the restroom before class begins.

Please note: Never be alone with a child in the stall of a restroom with the door closed.

Sick Child Policy

In order to try to protect individuals from infectious diseases, Christ Church follows the following guidelines. As representatives of Christ, we commit ourselves to obey Jesus’ command to love all persons and welcome all persons into the church. However, we also need to take reasonable care not to jeopardize the health of others.

Definition

A communicable disease will be defined as an illness, a departure from health; a particular destructive process in an organism, with a specific cause and characteristic symptoms that may be transmitted to others with the threat of jeopardy to their health. 

Procedure

It is our desire to provide a healthy and safe environment for all of the children at Christ Church.  Parents are encouraged to be considerate of other children when deciding whether to place a child under our care.  In general, children with the following symptoms should NOT be dropped off:

· Fever, sneezing, coughing, vomiting, diarrhea, sore throat within the last 48 hours

· Earache

· Runny nose

· Red or discharging eyes

· Skin rash

· Chills

Parents of all children who attend the services will be asked to keep their children at home if they have any contagious illness.  If a child is admitted to children’s programs and is later determined to be ill, the parent will be notified to take the child out of the children’s program until the child is well. If an individual suspects that a child has an infectious disease, or if it comes to the attention of another individual, the informed person should bring this information to the Director of Children’s Ministries in a confidential manner.

Medications Policy

It is the policy of Christ Church not to administer either prescription or non-prescription medications to the children under our care.  Medications should be administered by a parent at home.  Parents are reminded of our sick child policy. Exceptions to the medications policy may be granted to parents of children with potentially life-threatening conditions (such as asthma or severe allergic reactions).  Parents of such children should address their situation with Director of Children’s Ministries/Director of Youth Ministries to develop a plan of action.

Discipline Policy

The goal of children ministries is to foster a sense of both fun and learning. Often, discipline can be handled by redirecting the child to a more constructive use of time and energy. Keeping the learning environment active and fun will usually eliminate the need for a lot of discipline. However, children must also understand that sometimes it is necessary to listen to lessons, instructions for an activity, etc. It’s important not to disrupt classroom times because that takes away from the fun and learning of fellow students. It is the policy of Christ Church not to administer corporal punishment, even if parents have suggested or given permission for it.  All children will be treated with gentleness, respect, and understanding. When “discipline” is necessary, all interaction will carefully consider a child’s integrity and fragility. There should be no spanking, grabbing, hitting, or other physical discipline of children.  If the classroom teachers and assistants are unable to control a child after repeated attempts, the child can be taken to talk with the Director of Children’s Ministries. The director will discuss the incident with the child. Parents will be brought into the situation if needed. If a child uses foul language, injures other children, or does anything to affect another child in a negative way, the incident will be discussed with the child and parent. The teacher and/or Director of Children’s Ministries will decide if the child will be allowed back into class or if further action should be taken.

Restroom Guidelines                                                                                          
Children five years of age and younger should utilize a classroom bathroom, if one is available.  If a classroom bathroom is not available, workers should escort a group of children to the hallway bathroom.  They should always go in a group, never taking a child to the bathroom alone. The workers should check the bathroom first to make sure that it is empty, and then allow the children inside.  The workers should then remain outside the bathroom door and escort the children back to the classroom.  If a child is taking longer than seems necessary, the worker should open the bathroom door and call the child's name. If a child requires assistance, the workers should prop open the bathroom door and leave the stall door open as he/she assists the child.  For children over the age of five, at least one adult male should take boys to the restroom and at least one adult female should take girls.  The worker should check the bathroom first to make sure that the bathroom is empty, and then allow the children inside.  The worker should then remain outside the bathroom door and escort the children back to the classroom.  For the protection of all, workers should never be alone with a child in a bathroom with the door closed and never be in a closed bathroom stall with a child. Parents are strongly encouraged to have their children visit the bathroom prior to each class.

Accidental Injuries to Children

In the event that a child or youth is injured while under our care, the following steps should be followed:

· For minor injuries, scrapes, and bruises, workers will provide First Aid (Band-Aids, etc.) as appropriate and will notify the child’s parent or guardian of the injury at the time the child is picked up from our care.
· For injuries requiring medical treatment beyond simple First Aid, the parent and/or guardian will immediately be summoned in addition to the worker’s supervisor.  If warranted by circumstances, an ambulance will be called.
· Once the child has received appropriate medical attention, an incident report will be completed in the case of injuries requiring treatment by a medical professional.
Off-Site/Overnight Policy for Christ Church Sponsored Events

A Christ Church sponsored event is an event that has been approved and falls under the ministries of Christ Church.  In addition, to the other applicable requirements of the Child Protection Policy, all Christ Church sponsored events off-site and or overnight must satisfy the following requirements:

· It will require the presence of at least (2 male, 2 female for co-ed events) volunteers or staff workers, which have been screened and approved for service in ministry.
· Written parental or guardian permission, release of liability and medical release 

forms must be obtained for each participant.
· Parents will be given the agenda of events, address and telephone contact information of the place the children will be going and the anticipated departure and return times.
· Male and female children will be separated into different rooms for sleeping arrangements.
Definitions of Child Abuse
An abused or neglected child is defined as a person who is under 18 years of age whose parents, any other person responsible for the care of the child, or a person in a position of trust, commits an act which is not accidental that harms or threatens to harm a child’s physical, or mental health or a child’s welfare (Virginia Law, Chapter 12.1, Section 63.1-248.2).

There are four basic types of child abuse.  The definitions provided in this document are supplied by the Virginia Department of Social Services and from the Center for the Prevention of Sexual and Domestic Violence. For purposes of this policy, “child abuse” is any action (or lack of action) which endangers or harms a child’s physical, psychological or emotional health and development. Child abuse occurs in different ways and includes the following: 
· Physical Abuse:  This occurs when a child is injured by a parent, a caregiver, or other person in a position of trust, and it is not an accident.  It can include, but is not limited to:  assault, shaking, slapping, burning, kicking, or strangling.

· Neglect:  This occurs when any maltreatment or negligence harms a child’s health, safety, or welfare.  It can include, but is not limited to:  physical, emotional, or educational neglect such as abandonment or failing to provide food, clothing, shelter, supervision, medical attention, or adequate emotional nurturance.

· Emotional Abuse:  this includes, but is not limited to:  verbal assaults or emotional cruelty which can deeply harm a child’s self-esteem.  The injury it causes is not always visible.  It can include close confinement (i.e., being shut in a closet), ridicule or terrorizing, extreme discipline, or knowingly permitting detrimental behavior.
· Sexual Abuse:  This any act of sexual exploitation or any sexual act committed, or allowed to be committed upon a child by a parent, caregiver, or other person in a position of trust.  This includes, but is not limited to:  rape, incest, fondling, subjecting the child to explicit photographs, or using the child as a subject of sexual photographs or videos.
Responding to Allegations of Child Abuse

All allegations of abuse will be taken seriously.  Childcare workers may have the opportunity to become aware of abuse or neglect of the children under our care.  In the event that an individual involved in the care of children at Christ Church becomes aware of suspected abuse or neglect of a child under his/her care, this should be reported immediately to the Lead Pastor and/or the Associate Pastor to begin taking steps in reporting the allegation (see following guidelines). In the event that an incident of abuse or neglect is alleged to have occurred at Christ Church or during our sponsored programs or activities, the following procedure shall be followed:
· Report the allegation to the Lead Pastor and/or the Associate Pastor.  Immediately begin documenting all incidents as well as all steps taken in reporting the allegation (see following guidelines).

· Notify the Department of Social Services of the allegation.

· Notify the UMC District Superintendent.  According to the Virginia Annual Conference Policy on Sexual Misconduct, the District Superintendent will contact the Conference Response Team.  The Response Team will send a representative to Christ Church within 24 hours to conduct an investigation.

· The parent or guardian of the child will be notified.  
· The worker alleged to be the perpetrator of the abuse or misconduct will immediately be placed on leave from working with children pending an investigation.
· Our insurance company will be notified, and we will complete an incident report.
· We will comply with the state’s requirements regarding mandatory reporting of abuse as the law then exists.

· We will cooperate with any investigation of the incident by state or local authorities.  In the event there is no investigation of the incident by state or local authorities, a team will be formed to investigate the circumstances of the incident.  The team should act only in consultation with our insurance company and/or attorney.
· Any person who is not found innocent of the alleged abuse or misconduct will be removed from their position with children or youth.
· The Chairperson of the Staff Parish Relations Committee and/or the Lead Pastor will be our spokesperson to the media concerning incidents of abuse or neglect, unless he or she is alleged to be involved.  All other workers should refrain from speaking to the media.
· A pastoral visit will be arranged for those who desire it.

· All suspected abuse reports will be made by the individual suspecting abuse, with guidance and support from appropriate church staff.
Additionally, the following procedures will be followed:
· DO NOT CONFRONT THE ACCUSED WITH THE ALLEGATION.   If the accused performs duties with the church, the Pastors will remove him/her from their duties until the investigation is concluded.
· The Pastor should extend whatever care and resources necessary.  The Pastoral objective should be to show care and comfort to the alleged victim.
· Observe strict confidentiality for the alleged, both victim and accused.
· Any child abuse allegation is a serious matter.  Please pray for the church and all persons affected by the allegation.
Precautions the church will take include:

· Completed application forms and records of background checks and screening procedures should be kept for five years after a volunteer completes his/her time of service.
· The church will be prepared to show the precautions it takes with every volunteer who ministers in areas where abuse could occur.
This document until ratified by legal council and the Christ Church Council represents our good faith effort to protect the children, youth and volunteers at Christ Church.

This contains information regarding the documentation guidelines, numbers and persons to call following a suspected abuse/neglect of children under our care or an incident of abuse/neglect that has been alleged to have occurred at Christ Church or during our sponsored programs or activities. It is important that you treat any allegation of child abuse seriously, and that you take appropriate action immediately.

1. Contact the Lead Pastor, Rev. John Speight at  703-690-3401 or 571-723-2945

2. Contact the Department of Social Services at (800)552-7096.

3. Contact the District Superintendent at 703-820-7200.

4. Contact the church’s insurance company through:

Joseph White Insurance Agency Inc. 703-968-0800

5. Complete the Youth and Child Accident/Incident Report Form

6. Document all phone calls, including the following information for each call:

a. Name of person called

b. Date of call

c. Time of call

d. Summary of all information discussed

Name 

Last
First
Middle

Home Phone 
 Work Phone 

Mobile Phone 
 Email 

Best time to contact you
   Ages you want to work with: Youth____ Kids___
Ministry position:  Teacher __ Assistant __ Substitute___ Superintendent__ Buddy__    
Confirmation Mentor ___ Parent Volunteer ___ VBS Volunteer ___   Friendship Club__  

Present church member: 

· Yes 

· No

· Actively Attend since _____

· In membership process

Church positions held in the past 

What skills, spiritual gifts, or talents do you have which might be useful in this position?

What training or experiences do you have which might be useful in this position?

If the opportunity arose for you to lead a child to Christ, what would you do?

Have you been convicted of a criminal offense? 

· Yes (If yes, please explain below)

· No
Have you been convicted of child abuse or sexual abuse or been involved in any activities related to molesting or abusing children/youth? 

· Yes (If yes, please explain below)

· No

Do you have any moving violations on your driving record? 

· Yes (If yes, please list and explain below)

· No
References:  (Please provide name, email and phone of two references, including a former volunteer superintendent or church if possible. NOTE - These references should not be personal or family references.)

I certify that all information provided in this application is complete to the best of my knowledge. I understand that any false information or omission may disqualify me from further consideration, or that discovery of such information at a later date may result in my removal. 

Signature 
 Date 

I, the undersigned consumer, do hereby authorize Christ Church by and through its independent contractor, to procure a background check (also know as a “consumer report and/or investigative consumer report”) on me. This report may include my driving history, including any traffic citations; a social security number verification; present and former addresses; criminal and civil history/records; and the state sex offender records.

I understand that this authorization and release shall be valid during my volunteer service at Christ Church for the purpose of investigating any incidents of misconduct or criminal activity for which I am alleged to have been involved during my volunteer service.

I understand that I am entitled to a complete and accurate disclosure of the nature and scope of any investigative consumer report of which I am the subject upon my written request to Christ Church, if such is made within a reasonable time after the date hereof. 

Signature 
 Date 


(Please Print)

Name 

Last
First
Middle

Other Names Used (alias, maiden, nickname) 

Years Used 

Current Address _______________________________________________________

City
State
Zip

Former Address _______________________________________________________

City
State
Zip

Social Security Number 
 Daytime Phone

Driver’s License Number 
 State of Issuance 

*Date of Birth 
 *Gender 

* This information will enable the investigating contractor to properly identify you during the course of the background search.


Sign and Return to
Christ Church

7600 Ox Road
Fairfax Station VA  22039

Please complete, detach, and return this portion of the policy to indicate that you have read, understand, and accept the Guidelines and Policies for the Caring and Teaching of the Children and Youth of Christ Church

Name (please print):
_____________________________________________________

Present address:
_____________________________________________________




(street)

_____________________________________________________ 

(city)




(state)

(zip code)

Home Phone ________________________________

Work Phone ________________________________

Email _____________________________________

I have read and understand the policy, and I agree to abide by it.

I agree to respect the privacy of the people Christ Church serves, and I agree to hold in confidence any information I obtain in the course of service, whether I obtain that information through written records or daily interaction with an individual. I agree not to disclose an individual’s confidences to anyone, except in the following circumstances: 

(1) As mandated by law.

(2) To prevent a clear and immediate danger to individuals.

(3) Where I am compelled to do so by a court or pursuant to the rules of a court.

I agree to abide by the church’s policies to store or dispose of records in ways that maintain confidentiality.

I agree to uphold confidentiality toward the people the church serves, colleagues, applicants, and any sensitive situations arising within the church.

I also agree that when my term of volunteer service ends, to maintain volunteer and co-worker confidentiality, to continue holding in confidence any information about sensitive situations within the church.

Volunteer signature
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