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Church Ministry Volunteers Policy

Child Protection Policy

For

Horseheads Christian and Missionary Alliance Church

(d.b.a. Maranatha Bible Chapel)

The mobilization of volunteers for ministry is essential to a healthy, growing church. Scripture teaches that every believer has been gifted by God for ministry to God’s people in the church. (1Peter 4:10) When everyone in the church is doing his or her part, the church can be expected to grow spiritually and numerically (Ephesians 4:16). Therefore, a healthy church utilizes a large number of volunteers in a variety of ways both within and outside the church. 

The following policy bas been designed as standard for Maranatha Bible Chapel to assist its leaders in recruiting a large core of volunteers and to provide, to the greatest extent reasonably possible, for the protection and safety of children, youth, and developmentally disabled adults who are served by these volunteers. 

The implementation of this policy can be effective and successful only insofar as the volunteers and church leaders understand the rationale for such policy, and are willing to follow and enforce it. It is recommended that all senior leadership be provided a copy of this policy, and all volunteers and church workers be provided a summary of this policy so that they may fully understand; first, what is expected of them in their respective service and/or ministry; and second, so that all may be aware of the moral and legal responsibility that belongs to leadership concerning required action or response taken against any who violate the standards set forth in this policy.

The words “may” or “should” are considered recommendatory, and reflect optional conditions.  The intent, if exceptions are made permissively, is that those exceptions be limited to the short term as opposed to long-term duration; such as no third party in a two-family member class.  The words “shall” or “must” are used in the mandatory sense.  Verbiage that uses recommendatory should be considered as strongly recommended.

I. Recruitment Procedures 

Volunteers will be recruited by church leadership and/or its appointed volunteers who help to administer their particular programs. 

In ALL cases where infants, children, youth or developmentally disabled adults are to be supervised by volunteers, a formal application, the Volunteer Personnel Form (see Appendix A), must be completed by each volunteer and approved by pastoral staff before approval of that potential volunteer is considered.  If the pastoral staff  knows of any reason that an applicant is not suitable for a volunteer position, final approval or rejection of the appointment will be made only after further investigation. 

Three personal references are requested in the Volunteer Personnel Form. These references are to be contacted by pastoral staff and asked to affirm the appointment of the volunteer. A record should be kept of the person making the call, the time and date of the call, and a summary of the reference comments. (See Appendix A-2) A criminal background check shall be conducted as well.  The church’s pastoral staff is authorized to do so by virtue of the consent signature authorization of the "Applicant's Statement" on the Volunteer Personnel Form. 

Volunteers shall be adults eighteen (18) years of age or older.  Youth twelve (12) years of age and older may be permitted to serve as volunteers, but must be accompanied by an adult.
II. Personnel Safety Procedures 

Church leaders must be concerned for the safety of the children and families they serve. At the same time, they need to be concerned about the safety and the reputation of the adults and teens that volunteer to make this ministry possible. It is the intention of Maranatha Bible Chapel, through these procedures, to preserve the integrity of its ministries to infants, children under the age of eighteen (18), and developmentally disabled adults, and to ensure that every reasonable precaution is being taken to make it difficult, if not impossible, for situations of abuse, to occur. Small groups, off church grounds, are exempt from this policy, except that leaders and apprentices shall complete the volunteer form.  However, it is strongly recommended that small group leadership comply with the spirit of this policy.  Child care, if necessary , will be the sole responsibility of the parents. 

A. Classroom Ratios 

Every church desires to provide a safe, loving classroom where the child feels comfortable and where learning can take place. Therefore, the following ratios should be standard in all classrooms of Maranatha Bible Chapel:  

Except in an emergency, there should be a minimum of two adults in any room with infants or children under the age of eighteen (18), and developmentally disabled adults. In the event that immediate family members are providing the supervision, a third, non-relative adult should be present to provide assistance. This establishes a level of accountability as it provides encouragement and flexibility in the classroom. This may mean that children from two or three grade levels would be, at least temporarily, combined in departmental teaching units. Except for special occasions, no class size should exceed twelve (12) students. 

Recommended class ratios of caregivers to children are as follows:

· For infants (12 months of age or less), one caregiver for every three children

· For pre-schoolers, including kindergarten, one caregiver for every four children

· For elementary grade children (grades 1-6), one caregiver for every eight children 

When it is necessary that only one adult teacher be in a room with children, for whatever period of time, the door of that room should have clear glass windows and should remain noticeably open so that any parent, Disciplemaking Ministry supervisor, monitor, or other passerby can look in occasionally without interrupting the class. 

B. Record Keeping

Volunteer Forms and related documents must be retained indefinitely.

The names of parents and children shall be carefully maintained as follows: 

1. An accurate sign-in procedure will be maintained for each preschool child which records the ministry area teacher’s name, helpers’, volunteers’, or workers’ name(s), child's name, the parent's or guardian's name, (see Appendix – B and B-1) A space will be provided for parents to list special needs of their children. A worker may not release a child to anyone, other than the person who signs them in, without special permission. This will afford reasonable certainty that the parent or guardian is receiving that child.  Parents will be responsible for the care of any alert device that is issued by the nursery for the purpose of contact with the parents during a service or event.

2. A copy of these sign-in sheets shall be maintained in a notebook in the church office for a minimum of six (6) months. 

C. Diaper Changing 

Diaper changing should always take place in such a way that another nursery work can easily see the child that is being changed as well as other children and workers in the room. 

All volunteers who change diapers will wear protective gloves and follow the diaper changing procedure (Appendix C), and wash hands (Appendix D) before returning to the nursery.  NOTE: Males, other than family members, are prohibited from the changing of diapers.
D. Rest Rooms 

This is an area in which church leaders need to be very sensitive to the possibility of problems.  We strongly recommend that parents take their children to visit the rest room prior to each class or service.

Two adults should accompany a child who needs assistance to a restroom, so that the second adult at least is within visible contact. One adult may accompany a child or children to a restroom only if he or she stands in the open doorway. NOTE: Males and teen volunteers are discouraged from taking children to the restrooms.

It is recommended that a monitor or supervisor be designated for the Sunday school hour, Children’s Church, and Pioneer Club programs, or any other time that children’s programs are taking place.  This monitor will assist new families in finding their child’s appropriate classroom and will ensure that children are not wandering unattended during these services. This monitor can also serve as the "second adult" when one cannot otherwise be provided for visits to the restrooms. 

E. Well Child Policy 

To reasonably prevent exposing children and workers to illness, a child who is not feeling well should not be taken into, or received into, nursery or classrooms. 

F. Worker Behavior 

All volunteer workers should wear a name tag at all times.

Workers should always conduct themselves in a Godly manner, being a good example of obedience, respect, and honesty to those to whom we are responsible. Workers should avoid being alone with infants, children under the age of eighteen (18), and developmentally disabled adults and should always avoid any behavior or conduct, which may be considered inappropriate. 

A hands-off approach to discipline is a MUST.  Workers are not permitted to strike a child in any way.  Appropriate disciplinary action includes a time-out area, or escorting a child to his/her parents.  Workers do not have the authority to discipline in any other fashion.

Workers should refrain from excessive hugging or tickling of any child.

G. Emergencies 

Workers are not permitted to give or apply medications. The term “medication” includes aspirin, baby powder, and lotions or ointments. If a child needs medication, the parent must give it. No medication will be left in the classroom, or with a worker, or with a child.  In extreme cases, such as allergies, asthma, arrangements for the administration of medication must be made with written instructions and permission from the parent or guardian. (See Appendix I)

If a child is injured in any way, an Injury Report Form (Appendix E) must be completed immediately, signed, and placed in the church secretary’s mailbox.   Forms are located with each first aid kit.

First aid boxes are located on every floor of the church building.  All workers should be familiar with their locations and with their contents.

Procedures for fire emergencies and evacuations should be reviewed every six (6) months. Documentation of such procedure reviews should be made by the teachers, reviewed by the Disciplemaking Ministries (DM), and kept on file in the DM office.

This policy incorporates a procedure (Appendix F) for dealing with blood and body fluids. 

H. Parties, Field Trips, Special Events, Overnight Policies 

Teachers and youth leaders are encouraged to have special activities in their homes, to plan social activities, and to involve youth in field trips and service projects. Precautions need to be taken with these activities.  The following safety guidelines should be followed:

1. Field Trips, Special Events, and Personal Appointments

A. Off-site activities should be pre-approved by church leaders.  Parents should be notified at least one week prior to the outing.

B. Parental consent to attend and transport (Appendix H) and medical forms (Appendix I) are required for each child participating.  An exception may be made for impromptu guests if parents are not available to provide verbal permission. Forms must be kept in leaders’ possession during trips and events.  Medical forms (Appendix I) will be required to be updated annually.  All information is held confidential unless disclosure is required by law.

C. Parents should be well informed of the activities scheduled for each event.

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

E. All one-on-one appointments should be pre-approved by both a parent and a ministry supervisor.

2.  Transportation

A. All drivers transporting children during an off-site activity beginning and/or ending at the church must have valid unrestricted (other than eyeglasses) driver’s licenses and current automobile insurance coverage.  Minimum age shall be 21, except when transporting siblings.

B. The number of occupants in the vehicle should not exceed the number of seat belts.  Seat belts should be worn by all occupants at all times the vehicle is in motion.

C. Church leaders should contact their insurance company regarding the minimum and maximum age ranges and other requirements, to ensure that coverage is in effect for all approved drivers.  This must be done for all vehicles and all drivers – privately owned, church owned, and leased or rental vehicles.

D. As often as possible have parents transport their own children to and from ministry activities.

3.  Overnight Events

A. All overnight events must be pre-approved by church leaders.

B. Parental consent (Appendix H) and medical release forms (Appendix I) are required for each child participating.  Forms must be kept in leaders’ possession during all events.

C. Parents should be well informed of the activities scheduled for each event. (See Appendix H)

D. All supervising adults must be approved volunteers.

E. There should be two adult leaders for every ten children under the age of 18 or developmentally disabled adults.  Every leader should have an assigned group of children for which he is responsible.  An appropriate male/female, leader/child ratios is required.   We recommend no more than six children to each adult of each gender.

Other guidelines:

1. Always have another adult (not a relative) present at the activity. A parent of a participating student can be used as an "activities assistant". 

2. Secure a signed Parent Release Statement from parent or guardian, if the church or any other personal individual is responsible for transporting children to and/or from these activities. 

3. Worker conduct outside the church should always exemplify same behavioral standards as when they are within the church. 
III. Child Protections and Procedures 

In today's society, child abuse and child abuse accusations are occurring daily. Therefore, it is crucial that all ministries of Maranatha Bible Chapel follow these procedures so that we may, in as much as reasonably possible, protect the children under the age of eighteen (18) and developmentally disabled adults of our church from such abuse, and protect the workers from false accusation. 

Child abuse is defined as any non-accidental injury or mistreatment, physical, emotional, verbal, or sexual, of a child by person who is responsible for the child's health, welfare, and safety. This shall not be construed to authorize interference of parental child-raising practices, including reasonable parental discipline which are administered by the parents and not injurious to the child's health, welfare, and safety.  An abused child is a child who has been subject to abuse or neglect as defined herein. Child abuse includes the following: 

1. Physical abuse: intentional (non-accidental) physical injury to a child 

2. Physical neglect: failure on the part of the child's caretaker to provide adequate nutrition, medical attention, clothing, shelter, or supervision 

3. Emotional neglect: failure to provide praise, love, nurturing, and security

4. Emotional mistreatment: belittling and rejecting the child; not providing a positive emotional atmosphere

5. Sexual abuse: sexual exploitation of a child done for the sexual gratification of the offender or another person 

Scriptural Basis: 

" Avoid every kind of evil" 1 Thessalonians 5 :22 

"But among you there must not be even a hit of sexual immorality. . . because these are improper for God people." Ephesians 5:3 

"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. State Child Abuse Policy 

It is expected that workers in schools, social programs, and medical institutions will report suspected cases of child abuse or neglect and circumstances that may result in abuse or neglect. New York State's Child Abuse and reporting policies shall be kept on file in the offices of Maranatha Bible Chapel.  Church leaders are expected to be familiar with the policy.

B. Maranatha Bible Chapel Child Protection Policy 

Maranatha Bible Chapel will comply with all applicable New York State reporting policies.  In cases where individuals are not required by law to report suspected incidents of child abuse to the State, there is still a moral responsibility to notify Maranatha leadership. It is not a breach of confidence to disclose such information to pastoral staff, or for appropriate steps to be taken in response to allegations of child abuse or neglect.  Nor is it a breach of privileged communication for a pastor to report suspected cases of abuse to the state authorities.

Church leaders have double accountability before God to be aware of the responsibility the church has in defending and protecting one of God's little children. Church leaders should also desire to protect the parents as much as is legally possible from undue interference by outside authorities into their family, when the parents are suspected of child abuse. However, the health and safety of the child is the highest priority and supersedes any protection given to the parents. Therefore, church leaders need to 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 scripture. 

Who must report.  Any person who has reasonable cause to believe that a child under the age of eighteen (18) or developmentally disabled adult has suffered abuse or neglect shall report such incident, or cause a report to be made within 24 hours to the Senior Pastor of the church. In the event that the Senior Pastor cannot be reached, the report should be made to any pastor on pastoral staff.  All reports will be kept confidential. 

Response/Follow-up Procedure.  In cases of suspected parental abuse, where the child is not in immediate danger, the parents will be interviewed by the pastoral staff.  When they have evaluated the information and have made the determination that there is reasonable cause to suspect a case of child abuse, Child Protective Services shall be contacted. Although not required, the Senior Pastor may wish to inform the parents of such action. 

In cases where a person has reasonable cause to believe a church staff person or volunteer is involved in behavior that could be abusive, upon receipt of the written or oral reporting, the pastoral staff shall conduct an investigation in as reasonably high-priority manner as practicable.  Investigation should not exceed 48 hours, unless parties are not immediately available.  Immediate suspension shall result when a staff member or volunteer is suspected of child abuse and reasonable evidence exists as to his/her alleged involvement, until a complete investigation and decision has been made. The pastoral staff shall issue a finding, as a part of the interview and investigation process, as to whether or not to involve a law enforcement agency. The District Superintendent shall be informed immediately of all cases when a pastoral staff person is suspected of child abuse. 

Church discipline. If it is found by church leadership, in its sole reasonable judgment and opinion, that child abuse by a worker, whether paid or volunteer, has taken place, the church will practice discipline according to Matthew 18:15-17. When a member of the pastoral staff has been suspected to be involved in child abuse, the district office will follow the procedures under "Uniform Policy on Discipline and Appeal" as found in the Manual of the Christian and Missionary Alliance. The church should ask the Child Protection Agency for permission to assist with the hurting 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, repent, and look to Christ for forgiveness and help. This includes suggestion or requirement by church leadership that the involved, hurting individual(s) receive professional counseling. 

Specific Procedural Response.  Incorporated herein as Appendix J is the procedure for responding to allegations of abuse.
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