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COOK’S MEMORIAL PRESBYTERIAN CHURCH

CHILD PROTECTION MANUAL

POLICY:

Cook's Memorial Presbyterian Church sponsors many programs designed to bring together children, youth and adults as a community for worship, study, celebration and nurture. This can only be accomplished in an environment of safety, free of physical, sexual and emotional abuse. It is the policy of Cook's Memorial Presbyterian Church to provide many varied opportunities for education, fellowship and spiritual nurture that take place in an atmosphere of safety, free of any abuse. To accomplish these ends, Cook's Memorial Presbyterian Church acknowledges the potential for abuse to occur, establishes processes intended to prevent abuse, defines certain prohibited practices, maintains vigilance in an effort to assure that all programs of the church are carried out free from physical, sexual and emotional abuse, and establishes processes to assure instances of suspected abuse will be addressed through internal and external resources.

INTRODUCTION:

The Bible teaches us that God loves and values children. When his disciples tried to send the children away, Jesus welcomed them, and loved them.

In Mark 10:14 Jesus said, "Let the little children come to me, and do not hinder them, for the kingdom of God belongs to such as these. I tell you the truth; anyone who will not receive the kingdom of God like a little child will never enter it." And he took the children in his arms, put his hands on them and blessed them.

It is our desire to bring children to Jesus. We desire to do all that we can to create and maintain a safe and welcoming atmosphere in which to teach our children God's love and care for them. Our goal is to model Christ-likeness to our children. Because we recognize that we are a reflection of God's love to those in our care, we take seriously our responsibility to them. These guidelines are set forth to provide a safe and nurturing environment in which we can bring our children closer to the Savior.

We view ourselves as partners with parents, seeking to provide the highest quality care and instruction in our children's ministries. All of our guidelines are designed to protect and promote growth for each child and adult involved.

Everyone who teaches, helps, or cares for children on the premises or facilities of Cook's Memorial Presbyterian Church, or in the ministries or activities of Cook's Memorial, must follow these policies and procedures. This Child Protection Policy represents minimum requirements applicable to all ministries or activities of Cook's Memorial. Individual programs or activities may impose additional requirements as appropriate to their ministry setting.

This Policy supports the Cook's Memorial mission through the extension of love and caring for our children, youth and adult volunteers and workers.

DEFINITIONS:

Child: A person under the age of 18

Youth: A person under the age of 18

Adult: A person over the age of 18

Child Abuse: As defined by North Carolina State Law

Approved Volunteer or Staff Worker: An individual who has completed the Leader / Volunteer Application Form and has been released for service at Cook's Memorial by Session approval.

Policy Administrator: The person or persons defined by Session with authority to review and approve applicants for volunteer positions. When the position is filled, this will be the responsibility of the Associate Pastor.  It is understood that if the church is without an Associate Pastor, the Session will designate a person to carry out the responsibilities assigned to "pastor" or "pastoral staff” through this document.  

Program Coordinator: The Person responsible for a particular church program, for example: Youth advisors, Sunday School teachers, Scout leaders.

Church-sponsored event:  Any event or activity of Cook’s Church approved by the Session and sponsoring Ministry team.  This excludes Scouting programs.

Confidential: All application forms and the results of reference and background checks will be regarded as confidential. Confidential information will be available only to the pastoral staff and appropriate program directors as determined by the pastoral staff. The standard for release of confidential information to program directors is the need to know for the protection of children and youth. Release of this information shall not be made to any other party without specific written authorization of the applicant or pursuant to court order.

Prohibited Acts: The following acts are prohibited by this policy and will not be tolerated or accepted during any Cook's Memorial Presbyterian Church activity or program, whether on or off church premises.

. Sexual advances or sexual activity of any kind between any adult and a child or

youth.

. Sexual advances or sexual activity of any kind between a youth and a child.

. Infliction of physically abusive behavior or bodily injury to a child or youth.

. Physical neglect of a child, children or youth, including failure to provide adequate supervision in relation to the activities of the church.

. Toleration of physically or verbally abusive behavior between children and/or youth. (i.e. bullying).

. Language or behavior toward children or youth that is belittling, demeaning or


harshly critical.

. Presence or possession of obscene, pornographic or sexually graphic materials at any function of the church, with the exception of sex education materials  approved by the church.

. Possession, consumption or being under the influence of alcohol while leading or participating in a children's or youth function sponsored by Cook's Memorial Presbyterian Church regardless of the location.

. Possession, consumption or being under the influence of any illegal drugs or chemicals or any prohibited substance while leading or participating in a children's or youth function sponsored by Cook's Memorial Presbyterian Church regardless of the location. 

. Using profane, vulgar or obscene language or gestures.

.  Smoking or using tobacco products in the presence of children or youth is strongly discouraged.

FACILITY PRECAUTIONS

1. Windows are installed in most classrooms in the Church. These windows are to remain unobstructed at all times. The door to any classroom or other room that does not have an unobstructed window in place must remain fully open at all times that children are present in the room.

2. Bathrooms for children ages three and younger have been installed in some rooms where such children are to meet. If adult assistance is required in the bathroom, the bathroom door must remain open at all times, until the adult departs the bathroom. (excepting bathroom stalls)

3. All doors to bathrooms shall be designed so that they cannot be locked from the inside.

4. Diaper changing shall be performed on appropriate diaper-changing stations.

CHILD SECURITY POLICIES

. These guidelines reflect desirable practices. Deviation from these practices is permissible, but it is recommended that any deviation be carefully considered in consultation with the pastoral staff and the Policy Administrator.

. As often as practicable, all activities involving children or youth will be supervised or led by at least two screened adults.

. If one-on-one interaction is required between an adult and a child or youth, this should be done in an observable area.
. Overnight events must be approved in advance by the Session. At least two adults (one of each gender) should be present when children of both sexes are represented in the event.

1. Drop Off Policy (Nursery - Kindergarten)

 The church will use a "Sign-in, Sign-out" Form (FORM E). This procedure uses a single sheet per room with separate columns for the child's name, the parent's "sign-in" signature, and the "sign-out" signature and "sign-out" time. The parent must sign the child in when leaving him or her at the room. The volunteer and staff workers must only release the child to the parent who checked the child in, and must specifically verify that the sign-out signature matches the sign-in signature before releasing the child to the signatory's custody.  A parent may designate a substitute to “sign-out” a child if that parent is not able to do so.

2. Volunteer and Staff Workers Identification Policy (Nursery through 5th Grade)

All approved volunteer and staff workers are required to wear Official Cook’s Memorial Presbyterian Church Worker Identification Tags that clearly identify them as qualified volunteer and staff workers, authorized by the Church to work with children. Other than the children in the room and the children's parents, only individuals wearing an identification tag will be allowed into the classroom without specific permission of the Cook's Memorial Program Coordinator.

3. Registration Policy (Infant throuqh 5th Grade)

In order to ensure that children are in the activities appropriate for their age or level of development, and to provide information such as address and phone number and special needs, all children, except visitors, must be registered. Child Registration Forms (FORM C) will be completed by the parent or guardian and kept on file in the church office.

Newly registered children will be given a Child Admission Card (FORM F) the day they register. This card informs the child/parent of the class and room and notifies the classroom volunteer and staff workers that the child is newly registered.

Visitors will also obtain a Child Admission Card (FORM F) that informs them of the classroom appropriate for their age or level of development and to notify the classroom volunteer and staff workers admitting the child that he/she is visiting.

The drop-off policy applies to all children (Infant - Kindergarten) including both registered and visitors.

4. Diaper Changing Policy.

Only approved volunteer and staff workers may change a child's diaper (other than a child's parent). Diaper changing must take place in the designated diaper changing area in full view of the classroom.

5. Bathroom Policv

Volunteer and staff workers must not be alone with children in the bathroom. When a child needs assistance in the bathroom, a door must remain open at all times.

OFF-SITE I OVERNIGHT POLICY FOR CHURCH SPONSORED EVENTS:

A Cook's Memorial sponsored event is an event that has been approved by the Session and Ministry Team of the sponsoring ministry. In addition to the other applicable requirements of the Child Protection Policy, all Cook's Memorial sponsored events off-site and or overnight must satisfy the following requirements:

1. It will require the presence of at least two unrelated volunteers or staff workers, both of which have been screened and approved for service in children's ministry according to this policy

2. A completed Activity Participation Agreement (FORM P) must be obtained for each participant for overnight or off-site events.

3. Parents will be given the agenda of the event, the address and telephone number of the place to which the children will be going (if possible), and the anticipated departure and return times (refer to Special Guidelines for Youth Ministry).

4. Male and female children will be separated into different rooms (or clearly distinct areas) for sleeping arrangements.  Any Cook’s youth member who reaches the age of 18 and has completed the current school year should then bunk with the adult leaders / volunteers.

SPECIAL GUIDELINES FOR YOUTH MINISTRY (6th through 12th Grade)

It is the desire of Cook's Memorial's Jr. and Sr. High ministries to provide opportunities where approved volunteer and staff workers serve alongside families with teens to promote progress in the youth's faith journey. Volunteer and staff workers in the Church's youth ministry must follow all the requirements established by this Child Protection Policy, including the following guidelines specifically applicable to the youth ministry:

1. General Guidelines

(a) One-on-one contact. One-on-one contact with youth must only be in public settings.

(b) Driving. When a volunteer or staff worker is driving with youth, he or she should avoid being alone with them without the parent's or guardian's knowledge and approval. Whenever there is a possibility that a volunteer or staff worker will be transporting children or youth without a second unrelated adult present at all times, the leader must receive permission from a parent or guardian of each youth and must make specific arrangements for the transportation. The leader must let the parents know when he or she and the child will be leaving, how they will be traveling, when they expect to arrive at their destination, and when they will return. Three or more individuals should be in the vehicle at all times. Additionally, the driver must have a valid driver's license and current automobile insurance, in accordance with State Law. No youth or adult under the age of 25 shall drive any vehicles on any Church sponsored events.  Any deviation from this policy must be approved by Session.

(c) Dating. At no time shall staff, volunteers, leaders, or assistants working with youth pursue a dating relationship with a youth. Volunteer and staff workers should always be sensitive to youths with "crushes."

2. Class and Small Groups at Cook's Memorial

All classes and small group activity at Cook's Memorial will have adult supervision in accordance with requirements in this policy.

3. Informal Get-Togethers

(a) Appointments. One-on-one meetings must occur in public settings and with the knowledge of the parent/guardian or another approved adult volunteer and staff workers.

(b) Overnights. Planned Church overnight activities must be pre-approved by the Session and or Ministry Team of the sponsoring ministry. The youth must have parental permission to participate. Overnight activities must follow the requirements of the Overnight Policy explained in this document.

(c) Other Group Activities. Other Group activities in public or non-public settings must be approved by the Session and Ministry Team of the sponsoring ministry, must have a clearly stated agenda and must have at least two approved volunteer and staff workers present at all times. All other applicable guidelines within this policy shall be enforced for these events.

4. Youth Volunteer's Role in Children's Ministry.

Cook's Memorial encourages the involvement of youth volunteers in assisting in church children's ministry. Volunteering youth will be trained and approved for service by the Cook's Memorial Policy Administrator. When released by the Cook's Memorial Policy Administrator for service, they will be assigned as assistants to adult volunteer and staff workers. An adult volunteer or staff worker must always be present when youth volunteer and staff workers are participating in classroom activities. Youth must be at least 12 years old or in 7th grade to serve as youth volunteers in Children's Ministry.

GUIDELINES FOR PHYSICAL CONTACT:

1. Any physical contact between a volunteer and/or staff worker and a child that would provide or is intended to provide any form of sexual gratification is strictly prohibited.

Limited physical contact such as a pat on the back, or on the head, or a handshake or "high five" are permissible. Hugs are permissible within the sight of others. The volunteer and staff workers must avoid any prolonged hugs and must stop a hug immediately upon the request of the child.

2. Volunteers and employees shall not abuse children including, but not limited to:

(a) Physical abuse - e.g. strike, spank, shake, slap

(b) Sexual Abuse of any kind, including inappropriate touching and exposure

3. Guidelines for healthy discipline:

(a) No form of punishment that involves physical pain or discomfort may be used. Children may be restrained if they are in danger of hurting themselves or others. Disruptive children may be removed from the group to another part of the room.

(b) Children who are disruptive should be taken to another side of the room, or if necessary into the hallway (leaving the door fully open and within sight of other people). The volunteer and staff workers should explain to the child that a particular behavior is unacceptable. The volunteer and staff workers may then pray with the child asking the Lord to help the child to control him/herself.

(c) If the disruptive behavior persists the parents should be asked to come and sit with the child in class the following week and for as long as necessary until the child can demonstrate that he/she can control themselves. If the behavior continues, the child's parents may be asked to remove the child from the classroom.

(d) We are committed to working with children to find out what they need in order to fully participate, but not to the detriment of other children in the class.

HEALTH CONSIDERATIONS:

Each child / youth participating in a church sponsored overnight or off-site activity must complete an Activity Participation Agreement (FORM P). This form shall include emergency contact information, special health considerations, and parent instructions and/or preferences for treatment of an ill or injured child/youth.

SAFETY CONSIDERATIONS:

An emergency preparedness plan (including a fire response and instructions for severe weather) will be posted in each classroom. An emergency evacuation plan delineating routes to the nearest exits will also be posted in each classroom.

EMERGENCY SITUATIONS:

In the event of a medical, disciplinary, or any other situation that would require a child to leave the classroom, the child will be accompanied to the appropriate destination (e.g. the restroom, church office, etc.) Attempts will be made to promptly notify the parent.

STAFFING GUIDELINES:

1. Cook's Memorial attempts to exercise great care in recruiting and selecting children's volunteer and staff workers, therefore:

a) Any adult who will work with anyone under 18 years of age at Cook's Memorial, with a church-sponsored program, or on church property or premises, must be screened under this policy. Such screening procedure will include: (1) the completion and submission to the church by the potential volunteer and staff workers the Cook's Memorial Presbyterian Church Leader / Volunteer Application Form, (2) verification that the applicant is not listed as a registered sex offender in NC, (3) personal interviews, (4) reference checks, and where necessary, (5) criminal background checks. All applicants shall have attended Cook's Memorial for at least six months, unless specifically approved by a Pastor as a result of personal knowledge of an applicant's background.  Adults who work with the Scouting and Playschool programs will be screened under this process in addition to any process those organizations might require.

It will be the responsibility of the Cook's Memorial Policy Administrator with support from other staff as assigned, to perform the following duties:

. Obtain a properly completed and signed Leader / Volunteer Application Form from the applicant, conduct personal interviews, and when necessary, perform background checks.

. Review the information provided on the application and check any irregularities, missing information, and/or information that raises questions or concerns of any sort about the fitness to work with children.

. Contacting references listed by the applicant on the Leader / Volunteer Application Form to question them about the applicant's fitness to work with children, and document the information in the Church's confidential files.

. Review the information elicited in the course of the screening process and determine whether to authorize the applicant to work with children.

. Verify that all steps in the screening process have been completed and have been properly documented in the church's confidential files.

. Inform the applicant that he/she is released for service as an approved volunteer and staff workers, make his/her assignment, issue an Official Cook’s Worker Identification Tag, and notify all who need to know of his/her approval. If an applicant is not approved, the Cook's Memorial Policy Administrator will inform the applicant and others only on a need to know basis, seeking counsel from the Pastor when appropriate.

b. Cook's Memorial will conduct a Criminal Background Check through the Mecklenburg County Sheriffs Department on all paid employees of Cook's Memorial who have contact with children.

c. Those who volunteer for special events or temporary service will be required to fill out and sign the Approval for Temporary Service Form (FORM J). If approved by the Cook's Memorial Policy Administrator, a temporary Cook’s Worker Identification Tag will be provided to the volunteer. These workers will always work under the direct supervision of approved workers.

d. Youth Volunteers will be approved for service as described in this policy.

e. Exceptions to Screening and Background Checks: There will be no exceptions allowed to any requirements of this section.

REPORTING AND RESPONSE PROCEDURE:

In the event anyone witnesses or is told of an event of abuse or a violation of the prohibited practices relating to individual conduct, the following actions will be taken to the extent appropriate under the circumstances:

1. Personally and immediately secure the safety of the child or youth and any other child that may be at risk in the situation.

2. Do not leave the child alone to report the incident.

3. When the child(ren) or youth are safe, immediately inform the pastor who oversees the particular program. The pastor, based on the nature of the incident, reports the incident to law enforcement.

4. Do not discuss the event with anyone else and do not personally confront the alleged violator.

5.  The parents of the children involved will be notified immediately of the incident 

by the Policy Administrator.

6. The pastors will then provide guidance regarding:

a. Completing the Incident Report Form (FORM D).

b. Follow-up with appropriate authorities (law enforcement, department of social

services, etc.)

c. Notifying the church's legal counsel and insurance carrier,

d. Making any communication on behalf of the church.

7. If the accused violator is a paid staff member, the Head of Staff will be notified. The Head of Staff will then in turn, notify the Chairman of the Personnel Ministry. If the accused is the Head of Staff, the Chair of Personnel Ministry will be notified. In any event in which the paid staff member is accused, then the regulations as set forth in the Book of Order will be followed.

8. In the event that any adult is accused of violation of the Cook's Memorial Child Protection Policy, the Policy Administrator and Head of Staff will be informed immediately and an investigation will immediately ensue.

9.  Any person found to have committed a Prohibited Act shall be prohibited from future participation in all children's and youth activities and programs of Cook's Memorial Presbyterian Church. If the person is a staff member or employee, such conduct may also result in termination of employment.

10.  As required by North Carolina law, all reports of abuse will be forwarded in a timely manner to the appropriate child protection and law enforcement authorities in consultation with legal counsel if deemed necessary by the Policy Administrator. Such reporting must be accomplished in addition to complying with this Child Protection Policy.

11.  Failure to report a Prohibited Act in a timely manner to the designated person shall be considered a procedural violation of the Child Protection Policy and shall be grounds for termination of employment of a staff member or employee and suspension and dismissal from participation in all children and youth activities and programs of the church by any person.

12. When the allegations involve a member of the clergy, the provisions of Charlotte Presbytery will be put into operation and the guidance of the church's discipline will be followed.

N.C. LAW ON THIS SUBJECT 

State law requires the reporting of any suspected child abuse to the Department of Children and Family Services. This reporting is required whether the abuse occurred at Cook's Memorial, during Cook's Memorial sponsored activities, or it occurred completely separate from any Church involvement. For example, if a child communicates that he/she is being abused by a parent or other individual at home, Cook's Memorial volunteers and workers are required by law to report the incident to the proper authorities.

APPROVAL PROCESS:

This policy shall be endorsed by the Christian Education Ministry, Session, and Pastoral staff prior to approval and enactment.

PERIODIC POLICY REVIEW:

This policy shall be reviewed at least every three years or more often if the Policy Administrator determines a need for revision or update. Substantial revisions to the Policy require review and approval by the Christian Education Ministry. Policy revisions shall be forwarded to the Session for approval at least 30 days prior to implementation.

-END-

Adult leader signature____________________________ Date ____________

Addendum I

Using the Leader / Volunteer Application Form

Employees, teachers of children and youth, and volunteers for children and youth activities or programs of Cook's will be required to complete a Leader / Volunteer Application Form (FORM B) providing personal and confidential information necessary to perform criminal/security background checks and reference checks on each individual.
While this process understandably intrudes into the privacy of our lives, the security of our children and youth outweighs the personal invasion inherent with such investigation and disclosures. All personal information voluntarily disclosed, the results of all security background and reference checks or the refusal of any person to participate in a program or activity in lieu of such disclose requirements will be considered confidential.

Security background checks for persons 18 and older will be conducted by the Policy Administrator through the appropriate local agency. Additionally, character references will be checked by a person designated by the Christian Education Ministry or the Session. A Reference Form (FORM K) is to be used for these character references.

The written results of the security background and reference checks initially will be reviewed by the Policy Administrator. If after this initial review, the Policy Administrator determines that further review should be made, the Policy Administrator will consult with the Head of Staff or Clerk of the Session, as may be appropriate.

The results of the security background check, and the results of the reference check will not be disclosed to anyone other than the Policy Administrator, the Head of Staff or Clerk of the Session without the expressed written permission of the employee or volunteer for children and youth activities (except as may be required by law).

The Policy Administrator will maintain a locked storage cabinet in the church for all information forms and the results of all record checks. The results of the security background checks will be destroyed periodically. Whether disclosed voluntarily or by result of the security background check, the following items will automatically disqualify an employee or volunteer from participating in the leadership or sponsorship of any children or youth activity or program:

Any indictment or any conviction for:

. murder;

. aggravated assault;

. sexual abuse;

. sexual assault (rape);

. aggravated sexual assault;

. injury to a child, incest;

. indecency with a child;

. possession or promotion of child pornography;

. the sale, distribution, or display of harmful material to         a minor; 

. employment harmful to children;

. or abandonment or endangerment of a child.

All other convictions or charges for any other crimes not listed above will be reviewed by the Policy Administrator and the Moderator of the Session or the Clerk of the Session, if necessary, to determine whether such convictions or charges will disqualify an employee or volunteer from participation in any child or youth activity. If an applicant disputes information that appears in his or her criminal history record transcript, he or she may appeal through the appropriate North Carolina courts and agencies.

The Leader / Volunteer Application Form shall be completed by all church employees prior to the start-date of their employment. All volunteers shall complete the Leader / Volunteer Application Form when they seek to participate in the programs and activities involving the children and youth of the church. The security background checks of all employees, teachers and volunteers who continuously work with children and youth in the programs and activities of the church, will be updated every 3 years by the means approved in this policy.

Once each year, a designated person shall conduct an orientation session about the procedures for safeguarding the well-being of the children and youth of the church for all employees, teachers and volunteers who have been approved after review of the Leader / Volunteer Application Form.  In addition, all employees, teachers and volunteers who work with our youth / children will be required to complete the Annual Youth Worker Questionnaire (FORM N) on an annual basis.

Addendum II

Outline of Steps to Educate Staff and Congregation

1. After the policy is written in its final form, give staff a copy of the policy, time to read it, and meet with all staff to clarify and answer questions. (Staff should already be familiar with the process to date.)

2. Copies of the policy should be given to each Session Ministry. A Christian Education task force member should meet with each Ministry to go over the policy and answer questions.

3. Apprise the congregation of the work that is going on (see sample article).

4. When the Session meets, everyone should have had enough time to review the policy.

After approval by the Session:

1. Newsletter article (see sample) that should announce all the times that information and question periods will be available. Names of the members of the task force should also be published. Identify a place where people can pick up a Child Protection Policy to read.

2. Christian Education Task Force Questions Meetings: A couple of Sunday mornings should be designated for people to come to a room and review the policy and ask questions of the task force. Two meeting times each Sunday is suggested so people have a better chance of meeting with the task force. (perhaps during Sunday School and right after worship)

3. Meeting times with current volunteers: Persons who are working with children and youth when this policy is implemented should have an opportunity to meet with the task force and fill out a Leader / Volunteer Application Form. (A sample of a letter sent to volunteers is attached.)

Make every effort to address concerns and give people answers to their questions. This is a sensitive issue and might meet with some resistance.

Addendum III

Suggested Newsletter Article to Inform the Congregation of Cook’s Memorial Presbyterian Church of the Adoption of a Child Protection Policy

Session Approves Child Protection Policy

Over the past six months, the Christian Education Ministry has met to draft a policy that would put in place guidelines for the protection of young people of Cook’s Memorial Presbyterian Church.  The CE Ministry submitted a policy to the Session at its ______ meeting.  The policy was adopted. In this article you will find some of the questions and answers about the policy. Copies of the policy in its entirety are available in the Church office.

The new policy spells out many precautions that we already follow in the selection of teachers and volunteers involved with children and youth programs and puts into place some new safeguards. One important part of the policy that is new is a requirement that teachers and volunteers who work with children and youth and all church staff will be asked to fill out a Leader / Volunteer Application Form which will provide personal information and will give permission to conduct reference and background checks. This will include a computerized search for criminal charges or convictions.

Are these steps necessary? They are necessary for the protection of our children and youth in today's world.

Has something happened here at Cook's? No, the policy isn't being implemented to correct a problem or in response to an event. The policy is a precautionary action.

Why now? Why here at Cook's? We are all aware that instances of child abuse are becoming more frequent. Churches are not immune from such behavior. In fact, experts on the subject are telling church administrators that church programs are becoming more susceptible as other volunteer organizations have tightened their own security measures.

When will this new policy be implemented? Orientation training will begin right away. People who are critical in the carrying out of this policy (particularly church staff) will receive training during the coming weeks. General training for current teachers and other volunteers with children and youth will take place in the near future. Times and places will be published in the newsletter and bulletin. People who need to be at these trainings will be notified by letter. Any others who are interested in the training or in working with children and youth are invited.

Where can we find the new policy? Copies are available in the Church office, from the Sunday School Superintendent, or from the Playschool Director.

What if I have a question about the policy? Who should I ask? Rev. Kate Murphy is the Policy Administrator.  You may also direct questions to the coordinator of any children’s or youth program, or to the Session liaison to the Christian Education Ministry, Jeff Fawcett.

How does the new policy affect me? If you are a teacher or volunteer with children or youth of this church, you will be asked to attend a training session and to fill out an application form which will give permission for the church to conduct a background check. If you are not a teacher or volunteer with children or youth of this church, you will only be affected by the comfortable knowledge that Cook's Memorial Presbyterian Church is committed to the safety of your children.

We are all aware that this is a subject none of us likes to address. The CE Ministry and Session have dealt seriously and diligently with the job given to us. We are committed to implementing the measures necessary to provide what protection we can for the children and youth of this church. We are eager to answer questions and try to help all members of the congregation understand the policy that has been adopted.

Addendum IV

Suggested Leader / Volunteer Training Letter

(date)

Dear Teachers, Sponsors, and Volunteers,

An article appeared in Cook's Memorial Presbyterian Church's newsletter last week that you hopefully read. The article was titled "Session Approves Child Protection Policy" and it outlined a new policy that will be implemented at Cook's. This policy provides screening procedures for volunteers who work with children or youth. It is an effort to prevent instances of abuse occurring during any programming for children or youth and is not in response to any existing incident of abuse. If you attended teacher training this fall, you are already aware that this policy was forthcoming. Now that the Session has approved the policy, we are ready to begin training sessions for current teachers and other volunteers who work with children and youth to go over the policy and begin collecting the necessary information.

We all feel that it is unfortunate that this type of policy is necessary, but feel strongly that it will be a real safeguard for the protection of our children and youth.

The article in the newsletter announced times to have your questions addressed by the Christian Education task force. This letter is to let you know about training sessions for persons currently working with our children and youth. These sessions are open to all persons who might work with children and youth in the coming year. By attending a session and filling out a Leader / Volunteer Application Form, you will be one step ahead for upcoming volunteer opportunities. In these sessions we will go over the policy and give you an opportunity to fill out the necessary form. You will have three opportunities to attend a session (you only need to attend one session). Please mark a session time on the enclosed card and return it to the church. If for some reason you cannot attend one of these three sessions, you will need to schedule another time for training. You can do this through the church secretary, Cheryl Cole.

All volunteers who work with children or youth must fill out a Leader / Volunteer Application Form. Your current work with children and youth will not be interrupted, but we are trying to comply with the terms of the policy as soon as possible. Thank you for your cooperation.

Serving Christ together,

The Christian Education Task Force

Addendum V

Cook’s Memorial Presbyterian Church

Leader / Volunteer Application Form

(FORM B)

1. Name (last, first, middle, maiden name):

If you have ever used another name, please indicate the name and the time period(s) used:

2. Current Address:

How long have you lived at this address? ______________

How long have you lived in Charlotte? _____________

3. Sex: M_F​


Birth date:

4. NC Drivers License Number:________ Is your driver’s license valid? _____


(You must attach a photocopy of your current, valid driver's license to this form)

5. Home Phone
6. Place of Employment:

7. Work Phone:

8. Please indicate all that are applicable:


Single- Married - Divorced - Separated - Widowed​

9. Membership information:

a. Are you a member of Cook's Memorial Presbyterian Church?


Date you became a member:

b. Are you a member of any other church or religious organization? If so, please specify and give the date you became a member:

10. Have you served as a volunteer at any church in the past ten years? If so, please state the name and address of the church, the pastor of the church, the time period(s) of your volunteer work and describe generally the nature of your volunteer work:

11. Have you served as a volunteer for any civic organization in the past ten years? If so, please state the name and address of that organization, the person overseeing the volunteer work the time period(s) of your volunteer work and describe generally the nature of your volunteer work. Please indicate which organizations involved working with children and youth.

Leader / Volunteer Application Form (continued)

12. Have you ever been arrested, charged, indicted, or convicted for any criminal   

      offense (misdemeanor or felony) other than a traffic violation for which the fine was 

      $200 or less? Have you ever pled guilty or no contest to such allegations? (If yes

      to either question, please explain on the back.)

13. Have you ever been subject to any disciplinary action, complaint or allegations that you violated any employer's or any organization's policy concerning sexual misconduct? Have you ever participated in, or been accused, convicted or pleaded guilty or no contest to abuse or any sexual misconduct? (If yes to either question, please explain on the back.)

14. Do you use illegal drugs?

(If yes, please explain on the back.)

15. Are you an alcoholic?

(If yes, please explain on the back.)

      If so, are you recovering?
(If yes, please explain on the back.) For how long?

16. Were you a victim of sexual abuse or molestation as a minor? If you prefer, you may

refuse to answer this question, or you may discuss your answers in confidence with a pastor of Cook's Memorial Presbyterian Church rather than answering on this form. Answering yes, or leaving the question unanswered will not automatically disqualify an applicant for children or youth work.

17. Are you aware of any traits or tendencies you possess that could pose any  

     threat to children or youth?  (If yes, please explain on the back)

18. References: Please complete the attached Reference Form (FORM K).

19. I understand and agree that:

a. All information that I have provided may be verified. I agree to release from liability any person or organization that provides information concerning me, including these persons I have listed as references. I do hereby agree to indemnify and hold harmless, Cook's Memorial Presbyterian Church, its employees, representatives and agents from any and all claims or causes of action relating in any manner to the verification of or attempts to verify the information provided, attempts to contact any references or conversations with any references. I understand and agree that any information received from references will not be disclosed to me, and I hereby waive any right I may have to inspect any information provided about me by any person or organization identified by me on this form.

b. By signing this form, I certify and affirm that the information I have given is true, complete and correct in all respects.

c. For adult volunteers: I have read, understood and agree to abide by the Child Protection Policy for the Protection of Children and Youth of Cook's Memorial Presbyterian Church. (initials _____)

For adult leaders: I have read, understood and agree to abide by the Child Protection Policy AND Child Protection Manual for the Protection of Children and Youth of Cook's Memorial Presbyterian Church. (initials _____)

d. I hereby give my permission for Cook's Memorial Presbyterian Church to obtain 

Leader / Volunteer Application Form (continued)

information relating to my criminal history record. The criminal history record, as received from the reporting agencies, may include arrests and conviction data as well as plea bargains and deferred adjudications. I understand that this information will be used, in part, to determine my eligibility for an employment/volunteer position with this organization. I also understand that as long as I remain as an employee or volunteer here, the criminal history records check may be repeated at any time. I understand that I have an opportunity to review the criminal history and a procedure is available for clarification, if I dispute the contents of the records as received.

I, the undersigned, do, for myself, my heirs, executors and administrators, hereby release and forever discharge and agree to indemnify Cook's Memorial Presbyterian Church and hold each of their officers, directors, employees, and agents harmless from and against any and all causes of action, suits, liabilities, costs, debts and sums of money, claims and demands whatsoever, and any and all related attorneys' fees, court costs, and other expenses resulting from the investigation of my background in connection with my application to become an employee or volunteer.

Signature:______________________________________
 Date:______________

Parent or Guardian's Signature:_____________________   Date:______________

(If under age eighteen)

Witness Signature:_______________________________    Date:______________

Addendum VI

Cook’s Memorial Presbyterian Church

Reference Form (FORM K)

Applicant’s name: _______________________________________________

Please list the names, addresses, occupations, and telephone numbers of three (3) people (other than relatives and church staff members) who are familiar with your character and abilities. References may be contacted by letter, so a complete address is important.

1.

(Name)

Address with city and zip code)
(Home phone)



(Work phone)

(Occupation)

2.

(Name)

Address with city and zip code)
(Home phone)



(Work phone)

(Occupation)

3.

(Name)

Address with city and zip code)
(Home phone)



(Work phone)

(Occupation)

Addendum VII

Reference Check Form (FORM M)

(Caller) Identify Yourself:

Tell the person that (applicant's name) has given you permission to call for a personal reference and that you will keep the conversation confidential.

Explain what the applicant will be doing for Cook’s Memorial Presbyterian Church and the age and sex of the children or youth with whom the volunteer will be working.

NAME OF VOLUNTEER APPLICANT

NAME OF STAFF or VOLUNTEER CALLING FOR REFERENCE

NAME OF REFERENCE

TITLE/OCCUPATION

PHONE NUMBER

DATE CALLED

How long have you known (applicant's name) and in what capacity?

Have you observed (applicant's name) interacting with children/youth and in what kind of environment?

Would you recommend this person for a position working with children or youth? Why or why not?

Is there any other information you can tell me about (applicant's name)?

Would you let (applicant's name) take care of your children?

Addendum VIII

Reference Response Form (FORM L) 
(for leaders & volunteers working with children and youth at Cook’s Memorial Presbyterian Church)

Reference Name:

Address:

City/State/Zip

Telephone:
Home

Work

This form is being used to help Cook's Memorial Presbyterian Church provide a safe and secure environment for the children and youth who participate in our programs and use our facilities. The leader / volunteer mentioned below has given us your name, as one who would attest to his/her character. We would appreciate it if you would return this form to us as soon as possible. Thank you for taking the time to complete this form.







Sincerely,







Christian Education Ministry







Cook's Memorial Presbyterian Church







3413 Mt. Holly-Huntersville Rd.







Charlotte, NC  28216

LEADER / VOLUNTEER APPLICANT______________________________

1. How long have you known this person?

2. In what capacity have you know this person?


(Check as many as are applicable.)

_ Friend

_Neighbor

_At work

_Committee work

_Professional capacity

_Through church

_Through community work

_Other (please indicate)

3. Would you recommend this person for a position working with children or youth?

YES (please comment)

NO (please comment)

4. Additional Comments (Please use the back of this sheet.)

(All information is confidential.)

Addendum IX

“Reducing the Risk of Child Abuse in the Church” Training Outline

. The role of adults in children and youth programming.

. A review of the policy emphasizing prevention of abuse, preferred strategies for adults, observation of others' behavior and its role in preventing abuse of children, and reporting of suspicion of abusive behavior.

. A review of the guidelines for church events.

. Information about resources and strategies when the adult(s) have questions or are faced with situations that make them uncomfortable.

. Methods of reporting behavior outside the policy guidelines.

. How to protect children when making a report

A. Communicate the reality of child abuse, including the church's vulnerability and its responsibility to children.

(Select from the ideas listed below to be used once or twice during the year.)

. Bulletin inserts

. Church newsletter articles

. Letters to church members

. Posters in the church

. Designate a Sunday and a keynote sermon with a theme related to child protection. 

. Annual Children's Church School emphasis on "Keeping Safe From Abuse"

B. Orientation for church leaders

(Suggested for officer training annually)

  . Opening prayer, scripture and meditation (Matthew 18:1-6; Luke 18:15-17; or

Ephesians 5:11-14)

. Current adversarial legal environment

. Possible consequences to the church from an allegation of abuse

. Areas of vulnerability within church programs

. Definition of child abuse and risk reduction

. Church policies that govern working with children and youth:

. What is appropriate behavior

. Worker selection and supervision

. Church and Presbytery requirements for reporting and responding to allegations and incidents of child abuse.

C. Training for volunteers and compensated staff who supervise or work in programs that involve children (Periodic training suggested)

. Opening prayer, scripture and meditation


. Why should our church respond to concern about child abuse?

“Reducing the Risk of Child Abuse in the Church” Training Outline
(continued)
. The moral and legal mandate to provide a safe environment for children/youth

. What is child sexual abuse and what is inappropriate behavior?

. The effects of abuse on the victim

. Signs and symptoms of abuse

. Church policy related to worker selection and supervision

. Church requirements for workers and supervisors

.  What to do if you suspect abuse or hear an allegation of abuse

. State, church and presbytery reporting requirements

. Guidelines for appropriate behavior

. Evaluation of training

Addendum X

Incident Report Form (FORM D)

REASON FOR REPORT

DATE OF INCIDENT




TIME:

NAME OF REPORTER



TITLE:

NAME(S) OF CHILD(REN) / YOUTH

AGE(S) OF CHILD(REN) / YOUTH

QUOTE THE CHILD'S / YOUTH'S FIRST WORDS VERBATIM:

BRIEFLY DESCRIBE THE CHILD'S / YOUTH'S DEMEANOR / APPEARANCE:

BRIEFLY DESCRIBE WHAT HAPPENED:

WHAT ACTION DID YOU TAKE?

HAS THE INCIDENT BEEN RESOLVED? _YES _NO EXPLAIN:

NAMES OF WITNESSES:


SIGNATURES OF WITNESSES

(IF POSSIBLE):

REPORTED SUBMITTED TO:


DATE:

SIGNATURE:




TIME:

Addendum XI

Response Plan for Media Inquiries

Create a Response Team, approved by the Session, which will take over immediately in case of an incident.

The Response Team should be comprised of 3-5 persons who understand the issue of confidentiality:

. Moderator of the Session

. An attorney for the church

. Two elders designated by the Session, one of whom is the Clerk of Session

Only the Moderator or Clerk of Session or an individual appointed by the Session may act as spokesperson for the church.

Actions to be taken after Child Protective Services or the local police are contacted:


. The Response Team should immediately contact the church's legal counsel, insurance company, and Charlotte Presbytery's General Presbyter.

The Response Team should immediately inform the accused and the accuser that they have the right to retain their own counsel. The church's counsel will represent the church, but not their individual interests.

The Response Team is to contact the families of the alleged victim and the accused to communicate action already taken. ("Here is what's already been done; here is what is going to be done.") The continuing pastoral care of the alleged victim and family, and the accused, needs to be done by someone outside of the Response Team, such as a pastor or social worker.

The Moderator or Clerk of Session will immediately, upon discovery of an incident instruct the Church Administrator and other church staff to refer all media inquires to the appropriate party (Moderator or Clerk of Session or Session designated spokesperson), and make no statements or comments to any media persons "on" or "off” the record.

If the incident directly involves the Pastor, the involved party will not respond to any media inquiries, and will await Session action as to what, if any, official church response to provide to such inquiries.

The Pastor or Clerk of Session or other designated spokesperson will make only the (suggested) following comment to any media inquires, until or unless otherwise directed by the Session:

"Cook's Memorial Presbyterian Church regrets the occurrence of this incident, and we appreciate your concern at this time. We believe that our energies should be directed at discovering all the facts involved in this matter, and disclosing such facts to the appropriate parties and governmental bodies. Our prayers are for the people involved in this matter- that all physical and emotional wounds are healed by the grace of God, and that His love manifest itself in all our actions."

Addendum XII

ANNUAL YOUTH WORKER QUESTIONNAIRE

(FORM N)

(to be completed annually by all employees and volunteers at Cook’s who work with youth / children)

Date __________________

Name (last, first, middle, maiden name) __________________________________

In the last 12 months:

· Have you been arrested, charged, indicted, or convicted for any criminal offense (misdemeanor or felony) other than a traffic violation for which the fine was $200 or less?  Have you pled guilty or no contest to such allegations?  (If yes to either question, please explain on the back)

· Have you been subject to any disciplinary action, complaint or allegations that you violated any employer’s or any organization’s policy concerning sexual misconduct?  Have you participated in, or been accused, convicted or pleaded guilty or no contest to abuse or any sexual misconduct?  (If yes to either question, please explain on the back)

· Have you used illegal drugs?  (If yes, please explain on the back)

Signature of youth worker _______________________________________

Addendum XIII

Cook’s Memorial Presbyterian Church

Activity Participation Agreement

(FORM P)

Activity Information

(To be completed by the activity sponsor)

	Name of sponsoring organization:
	

	Address:
	
	Telephone:
	

	Name of sponsor’s coordinator:
	
	Telephone:
	

	Description of activity:
	

	

	Date(s), times and location of activity:
	

	


Participant Information

(To be completed by participant or authorized guardian)

	Name of participant:
	

	Names of parents/guardians:
	

	Address:
	
	Telephone:
	

	Name of emergency contact:
	

	Telephone (Day):
	
	Telephone (Evening):
	

	Please list participant’s allergies:
	


Please list participant’s medications (prescription and over-the-counter medications) that must be taken during the activity including dosage, timing and whether the medication will be self-administered or given by an adult leader: ______________________________________________

Is sponsor authorized to approve medical treatment?


(  Yes

(  No

Is participant covered by personal/family medical insurance?

(  Yes

(  No

	If yes, name of insurer:
	

	Policy or group #:
	


Activity Participation Agreement (continued)

Participation Agreement

I acknowledge that participation in the activity described above involves risk to the Participant (and to Participant’s parents or guardians, if Participant is a minor), and may result in various types of injury including, but not limited to, the following: sickness, bodily injury, death, emotional injury, personal injury, property damage and financial damage.
In consideration for the opportunity to participate in the activity described above (the “Activity”), the Participant (or parent/guardian if Participant is a minor) acknowledges and accepts the risks of injury associated with participation in and transportation to and from the Activity. The Participant (or parent/guardian) accepts personal financial responsibility for any injury or other loss sustained during the Activity or during transportation to and from the activity, as well as for any medical treatment rendered to the Participant that is authorized by the Sponsor or its agents, employees, volunteers, or any other representatives (collectively referred to hereinafter as the “Activity Sponsor”). Further, the Participant (or parent/guardian) releases and promises to indemnify, defend, and hold harmless the Activity Sponsor for any injury arising directly or indirectly out of the described Activity or transportation to and from the Activity, whether such injury arises out of the negligence of the Activity Sponsor, the Participant, or otherwise.

If a dispute over this agreement or any claim for damages arises, the Participant (or parent/guardian) agrees to resolve the matter through a mutually acceptable alternative dispute resolution process. If the Participant (or parent/guardian) and the Activity Sponsor cannot agree upon such a process, the dispute will be submitted to a three-member arbitration panel for resolution pursuant to the rules of the American Arbitration Association.

	Signature
	
	Date
	

	Signature


	
	Date


	

	Signature
	
	Date


	




(Participant and/or ALL parents/guardians if participant is a minor)
Addendum XIV
Cook’s Child Protection Policy

Forms Required
1. Child Protection Policy (FORM A)

2. Leader / Volunteer Application Form (FORM B)

3. Child Registration Form (FORM C)

4. Incident Report Form (FORM D)

5. Sign-in, Sign-out Form (FORM E)

6. Child Admission Card (FORM F)

7. Child Medical Release Form (FORM G)

8. Approval For Temporary Service Form (FORM J)

9. Reference Form (FORM K)

10. Reference Response Form (FORM L)

11. Reference Check Form (FORM M)

12. Annual Youth Worker Questionnaire (FORM N)

13. Activity Participation Agreement (FORM P)

Official Cook’s Memorial Presbyterian Church Worker Identification Tags

Rev. 11/2/06
Child Protection Manual
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