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As God’s chosen ones, holy and beloved, clothe yourselves with compassion, kindness, humility, meekness, and patience. Bear with one another and, if anyone has a complaint against another, forgive each other; just as the Lord has forgiven you, so you also must forgive. Above all, clothe yourselves with love, which binds everything together in perfect harmony. And let the peace of Christ rule in your hearts, to which indeed you were called in the one body. And be thankful. Let the word of Christ dwell in you richly; teach and admonish one another in all wisdom; and with gratitude in your hearts sing psalms, hymns, and spiritual songs to God. And whatever you do, in word or deed, do everything in the name of the Lord Jesus, giving thanks to God the Father through him.—Colossians 3:12-17
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Child Protection Policy and Procedures of
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[bookmark: _Toc409278006]STATEMENT OF PURPOSE

The members of Webster Presbyterian Church (hereinafter WPC) believe that we are called by God to create a safe haven for all Protected Individuals in our care. As a church, we believe that the spiritual, emotional and physical well-being of these Protected Individuals is vital. We will provide tools and guidelines to those working with Protected Individuals for creating a safe and nurturing environment. As members of WPC, we pledge to support and strengthen each other as we grow in relationship with God and with our community of faith.

Therefore, the purpose of this policy is to promote and maximize the safety and well-being of Protected Individuals by providing policies, procedures, and guidelines for those leading and interacting with them. This policy seeks to minimize the risk of Protected Individuals being subjected to physical, emotional, spiritual or sexual harm while participating in WPC activities, but it also seeks to guide and protect volunteers and employees from unwarranted allegations of child abuse.

The policy is specifically contained in Section 2 of this document, Sections 3 through 7 addresses the following related to this ploicy:
· Procedures for Screening and selection of volunteers,
· Procedures for reporting of allegations,
· Procedures for responding to allegations,
· Consequences of violating the policy,
· Appendixes A through E provide the documents referred to in this policy,
· Appendix F Provides volunteer guidelines and procedures and Material for training class required by this policy.



[bookmark: _Toc409278007]CHILD PROTECFTION POLICY
Not many of you should become teachers, my brothers and sisters, for you know that we who teach will be judged with greater strictness.—James 3:1b.
[bookmark: _Toc409278008]THE POLICY

A. Within this policy, these terms are defined as follows:
Child, children and youth refer to all persons less than 18 years of age
People with disabilities refers to those individuals who have impaired mental capabilities, regardless of age
Protected Individuals refers collectively to child, children, youth and people with disabilities.
Volunteer refers to any person working with Protected Individuals in activities that include, but are not limited to, Christian Education classes, youth fellowship, children’s events, youth retreats, Vacation Bible School, Summer Spotlight, youth or children’s musicals and choirs, child care, and such other persons as the session shall require
Supporting Volunteer refers to any person supporting an event at WPC but not directly working with or around Protected Individual.  For example, kitchen staff is a Supporting Volunteer.
Every person or all persons at WPC include pastors, staff members, contract employees, workers, volunteers, members, congregants and guests.

B. As ambassadors of Jesus Christ, we strive to be worthy of a very high standard of trust. For this reason, it is the policy of WPC that every person at WPC who works with or around Protected Individuals must not engage in inappropriate behavior that results in physical, emotional, spiritual, or sexual harm to Protected Individuals.  All persons at WPC must diligently avoid any conduct that appears wrong to a reasonable observer, even if no actual misconduct takes place. 

C. The WPC Pastor/head of staff (HOS) is the administrator of this policy; however, the HOS may designate another WPC pastor as the administrator.  The designated administrator shall be under the supervision of the HOS and report all activities associated with this policy to the HOS. The responsibility for taking adverse action and informing the affected persons remains with the head of staff. 

D. It is the policy of WPC that volunteers and supporting volunteers must be screened and have the following characteristics:  
1. Have a personal relationship with Jesus Christ 
2. Have been members or active participants in our church for at least six months
3. Are willing to share their faith with Protected Individuals 
4. Have a love for Protected Individuals
5. Are prepared, yet flexible
6. Understand boundaries when interacting with Protected Individuals
7. Have a willing heart
8. Are respectful of Protected Individuals and those with whom they work

E. It is the policy of WPC that volunteers must comply with the following, however supporting volunteers are not required but are encouraged to comply with 4, 6, 7:
1. This policy and the WPC Sexual Misconduct Policy and Procedures.
2. Uphold Christian moral standards.
3. Report suspicions of any unhealthy or abusive activities or situations to the administrator of this policy.
4. Complete an “ADULT Volunteer Information Form” (Appendix A) which includes a waver giving permission to WPC to perform a background check.  If the volunteer is under 18, the legal guardian must complete the Youth Volunteer Information Form (Appendix B).  These forms shall be maintained in a file by the church secretary under the authority of the pastor/head of staff.
5. Undergo a background check at the start of service and every two years thereafter.
6. Attend a training workshop every two years on this policy and on recognizing and reporting abuse.
7. Agree to and sign a Volunteer Covenant and written acknowledgement stating they have received and reviewed a copy of this WPC Child Protection Policy (Appendix C).  These forms shall be maintained in a file by the church secretary under the authority of the pastor/head of staff. 
8. Failure to comply with this policy will be grounds for IMMEDIATE dismissal as a volunteer.

F. Occasionally volunteers will be needed in a spur of the moment situation.  In this case, it is the policy of WPC that every effort to select volunteers from among those who have been members or active participants in our church for at least six months and have previously been screened.  They shall be placed with accompanying adult(s) who have been screened as outlined above and trained as provided in this policy.  They will not be used in a recurring assignment until they have been successfully screened and trained.

G.  It is the policy of WPC that transportation of Protected Individuals will be carried out as safely as possible and that the WPC Driving and WPC Air Transportation procedures established by the Youth Ministry Team and for children activities established by the Children Ministry Team will be met for all activities.  All drivers will follow applicable state and federal rules and regulations.

H. It is the policy of WPC that two unrelated people must present at all functions for Protected Individuals.  This policy can be met by combinations of volunteers and employees that are unrelated.  A husband and wife or a parent and child can volunteer if a third unrelated person is present.

I. It is the policy of WPC that the ratios of volunteers to Protected Individuals for youth activities established by the Youth Ministry Team and for children activities established by the Children Ministry Team will be met for all activities.  These rations will be established for all on campus and off campus activates. 

J. It is the policy of WPC that any staff member, worker (paid or volunteer), teacher, aid, or other adult participant in any WPC sponsored activity involving Protected Individuals must report any incident, activity, behavior or evidence noticed that reasonably appears to indicate that child abuse has occurred or may occur in any WPC.  The report should be made to the administrator of this policy, pastor/head of staff, a serving elder, or other trusted individual.  The report should be documented using the WPC Suspected Abuse Incident Report Form (Appendix D).  Persons making reports will not be identified, without their permission, except as necessary in connection with any potential or pending legal action or criminal investigation.

K. It is the policy or WPC that allegations will be dealt with swiftly, fairly, and with compassion and justice for the accused, accuser, and victim.  Procedures for responding to allegations are defined by the WPC session and described in other sections of this document.  The procedures include actions for allegations found to have merit or found to be without merit.
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This policy and its procedures are designed to be applied in conjunction with the following 
A. WPC Sexual Misconduct Policy and Procedures
B. WPC Personnel Policy, 
C. “Rules of Discipline”, Book of Order of the Presbyterian Church (USA). 
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A. Ultimate responsibility for writing, maintaining and enforcing the Child Protection Policy lies with the session of WPC. Unless or until the session chooses otherwise, the session assigns the oversight and implementation of the policy and procedures to the personnel committee (PC).  The PC must work with the Children Ministry Team and the Youth Ministry Team when reviewing this policy.

B. The PC shall conduct an annual review of the policy and procedures, identify any necessary and/or desired changes, verify that the policy complies with the requirements of the church’s insurance carrier and the Book of Order, and then make recommendations to the session for any needed changes. Additionally, if the policy and procedures are used at any time, the PC will evaluate the procedures outlined herein and based on the experience make recommendations to the session for any needed changes.
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A. All volunteers working with Protected Individuals in activities that include, but are not limited to, Christian Education classes, youth fellowship and meals, children’s events, youth retreats, Vacation Bible School, Summer Spotlight, youth or children’s musicals and choirs, child care, and such other persons as the session shall require, shall, at the start of their service, review this policy and procedures and sign the Volunteer Covenant (Appendix C).  This form shall be maintained in a file by the church secretary under the authority of the pastor/head of staff.

B. All employees whose job includes working with Protected Individuals shall annually review this policy and procedures and sign the Policies Acknowledgement Form as described in WPC Personnel Policies.  This form shall be maintained in the personnel file of the employee by the church secretary under the authority of the pastor/head of staff.

[bookmark: _Toc409278013]SCREENING PROCEEDURES for SELECTION of VOLUNTEERS 

Instead, as he who called you is holy, be holy yourselves in all your conduct.
Peter 1:15

A. God intends for the church to be a safe place for all to encounter God and grow into lives of service and fulfillment. In order to maintain a safe environment, the following section outlines criteria and procedures for selecting and screening volunteers who work with Protected Individuals participating in church-sponsored activities. Any person who is being considered as a volunteer of Protected Individuals must meet the criteria defined in Paragraph 2.1 D of this document

B. Criminal background checks are required on every volunteer and will be conducted by the administrator of this policy or the administrator’s designee.

C. Persons driving and transporting Protected Individuals must complete the driving record portion of the Volunteer Information Form. Upon completion of the form and prior to transporting Protected Individuals, a driving record check will be conducted by the administrator of this policy or the administrator’s designee.

D. All personal information, the results of all criminal background checks, and the refusal of any person to participate in a program or activity in lieu of such disclosure requirements will be considered confidential. This information will be disclosed only to the persons designated in this policy except as may be required by law. Any other disclosure requires written permission of the individual. All Volunteer Information Forms, results of background checks, emails, written reports and any Suspected Abuse Incident Reports shall be maintained in a secure file of the church by the church secretary under the authority of the pastor/head of staff  This file shall be kept secure its contents remain confidential.  Forms and reports older than seven (7) years shall be removed and rendered illegible.

E. After initial review of the background check results, if the administrator determines that further review should be made, the administrator will consult the HOS, if they are different individuals. The administrator and HOS may consult with appropriate program staff and/or elder(s) in charge of the program area(s) of which the individual would like to volunteer.  The HOS has the sole responsibility for taking adverse action and informing the affected persons.
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A. In order to maintain an environment free of destructive acts toward Protected Individuals, the staff, employees, teachers, volunteers and members of WPC must be aware of their individual responsibility to report any questionable circumstance, observation, act, omission or situation thought to be in violation of this policy. All questions or concerns of any suspected abusive behavior, harassment or neglect shall be directed to the administrator of this policy or the Presbytery of New Covenant staff designated by this policy.

B. The Texas Family Code states and this policy advocates that, “A person having cause to believe that a child's physical or mental health or welfare has been adversely affected by abuse or neglect by any person shall immediately make a report to the appropriate local or state law enforcement agency, Child Protective Services, if the alleged abuse or neglect involves a person responsible for the care, custody or welfare of the child, the state agency that operates, licenses, certifies or registers the facility where the alleged abuse or neglect occurred, or an agency designated by a court to be responsible for the protection of children” [Texas Family Code Sections 261.101.a. and 261.103.a.1-4. The term any person includes abuse by a person under the age of 18 against a child.]

C. In the event anyone personally witnesses an occurrence of a child's physical or mental health or welfare being adversely affected by abuse or neglect or any action in violation of this policy, that person will be required to immediately report the incident to the appropriate legal authorities.  The eyewitness must report the incident to the administrator of this policy and complete a Suspected Abuse Incident Report (Appendix D).

D. In the event a Protected Individual reports abusive conduct while engaged in a WPC sponsored activity or involving staff, employees, approved teachers and volunteers of the church, regardless of where the conduct occurred, the person initially contacted by the Protected Individual is also required to report the incident to the appropriate legal authorities.  The person receiving the report must also report the incident to the administrator of this policy and complete a Suspected Abuse Incident Report. 

E. In either case, the person will take the following actions to ensure the security of the Protected Individual, and to protect all persons involved from physical, emotional or psychological injury:
1. Personally secure the safety of the Protected Individual. Do not leave the Protected Individual alone to report the incident.
2. Do not personally confront the alleged violator of this policy.
3. Inquire about the details and circumstances of the alleged abusive conduct to have a clear understanding of what the Protected Individual is claiming.
4. Report the incident immediately to the appropriate legal authorities if abusive behavior, harassment or neglect is evident.
5. Report the incident immediately to the administrator of this policy or designated person.
6. Immediately complete a written Suspected Abuse Incident Report. Use verbatim specific words heard or first spoken by the Protected Individual and the conduct and demeanor observed concerning the incident when writing the report.
7. Submit the Suspected Abuse Incident Report to the administrator of this policy.
8. Maintain confidentiality regarding the identities of involved parties and the details of the alleged abusive conduct.
9. Behavior that is deemed unusual, odd, inappropriate or suspicious that is not addressed by the Texas Family Code or Prohibited Acts of this policy requires a verbal or written report to the administrator. The administrator will make a written record of any verbal report given by a Protected Individual or third party.

F. The Suspected Abuse Incident Report and the identity of the person making the report are confidential and are not subject to public release or discussion, except as otherwise provided in this policy. The files, reports, records, communications, audiotapes, videotapes and working papers used or developed in an investigation under this policy or in providing services as a result of an investigation will also be kept confidential. Only a court or appropriate local or state law enforcement agency may order the disclosure of information that is confidential under church policy.
[bookmark: _Toc409278016][bookmark: _Toc409264187][bookmark: _Toc409268931][bookmark: _Toc409269014][bookmark: _Toc409269153][bookmark: _Toc409269286][bookmark: _Toc409269300][bookmark: _Toc409269314][bookmark: _Toc409278017][bookmark: _Toc409264188][bookmark: _Toc409268932][bookmark: _Toc409269015][bookmark: _Toc409269154][bookmark: _Toc409269287][bookmark: _Toc409269301][bookmark: _Toc409269315][bookmark: _Toc409278018][bookmark: _Toc409278019]RESPONDING TO ALLEGATIONS
He has told you, O mortal, what is good; and what does the Lord require of you but to do justice, and to love kindness, and to walk humbly with your God?—Micah 6:8

A. Based on the content and severity of the report, the administrator will take the following actions:
1. Insure the safety of the Protected Individual.
2. Insure that the incident is reported immediately to the appropriate legal authorities if abusive behavior, harassment or neglect is evident. 
3. If a Suspected Abuse Incident Report form has not been completed and is deemed necessary, the administrator will contact the necessary person(s) in order to complete the report.
4. If no Suspected Abuse Incident Report is necessary, the administrator will make a written record of any verbal report given by a Protected Individual or third party using the Record of Reports Form (Appendix E).

B. Completing the Suspected Abuse Incident Form will immediately activate the WPC Response Team. 

C. Pastor (Head of Staff) will convene a Response Team consisting of:
1. A WPC pastor (Head of Staff or Associate),
2. An active, ordained and installed elder of the WPC Session,
3. A member of the Youth Ministry Team or the Children’s Ministry Team,
4. A member of the Personal Team,
5. A person capable of serving as a non-biased third party to the alleged accuser,
6. A person capable of serving as a non-biased third party to the alleged accused,
7. Other members as identified by an existing Response Team.

D. Response Team 
1. Once convened the Response Team has the responsibility to investigate and determine appropriate action for WPC. 
2. The Response Team will maintain the privacy and confidentiality of the accuser and the accused.
3. The WPC pastor (Head of Staff or Associate) will serve as the official spokesperson for WPC and the Response Team.  As spokesperson, the WPC pastor shall: 
i. Notify the general presbyter and stated clerk of the Presbytery of New Covenant
ii. Notify Truman Taylor Insurance Agency, Inc.,
iii. Notify the leader of the affected ministry area upon receiving a complaint. 
iv. Inform the parents/guardians of the accuser and respond to their questions and concerns. 
v. Inform the accused and respond to their questions and concerns. If the accused is under the age of 18, inform the parents/guardians of the accused and respond to their questions and concerns.
vi. Respond to media inquiries.

E. The Response Team shall take the following actions:
1. Ensure that the accused person has been removed and suspended from duties involving Protected Individual(s) pending external and internal investigations.
2. Review the alleged incident and collect information.
3. Determine the weight of evidence and need for legal action.
4. Develop an internal response plan.
5. The administrator will update the Response Team on actions that have been taken up to this point. The Response Team will ensure that the administrator’s responsibilities have been carried out.
6. If legal action has been initiated, the following action must be taken:
a. Notify the insurance carrier in writing of the incident within 30 days of the date the incident was reported and comply with its investigation, if any.
b. The Response Team will develop an internal response plan for the affected individuals that will include the following.
i. Provide assistance to all parties involved in obtaining professional counseling and/or assistance.
ii. Respond to the needs of the family of the accuser and the accused by providing recommendations for resolution.
iii. Inform the affected volunteer(s) and paid staff members of the need for confidentiality.
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If another member of the church sins against you, go and point out the fault when the two of you are alone. If the member listens to you, you have regained that one. But if you are not listened to, take one or two others along with you, so that every word may be confirmed by the evidence of two or three witnesses. 17If the member refuses to listen to them, tell it to the church; and if the offender refuses to listen even to the church, let such a one be to you as a Gentile and a tax-collector.—Matthew 18:15-17 

Upon accusation, WPC will insure that any person accused of violating this policy receives prompt and fair response and disposition of such serious charges including the presumption of innocence unless proven guilty. 

WPC will immediately be suspended any person accused of violating this policy from serving as a volunteer in all programs and activities of WPC involving Protected Individual(s). Such suspension shall continue during an investigation by WPC, law enforcement, or child protection agencies.

WPC will forbid any person found guilty of violating this policy from future service as a volunteer in all programs and activities of WPC involving Protected Individual(s). 

WPC considers the failure to timely report a violation of this policy to the administrator of this policy or designated person as a procedural violation of this Child Protection Policy. This act shall be grounds for WPC to suspend and dismiss from service as a volunteer in all activities of WPC involving Protected Individuals.

If the allegation of violating this policy is found to be without merit, WPC shall:
1. Stop the investigation under its control,
2. The Pastor/HOS shall report compassionately to all of the parties directly affected,
3. Make every effort to exonerate the accused,
4. Ensure pastoral care for the accused and for the accuser and their families.
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For you are great and do wondrous things; you alone are God. Teach me your way, O LORD, that I may walk in your truth; give me an undivided heart to revere your name. I give thanks to you, O Lord my God with my whole heart and I will glorify your name forever.—Psalm 86:10-12

To create a safe and nurturing environment for our Protected Individuals, WPC is committed to providing tools, education and guidelines for our volunteers.  WPC will provide a training program to educate adult and youth volunteers who work with Protected Individuals on recognizing and reporting abuse, and on this child protection policy.  The training program has, at a minimum, the following objectives: 
1. Inform church volunteers of this policy and its requirements,
2. Inform church volunteers of the requirements of state and local laws regarding the reporting of child abuse,
3. Educate church volunteers about prevention of abuse or accidental injury, enable church volunteers to have procedures and practices that reduce these risks,
4. Protect adults from mistaken or groundless allegations, reduce liability for the church, and build parental confidence in church programs,
5. Prepare church volunteers to respond should an incident or accident occur.

Suggested material for the training is provided in Appendix F of this document.


APPENDIX A
WPC ADULT VOLUNTEER INFORMATION FORM

PART I 

Name	________________________________________________________________________ 

If you have ever used another name, please indicate the name and time periods used
____________________________________________________________________________________________________________________________________________________________

Current Address________________________________________________________________

Gender_____Male_____Female__________Birthdate_______________Social Security Number

Home Phone_______________Cell Phone________________Work Phone_________________

Email Address_____________________________________________________

If driving Protected Individuals, please complete the following:

Driver’s License Number_______________State______Expiration Date__________________

Make/Model of vehicle___________________________Insurance Company_____________
please attach copy of insurance card

Please list all traffic violations in the last five years
____________________________________________________________________________________________________________________________________________________________

PART II—AUTHORIZATION AND RELEASE 
I hereby give my permission for Webster Presbyterian Church to request and obtain information relating to my criminal history. The criminal history record received from reporting agencies may include arrest, indictment, conviction data, plea bargains and deferred adjudications. I understand that this information will be considered during the process of determining my eligibility for a volunteer position within WPC, which is defined in the Webster Presbyterian Church Child Protection Policy. I also understand that I have the right to review the information returned and that a procedure is available for correcting or clarifying this information if I dispute the record as returned. I, the undersigned, do for myself, my heirs, executors and administrators, hereby release and forever discharge and indemnify Webster Presbyterian Church, the company preforming the background check investigating agency their officers, directors, employees and agents and hold them harmless from and against any and all causes of actions, suits, liabilities, costs, debts and sums of money, claims and demands whatsoever, and any and all attorney fees, court costs and other expenses resulting from the investigation of my background in connection with my application to become a volunteer.

Applicant’s Signature and Date:______________________________________________

Please print name:___________________________________________________________

PART III—To be completed by new volunteers only.

Your honest answers to the following questions will assure our church family, parents and children of the finest care we can provide.
A. What church are you a member of?___________________________________________
B. Date of membership?______________________________________________________
C. How long have you been attending WPC?______________________________________
D. Have you served as a volunteer at any church in the past ten years?__________________
1. If so, at what church?___________________________________________________
2. In what area of ministry?________________________________________________

E. In what area of ministry at WPC do you wish to serve and why?____________________
________________________________________________________________________

F. What gifts, experience and/or desires do you bring to this ministry?__________________
________________________________________________________________________

G. Have you ever been subject to any disciplinary action, complaint, or allegations that you violated any church’s, employer’s or any organization’s policy concerning sexual misconduct or harassment?__________________________________________________
________________________________________________________________________
If yes, please explain

H. Are there any other facts or circumstances involving you or your background that would call into question your being entrusted with the supervision, guidance and care of children, young people or people with a disability? (If yes, please explain.)________________________________________________________________________________________________________________________________________


APPENDIX B
WPV YOUTH VOLUNTEER INFORMATION FORM
VERIFICATION OF A CLEAR CRIMINAL RECORD
To be completed by a parent or legal guardian of the youth applicant.

Youth Name___________________________________________________________________

Address_______________________________________________________________________

Gender_____Male_____Female__________Birthdate_______________Social Security Number

Home Phone_______________Cell Phone________________Work Phone_________________

Email Adress__________________________________________________________________

By signing below, I verify that the person listed above is a youth participant (age 18 or younger) requesting to serve Webster Presbyterian Church as a volunteer. I also hereby certify that this person has, to the best of my knowledge, NO criminal conviction (felony or misdemeanor) record of:
· Violence against another person.
· Sexual crimes involving children, youth or adults.
· Use or distribution of illegal drugs, alcohol or controlled substances.
· Property crime.

If the youth does have a criminal conviction (felony or misdemeanor), please provide an explanation of the circumstances and conviction on the back of this form. The information will be reviewed and eligibility to volunteer will be determined.

______________________________________________________________________________
Parent/Guardian	Date




APPENDIX C
WPC VOLUNTEER_COVENANT

The congregation of Webster Presbyterian Church is committed to providing a safe and secure environment for all Protected Individuals and volunteers who participate in ministries and activities sponsored by the church.  The WPC Child Protection Policy reflects our congregation’s commitment to preserving this church as a sanctuary for all who would enter and as a place in which all people can experience the love of God through relationships with others.  In keeping with the covenant of baptism, we have committed ourselves and our resources to the nurturing of Protected Individuals.  We understand that Protected Individuals cannot grow in faith and in wisdom when they are frightened, distrustful, anxious, or depressed.  They cannot learn to love and trust God when those who represent God to them are unloving and untrustworthy.  We promise our Protected Individuals that we will provide the structure, education, and the policies that will keep them safe from harm and abuse. In that context, we will screen volunteers, train them, and ask that they abide by the policies of this Church.  As a volunteer working with Protected Individuals in this congregation, I have received, read and agree to observe and abide by the WPC Child Protection Policy.

________________________       ________________________       ____________
Signature of Volunteer Applicant       Print full name 		           Date

I have completed a training session on this policy and on recognizing and reporting abuse.  I agree to observe relevant local and state laws, to participate in future training and education events provided by the Church related to my volunteer assignment, and to report promptly abusive or inappropriate behavior. 

________________________       ________________________       ____________
Signature of Volunteer Applicant       Print full name 		           Date



________________________       ________________________       ____________
Signature of Administrator                 Print full name 		           Date


APPENDIX D
WPC SUSPECTED ABUSE INCIDENT REPORT FORM

This report is confidential. Completing this form will immediately activate the Webster Presbyterian Church Response Team. All information provided on this form may be provided on a confidential basis to the appropriate law enforcement agency. The term Protected Individuals refers collectively to child, children, youth and people with disabilities.

Name of Reporter_______________________________________________________________

Address ___________________________________________________________________

Phone number ______________________(Home)________________________(Cell)

Date of incident ___________Time of incident ________Location of incident _______________

Name(s) of Protected Individual(s)__________________________________________________
______________________________________________________________________________

Name(s) of those suspected of abuse or causing neglect_________________________________
______________________________________________________________________________

Use the back of this form if you need more space to answer the following

Please describe the concerns, including the name(s) of those suspected of abuse______________
______________________________________________________________________________

Quote verbatim statements made by the Protected Individual_____________________________
______________________________________________________________________________

Describe the Protected Individual’s demeanor/appearance_______________________________
______________________________________________________________________________

What action has been taken thus far_________________________________________________
______________________________________________________________________________

Does anyone else have relevant information? Were there any other witnesses?_______________

Name and phone number, if known_________________________________________________

Report submitted to______________________________________________________________

Please submit this report to the staff over children and youth before leaving the premises, or to the pastor/head of staff within 48 hours. If the accused person is a WPC pastor, submit this report to the WPC Clerk of Session and the Stated Clerk of the Presbytery of New Covenant.
Reporter’s signature_______________________________________Date___________________



APPENDIX E
WPC RECORD OF REPORTS OF INCIDENT OF SUSPECTED ABUSE

Reported to Administrator_______________________________________________________
Date/Time:_________________
Summary:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________ 

Signature________________________________________________________Date__________


Reported to Protected Individual’s parent/guardian_________________________________
Date/Time:____________________________________________________________________
Summary________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________ 

Signature________________________________________________________Date__________


Reported to Child Protective Services __________________________________________
Date/Time_____________________
Summary________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________ 

Signature________________________________________________________Date__________


Reported to local law enforcement agency_________________________________________
Date/Time_____________________________________________________________________
Summary________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________ 

Signature________________________________________________________Date__________


Report to WPC Response Team__________________________________________________
Date/Time_____________________________________________________________________
Summary__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________ 

Signature________________________________________________________Date__________


Other contacts__________________________________________________________________

Date/Time_____________________________________________________________________

Summary__________________________________________________________________________________________________________________________________________________________________________________________________________________________________

By whom_________________________________

Signature________________________________________________________Date__________




Appendix F
Guidelines and Additional Information

VOLUNTEER GUIDELINES AND PROCEDURES

Adult / Student Ratios:

Children (age birth through fifth grade):

An individual must be 18 years of age to serve as an adult volunteer with children.
A youth volunteer must be 14 years of age to volunteer with children ages 3 and under.

Where feasible and practical, there should always be at least two adults or one adult and a youth
in each room. Where possible, at least one adult of each gender should be present 

	Age of children Adults to Children
	Adults to Children

	Nursery (infants to toddlers)
	1:3

	2-3 yo
	1:4

	4-5 yo
	1:6

	6-8 yo
	1:8

	9-10 yo
	1:8



If any of the above age groups are combined, the lowest ratio number of adults to children should
be applied.

Parent(s), legal guardian(s), or responsible party is accountable for their child until 10 minutes
prior to a scheduled WPC children’s event or program.

Youth (sixth grade through high school senior):
An individual must be 18 years of age to serve as an adult volunteer with junior high youth.
An individual must be 21 years of age to serve as an adult volunteer with senior high youth.
An individual must be at least 25 years of age and a Driving Record Check must have been
completed and approved prior to transporting Protected Individuals.

Where feasible and practical, there should always be at least two adults in each room. Where
possible, at least one adult of each gender should be present.

On WPC Campus:
	Age of youth
	Adults to Youth

	11 – 13 yo (6th – 8th grade)
	1:10

	14 – 18 yo (9th – 12th grade)
	1:12








Off-campus WPC activities (when not specified by outside organization or conference):
Such activities would include: mission trips, concerts, field trips, etc.
** Ratios to be proportionally based on gender where feasible and practical **

	Age of youth
	Adults to Youth

	11 – 13 yo (6th – 8th grade)
	1:6

	14 – 18 yo (9th – 12th grade)
	1:10



Prior to scheduled programs and events:
Parent(s), legal guardian(s), or responsible party is accountable for their child until 10 minutes
prior to a scheduled WPC children or youth event or program.

Parental Permission for One-on-One situation:
Verbal permission from parent(s), legal guardian(s), or responsible party is required, and written
permission is preferred, in situations involving an adult one-on-one with a Protected Individual,
whether it be counseling, mentoring, transporting, etc.

Safety Considerations:
1. Doors should be open if an adult is one-on-one with a Protected Individual
2. Half doors should have bottom portion closed at all times with upper half open when possible
3. Guidelines for escorting children to and from the bathroom are to be determined and
maintained by the Children’s Ministry Team.
4. Playground – same ratios as above; age groups need to be separated while on playground
5. Sign in and out procedures for children and infants to be determined and maintained by
the Children’s Ministry Team.
6. A Protected Individual may only be picked up from a church sponsored activity, event or
program by parent(s), legal guardian(s), or person specified by parent or legal guardian.
7. Volunteers should know the following safety information: location of first aid kits and AEDs, who is available during worship and teaching times in case of emergency, where is nearest phone, fire escape route, etc.


Touching 
WPC has developed touching guidelines that will help to safeguard Protected Individuals while promoting a positive, nurturing environment for ministry with them. The guidelines and procedures listed will be carefully followed by anyone working with Protected Individuals.
A. Hugging and other forms of appropriate physical affection between volunteers and Protected Individuals are important for a child's development.
B. Physical affection should be appropriate to the age of the Protected Individual. For example, it is generally appropriate for a four-year-old to sit in a volunteer’s lap and give a kiss on the cheek, but it is not appropriate for a teenager and adult leader to behave in this manner.
C. Touching should be a response to the child's need for comfort, encouragement or affection. It should not be based upon the adult's emotional need.
D. Touching and affection should only be given when in the presence of other adult volunteers. It is less likely that touches will be inappropriate or misconstrued as such when two adult volunteers are present and the touching is open to observation. This rule is especially important when diapering a baby or helping a young child change clothes or use the restroom. 
E. Touching behavior should not give even the appearance of wrongdoing. As ministry volunteers, our behavior must foster trust at all times. It should be above reproach. A Protected Individual’s preference not to be touched must be respected. Do not force affection upon a reluctant Protected Individual. Adults must understand that some children are too intimidated to refuse a hug, nevertheless, they are being violated by such behavior.
F. Church volunteers are responsible to protect Protected Individuals under their supervision from inappropriate touching by others.
G. Church volunteers must promptly discuss inappropriate touching or other questionable behavior with the administrator of this policy.

Discipline
A. If a volunteer is experiencing discipline problems with a Protected Individual that are beyond your control, remove the Protected Individual from the situation, contact the parents, guardian, or specified care giver, and/or seek help from church staff. 
B. Children, second grade and younger, should be with their parents or legal guardians unless at a Webster Presbyterian Church scheduled activity or event. 
C. Corporal punishment, such as hitting or spanking, is prohibited at Webster Presbyterian Church.

Permission Forms
A. Permission forms are to be completed each year by parent or legal guardian for Protected Individuals. These permission forms should be done at the beginning of each school year and are valid for one year. All permission forms and releases will be kept in a secure location.
B. For children, the forms should include (but not limited to) basic information (name, age, address, parent(s) information), photo and website release, emergency contact information, and medical information. A separate written permission form should be completed for transporting children to off-campus activities and events. 
C. For youth, the forms should include (but not limited to) basic information (name, age, address, parent(s) information), photo and website release, emergency contact information, transportation release, liability release, and medical information. 

WPC Driving Procedures and Guidelines
A. All cars must be properly registered, insured and operated by adults, age 25 and over, with a valid license. Drivers will be asked to provide a copy of their driver’s license and insurance card. No youth will transport children or other youth during a church-sponsored activity.
B. All traffic laws will be strictly observed, including, but not limited to, speed limits.
C. Drivers must not have a felony conviction on their driving record (DWI, DUI, etc.).
D. All passengers must wear seat belts at all times and the number of passengers cannot exceed the number of seat belts or intended passenger limits of the vehicle. All body parts will remain inside the vehicles at all times.
E. There must be a minimum of two Protected Individuals in each car unless the driver is the parent of one of the Protected Individuals, where feasible.
F. A trip plan including the destination and expected time of return must be provided to all parties involved.
G. Parents or legal guardians must sign a Liability and Transportation Permission Form that contains emergency contact and health information, with allergies clearly listed. The leaders of the offsite activity must have a list of names, emergency contacts and medical conditions of the participants with them at all times.
H. Drivers are to ensure a proper head count is done whenever loading or off-loading passengers. 
I. In case of a driving accident or incident, an adult chaperone will immediately contact the parents or legal guardians of the individuals involved and contact the HOS or other pastor.  An incident/accident form will be filled out describing the accident , the staurs of all WPC drivers and passengers, and the actions taken.
J. An emergency first aid kit will be kept in the vehicle at all times. There will be a copy of the incident/accident form and a pen in each kit. When these kits are not in use, they will be stored at the church. First aid kits need to inventory every spring. Old or expired medical supplies will be properly disposed of and replaced annually.

WPC Air Travel Procedures and Guidelines
A. When Protected Individuals travel via airplane during any church-sponsored activity, all travelers, youth, and adult shall adhere to all applicable policies and procedures. They will also follow current federal (TSA) regulations. 
B. The required adult to youth ratio and other specifications for off-site overnight activities are to be established for youth activities by the Youth Ministry Team and for children activities by the Children Ministry Team will be met for all activities.  The group stay together through security. After that, they may, with permission from the adult chaperones, split into groups of three (3) or more. 
C. All travelers, youth and adults, must have a current Transportation Release Form on file.  This form is to be developed for youth activities by the Youth Ministry Team and for children activities by the Children Ministry Team.
D. All travelers, youth and adults, are responsible for their own luggage. WPC is not liable for the luggage. 

Smoking Guidelines
A. All who attend youth events at WPC will abide by the no smoking parameters of the Building Use Policy.
B. Smoking will not be allowed during any WPC events of 5 hours or less in duration regardless of age.
C. Parental approval for a youth to smoke during any WPC events of greater than 5 hours in duration must be provided in writing prior to the event.
D. Smoking at events must be done in designated area, accompanied by an advisor and on a one-youth-at-a-time basis. Smoking is permitted only where it is legal.
E. No display of cigarettes, matches, lighters or other smoking paraphernalia is permitted except in designated smoking areas as described above.
PERMISSION FOR USING IMAGES OF PROTECTED PERSON FOR INFORMATION AND OUTREACH PURPOSES
A. [bookmark: _GoBack]Children and Photographs—at the beginning of every program year (August-September), all parents of children under the age of 18 or guardians of protected individuals will be asked to sign a permission form to photograph record or videotape their protected individual to use in disseminating and promoting Webster Presbyterian Church.
1. This includes, but is not limited to, internal bulletin boards, brochures and PowerPoint presentations, WPC website, blogs, email or mail distribution, public bulletin boards or billboards.
2. No image or recording of the protected individual will be publicly used without written parental/guardian permission. Websites designed specifically for children under the age of 13, there are specific legal requirements under the COPPA law of 1998 that you will want to know and implement. Learn more about cyber safety with children and implementing the COPPA requirements for websites specifically aimed at children under 13:
B. Children’s Online Privacy Protection Act of 1998 
1. No protected individual will be identified by name in any public online posting or document produced by WPC. This includes, but is not limited to, accompanying text, as a caption or as the title of the image file.
2. Copyright Requirements:

TBD


PROHIBITED ACTS

The following acts are prohibited and will not be tolerated or accepted during any Webster Presbyterian Church sponsored activity or program. Any observation or personal knowledge of such violations must be immediately reported to the administrator of this policy or designated staff after the safety of the Protected Individual has been assured.
1. Any display or demonstration of sexual activity or abuse, or evidence of sexual conduct towards a Protected Individual.
2. Sexual advances or sexual activity of any kind between any adult and a Protected Individual.
3. Sexual advances or sexual activity of any kind between an older child and a younger child.
4. Any contact initiated by an adult with a Protected Individual who does not want the contact. This includes hugging, patting parts of the body and hand-holding. Adults need to understand that children may be too intimated or lack the understanding to protest. It is incumbent upon the adults to modify their behavior until such time as the child indicates comfort with such behavior.
5. Infliction of physically abusive behavior or bodily injury to a Protected Individual.
6. Physical neglect of a Protected Individual, including failure to provide adequate supervision by the adult sponsors of any given church activity.
7. Causing mental or emotional injury to a Protected Individual.
8. Possessing obscene or pornographic materials at any function of Webster Presbyterian Church.
9. Possessing, consuming or being under the influence of any illegal substances.
10. Possessing, consuming or being under the influence of alcohol while leading or participating in an activity, event or program sponsored by the youth or children’s ministries of Webster Presbyterian Church.
11. Purposely endangering a Protected Individual.
12. Carrying any type of weapon (as stated in the Texas Penal Code Section 46.03 and 46.035.b.6) on their person while on church property or when transporting Protected Individuals. 


ACTS OF NEGLECT AND ABUSE WHICH MUST BE REPORTED
AS DEFINED BY THE TEXAS LEGAL CODE

I. INDECENCY WITH A CHILD
A. A person commits an offense with a Protected Individual younger than18 years and not their spouse, whether the Protected Individual is of the same or opposite sex.

B. Engaging in sexual contact with the Protected Individual or exposing any part of his/her genitals, knowing the Protected Individual is present, with intent to arouse or gratify the sexual desire of any person.

C. A person commits an offense if the person
1. Intentionally, knowingly or recklessly causes bodily injury to another, including the person’s spouse.
2. Intentionally or knowingly threatens another with imminent bodily injury, including the person’s spouse.
3. Intentionally or knowingly causes physical contact with who has already demonstrated that the contact is offensive or provocative to them.

II. SEXUAL ASSAULT
A. A person commits an offense if the person intentionally or knowingly
1. Causes the penetration of the anus or vagina of a Protected Individual by any means.
2. Causes the penetration of the mouth of a Protected Individual by a sexual organ of the abuser.
3. Causes the sexual organ of a Protected Individual to contact or penetrate the mouth, anus or sexual organ of another person, including the abuser.
4. Causes the anus of a Protected Individual to contact the mouth, anus, or sexual organ of another person, including the abuser.

VII. INJURY TO A PROTECTED INDIVIDUAL
A. A person commits injury to a Protected Individual if he or she intentionally, knowingly recklessly or with criminal negligence, by act or intentionally, knowingly, or recklessly by omission, causes to a Protected Individual
1. Serious bodily injury 
2. Serious mental deficiency, impairment or injury.

B. Any physical or mental injury caused by an omission of reasonable adult care and supervision is conduct constituting an offense under this section if
1. The abuser has a legal or statutory duty to act.
2. The  abuser has assumed care, custody or control of a Protected Individual.



SIGNS AND INDICATORS OF ABUSE
The following is a list of possible signs and indicators.
This list is by no means all-encompassing or definitive.

I. PHYSICAL ABUSE BEHAVIORAL INDICATORS
A. Protected Individual is very aware of adults, is manipulative and has poor self-concept.
B. Protected Individual is self-mutilating, exhibits suicidal gestures and/or attempts suicide, uses or abuses alcohol and/or other drugs.
C. Protected Individual is frightened of parents or going home, and exhibits a drastic behavior.
D. change when not with parents or caregiver, is overprotective of or responsible for parents
E. Protected Individual is either extremely aggressive or withdrawn, or is dependent and indiscriminate in their attachments.
F. Protected Individual is uncomfortable when other children cry, and generally controls their own crying.
G. Protected Individual has behavior problems at school. Exhibits delinquent behavior such as running away from home.

II. PHYSICAL INDICATORS OF PHYSICAL ABUSE
A. Protected Individual has unexplained
1. bruises or welts (often clustered or in a pattern).
2. unusual burns (cigarettes, doughnut-shaped, immersion lines, object-patterned).
3. bite marks, fractures or dislocations, abrasions or lacerations.
4. wets the bed.

III. SEXUAL ABUSE BEHAVIOR INDICATORS
A. Protected Individual is pseudo-mature, exhibits unusual sexual behavior and/or knowledge beyond that which is common for their developmental stage, is promiscuous.
B. Protected Individual is reluctant to change clothes in front of others, is withdrawn, self-conscious, obsessively clean and/or engages in fantasy or infantile behavior.
C. Protected Individual has poor peer relationships, has problems with authority and rules, is manipulative, has school difficulties and is unwilling to participate in sports activities and exhibits extreme compliance or defiance.
D. Protected Individual is self-mutilating, uses or abuses alcohol and/or other drugs, exhibits eating disorders, delinquent behavior (such as running away from home) and exhibits suicidal gestures and/or attempts suicide.
E. Protected Individual either avoids or seeks out adults, and is fearful or anxious.

IV. PHYSICAL INDICATORS OF SEXUAL ABUSE
A. Protected Individual has: pain, itching, bruising or bleeding in the genital area, venereal disease, swollen private parts, difficulty walking or sitting, torn/bloody/stained underclothing, vaginal or penile discharge.
B. Protected Individual is pregnant, experiences pain when urinating, wets the bed.


V. BEHAVIORAL INDICATORS OF PHYSICAL NEGLECT
A. Protected Individual is truant or tardy, often or arrives early and stays late, engages in delinquent behavior (such as prostitution or stealing).
B. Protected Individual begs or steals food, is extremely dependent or detached, appears to be exhausted.
C. Protected Individual uses or abuses alcohol and/or other drugs, attempts suicide.
D. Protected Individual states frequent or continual absence of parent/guardian 
E. Protected Individual is: frequently unwashed, hungry or inappropriately dressed, tired and listless.
F. Protected Individual engages in dangerous activities (possibly because they are generally unsupervised), has unattended physical problems, may appear to overworked and/or exploited.

VI. BEHAVIORAL INDICATORS OF EMOTIONAL ABUSE
A. Protected Individual is depressed, is apathetic, is passive, is impatient, exhibits inconsistent behaviors, is excessively anxious, is withdrawn, exhibits aggressive or bizarre behavior, has unprovoked fits of yelling/screaming, exhibits changes in behavior.
B. Protected Individual is overly eager to please, has difficulty sustaining relationships, has unrealistic goal setting.
C. Protected Individual lacks self-confidence, is self-deprecating and has a negative self-image, sabotages their chances of success, has low self-esteem.
D. Protected Individual views abuse as being warranted, is unwilling to discuss problems, feels responsible for the abuser.
E. Protected Individual seeks out adult contact, exhibits a gradual impairment of health and/or personality, is unable to communicate or express their feelings/needs/desires.
F. Protected Individual attempts suicide, runs away from home.

VII. PHYSICAL INDICATORS OF EMOTIONAL ABUSE
A. Protected Individual: has a sleep disorder, wets the bed
B. Exhibits developmental lags (stunting of their physical, emotional, and/or mental growth), is hyperactive
C. Exhibits eating disorders


GENERAL INDICATORS OF SEXUAL ABUSE (BY AGE)

B. AGES 0–8 YEARS
A. Drawings, pictures or stories with a strong, unusual or bizarre sexual theme.
B. Overt sexual behavior (individually and/or with peers).
C. Withdrawal from peer interaction.
D. Aggressive behavior.
E. Extreme fear of being alone with the opposite sex, both adults and peers.
F. Extreme fear of showers and restrooms which are common places for sexual abuse.
G. Poor attention span–daydreaming.
H. Poor self-concept.
I. Aggressive behavior, poor peer relations.
J. Reluctant or fearful about going home after school.
K. Frequent school absences, justified by one parent, without regard for school performance.
L. Appearance or behavior often seems more mature or older than their age mates.
M. Manipulative behavior.

II.	AGES 9 YEARS AND OLDER
A. Overt sexual behavior.
B. Withdrawal.
C. Poor self-concept.
D. More mature appearance or behavior than their age mates.
E. Poor attendance and academic performance.
F. Poor attention span.
G. Refusal to dress for physical education.
H. Unwillingness to participate in recreational activities.
I. Repeated attempts to run away by a child who otherwise has no behavioral problems.
I. Use of drugs.
J. Prostitution.
II. Frequent school absences, justified by one parent, without regard for school performance.
K. Aggressive behavior toward peers.
L. Unusual and offensive body odors.

III. HOW TO RESPOND TO A PROTECTED INDIVIDUAL DISCLOSING ABUSE
A. Listen.
B. Be sensitive to vague disclosures.
C. Avoid expressing shock or outrage.
D. Don’t threaten or condemn the alleged perpetrator.
E. Let the Protected Individual know you believe him/her.
F. Tell the victim she/he was right to disclose.
G. Assure the Protected Individual the abuse was not his/her fault.
H. Reassure the victim that she/he will be safe.
I. Avoid questions that could make the Protected Individual feel responsible.
J. Get as many details as the Protected Individual is comfortable disclosing.
K. Write down exactly what the Protected Individual said.
L. Follow authorized reporting procedures.

SUGGGESTED CHILD PROTECTION POLICY TRANING 
A. Open with prayer

B. Introductions and getting acquainted
1. Who we are
2. Why are we here
3. How we will proceed in the time together
4. What we hope to accomplish

C. Scripture and other theological grounding
1. God has entrusted us with the nurture, education, spiritual growth and safety of Protected Individuals.
2. Read aloud Exodus 22:21-23 and Matthew 19:13-15. Discuss why and how we are called to care for Protected Individuals.
3. In small groups, have each group take a scripture passage to read and discuss. What does this scripture say about how we are to nurture, educate, minister with and protect individuals under our care? 
Suggested passages include Colossians 3:12-17; James 3:1b; 1 Peter 1:15; Psalm 127:3; Micah 6:6-8; Matthew 18:15-17
4. After everyone is finished, have the groups share what they discussed.

D. Prayer for guidance and wisdom as we seek to lead our Protected Individuals.
1. Ensuring safety of and caring for the Protected Individuals and the adults who work with them
2. Realities about child abuse today
a. Provide information and statistics on incidents of abuse.
b. What is abuse?
c. Who are abusers?
d. Impact of abuse on the lives of Protected Individuals
e. Heighten awareness of volunteers and church at large
f. History of church’s involvement and commitment to abuse prevention and advocacy for Protected Individuals

E. Child Protection Policy
1. Roles, expectations and responsibilities of volunteers
2. Screening and selection of volunteers
3. Why guidelines, forms and background checks are required
4. Assure confidentiality procedures.
5. Volunteer Guidelines and Procedures 
6. Reporting of Allegations

F. Prohibited Acts 
1. Acts of abuse and neglect that must be reported 
2. What to do if you suspect a Protected Individual has been abused
3. What to do and how to respond to a Protected Individual disclosing abuse 
4. Signs & Indicators of Abuse 
5. General Indicators of Abuse by Age 
6. Suspected Abuse Incident Report Form 
7. Record of Reports 

G. Responding to Allegations 
1. Role of Volunteer
2. Role of Administrator
3. Response Team

H. Directory of Resources 

a. Time for Q & A

J. Reading and signing of the Volunteer Covenant (Appendix C)

K. Close in prayer 
Child Protection Policy of Webster Presbyterian Church	Page 1
Child Protection Policy of Webster Presbyterian Church	Page 20
