Safe Place Policy
United Presbyterian Church
General Purpose Statement:

United Presbyterian Church of Harrodsburg seeks to provide a safe and secure environment for all who participate in our programs and activities.  By implementing the below practices, our goal is to protect the children, youth and members of the United Presbyterian Church of Harrodsburg from incidents of misconduct or inappropriate behavior while also protecting our staff and volunteers from false accusations.

Definitions:

For purposes of this policy, the term “child” or “children” includes all persons 
under the age of eighteen (18) years. “Regular Volunteer” is one who works regularly in the church on a volunteer basis.  An “Occasional Volunteer” is defined as anyone volunteering for a single occasion.  Regular volunteers shall be certified as outlined below.

Safe Place Team:

United Presbyterian Church has a Safe Place Team comprised of a Church Pastor, Chairs of the Christian Education Committee, Property Committee and Personnel Committee and one active Elder appointed by the Church Session.  The Session shall also appoint an alternate elder to serve on the team should one of the team members be unable to fulfill their obligations.   The Safe Place Team shall convene no later than the end of February of each year, with the Chair of the Christian Education Committee serving as initial moderator and chair.  At the discretion of the group, a different chair may be elected from the group for the remainder of the year.   Current names and contact information for all members of the Safe Place Team along with locations of First Aid Kits shall be posted in a hallway on each floor of the building in a visible place and shall be updated whenever changes occur.

Safe Place Team members shall:

· Receive training annually on applicable laws and regulations regarding Abuse and Misconduct as covered by this policy

· Review and revise these policies as needed and at least once annually

· Periodically check to insure that First Aid kits are fully stocked with fresh supplies

· Insure all paid staff and volunteers working with children on a regular basis receive annual training on this policy and applicable laws and regulations

· Maintain a complete list of volunteers and staff who are certified to work with children
Selection of Workers
All paid staff and all persons who desire to work with the children participating in our programs and activities will be screened and complete criminal background checks and drug tests.  No one working with children at church sponsored events may use tobacco products, illegal drugs or alcoholic products.
Six Month Rule

No regular volunteer will be certified to work with children until s/he has been a member or regular attendee of the United Presbyterian Church of Harrodsburg for a minimum of six (6) months.  This time of interaction between our leadership and the applicant allows for better evaluation and suitability of the applicant for working with children.

Written Application

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

Upon completion of the application, a face-to-face interview will be scheduled with the applicant to discuss his/her suitability for the position.

Reference Checks
Before an applicant is permitted to work with children, at least two of the applicant’s references will be checked.  These references should be of an institutional nature as opposed to personal or family references, preferably from organizations where the applicant has worked with children in the past.  Documentation of the reference checks will be maintained in confidence on file at United Presbyterian Church of Harrodsburg.  

Criminal Background Check

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

· Those who will be involved in our nursery, child and youth activities

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

· Those counseling minors;

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

· Those driving the church van

Before a background check is run, prospective workers will be asked to sign an authorization form allowing the church to run the check.  If an individual declines to sign the authorization form, s/he will be unable to serve.
What constitutes a disqualifying offense that will keep an individual from working with children will be determined by the Safe Place Team on a case-by-case basis in light of all the surrounding circumstances.  In general, offenses involving violence, dishonesty, illegal substances, indecency and any conduct contrary to our mission will preclude someone from being permitted to work with children.  Failure to disclose a criminal conviction on the application form will also be a disqualifying event.  

The background check authorization form and results will be maintained in confidence on file at the United Presbyterian Church of Harrodsburg. 

 Once a staff member or volunteer has been through the annual training, and background check they will be designated as “certified”.

Teenage Workers


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

· Teenage workers must be at least fourteen (14) years of age.

· Teenage workers will be screened as specified above.

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

Supervision Policy

For any activity involving children at least one certified volunteer or staff member must be present at all times.  Some youth or nursery classes may have only one adult teacher in attendance during class sessions; in these instances, doors to the classroom or nursery should remain open.  Windowed doors may remain closed if all windows are unobstructed and there is a clear view into the room.  Under no circumstances should one adult and one unrelated child be alone on church premises.  
Responding to Allegations of Child Abuse
For purposes of this policy, “child abuse” is any action (or lack of action) which endangers or harms a child’s physical, psychological or emotional health and development.  Child abuse occurs in different ways and includes:

· Physical abuse – any physical injury to a child which is not accidental, such as beating, shaking, burns and biting. 
· Emotional abuse – emotional injury when the child is not nurtured or provided with love and security, such as an environment of constant criticism, belittling and persistent teasing.

· Sexual abuse – any sexual activity between a child and an adult or between a child and another child at least four years older than the victim, including activities such as fondling, exhibitionism, intercourse, incest, and pornography.

· Neglect – depriving a child of their essential needs, such as adequate food, water, shelter, and medical care.

Childcare workers may have the opportunity to become aware of abuse or neglect of the children under our care.  In the event an individual involved in the care of children suspects or learns of instances of abuse or neglect of a child or children in their care they should immediately notify a member of the Safe Place Team.   Instances involving adults are to also be reported to the Safe Place Team.

Once a member of the Safe Place Team has been made aware of an alleged incident involving youth or adults the following steps should be taken immediately by the Safe Place Team:

1.  The Safe Place Team member will immediately notify local law enforcement.  (Harrodsburg Police – 859-734-3311.)

2. The Safe Place Team will be notified.

3. The Staff person (paid or volunteer) or the person who hears the allegation and/or suspects physical or sexual abuse must be available for the police officer and/or Cabinet for Families and Children social worker to interview.

4. The Church’s Report of Alleged Abuse or Neglect form must be filled out by the person who hears or reports the allegation.  It will be placed in the locked Safe Place File.

5. The care and safety of the victim is the first priority. Their safety should immediately be secured.  

6. The police officer and/or the social worker only is/are responsible for investigating the allegation.

7. Document all efforts of handing the case.

8. Report the alleged incident to the Church Insurance Company.

9. Do not prejudge the situation.  Take each allegation seriously and reach out to all involved with appropriate pastoral care.  

10. United Presbyterian Church will make no statements to the press regarding matters under investigation.

11.  Treat the accused person with dignity.  If he/she is a paid staff person they will not work with minors while the allegation is under investigation.  The Safe Place Team and/or the Personnel Committee will recommend to the session whether or not United Presbyterian Church will continue to pay the accused staff person’s salary or wages during the investigation.  If the accused is a volunteer staff person, he or she must be relieved of his or her duties with minors until the investigation is complete.  Once the investigation is complete the Safe Place Team and Personnel Committee will make any further recommendations to the session.

Additional Safety Guidelines
Accidental Injuries to Children
In the event that a child or youth is injured while under our care, the following steps should be followed:  

1.  For minor injuries, scrapes and bruises workers will provide First Aid (Band-Aids, etc.) as appropriate and will notify the child’s parent or guardian of the injury at the time the child is picked up from our care.

2. A First Aid kit must be kept stocked with current supplies and one must be located on each floor of the church building, as well as in the church van.

3. For injuries requiring medical treatment beyond simple First Aid, the parent and/or guardian will immediately be summoned.  If warranted by circumstances an ambulance will be called.

4. Once the child has received appropriate medical attention, an incident report will be completed.
Sick Child Policy
It is our desire to provide a healthy and safe environment for all children at the United Presbyterian Church of Harrodsburg.  Parents are encouraged to be considerate of other children when deciding whether to place a child under our care.  In general, children with the following symptoms should NOT be dropped off:

· Fever, diarrhea, or vomiting within the last 48 hours

· Green or yellow runny nose

· Eye or skin infections

· Other symptoms or communicable or infectious disease

Children who are observed by our workers to be ill will be separated from other children and the parent or guardian will be contacted to request that the child be picked up.  Staff and volunteers will not administer any medication unless specifically authorized to do so on the child authorization form.  Medication, including over-the-counter, must be provided by the parents with specific dosage instructions and the child’s name clearly labeled.
Discipline Guidelines
No Children shall be disciplined by the use of spanking, hitting, slapping, or any form of physical punishment.

Verbal reprimands shall not include destructive criticism, insults, offensive behavior or language.

If a child or youth is disruptive, the supervising staff member shall contact the parent/guardian.  If the disruptive behavior continues, the Christian Education committee should be apprised of the situation.

Forms

Child Information Sheet – Must be completed for each child regularly involved in the ministries of United Presbyterian Church, including those under supervision in the nursery.  Any child involved in a church activity off-site or an overnight activity must also have a completed Child Information Sheet on file.  These forms will be kept confidentially in the Safe Place File.  Copies of Child Information Sheets must be carried by the certified adult for each child on trips off-site.

Permission Slip – Permission slips must be completed for each child for each trip off-site.  Without a signed permission slip for the specific event, a child will not be allowed to participate in the event.

Medical Release Forms – Any child requiring medication must have a completed Permission to Administer Medicine form on file.  All children participating in off-site or overnight events must have a completed Permission to Administer Medicine as well as a Permission for Emergency Medical Care form.  All forms should be kept in the Safe Place file, and copies must be carried by the certified adult on trips off-site.

Acknowledgement of Receipt and Training – All staff and volunteers who are certified to work with children must sign an Acknowledgement of Receipt and Training, to be kept in the Safe Place file.

Application for Employment or Volunteering – All applicants for employment and volunteers seeking certification to work with children must complete the following forms: Application, Authorization for a Criminal Records Check, and a Reference Contact Form in addition to any other application forms required by the United Presbyterian Church or other governing bodies.

Accident Report Form – This form must be completed for all accidents 

Forms for Reporting Misconduct – Reporting Form for Alleged Abuse or Neglect should be completed by any individual suspecting abuse or neglect.  A Reporting Form for Misconduct shall be completed by any individual alleging sexual or other misconduct, or by the individual filing the report.  These forms shall be given in confidence be to members of the Safe Place Team and to the local authorities.

Safe Place File
The Safe Place File will be located in the Secretary’s office in a locked filing cabinet. Ministerial Staff, Church Secretary and members of the Safe Place Team shall have access to the file. 
All organizations or groups using United Presbyterian Church facilities shall be required to abide by these policies.  The policies included in this document shall be effective upon approval by the Session as dated below.  Current regular volunteers and staff at the time of passage of these policies will be exempt from background checks and drug testing.  Upon completion of training, these individuals will be added to the list of volunteers and staff certified to work with children.
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