Guidelines for Appropriate Conduct for Safeguarding Children and Youth

The church will conduct a minimum of two reference checks for any individual working with
children in a one-on-one mentoring relationship with minors or for individuals taking part in any
overnight activities.

No person working with children will be considered for such a position until she/he has been
involved with the church for a minimum of six months.

The church will obtain and have a national criminal background check on file for all volunteers
and employees. Such reports will remain confidential, seen only by the church moderator, and
the pastor when appropriate.

During the onboarding process, new volunteers to the church are to go through a Ministry Safe
program. The website is https://ministrysafe.com/training-saat/ Volunteers should complete this
program before their first time serving with kids.

All programs involving children and youth observe an open-door policy. Parents/guardians,
clergy, and elected church leaders may visit and observe any program unannounced. Meetings
involving children are coordinated through the Christian Education Committee and the youth
minister.

Supervision

No adult, other than the parent/guardian of the child, should ever be alone with a child in
the church or church related event where he or she cannot be observed by others. It is
FFCoE policy that, at all times, a minimum of two screened adults must be present when
supervising children both to ensure the safety of the children and to protect the adults
involved.

During overnight activities, sleeping accommodations for children and chaperones are separated
by gender.

Children who come to any church-related program are supervised until they are dismissed.

Chaperones and Parent/Guardians' Responsibilities

Two adult workers will always be supervising during our programs and activities. In the
instances where only one adult is available, a parent/guardian is to be invited to join the class to
help supervise or an appropriate screened substitute volunteer procured. In the case that neither
of these alternatives are met then the event, class, or program should be canceled.

For children and/or youth activities away from church, the pastor and the youth minister, in

conjunction with the Christian Education Committee, will approve chaperones as a part of the
planning process. Chaperones must be 18 years old or older.
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A parent/guardian must sign a permission form for activities held away from the church.
Parents/guardians will be informed about the location, departure, and arrival times.

Children in Nursery through Elementary classes must be checked in by parents/guardians
through the established check-in process, and checked out of their classes only by presenting the
security tag received at check-in. For safety reasons, children may only be released to the adult
who checked them in, unless prior arrangements have been made.

Child Interaction Policy

Physical Contact

To help ensure the safety and comfort of all children, FCCoE asks that volunteers maintain
appropriate physical boundaries at all times. As part of this commitment, volunteers should
never be alone with a child in any context for any reason (this includes potty trips). Any
appropriate physical contact between volunteers and children will occur in the presence of at
least one other adult volunteer. Age-appropriate, side-by-side or shoulder-level interactions (such
as sitting next to a child during a story or activity) are encouraged.

Appropriate Physical Contact:

* High fives

* Side hugs

* Friendly pat on the upper back or shoulder

* Holding babies and toddlers

* Babies sitting in female laps

* Cleaning a minor injury and/or administering a band-aid.

Inappropriate Physical Contact:

* Kissing

* Full hugs

* Touching anywhere a swimsuit would cover (as much as possible limit your interaction
with kids to contact that is not between their knees and shoulders).

* Babies in male laps

* PreK and older in any gender’s laps

* Picking up or carrying children kindergarten and older

* Rough-housing or other physical or high contact play/games

Participants in all groups are expected to remain together throughout the meeting time.

Unsupervised separation from the group is not permitted, unless under direction of the leader.

Verbal Interaction
Our speech is a huge part of creating an environment where every child can feel safe
and valued.
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Appropriate Speech:
* Positive, encouraging, and gracious

* Kind in tone
* Constructive and firm
* Mindful of our mission to help parent/guardians disciple their kids.

Inappropriate Speech:
» Swearing

* Sexually oriented conversations

* Abusive, derogatory, harsh, threatening, or shaming speech.

* Discussing subjects or events that some families may not find age appropriate. (When in
doubt, err on the side of being overly cautious and re-directing kids toward conversations
with their own parents/guardians.)

Restroom Guidelines for Ages Zero through Elementary

e Independent Child:

Because the restrooms are located immediately outside the classrooms and within clear
view of the classroom doors, the following procedures apply when a child is capable of
using the restroom independently:

- One volunteer should stand at the classroom door in a position where they have
visual supervision of both the classroom and the restroom entrance, while the
second volunteer remains inside the classroom with the other children.

- The child/ren may go to and use the restroom independently.

There should never be a situation where children are left with just one volunteer.

e Dependent Child:
In the event that a child needs assistance in the restroom, a parent/guardian is to be found
or contacted, so that they can come and help their child in the restroom.
No volunteer, who is not the child’s parent/guardian, should be in the restroom with
a child, or change diapers.
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Guidelines for Reporting Complaints Regarding Building Safety or Misconduct

FCCOoE takes all reports of sexual misconduct, abuse, or neglect with the utmost seriousness, and
is committed to responding with integrity, care, appropriate confidentiality, and full legal
compliance. Complaints regarding building safety or personal misconduct should be brought to
the pastor, church moderator, or chairperson of the deacons immediately. The church council will
initiate a prompt and appropriate response to remove and/or correct any threat to the safety and
well-being of the congregation or our children.

Investigation
In a case of sexual misconduct, the church must identify the responsibilities of all parties, which
include reporting to the police as indicated.

Civil authorities are to be notified of any suspected abuse of any individual. The state’s
requirements regarding mandatory reporting of abuse are to be followed. Therefore, an oral
report and request for a screen unit should be made immediately to the local Department of
Children and Families (DCF) when there is reasonable cause to believe that a child under the age
of 18 years is suffering from abuse and/or neglect.

(The number for the Beverly DCF office is 978 825 3800)
A written report is to be submitted to the DCF within 48 hours.
There will be full cooperation with the investigation of the incident by civil authorities.

A neutral third party — most often legal counsel — should investigate the claims presented by the
reporting person. This is especially important if the alleged offender is an employee. (Do we
need to identify the third party in this Guideline?)

Protection

During an investigation, victims are to be protected from further harm. The church authorities
should seek to provide the victims with validation and support, and the victim should be
encouraged to seek professional resources like a therapist or legal counsel. Reporters and victims
are to be treated with respect, dignity, and compassion.

When possible or requested, the victim’s identity should be protected.

The leaders and the congregants of the church will seek to protect the victim during the
investigation process. The accused abuser is to be removed from any interaction with the victim.

Response
In the event of an abuse incident, an analysis will be conducted of the occurrences to determine
what changes are needed, if any, to policies and procedures to prevent further incidents.
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If an incident of abuse or neglect is alleged to have occurred at or during sponsored programs or
activities, the following steps should be followed:

The parent or guardian of the child should be notified.

The individual alleged to be the perpetrator of the abuse or misconduct will immediately be
placed on leave from working with children or vulnerable individuals pending an investigation
and instructed to remain away from the premises during the investigation.

The church’s insurance company is to be notified and an incident report completed. Any
documents received relating to the incident and/or allegations should immediately be forwarded
to the insurance company.

One individual is to be designated as a spokesperson to the media concerning incidents of abuse
or neglect unless he or she is alleged to be involved. Legal counsel for the church should be
sought out before responding to media inquiries or releasing information to members of your
organization or the general public. All other employees and volunteers of the organization should
refrain from speaking to the media.

Any person who is found guilty of the alleged abuse or misconduct will be removed from their
position working with children or youth.
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