United Congregational Church of Tolland

Tolland, Connecticut

POLICIES AND PROCEDURES FOR A SAFE CHURCH

“Peace comes from being able to contribute the best that we have, and all that we are, toward creating a world that supports everyone. But it is also securing the space for others to contribute the best that they have and all that they are.” 

Hafsat Abiola 
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General Background

Mission Statement

As a community of Christian faith, United Congregational Church of Tolland (hereafter referred to as UCCT) is committed to creating and maintaining programs, facilities and a community in which members, friends, staff and volunteers can worship, learn and work together in a safe and secure atmosphere.

The Safe Church Policies and Procedures of UCCT intend for its members a safe sanctuary for persons of all ages who are entrusted to its care.  They also protect those who have responsibilities as leaders and teachers.

Definitions

Child sexual abuse and sexual misconduct, as understood in this document always involve a relationship in which both parties do not have equal power.  Any sexual contact must, if it is to be ethical and life-giving, take place between two mutually consenting adult participants.  Such mutual consent is not possible where there is an imbalance of power, for example, between pastor and congregant, church school teacher or youth leader and child, choir director and choir member.

For the purposes of this guideline we are using the following definitions:

Minister: 

Any person designated by the church to carry out its ministries. Minister includes elected or appointed leaders of the church, employees, and volunteers, as well as authorized ministers. 

Authorized Minister: 

A person who holds ordained ministerial standing or has been commissioned or licensed by an association of the United Church of Christ or region of the Christian Church (Disciples of Christ). 

Ministerial Relationship: 

The relationship between one who carries out the ministry of the church and the one being served by that ministry. 


Sexual Exploitation: 

Sexual activity or contact in which a minister engaged in the work of the church takes advantage of the vulnerability of a participant by causing or allowing the participant to engage in sexual behavior with the minister. 

Sexual Harassment: 

Repeated or coercive sexual advances toward another person contrary to his or her wishes. It includes behavior directed at another person with the intent of intimidating, humiliating, or embarrassing the other person, or subjecting the person to public discrimination. Unwelcome sexual advances, requests for sexual favors and other written, verbal, visual or physical conduct of a sexual nature constitute sexual. 

Sexual harassment also includes continuing to express sexual interest after being informed directly that the interest is unwelcome.

Ministerial Conduct

The pastor, every employee, elected and appointed lay leaders, and every volunteer are all ministers of the congregation. As such, each is responsible for understanding the ways in which their words or actions may affect others. 

Sexual Exploitation or Sexual Harassment, of parishioners or others, by anyone engaged in the ministry of UCCT is unethical and unprofessional behavior that will not be tolerated within this congregation. 

In addition, ministers of the church (as defined previously) may sometimes deal with individuals who are emotionally or personally vulnerable in some way. 

It is also expected that those engaged in providing ministry will complete and submit an application and disclosure document.
Safe Church Policies

Selection and Screening Process

All people in the UCCT who work with minors shall complete a screening form.  These screening forms shall be kept in a confidential file.

The UCCT welcomes members to become involved with the church school and youth ministry programs at various levels of commitment.  The Director of Christian Education and Director of Youth Fellowships shall be primarily responsible for screening applicants for volunteer positions with children and youth.  Church Staff screening will be the responsibility of the Senior Pastor.  Staff screening of the Tolland Green Learning Center (hereinafter referred to as TGLC) will be the responsibility of the Director of the TGLC.  It is expected that all employees or volunteers who work with minors will complete and submit a screening form (see Appendix A).

All volunteer screening forms will be reviewed by the Director of Christian Education or Director of Youth Fellowships in consultation with the pastor as needed.  Prior to serving, each volunteer or staff may meet with the senior pastor in order to review the statements on the screening forms and the guidelines regarding a safe and nurturing church environment.  

In order to ensure safety for all persons involved, the following guidelines will be followed when inviting individuals to service in ministries with minors:

1. An individual with an undeclared criminal history shall not be considered.

2. An individual with a felony conviction involving child abuse will not be considered.

3. An individual who has any criminal history that may impair or disable their ability to effectively perform the functions of the ministry position, including those which involve the abuse or neglect of a minor shall not be considered.

4. An individual with any criminal conviction for a crime of violence shall not be considered.

5. The senior pastor reserves the right to guide someone to another area of ministry should it be determined the applicant is not suited for working with children or youth.

Supervision

1. It shall be the responsibility of the pastors, Directors of Christian Education, Youth Fellowships, and TGLC, as appropriate, to supervise all volunteers including the Youth Advisors and High School Assistants who have contact with minors children or youth of UCCT or the TGLC.

2. Any adult who will supervise overnight stays of children or youth must complete the primary screening procedure outlined above to participate in the overnight activity prior to participation.  

3. Any minor who is to participate in a church activity away from the church, a signed parental consent form which includes a medical form disclosing all the dosages to be taken while on the trip must be submitted prior to such activity.

Mandated Reporters

CT State law (Public Acts 02-106 and 02-138) mandates that any person paid to care for a child in any public or private facility is mandated promptly to report suspected child abuse or neglect to DCF or a law enforcement agency.1 By that definition, the pastors, Directors of Christian Education and Youth Fellowships and the Director and Staff of TGLC are mandated reporters and thus the UCCT is a mandated reporter.  If any volunteer or paid staff suspects that a child is being abused or neglected, whether they believe the abuse or neglect has happened/is happening at the church or a church function or not, they are to notify the Senior Pastors immediately.  The Senior Pastor will notify the proper authorities and will then follow the procedures listed below for the reporting of incidents.

Reporting of Incidents:

All staff, teachers, aides, and volunteers of the UCCT shall adhere to the following reporting procedures in order to promote accountability among all members of the church.

1. Any and all incidents involving questionable or inappropriate behavior related to possible sexual misconduct or sexual, physical, or verbal abuse shall be immediately reported to the pastors, Directors of Christian Education or Youth Fellowships or TGLC.  
2. The incident shall be documented in writing by the staff member who receives the report.  The report shall contain the date, time, those involved, full explanation of the incident.  See attached appendix.
1The Connecticut General Statutes, Chapter 319a, Sec 17A-101b states that “An oral report shall be made by a mandated reporter as soon as practicable but not later than twelve hours after the mandated reporter has reasonable cause to suspect or believe that a child has been abused or neglected or placed in imminent risk of serious harm, by telephone or in person to the Commissioner of Children and Families or a law enforcement agency.”

3. If the report comes to a staff member, that person shall meet with the Senior Pastor to discuss and implement an appropriate response.

Response:

The staff of the UCCT shall treat every allegation of sexual abuse, misconduct and inappropriate behavior very seriously and shall thoroughly investigate every allegation in a prompt, professional and confidential manner.

1. When questionable or inappropriate behavior related to possible sexual abuse or inappropriate behavior is observed and reported, responses may include, but are not limited to the following:

a. Document the incident and closely monitor the accused.

b. Discussion with the accused to ensure he/she understands and respects appropriate limits of behavior;

c. Immediately place the accused on leave from the position of authority pending completion of the investigation.

d. Overall evaluation of the incident, to include interviews with the alleged victim and the accused, and counseling referrals if necessary.  If the nature of the incident does not require legal intervention and all parties agree that counseling will suffice, such a recommendation may be made and reviewed by counsel to church for legal sufficiency.

e. A formal report may be filed at which time professional intervention shall be requested through the Department of Children and Families and the Tolland Police Department.

2. The Pastor shall notify and discuss all allegations with counsel to the church to ensure that all legal requirements are met in the response process.  In the event that the accused is the Pastor, the Moderator of the Church shall notify the UCCT’s insurance carrier.

3. Every effort shall be made to comfort and protect the victim of the alleged abuse to ensure that the victim’s needs are being met.

4. If an alleged incident involves a minor, the parent or guardian shall be notified immediately.

5. The accused shall be treated with respect and dignity during the investigation process.  The church will not tolerate any retaliation against a victim (or family) for filing a complaint, no matter how it is resolved.

6. The complaint will be investigated immediately and thoroughly.

7. Notification to the congregation will be handled on a case by case basis at the discretion of appropriate church leaders.

Training

All staff, teachers, aids, and volunteers who work with the children and youth of the congregation shall be given access to a copy of these guidelines and the opportunity to discuss them as desired.

1. Annually, the Director of Christian Education will publish an article about this Safe Church Policy in church newsletters.  Promotional church school literature will also refer to this policy and its availability to all.  

2. Youth shall be informed, especially before overnight events, of who are the safe individuals to approach should they feel concerned for their safety, security or well-being.  This will be the responsibility of the in-charge staff individual.

Appendix A

VOLUNTEER/STAFF SCREENING FORM

Confidential

United Congregational Church of Tolland

This form is to be filled out by anyone in any compensated or volunteer position involving the supervision and custody of minors.


The covenants between persons seeking employment or authorized volunteer positions in the church require honesty, integrity, and truthfulness for the health of the individuals participating and of the church as a whole.


Beginning such relationships with an open exchange of relevant information builds the foundation for a continuing and healthy covenant between employees or volunteers and the church they seek to serve.


The UCCT is committed to maintaining a safe and healthy environment in which infants, children and youth can learn about and experience God’s love.  We have a moral responsibility to provide the highest quality and safest care and programming possible in all areas of our ministry programs.  In order to ensure this, all employees and volunteers who provide care for minors are expected to complete this screening form.

Date:

Name:

Address:

Telephone:




(Home)


(Work)


(Cell)

Age

Are you CPR certified or do you have any medical training?

   ___infant/child certification

___adult CPR

   ___community CPR


___day care CPR

Expiration Date:

Are you a member of this church? ___yes ___no

If yes, how long have you been a member?

If less than 1 year, list the name and address of other churches you have attended regularly within the past five (5) years:

Describe any previous church work involving children and/or youth:

References (two people other than relatives or UCCT staff members who know you well)

1.
Name:

Address:

Telephone:

2.
Name:

Address:

Telephone:

Have you ever been arrested?

If yes, please give a short explanation of the circumstances:

Has any civil lawsuit alleging actual or attempted sexual discrimination, harassment, exploitation or misconduct, physical abuse, child abuse, or financial misconduct ever resulted in a judgment being entered against you, been settled out of court, or been dismissed because the statute of limitations has expired?

If yes, please give a short explanation.  (Please indicate the date of termination, name, address, and telephone number of employer or volunteer supervisor, and nature and place of incident(s) leading to your termination.)

Covenant Agreement

The covenants between persons seeking employment and authorized volunteer positions in the church require honesty, integrity, and truthfulness for the health of the individuals participating and of the church as a whole.

To that end, I attest the information set forth in this screening form is true and complete.  I understand any misrepresentation or omission may be grounds for rejection of consideration for, or termination of, the position I am seeking to fill.

Beginning such relationships with an open exchange of relevant information builds the foundation for a continuing and healthy covenant between employees and volunteers and the church they seek to serve.

To that end, I authorize the UCCT and its agents to make inquiries regarding all statements I have set forth above.  I also authorize all entities, persons, former employers, supervisors, courts, law enforcement, and other public agencies to respond to inquiries concerning me, to supply verification of the statements I have made and to comment on and state opinions regarding my background and character.

To encourage such persons and entities to speak freely, I hereby release them from all liability and responsibility arising from their responses, comments, and statements made in good faith and without malice.

The hiring and authorized volunteer recruitment process at UCCT involves the distribution of information regarding applicants to those persons in a position to recruit, secure and supervise this position I am seeking to fill.  I, therefore, authorize UCCT to circulate, distribute, and otherwise share information gathered in connection with this application to such persons for these stated purposes.  I understand that UCCT will share with me information it has gathered about me, if I request it to do so.

Applicant Signature___________________________________    Date______________ 

Appendix B

SAFE CHURCH GUIDELINES FOR WORKERS WITH CHILDREN AND YOUTH

United Congregational Church of Tolland


Because we desire to be faithful in responding to the biblical mandate to “let the children come unto me,” because we want to provide the safest program for children and youth, and because we want to protect those persons working with children and youth, we will follow these guidelines:

1.   We will touch children only in appropriate ways and places:

a. On the hand, shoulder or upper back

b. Never against a child’s/youth’s will (unless in the case of clear and present danger of the child/youth or another child/youth)

c. Never causing a child’s/youth’s discomfort

d. Never when it would have the effect of over-stimulating a child or youth

e. Never in a place on a child’s/youth’s body that could be covered by a bathing suit, unless for clear medical necessity or when changing a diaper or helping a young or handicapped child/youth use the toilet.

2. The purpose of discipline with children/youth is to maintain order in a manner  consistent with the teaching of Christian responsibility, respect, and cooperation.
a. No child/youth shall be disciplined by the use of hitting, slapping, or any other form of physical punishment.
b. Verbal reprimands shall not include destructive criticism, insults, or shouting.
c. When we encounter a particularly difficult child/youth or situation, we will seek assistance from the person in charge (Director of Christian Education, Pastor, Youth Advisor, Director of TGLC).
d. We will respect children/youth with both our actions and words.
e. We will not use profane, abusive or derogatory language or actions.
f. All physical contact such as wrestling, horseplay, etc. or any other high contact games are not appropriate recreational activities in a church setting.  As such, workers with children or youth should not encourage or initiate such contact.

g. Allowing children/youth to roam the church building or grounds unsupervised shall also be discouraged.
3. All children/youth group participants shall remain with the group throughout the times of the activity.  Under no circumstances shall children/youth be allowed to separate from the group activity and roam from adult supervision.
4. As pertains to Church School, to the fullest extent possible, a teacher shall not be in a classroom alone with children or youth.  All activities will be team taught. 

a. We will carry out activities in open areas, not in private offices or spaces.

b. Doors without windows will be left open when sessions with children/youth are taking place.

c. All teachers, youth advisors, aides, or anyone else working with children and youth shall strive to not place themselves in a compromising situation by being alone with a child or youth out of sight of other teachers, youth advisors, aides, or parents.  

5. As pertains to toileting young children;
a. All teachers, advisors, or aides will wait outside the bathroom door for children while they are performing personal sanitary functions.
b. When able, a child should take care of his/her own clothes after toileting.
c. When a child needs help with his/her clothing, the adult should have the child step out of the stall and into an open area.
d. Any adult or aide who is helping a child go to the bathroom should inform the other adult or aide in the area that this is what they are doing.
e. When helping children to clean up from crafts and wash hands, the door to the bathroom should be left completely open.
6. As pertains to youth activities, a youth advisor or volunteer shall not remain with youth alone in the building at any time.

a.  If a youth has not been picked up on time by parents, two adults shall remain with the youth to wait.  

b.  Youth should not be driven home by a volunteer or youth advisor alone in a vehicle.  Instead, parents should be notified and with parental consent, two volunteers or youth advisors shall bring the youth home.  In the event of an emergency and circumstances necessitate driving of  youth alone, the parents should be notified.

7. Any adults who will be providing transportation throughout the program year to youth events off the premises shall complete a ‘Transporting Children and Youth in a Motor Vehicle’ form (see appendix D).  Completed forms will be kept on file in a secure location and updated regularly.  Persons in charge will check with drivers.  Cars will stay together while traveling as much as is safely possible.  Some form of communication between cars is mandatory (i.e.:  cell phone or walkie talkies).

8. A complete first aide kit shall be available in the Christian Education Building and in the Church.  A complete first aide kit shall be brought by the leader of each event off the premises of the Church.  

All volunteers who work with children/youth shall annually review the churches current Safe Church Policies and Procedures.

Appendix C

SAFE CHURCH GUIDELINES FOR WORKERS WITH CHILDREN OF THE CHURCH

United Congregational Church of Tolland


Because we desire to be faithful in responding to the biblical mandate to “let the children come unto me,” because we want to provide the safest program for children, and because we want to protect those persons working with children, we will follow these guidelines:

1. We will touch children only in appropriate ways and places:

a. On the hand, shoulder or upper back

b. Never against a child’s/youth’s will (unless in the case of clear and present danger of the child/youth or another child/youth)

c. Never causing a child’s/youth’s discomfort

d. Never when it would have the effect of over-stimulating a child or youth

e. Never in a place on a child’s/youth’s body that could be covered by a bathing suit, unless for clear medical necessity or when changing a diaper or helping a young or handicapped child/youth use the toilet.

2. The purpose of discipline with children is to maintain order in a manner consistent with the teaching of Christian responsibility, respect, and cooperation.
f. No child shall be disciplined by the use of spanking, hitting, slapping, or any other form of physical punishment.
g. Verbal reprimands shall not include destructive criticism, insults, or shouting.
h. When we encounter a particularly difficult child or situation, we will seek assistance from the person in charge ([pastor and person responsible for the Christian Education program]).
i. We will respect youth with both our actions and words.
j. We will not use profane, abusive or derogatory language or actions.
k. All physical contact such as wrestling, horseplay, etc. or any other high contact games are not appropriate recreational activities in a church setting.  As such, no youth advisor, or volunteer should encourage or initiate such contact.
l. Allowing children to roam the church building or grounds unsupervised shall also be discouraged.
3. To the fullest extent possible, a teacher shall not be in a classroom alone with children or youth, all activities will be team taught.
m. We will carry out activities in open areas, not in private offices or spaces.
n. Doors without windows will be left open when sessions with children/youth are taking place.
Appendix D

TRANSPORTING CHILDREN & YOUTH IN A MOTOR VEHICLE

United Congregational Church of Tolland

All people who will transport children/youth within the scope of a church program are to complete this form.  Completed forms should be kept on file in a secure place and shall be updated regularly.

Name:

Address:

Telephone:




(Home)


(Work)


(Cell)

Your Vehicle:


Make and Model


Year


Color

Is your vehicle in good repair, and equipped with safety restraints (including those for infants and young children if you will be transporting them)?

Is your vehicle properly registered and insured? (please circle one)
Yes
No 

Have you ever had a Driver’s License revoked or suspended?  If so, give details:

Have you ever been convicted or cited for DWI (driving while impaired)?

If yes, give details as to where and when each such charge was made, and describe the outcome:

In transporting children/youth, I agree to:

· Obey all traffic regulations including speed limits and safety restraint requirements,

· Transport only the number of persons my vehicle is equipped to carry,

· Drive only when I am not under the influence of alcohol or other intoxicating drugs.

Signed








Date

Appendix E

REPORT OF SUSPECTED ABUSE

United Congregational Church of Tolland

Reported by:

Name and Title


Address


Telephone (including area code)

Date of Report:

Person suspected of misconduct:

Name and Title


Address


Telephone (including area code)

Other person(s) involved

  (Witnesses or victims):

Names


Age and Sex


Address


Telephone (including area code)

Describe incident(s) of suspected abuse, including date(s), time(s), and location(s):

Identify eyewitnesses to the incident, including names, addresses, and telephone numbers, where available:

Other information which may be helpful to the investigation:
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