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Inwood CRC Safe Church Policy

A. Definitions

1.
2.
3.

“Abuse” means child abuse as defined by lowa Code Section 232.68(2).

“Church” means the Inwood Christian Reformed Church.

“Direct Church Ministry” means only those ministries originating in the Church, including Awana, GEMS, Cadets,
The Edge, Sunday School classes, Children’s Worship, and Nursery. It specifically does not include ministries that
originate outside of the Church notwithstanding the fact that the Church may support such a ministry or permit
Church vehicles or facilities to be utilized by such a ministry.

“Helper” means a volunteer who is a minor.

“Leader” means a staff or volunteer who is an adult and who has successfully completed the screening process
as described in this Policy.

Allegations or Reports of Misconduct

A. Allegation

1.

Allegations by a child or adult against a church staff member, volunteer, leader, helper or council member of
abuse, whether in a church facility or elsewhere, will be taken seriously and be handled with as much
confidentiality as possible.

When a member of the Council becomes aware that law enforcement is investigating a report of alleged abuse
against a church staff member, volunteer, leader, helper or council member, whether in a church facility or
elsewhere, this shall be reported pursuant to this Policy even if such investigation did not originate with the
Church.

B. Report

1.

5.

If any allegation of suspected abuse of a child or adult becomes known by Church staff, a volunteer, leader, or
any council member, it is to be reported to the President of the Council or any elder, including if the alleged
abuse occurred outside of a direct church ministry.

Upon receiving a report, the President of the Council or the elder shall promptly notify the President of the
Council, the Vice President of the Council and the President of the Deacons.

In the event that one or more of the above-mentioned persons is not available to respond to the report, an
alternate elder or elders shall be notified.

In the event that any of the above-mentioned persons is alleged to be involved in the abuse or is believed to
have a conflict of interest, that person shall not be initially notified and shall not be involved in the response.
Instead, an alternate elder or deacon shall serve as one of the three individuals.

These three individuals shall initiate a response according to this Policy. For the purposes of this Policy, these
three individuals shall be referred to as the Response Team.

C. Response

1.

Upon receiving an allegation of suspected abuse, if the President of the Council or elder believes that the

alleged victim is presently unsafe, the suspected abuse shall be immediately reported to local law enforcement.

In all cases, the Response Team shall promptly complete or ask the reporter to complete, if appropriate, the

Incident Report Form. See Appendix B.

In the event that the alleged abuse occurred within a direct church ministry by a church staff member, volunteer,

leader, helper or council member, follow the steps below:

a. The Response Team shall determine if legal counsel, Classis and/or law enforcement is to be notified of

the alleged abuse and the Team is encouraged to seek advice from law enforcement, legal counsel
and/or other experts in terms of how to handle the situation.
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b. The Response Team shall promptly contact the Church’s insurance provider to report the incident in
order to satisfy all the conditions of the Church’s liability policy and to avoid jeopardizing any available
coverage.

c. Law enforcement and child protection agencies have the responsibility to contact the alleged offender
and present the allegations against him or her. It is recommended that the Response Team not engage
the alleged offender in any investigative process until the authorities have interviewed the accused.

d. If the alleged victim is also the reporter of the allegation, the Response Team is encouraged to respond
to the alleged victim within a reasonable period of time. It is important to communicate to the alleged
victim that the report is treated seriously and with respect.

e. The Response Team shall treat the report and response taken with as much confidentiality as possible.

f. At no time shall the Response Team state to the reporter, the alleged victim and/or the alleged abuser
that the allegations will be handled with complete confidentiality, as this may be impossible.

g. The Response Team shall document the actions taken in the reporting and response process.

4. Inthe event that the alleged abuse occurred outside a direct church ministry, follow the steps below:
a. The Response Team shall contact law enforcement.
b. The Response Team shall consider whether additional action is necessary.
c. The Response Team shall document any action taken in the reporting and response process.
Prevention

A. Training

1. All Church employees and individuals volunteering as Sunday School teachers, for Children’s Worship, Cadets,
GEMS, Awana, The Edge or in the nursery will be given access to this Safe Church Policy, will be expected to read
and adhere to it, and shall complete the Policy Receipt Acknowledgement, see Exhibit C.

2. The Church may provide additional training as it deems appropriate.

B. Screening

1. The Church council must annually be informed of the names of all individuals volunteering as Sunday School
teachers, on the Nursery Committee, or for Children’s Worship, Cadets, GEMS, Awana, and The Edge.

2. The Church shall complete a criminal records search for all prospective employees who shall complete the
Permission to Obtain a Background Check and Employee/Volunteer Information form, see Appendix D, as well as
any appropriate waiver or release necessary to complete the criminal records search.

3. At a minimum of every five years or more frequently at the discretion of the council, existing Church employees
and Church volunteers in Cadets, GEMS, Awana, and The Edge shall complete the Permission to Obtain a
Background Check and Employee/Volunteer Information form, see Appendix D, as well as any appropriate waiver
or release necessary to complete the criminal records search.

Supervision

A. Nursery

1. Each nursery should be staffed by at least two people, either two adults or one adult with one helper.

2. No child is to be left unattended in the nursery during a worship service.

3. Helpers may serve in nursery only when a volunteer or staff member is present to supervise.

4. Athird, unrelated volunteer or helper should be present when married couples serve in the nursery.

5. An adult volunteer may take children out of the nursery only for a compelling reason, such as to use the

bathroom or in the case of illness.
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6. When toddlers require bathroom assistance in a location outside the nursery, an adult volunteer may assist the
child and should leave the bathroom door ajar.

7. Diapering infants and toddlers should occur in the nursery room.

8. Children placed in the nursery may only be released to a family member.

B. Sunday School and Children’s Worship

1. Aslong as a classroom door has a window, only one leader need be present in each classroom.

2. If children 1% grade and younger need to use the bathroom during Sunday School or Children’s Worship, it is
recommended that the leader should visually watch the child walk to and from the bathroom by standing in the
doorway of the classroom.

C. Youth Programs: Awana, GEMS, Cadets, and the Edge

1. All parents/guardians must complete the Medical Information/Release Form and return it to the Church office at
the beginning of each church school year or when a child first joins the program. See Appendix A.

2. Ordinarily, at least two leaders will be present at group activities.

3. As long as a classroom door has a window or if the classroom door remains open, only one leader need be
present in each classroom.

D. General

1. The use of photographs, films, and/or recordings of a child in publications, promotional materials or social media
of any kind is prohibited unless a release is first obtained from the child’s parent or guardian. Appendix A may be
used for this purpose.

2. If a hug seems appropriate from a leader to a child, a brief side by side hug at the child’s level is acceptable.

3. Kisses, massages, and bear hugs should be avoided.

4. Unless a child objects to touch, a pat on the shoulder or forearm or a light squeeze of the hand is acceptable.

5. Words of praise and encouragement are often the best ways for a leader to communicate God’s love, support,
and respect for a child.

Discipline

A. Suggestions for Appropriate Discipline

1. Make eye contact with the child who is misbehaving.

2. Use distraction away from the cause of the problem, perhaps by making the child a special helper.

3. Change seat assignments or the leader can place him/herself between the misbehaving children.

4. Calmly explain to the child the expected behavior.

5. Catch the child in good behavior and encourage him/her.

6. If a child is disrespectful and/or disruptive:

a. Take the child aside, label the behavior and explain how the behavior is affecting the class.

b. Speak in love without humiliating or harming a young ego.

c. If speaking directly to the child does not cause the disrespectful behavior to stop, after class arrange for
an assistant to help in the room and/or contact the Chairperson of the Education Committee or the elder
assigned to the class.

7. If a child’s behavior warrants more than minor correction or is an ongoing problem, then the parents should be

involved:
a. The leader and/or the supervising elder may invite the parent(s) to attend the class/program.
b. The supervising elder and/or the Chairperson of the Education Committee may engage the parents,
explaining the situation and asking for assistance.
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B.

c. The leader or supervising elder should document the situation and provide this to the Chairperson of the
Education Committee.

Examples of Inappropriate Discipline

1. Physical discipline.
2. Verbal discipline that causes shame, embarrassment or humiliation.
Transportation

A. Use of Church Vehicle(s)

1. Use of a Church vehicle is limited to groups, individuals or entities that represent an extension of the Church’s
ministry, which is a group, individual or entity that is financially supported by the Church. The Church council
may make exceptions to this limitation provided the planned use will be covered by the vehicle insurance of the
Church.

2. Two adults must be present in the Church multi-passenger van when transporting minors for direct Church
ministry purposes.

3. The Church shall not charge a fee to those using a Church vehicle.

4. The Church may accept donations for the use of a Church vehicle, but such shall not be required and shall be
voluntary on the part of the user.

5. Use of a Church vehicle is on a first come, first served basis.

6. To reserve the use of a Church vehicle, contact the Church office, preferably a week in advance.

7. Each driver of a Church vehicle must be a valid state-licensed driver familiar with state and local traffic laws for
each location the Church vehicle may be used.

8. Use of a Church vehicle shall be consistent with state and federal requirements for car seat use and seat belt use.

9. After using a Church vehicle, the vehicle and its keys shall be returned to a location as instructed by the Church
office. The vehicle shall be returned clean and with a full tank of gas.

10. All damages and/or faulty equipment shall be promptly reported to the Church office.

B. Church Office Responsibilities

1. The Church office must maintain a log documenting the use of a Church vehicle, including who is using the
vehicle, dates of use, name of driver(s), and purpose of use.

2. The Church office must maintain a copy of the driver license of each person driving a Church vehicle.

3. The Church office must register the identifying information for each driver of a Church vehicle with the Church
vehicle insurance company prior to allowing that driver to use a Church vehicle.

C. Transporting Minors

1. Volunteers, Church staff, adults and teens who transport relatives in a Church vehicle or in a personal vehicle for
a Church ministry or extension thereof, are not subject to the limitations of this section.

2. Parents or guardians who permit minors to transport non-related minors to church-related events do so at their
own risk and without the implied approval of the Church

3. Minors who transport other minors in personal vehicles for a Church ministry shall first obtain a consent and/or
release from a parent or guardian of the passenger(s) and they shall not be subject to the limitations of this
section. See Appendix A.

4. Transportation of minors in a personal vehicle to and from meetings is not a part of church ministry as
parents/guardians are responsible for providing for or arranging this transportation.

5. Two adults must be present in the Church multi-passenger van when transporting minors for direct Church

ministry purposes.
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Appendix A (page 1 of 2)

Medical Information/Release Form - Year 20
Select Church Group: [ JCadets [ ] GEMS [ ] TheEdge [ ] Awana

Student’s Name Person to Contact
Street Address Relationship to Student
City, State & Zip Daytime Phone

E

E
Home/Cell Phone Evening Phone
Email Backup Contact
Grade level Relationship to Student
Student’s Birthday Daytime Phone
Doctor Name/Phone Evening Phone

PARENT(S)/GUARDIAN(S), Please initial, date and sign below as indicated. Please print.

HEALTH INFORMATION
Please list any condition, including allergies, which may affect the Student’s participation in a group activity of the Inwood
Christian Reformed Church (hereinafter “Church”):

MEDICAL EMERGENCY
| understand that the Student must be healthy and reasonabily fit in order to safely participate in Church group recreation
activities and that | will inform the program leader(s) of any condition that may affect his/her ability to participate safely.

The health information above is correct and complete to my knowledge. If an injury or other medical condition occurs or
arises, | hereby give permission to program leader(s) to provide routine first aid and seek emergency treatment including
x-rays or routine tests. | agree to the release of any record necessary for treatment, referral, billing or insurance
purposes. | understand that | am financially responsible for charges to the attending physicians or health care unit. In the
event of an emergency where | cannot decide for the Student, | give permission to the physician/hospital selected by the
program leader(s) to secure and administer treatment for the Student, including hospitalization. initial

PUBLICITY/IMAGE/VOICE PERMISSION

The Church programs normally take photographs, video, and/or tape recording of its programs. During activities, a
photograph or video/audio recording may be taken of you or the Student. Unless you request otherwise, your initial below
will be considered permission for the Church program to use photographs, films, audio/video tapes, and/or recordings of
your image and/or voice or the image and/or voice of the Student for use in any publications or promotional materials,
social media, in any medium now known or developed in the future without any restrictions. If you object to the Church
using your or the Student’s image or voice in this manner, please notify the Church program leader. initial
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TRANSPORTATION
| am giving my permission for the Student to be transported during a Church group activity or event with any adult
volunteer or staff driver. | also give my permission during a Church group activity for: (Check all that apply.)

(J The Student to ride in a vehicle driven by another youth (18 or younger).

(J The Student to drive a vehicle.

(] The Student to transport other Church group participants in a vehicle.

| understand that if | permit the Student to ride in a vehicle driven by another youth, to transport other minors to or during
Church-related events, or ride with another minor driver, | do so at my own risk and without the implied consent of the
Church. The Church does not provide coverage for any property damage, personal injury or liability that may occur while
using personal vehicles. And, the Church does not undertake any responsibility to determine whether vehicle owners
carry automobile liability insurance as required by the State. initial

Appendix A (page 2 of 2)
ASSUMPTION OF RISK AND RELEASE OF LIABILITY (Please read carefully.)

| give permission for to participate in a Church program. | understand that Church
program activities/events may involve certain risks of physical activity and possible injury and that the Church cannot
guarantee that the Student will remain free of injury. In addition, some Church group projects including but not
limited to shooting sports, horse or livestock projects, water activities, other sporting activities, crafts, building,
and power tools have a higher degree of risk. | nonetheless wish to have the Student participate as a Church group
member in the Church program and ASSUME the RISK of participating. | agree to RELEASE from LIABILITY,
INDEMNIFY and HOLD HARMLESS the Church and its officers, employees, volunteers and agents (hereinafter the
RELEASEES) from any and all claim and/or cause of action arising out of and related to any injury, loss, penalties,
damage, settlement, costs or other expenses or liabilities that occur as a result of the Student’s participation in a Church
program. This release, however, is not intended to release the above-mentioned RELEASEES from liability arising out of
their sole negligence.

Parent or Guardian Signature Date

(Must be signed by the parent or guardian if the participant is under 18 years old)
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Appendix B (page 1 of 2)
Incident Report Form

Name of person completing this Report Form: Date:

Name of person who reported the abuse:

Position of person making the report,
i.e. volunteer, staff, council, victim

Date of incident: Date when report was first made:

Name of person to whom the report was first made:

Name(s) and age(s) of alleged victim(s):

Description of the Incident (reported or witnessed):
Who, include the identity of alleged abuser:

What:

When (day, date, time of day):

Where:

Quote the alleged victim’s words verbatim:

Names of witnesses:

Names of anyone else who may know about this incident:

Contact information of witnesses, i.e. phone numbers:

Describe any action taken at the time of the incident and/or prior to making the report:




Appendix B (page 2 of 2)

Incident Report Form, page 2
Name of person completing this Form, if different from the previous page:

Response to the Incident:
1. Names of the Response Team:

2. Isthe alleged victim believed to be presently safe? If not, contact law enforcement.

3. Date law enforcement was notified, if applicable:
Identify law enforcement contacted, with phone number:

4. Date insurance was notified:
Identify insurance agent contacted, with phone number:

5. Date legal counsel was notified, if applicable:
Identify legal counsel contacted, with phone number:

6. Date Classis was notified, if applicable:
Identify who was contacted, with phone number:

7. Describe any advice/recommendations received from law enforcement, insurance, legal counsel,
and/or Classis:

8. Describe any action taken by the response team, include dates:

SOME CONTENTS OF THIS FORM MAY BE PRIVILEGED COMMUNICATION. Conversation that takes place
within the context of a protected relationship, such as that between an attorney and client, may be
protected. This privilege can be waived if these conversations are disclosed to third parties. Therefore,
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this form should not be released to parties outside of Church leadership without considering the effect
on privileged communications. You may wish to seek the advice of legal counsel.
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Appendix C

Policy Receipt Acknowledgement for the

Inwood Christian Reformed Safe Church Policy
| have read and been informed about the content, requirements, and expectations of the
Inwood Christian Reformed Safe Church Policy for Church staff, volunteers, leaders and Council
members. | have received a copy of the Policy and agree to abide by the Policy guidelines as a
condition of my employment, volunteering and/or leadership position.
Please read the Policy carefully to ensure that you understand the Policy before signing this
document.

Signature: Date:
Printed Name: Phone:
Address:

Please return this completed Acknowledgement to the Church Office. Thank you.
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Appendix D

Permission to Obtain a Background Check and
Employee/Volunteer Information Form

Print Name:

First Middle Last

Other Names Used (alia, maiden, nickname):

Current Address since:
(Mo/Yr) Street City State/Zip

Previous Address since:
(Mo/Yr) Street City State/Zip

Previous Address since:

(Mo/Yr) Street City State/Zip
Social Security Number: DOB:
Driver’s License Number: State of Issuance:
Telephone Number: My church:
My Pastor: Pastor’s Telephone number:

The information contained in this form is correct to the best of my knowledge. | hereby authorize the
Inwood Christian Reformed Church and its designated agents and representatives to conduct a
comprehensive review of my background causing a consumer report and/or an investigative consumer
report to be generated for employment and/or volunteer purposes. | understand that the scope of the
consumer report/investigative consumer report may include, but is not limited to the following areas:
verification of social security number, credit reports, current and previous residences, employment
history, education background, character references, civil and criminal history records from any criminal
justice agency in any or all federal, state, county jurisdictions, driving records, birth records, and any
other public records.

| further authorize any individual, company, firm, corporation, or public agency (including law
enforcement agencies) to divulge any and all information, verbal or written, pertaining to me, to the
Inwood Christian Reformed Church or its agents. | further authorize the complete release of any records
or data pertaining to me which the individual, company, firm, corporation, or public agency may have, to
include information or data received from other sources.

Signature: Date:
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