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A CODE OF PRACTICE FOR RESPONSIBLE LEADERSHIPIN

1

11

12

PROGRAMSWITH CHILDREN
(For usein Victoria)

JULY, 2003

INTRODUCTION : A POLICY FOR SAFE CARE

Purpose of the policy
Credting a safe environment, for dl involved, is important in any activity of the Churches of
Chrid. It is dso important that the attitude and behaviour of those with authority facilitates this.

Where the activity involves children, there is added responsibility. Those in leadership are to
care for the children in such a way that ther total wellbeing - including emotiond, physicd,
socid and soiritud hedlth - is protected.

Children are precious to God and serving with them is a privilege. The authority that comes
with working dongside children is a greet responsbility that should never be taken advantage
of for persond gain or gratification.

The purpose of this policy is to describe responsible leadership of children. It does not outline
just aminimum lega standard but provides a structure to help the Conference, its churches and
other organisations in Tasmania offer the best protection and nurture for children.

Authority

Thisisapolicy of The Conference of Churches of Chrigt in Victoria and Tasmania, adopted
by the Conference Board on 23" July, 2003 for usein Victoria, and ratified by the Tasmanian
Council 13" November, 2004.

Each church and other organisation affiliated with Conference in Victoria, needsto ratify their
acceptance of this policy. There are different accountability and decison making structures
throughout the Conference so each locad setting will need to find their most effective way to
ratify and implement this policy.

1.2.1 Decision Making Structures

Example One: In our church, a board of Elders has oversight of the church. They ratify
this policy and ask our Children’s Minister and our Youth Minister to ensure we
implement the policy in all our programs with children.

Example Two: In our church the paid minister makes governance decisions. The
minister adopts this policy and usesit to select people for our Families Ministry
Group. The coordinators on our Families Ministry Group take responsibility for
implementing this policy with their leaders in each area they supervise.
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Example Three: The Conference Board has already adopted this policy. For Youth
Vision, we use this policy to train potential leaders. For any youth camp, we select a
suitable directing team who will implement the policy on the camp.

1.3 Availability
A copy of this policy must be made available to each person appointed as a leader of children.
Other copies of this policy should be available upon request from theloca church and
Conference.

1.4 Review
The Conference Board will review this policy at least every two years, to ensure it continues to
fulfil its purposes. The review will include feedback from local settings about the policy’s
effectiveness.

2 LEADERS: PROVIDING RESPONSIBLE LEADERSHIP

2.1 Suitableleaders
A leader is an adult who istrusted with ongoing responsibility for children in aprogram. It is
expected that a person suitable for such leadership would have demonstrated:
agenuine Chridian faith;
active involvement in the worship and minigtry of aloca church;
acommitment to the values and mission of our movement;
persond integrity and discipline;
respect for the dignity of each person;
skillsto relate to and care for children;
meaturity in relating with people of al ages
awillingness to be accountable to other leadersin the loca setting;
and
awareness of this palicy.
A person would not be suitable for leading children if they:
were not willing to operate within this policy;
were found to be in serious breach of this policy;
had been guilty of an offence relating to the abuse of children; or
had shown they were unable or unwilling to adequately care for children.

211 Leaders
Example One: Our weekly youth group includes youth and young adults. Because some
of the teenagers are under 18 we follow this policy and select suitable leaders to be
responsible for this program.

Example Two: We have a fortnightly Children’s Church — a worshiping congregation
catering especially for children. Under this policy we need suitable leadersto be
responsible for this program.
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Example Three: When we provide a créche and other activities for older children at our
Conference Convention, we need to select suitable leaders to coordinate and supervise
it.

2.2 Selecting Leaders

2.3

Appointment to leadership with children will be made by the gppropriate people in the loca
Setting. Those appointing aleader need to have confidence they can trust the potentia leader
with this responsibility. Before gppointing aleader, it is mandatory to obtain arecent Police
Record National Name check. Forms are available from any Police station. For leaders who
will not be pad for their minidry, theloca church can obtain a Community Volunteer Fee
(CPV) number from the Victorian Police, Public Enquiry Service (Contact 03 9247 5916) to
reduce the cost of this police check. The CPV number isthen quoted on the gpplication for
Police Record National Name check.

Those gppointing will also consider the potentia leader’ s skills, attributes and background. If a
person is not well known, inquiries must be made. The extent of these inquiries will depend on
the degree to which the person is dready known within the church community but could
include references from:

their loca church;

any previoudy attended churches; and

other appropriate organisations - epecialy where the potential leader has related

with children.

A person wanting to be sdected as aleader should be given a description outlining the
minigry rolethey areinterested in fulfilling (Examplesin Appendix 1). If they believe they
can meet these requirements, they need to complete an gpplication form for that role
(Examplein Appendix 2).

It is recommended that |eadership roles with children be reviewed at least every second
yedr.

Other Helpers
Other people who assist in some way in church activities involving children are consdered
‘Helpers . All such helpers need to work under the supervision of an gppointed leader. At a
minimum these hepers will have demondtrated:

respect for the dignity of each person;

some skillsto relate to and care for children;

some maturity in relating with people; and

awillingness to be accountable to leaders in the loca stting.

Helpers are expected to operate within the guidelines of this policy, under the direction of an
appointed leader. Leaders need to satisfy themsalves that hel pers are dway's behaving
respongbly while with children. Idedlly such heperswill be known to leaders of the program
and where appropriate, may be asked to follow the same selection process as leaders.
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2.4

24.1

Other Helpers

Example One: At our Kids Club we encourage some teenagers to come and help the
younger kids with activities. They go through a similar application processto leaders
and carry out their ministry under the supervision of adult leaders.

Example Two: Our youth group leaders have a list of trusted parents they know, who
they can call upon to help with transport when they need it for an outing.

Example Three: Our camping program is supplemented by people with specific skills
who come to help with adventure activities. Our own leaders always accompany
children while at the activity.

Parental Authority

Children can best be cared for when al those with responsibility for them are able to
cooperate. Leaders should encourage a congtructive partnership with and respect the authority
of parents or other caregivers. Thisincludes a natura parent, de facto parent, step-parent,
foster parent, legd guardian or any other person with respongibility for the day-to-day life of
the child.

At an appropriate time, leaders will ask a parent or other caregiver to complete an information
and consent form (Example in Appendix 3). These forms will ask for information to help
leaders provide safe care. Leaders will protect the privacy of confidentia information. Leaders
should keep parents and other caregivers well informed about issues affecting the ongoing
wefare of their children.

When achildren’s program includes an extraordinary activity such as an overnight camp,
gpecific consent will be required for that activity.

I nformation and Consent

Example One: A child brings a friend to Sunday School. They are welcomed and
included in the program. If their involvement continues we will contact the child’s
parents to tell them more about our church, encourage their involvement in the church
community, inform them of this policy and ask them to fill in an information and
consent formto help us care for their child.

Example Two: The Men’s Ministry Unit organises a father and son camp. Registration
for the camp will include all the information required on an information and consent
form.

Example Three: To implement this policy we ran a special information night, where we
asked all the parents of people under 18 who regularly participate in our monthly
youth services, to fill in an information and consent form. When we take the same
young people to State Youth Games, we require special consent for that extraordinary
activity.
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3.2

3.3

34

ENVIRONMENT : CREATING SAFE ENVIRONMENTS

Supervision

Leaders need to create an environment that protects the total wellbeing of children. To do this,
children need adequate supervision. At any children’s activity there needs to be at least one
gppointed leader. If there are not enough designated leaders available other helpers can
supplement this to bring about the gppropriate ratio of carersto children.

There will be aminimum of two carers a any children’s program. In mixed groups, it is
advisable to have at least one carer of each gender.

For preschool children (under 5) the minimum advisable ratio is one carer to Six children.

For primary school aged children (5-12) the minimum advisable ratio is one carer to ten
children.

For teenage children, the appropriate ratio and level of supervison will vary according to the
activity and environment.

At dl times, leeders must be satisfied that the ratio and skill mix of carersis gppropriate for the
children, the activity and venue. Some activities may require a higher ratio of carersto children.

Venues

Leaders need to satisfy themselves that any venue they useis safe for children. Attention will
be given to minimise therisk of any potentia hazards such as eectrical equipment, poisons,
matches and play equipment.

At dl venues used for regular programs with children, there needs to be access to a phone and
relevant phone numbers (Example in Appendix 6). There should aso be afirst aid kit thet is
checked at least annualy. When going on an outing, leaders should consider taking afirg aid
kit, a mobile phone and relevant phone numbers with them, if there is not areasoneble
expectation these services would be available at the particular venue.

Leaders and other hel pers need to be familiar with the layout and evacuation plan of any venue
they are using, in case thereis afire or other emergency. If the venue is used regularly, the
evacuation plan needs to be practiced from time to time.

Activities

All activities need to be gppropriate for the age and sengitivity of the children. When using
media, leaders need to follow the gppropriate classfication guideines. Aggressve, threatening,
abusive or offengive activities are not appropriate.

Trangport
Leaders need to ensure any transport used in activities with children is safe. When private
motor vehicles are used, leaders need to satisfy themselves that:

the driver meets the minimum criteria of ahelper;
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the driver isover 18 and is either fully licensed for the kind of vehicle they are
driving, or has held a probationary licence for & least 12 months.

the driver has relevant experience for the conditions;

the driver will exercise care on the road, including observing speed and blood
acohal limits and ensuring passengers wear seet belts; and

the vehicle is roadworthy and registered.

It is aso recommended that a driver who does not meet these requirements not transport
children to or from an activity without specific consent from dl parents concerned.

When using other forms of transport, vehicles must be registered and operators licensed, as
required. Children need to observe norma safety procedures and use appropriate safety
equipment such as flotation devices, helmets or seat belts.

Accidents and Emergencies

L eaders should be able to offer gppropriate care for achild in aminor incident. Leaders
should be aware of the risk of infection from diseases borne in bodily fluids, such as blood,
and take appropriate precautions againg this risk. Children should not be administered any
medications that the parent or other caregiver has not approved.

If achild becomes sick or isinjured, necessitating medica attention, leaders will take
appropriate steps to contact the child’' s parent or caregiver. The leader can either return the
child to the parent, or seek medica attention for the child, as the circumstances may dictate. If
medicd attention is needed urgently, this would be done in accordance with the permission
given on the information and consent form used for the activity. In such cases, the leader
should contact a parent or caregiver as soon as possble afterwards. Depending on the
seveity of theinjury, the leader will aso need to report it to the appropriate person in the local
Sting.

Whenever possible, aleader would accompany a child going to hospitd. Where this adversely
affectsthe level of supervison and other supervisors are not available quickly, the leaders and
any other hdpers would normdly end the activity. A helper should not be left in charge of a

program.

For any serious accident, or other emergency that occurs, such as one requiring medical
trestment or notification of parents, the leader will complete an incident report form (Example
in Appendix 4).

3.5.1 Accidentsand Emergencies

Example One: Playing competition basketball with a church team, a child is hit in the
face with a ball and has a blood nose. A leader sits with the child and using gloves
from the portable first aid kit, helps pinch the nose to stop the bleeding. The child is
shaken up by the incident, so the leader rings the step-parent who collects the child.
The leader fillsin an incident report form and informs the sports ministry coordinator
more gloves are needed in the first aid kit.

Example Two: At Sate Youth Games, a child sprainstheir ankle and is brought by the
local church’sleader to the attending first aid nurse. The nurse straps the ankle, does
not administer any drugs without specific permission from the parents and gives
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instructionsto see a doctor if pain persists. The nurse writes an incident report for
Youth Vision and the leader takes a copy for the church. The child feels ok. That
evening, the leader calls the parent to explain what has happened and passes on the
nurse' sinstructions.

Example Three: A stack of chairsfalls over and apparently breaks a child’s arm. One
helper supervises the kids in another room away from the chairs, and a second hel per
comforts the injured child. The only leader unsuccessfully triesto call the parents and
the emergency contact from the child’ s information form. The leader rings for an
ambulance and because the program needs to finish early, calls another leader to
immediately come and supervise returning all the children to their parents care. When
the ambulance arrives the leader goes with the child to hospital. The leader
successfully contacts the parents an hour later from the hospital. The leader fillsin an
incident report form, and the organisation changes the way it stacks chairs.

4 CHILDREN'SBEHAVIOUR : RESPONSIBLY GUIDING AND
CORRECTING CHILDREN

4.1 Expectationsof Behaviour
Responsible leadership in programs with children includes guiding and sometimes correcting
their behaviour. Leaders need a shared understanding of what is expected of children and how
they will help them meet these expectations. Children should not be restricted with too many
rules. However, boundaries appropriate to the age and development of the children need to be
clearly defined and consistently applied. It would be gppropriate to describe these in writing
and make them available to the children and parents (Examplesin Appendix 5).

4.2 Guiding Children
For the safety and wellbeing of each child, and the cohesion of the whole group, leaders
should expect children to:
give of ther best;
carefor others, and
behave in away that pleases God.
Any abuse, bullying or ostracism of othersis not acceptable.
Guidance can be provided by:
the exemplary ttitude and behaviour of leaders and other helpers,
clearly communicating expectations,
affirming and encouraging appropriate behaviour;
adequate levels of supervison; and
careful organisation of the program.

4.3 Correcting Children
When correction is needed, leaders should choose the appropriate level of intervention, taking
into account the effect of the child’s behaviour, and the ability of the child to understand why
they are being disciplined. Explaining the reason for the discipline will help children take
responsibility for their actions and remind them about gppropriate behaviour. Options can
indude:
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redirection — if the safety of the child and othersin the group permits, sometimes
(especidly with younger children) it is enough to Smply redirect the child with a
positive ingruction, for example, “ Joanne, how about you try usng your own
pencils?’

incentives — sometimes redirection is more effective if thereis an added incentive to
change the behaviour, for example, “1 will be watching for two of the best
encouragers and they can go firgt in the next game.”

reminder — give the child averba reminder of the rules, for example, “Remember
Jose, we agreed not to stand on the chairs unless we had removed our shoes.”
warning — warn the child by naming the behaviour, and the management that will
follow if the behaviour continues, for example, “John, it istime to ligten. If you keep
talking to your partner | will ask you to move.”

removing privileges— knowing the consegquences of their actions can help children
make better choices, for example, “We cannot have cake until al the books have
been put back.”

reflection - helping the child understand why the behaviour is unacceptable and why
they are being disciplined, for example, “1 am redly disappointed you ignored Jack.
How do you think he feds? | would like to see you gpologise and include him more
in the group.”
iolation - il in a safe place and supervised, for example, “I want you to move
away, Jess. St there where | can see you, and think about how you should talk to
leaders.”
seek help - if you are finding a child's behaviour too difficult to manage refer to
another leader for help, for example, “1 can't continue with your interruptions, Julie,
50 | have asked the other leader if you can be in their group. Y ou need to quietly
gtand up and go and join them.”
removing the child - if the behaviour is unmanageable, return the child to the parent
or caregiver with an adequate explanation, for example, “That is not how we behave
in this group. | am taking you back to your grandparents and we will tell them why
you are being removed.”
careful physica restraint — sometimes the welfare of the child or othersin the group
may require immediate intervention. Use only the minimum restraint required as alast
resort to prevent injury, for example, holding back a child that is attempting to kick
another.
Children should not be disciplined in away that threatens their emotiond, physical, socid or
siritua wellbeing. It is not appropriate for aleader to discipline achild in aprogram by:
bdittling or publicly shaming the child;
using excessve force or restraint; or
smeacking or griking the child, induding with any kind of implement.

5 LEADERS BEHAVIOUR : BEING RESPONSIBLE AND
RESPONDING TO CONCERNS
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5.1

5.2

High Expectations
Everyoneis entitled to have high expectations of children’sleaders and other helpers. They
need to be accountable, for the sake of their growth and discipleship. The whole church
community also has aresponghility to guide and support leaders by:

affirming and encouraging regponsble leedership;

ensuring appropriate levels of support; and

adequately resourcing this ministry area.

Relationships

Leaders and other helpers need to ensure their relationships with children are beyond
reproach. Carers must always respect the right of the child to establish their own boundaries
over their body and fedlings. They must never use their position in any way that could exploit
or abuse a child, emationdly, physicdly, sexudly or spiritudly. A leader or other helper must
not develop aromantic or sexud relationship with achild in their care.

To maintain a safe reationship, dl leaders and other helpers should:
guard againg any action that could be interpreted as romantic or sexud, including
ingppropriate physical contact;
avoid any physicd contact with which the child is uncomfortable; and
be sengble in any one-on-one Stuations that may arise, especidly emotionaly
charged ones such as degp persona conversations. Idedlly the leader would be the
same gender as the child, and be observable or interruptible by others.

5.2.1 Relationships

Example One: At a junior youth group pool party, a teenager, 15, keeps asking a male
helper, 17, to give her a massage. He gives her the same foot rub he has offered the
others but turns down repeated requests for more attention. When she persists, a
female leader takes her aside to reflect with her on the inappropriateness of her
behaviour. The leader later praisesthe helper for his maturity.

Example Two: An elder wants to organise a time for baptism preparation classwith a
16-year-old. Attempts to organise a meeting at the teenager’s home when the parents
will be therefail, so they agree to meet at the church building, when the secretary will
also be working there and they use a room with windows.

Example Three: Two children are enjoying a friendly tickle with a leader at a Women’'s
Ministry Unit event. They are not alone and the leader startsto tickle a third child to
include them. The leader notices this child does not seemto appreciateit, so
immediately stops.

5.3 Responding to Concerns

Responding to a concern with an appropriate process can help reach ajust outcome,
contribute to healing and help resolve the issue for al concerned. Such a process should
congder the welfare of the child as paramount, taking al reasonable steps to ensure any
imminent danger to achild isaverted, and be fair to the rights of everyone involved.

When a concern requires atention, the level of intervention will depend on the severity of the

issue
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Minor matter - where the welfare of achild isnot at serious risk. These concerns
are usudly best directed to the leader in charge of that program. The leader needsto
listen to the concern and enter into a constructive conversation about theissue. If the
matter is not resolved the leader should offer to take the concern to the relevant
person in that setting such as the minister or program coordinator.

Significant concern - such as an ingppropriate leader, an unsafe practice or an
unresolved issue with aleader. These can be brought to the attention of the relevant
person in the setting such as the minister or program coordinator. They may consult
with others, such asthe leadership in the local setting, to investigate the concern and
decide an appropriate response.

Serious breach - where there has been, or islikely to have been, a serious breach
of this policy. As soon as possible, the leadership of the local setting should be
informed and they must contact the Conference (See Appendix 7). Conference hasa
responsi bility to supervise responses to such breaches. It can help protect the
welfare of the child, advise locd churches or other affiliated organisations, investigate
the concern and take appropriate actions. If the breach involves abuse or another
crime, the leadership in that setting or Conference will need to report to the rlevant
civil authorities.

6 ABUSE AND OTHER CRIMES: RESPONDING TO DISCLOSURE

6.1

6.2

OR ALLEGATIONS OF ABUSE

Abuse and other Crimes

Any person aware of a serious threat to a child, possibly involving abuse, exploitation or other
crime, has aresponghility to protect the child. Abuse includes physical assault, sexud assault,
emotiona abuse, neglect, or any combination of thesein asingle incident or over a period of
time. Whether or not the aleged abuse was in connection with a church or Conference
program, we want to cooperate with other resources in the community to offer the best care
and make the most adequate response.

Disclosureor allegation of abuse

If achild discloses or dleges an abuse, the person receiving thisinformation needs to stay
cam, listen and offer careful support. The child islikely to have strong emations such as guilt,
fear or confuson. Responding out of a natural sense of shock, revulsion, curiosity or dishelief,
can place additiond burdens on the child and move the focus from the needs of the child to
those of the listener. Appropriate support for the listener should be sought at alater time, so
they can expresstheir own fedings.

Intia disclosureis not an investigation moment. The listener should not ask more questions
than are necessary to establish that an alegation of abuse is being made and to begin
implementing a process for protecting the child. Other people will take any actud invegtigation
further. The listener should keep any questions they do ask open ended, for example “Can you
tell me more about what happened? It's ok to go dowly. Take your time.” and not closed
questions, for example, “Did John do thisto you? Did it happen often?’
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6.3

When aperson receives adisclosure or dlegation, it will usudly help to:

proceed dowly, working hard to be an active listener;

respond in a caring, ‘ matter of fact’ way;

accept what the child says,

assure the child that what they are reveding is not ther faullt;

tell the child other children have experienced things like this before;

say there are specia people who can help work out what to do next; and

assure the child that, whatever the consequences, they have done the right thing in

telling somebody.
It isnot helpful to:

make any promises that cannot be kept;

ask for detallsto satisfy curiogty; or

tell them *everything will be ok’
Where the child discloses or dleges an abuse, the listener should not promise a confidentidity
that would not bein the child'sinterest. No one needsavictim’'s permisson to report acrime,
however some children may be empowered to participate in reporting the incident to
authorities.
Reporting Abuse and other Crimes
Anyone who has received a disclosure, an dlegation or has any other reasonable suspicion
that achild in aprogramis being abused in any context needsto report this. In each loca
Seiting the person that needs to be notified may differ, but in achurch this would normdly be a
minister, member of the church’s leadership group or preferably both.

The Ieadershlp that has been notified aFeJéheeFmJée-mdéemedeelsen-abem—whmh-ethec

AdV|ce and Referra SerV| ce (C PA AR. S) It is |mportant that the leadership act promptly
and respongibly.

If the dleged abuse has occurred in connection with a program or by amember of the church
community or by amember of the paid ministry team, the leadership must dso dert the
Conference, which can give advice on how to proceed. The Conference has an established
policy for investigating dlegations concerning minigers.

The leadership in the loca setting will complete an incident report form, which will hdp in any
subsequent investigation.

6.3.1 Reporting Abuse

Example One: A member of a missional order istold in confidence that a girl in the
mission’ s youth group has been raped by her boyfriend from school. The member
reportsthisto the Chapter Leader. The Chapter Leader tellsthe girl they need to
speak to her parents about the issue to ensure sheis cared for appropriately, then
contacts the parents and advises them to go to the Gatehouse Centre at the Royal
Children’s Hospital. The Chapter Leader offers to accompany the girl and the parents
as they notify the authorities, which they accept. An incident report formis completed
and appropriate careis offered to the girl.
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Example Two: A parent reports that a leader at the church’s kids club lost their temper
and severely hit a child, causing bruises. The minister listens carefully and
recommends the parent take the child to see a doctor. The minister informs the chair
of the Church Board, rings the Conference and fills in an incident report form.
Conference initiates an appropriate response to care for the child and prevent any
potential repeat of the alleged behaviour ahead of an investigation. Conference may
report the matter to the Police and will keep appropriate records of their actions.

Example Three: A pregnant teenager tells the church’sonly elder that her father, who is
also in the church, impregnated her. There is currently no other leadership in the
church, so before the teenager goes home, the elder calls the Department of Human
Services for immediate care for the teenager and contacts Conference. The Mission
and Ministry Team Director gives someinitial advice to suspend the father from any
leadership rolein the church ahead of an investigation. The Director organises to visit
as soon as possible to initiate an ongoing response and can help the elder write an
incident report.

Example Four: On a KidsMin camp, a boy tearfully discloses he was sexually molested
at a different camp a few years back. The leader listensto his story, thanks him for
telling it and says there are others who can help. Together, they go to the camp
director, who contacts the Conference Executive Officer. The CEO contacts the boy’s
parents, organises some ongoing care for the boy and notifies the Police.

7 CLOSING COMMENT : CHILDREN BELONG WITHIN GOD’S

REIGN

7.1 UsingthisPoalicy

7.2

This poI icy has been produced with three main groups in mind:

the children with whom it is our privilege and responsbility to miniger - the god isto
create and maintain a safe environment for them,

the adult leaders and other helpers who carry out this ministry with children - the god
is to equip and encourage them; and

the Churches of Chrigt in Victoria, who together have aresponghility for the nurture
and wellbeing of children —the godl isto foster an ethos that supports the specia
vaue and place of children.

Ongoing training and supplementary materias will help the Conference, locd churches and
other organisations implement this policy. Locad settings should be proactive in using training
opportunities and further materids as they become available.

Jesus and Children

Jesus has avery high regard for children. In Mark 10:13- 15, he teaches that children already
belong within the Kingdom of God. He then chalenges adults that they will not enter God's
Reign unlessthey receiveit like children.
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People were bringing little children to Jesusin order that he might touch them; and the
disciples spoke gternly to them. But when Jesus saw this, he was indignant and said to
them, ‘L et the little children come to me; do not stop them; for it isto such asthese
that the kingdom of God belongs. Truly | tell you, whoever does not receive the
kingdom of God as alittle child will never enter it.

The children among us should not be neglected. They are avita part of the church today.
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Appendices

These gppendices give examples of the kind of information that needs to be included on these forms.
Where suitable, they may be reproduced and used exactly asthey are; otherwise fed free to modify
them to create something specificaly appropriate for your locd setting.

Ministry Role Description — Example

L eader ship Application

| nformation and Consent Form

Incident Report Form — Example

Expectations of Children’s Behaviour -Examples
Relevant Phone Numbers

Contacting Conference

Responding to Significant Concerns

© © N o o bk DR

Responding to Serious Breaches
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1 MINISTRY ROLE DESCRIPTION
Ministry Role:
Name:
Term:
Accountability:

Review: All leedership roles with children in our church are reviewed at least every two years.

Expectations: All our ministry with children needs to be carried out in the way described in our
R&spons ble Leadership policy. You will be expected to demongtrate:
agenuine Chridian faith;
active involvement in the worship and minisiry of the church;
acommitment to its vaues and misson;
persond integrity and discipline;
respect for the dignity of each person;
skillsto relate to and care for children;
meaturity in rdating with people of dl ages;
accountability to other leadersin the church;
compliance with our Responsible Leadership palicy;

Role Description: To servein thisrole you need to be committed to:

Support for Role: The expectations and commitments above, are aso designed to nurture you
personally and in your ministry role. To further support you in this role and adequately resource
this minigtry areg, the church will:

affirm and encourage responsible leedership;

be proactive in promoting training opportunities,
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1.1 Ministry Role Description — Example

Ministry Role: Youth Group Coordinator, Smallville Church of Christ
Name: Jo Bloggs

Term: 2003 - 2005

Accountability: Families Ministry Committee, Minister Kel Smith

Review: All leadership roles with children in our church are reviewed at least every two
years. With input from the Families Ministry Committee, the minister will review your
role with you after the first year, and before any reappointment.

Expectations: All ministry with children at our church needs to be carried out in
accordance with our Responsible Leadership and Healthy Ministry policies. You will be
expected to demonstrate:

a genuine Christian faith;

a commitment to our vision and mission strategy;

regular attendance at a worship service and whole church events;

participation in a small group;

personal integrity and discipline;

respect for the dignity of each person;

skills to relate to and care for children and other leaders;

maturity in relating with people of all ages;

accountability to other leaders in the church;

loyalty to others in the Families Ministry Committee; and

compliance with our Responsible Leadership and Healthy Ministry policies;

Role Description: To serve in this role you need to:
develop discipling relationships with young people (ongoing)
develop discipling relationship with fellow leaders (ongoing)
supervise and develop leaders and other helpers (ongoing)
plan, prepare for and lead Youth Group (weekly)
train a new youth worship coordinator, hand over this role and then oversee
these services in conjunction with the minister (monthly)
chair youth leaders team meetings (bi-monthly or quarterly)
participate in Families Ministry Committee (quarterly)
initiate a new youth outreach for Smallville Community Festival (annually)
take opportunities to improve your youth ministry skills (ad hoc)

Support for Role: The expectations and commitments above are also designed to
nurture you personally and in your ministry role. To further support you in this role and
adequately resource this ministry area, the church will:

affirm and encourage responsible leader ship;

offer ongoing support through the Families Ministry Committee and

minister;

invite a submission to our church budget process; and

subsidise your attendance at two training programs, annually.
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2 LEADERSHIP APPLICATION

All our ministry with children needs to be carried out in the way described in our Responsible
L eader ship policy. Thisinformation will form the basis of a conversation with you to help us
decideif you are able to fulfil thisrole at this stage. Please ask the program coordinator or
responsible miniger if you have any questions about this gpplication.

Ministry Role:

Personal | nformation

Full name:

Date of hirth:

Home address:;

Phone H: W: M:

Emal:

Proof of identity (if required):

(Sighted on: by: )

Referees

Please give details of two people we can contact, who can comment on your suitability for this
role. I1dedlly these would be people who have seen you fulfil asmilar role in achurch or other
organisation and have known you for more than five years.

Name;

Role and church/organisation:

Address;

Phone H: W: M:

(Contacted on: by: )
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Name:

Role and church/organisation:

Address;

Phone H: W: M:

(Contacted on: by: )

Faith, Church Lifeand Ministry Skills
Briefly describe your Chrigtian faith and involvement in the church:

Briefly describe the skills you think will help you fulfil this minigtry role

Ability to Carefor Children

Have you:

- Read our Responsible Leadership policy? Y N
- Ever been in serious breach of our Responsible Leadership policy? Y N
- Ever been accused of an offence relating to the neglect or abuse

of achild? Y N
- Had someone express concerns about your behaviour towards a child? Y N
Consent

Theinformation | have given on thisform is correct and | consent to a Nationa Police Record
check and the release to the Church and Conference of any matters deemed to be relevant
which are recorded against my name.

Applicants Name;

Sgnaure; Date;
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3 INFORMATION FORM

The falowing information will help us offer reponsible care for your child. Please provide any
information that will help leaders ensure the safety of your child. Please notify us of any changes.

Personal | nformation
Full name

Date of hirth;

Home address:

Phone H: W: M:

Emal:

Schoal: Yea levd:

Parent/Care-Giver Information
Mother’ S/Care-Giver' s name:

Address (if different):

Phone H: W: M:

Father’ Care-Giver's name;

Address (if different):

Phone H: W: M:

Any court order, custodia or care issues we need to be aware of:
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Other Emergency Contact | nformation
Name:

Address;

Phone H: W: M:

Reationship to child:

Health/M edical Information
Family doctor/medica service;

Doctor/medica service phone number:;

M edicare number:

Private hedlth policy number:

Date of |latest tetanus immunisation:

Does your child have any medical conditions that we need to be aware of:
Aghma Y
Allergy/Senstivity
Diabetes
Epilepsy
Heart condition Y
Infectious disease
Other:

N
N
N

N
N

<<zZ<<<Z

If yes, please provide details of symptoms and management procedures:

Pease attach any other information you would like us to know, to help care for you child.

Consent

[/We consent to this child participating in the activities of the church. |/we consent to the leaders
acquiring for this child medica services necessary in the event of an emergency; and agreeto
pay al associated medica expenses incurred on behaf of this child.

Name:

Sgnature; Date;
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4 |INCIDENT REPORT FORM
Thisform is used to report on arange of sgnificant incidents. Thisinformation can help our
church respond to any concerns arisng from the incident, so please be thorough in recording the

relevant information. If you need more space attach more paper.

Date of Incident: Date of this Report:

Children involved in incident:
Name:

Name:

Name:

Adultsinvolved in incident:

Name; y Leader y Helper y Other:
Name; y Leader y Helper y Other:
Name; y Leader y Helper y Other:
Adultsresponsblefor activity/program:

Name; Pogtion:

Name; Pogtion:

Describe theincident:
(eg What was the incident? How did the injury occur? What was disclosed or aleged?)

Describe theresponse:
(eg How have those involved been cared for? Who was notified? What follow up is planned?)
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4.1

Authorities Contacted:
(eg Hedth professiona or Emergency service)

Name; Organistion:
Contact details.
Name; Organistion:
Contact details:

Any further action recommended:
(eg Can safety be improved? Who e se needs to know? Might someone need counsdlling?)

Completed by
Name:

Contact Details;

INCIDENT REPORT FORM — EXAMPLE
Thisformis used to report on a range of significant incidents. This information can help
our church respond to any concerns arising from the incident, so please be thoroughin
recording the relevant information. If you need more space attach more paper.

Date of Incident: January 26, 2003  Date of this Report: January 27, 2003

Children involved in incident:

Name: Sam Grey
Name; Lee White
Name:

Adultsinvolved in incident:

Name:___ Gabriel Brown X Leader y Helper y Other:
Name: y Leader y Helper y Other:
Name: y Leader y Helper y Other:

Adults responsible for activity/program:
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Name; Gabriel Brown Position: Leader / Coordinator

Name; Kim Black Position: Children’s Minister

Describe the incident:

(eg What was the incident? How did the injury occur? What was disclosed or alleged?)
At our Australia Day family picnic, Sam and Lee started fighting. Gabriel
who was the closest leader at the time called for them to stop. They both
paused but then Lee started Kicking Sam, so Gabriel grabbed Lee around
the waist and pulled the kid away. Lee burst into tears, accused Gabriel of
unfairly taking sides, then ran out of the park and home, directly across the
street, only narrowly missing a car.

Describe the response:

(eg How have those involved been cared for? Who was notified? What follow is
planned?)

Kim left Gabriel and the other leaders with the kids and went to Lee’s house. Lee’s
mother was angry. Kim explained that all the leaders were sad about what had just
happened and would follow up later what started the fight. After Lee had calmed
down, Kim expressed that leaving the picnic like that was dangerous, and showed
disrespect to the others in the group. Lee’s mum agreed and said Lee could not come
back for the lunch. Kim _supported that decision. Gabriel had asked Sam about the
fight. He was not hurt but Gabriel still did not know what started the fight. Gabriel gave
Sam timeout.

Authorities Contacted:
(eg Health professional or Emergency service)
Name: Organisation:

Contact details:

Name: Organisation:

Contact details:

Any further action recommended:
(eg Can safety be improved? Who el se needs to know? Might someone need counselling?)
Kim to phone Sam'’s parents to tell what happened. Next week we will
sit both Kids down together to try to mediate the conflict. If it happens
again we will discuss a specific plan such as separating them.
Gabriel will remind all kids about staying inside the fence at the park.

Completed by
Name: Kim Black

Contact Details; 12 Victoria Rd, Smallville (02) 5550 1234
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5 Expectations of Children’s Behaviour - Examples

Our Code at Children’s Church:
1. Please God: Do thingsthat make God happy.
2. Doyour Best: Joinin and give your best effort.
3. Carefor Others: Look after each other, we are dl friends.
4. Listen to Leaders. Respect and obey the leaders who help us.

Agreed operating procedures for youth group:
We agree to make our youth group a success we need to:
- Accept everyone as specia and encourage them

Respect each other here and outside youth group
In group discussions let one person talk a atime
Not do or say things that will hurt or unnecessarily offend others
Respect the property we use and share with others
Find ways to serve each other

We agree that breaching this agreement disrupts youth group and disadvantages dl of us, so:
firgt time we breach this agreement we can expect to be warned
second time in arow we can expect to be excluded from an activity
third time in arow we can expect to have a conversation about our
ongoing involvement with aleader and parent.

To help repair any damage to people or property we can:
apologise to those people we have hurt
offer to do something to set things right
change the way we behave.
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6 Reevant Phone Numbers
Role/ Name Phone
L ocal Setting

Program Coordinators
(eg Club Leaders, Camp Directors, Y outh Leaders)

Person responsible for this Ministry
(eg Children’s Minigter, Y outh Worker)

Locd Setting Leadership
(eg Elder, Minigtry Team Leader, Unit Director)

Churches of Chrigt Conference Office 9488 8800
(see Conference Handbook for more numbers)

Emergencies

Life-threatening Emergency 000
(Ambulance, Fire, Police)

Tasmanian Police Insert local contact
Tasmanian Department of Human Services 1800 001 219

Child Protection Advice & Referrd Service (CPAARS) 1300 737 639

Poison Information Centre 131126
KidsHdp Line 1800 55 1800
Suicide - Lifdine 131114
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7 Contacting Conference
Where there has been, or islikely to have been, a serious breach of this policy, such as one
possibly involving the abuse of a child or other crime, the leadership of the loca setting should
be informed as soon as possible, and they must contact the Conference.

They should cdl the Conference office on 9488 8800 to spesk to someone serving in one of the
following roles:

Conference Executive Officer
Mission and Ministiry Team Director
Director of Church Life Resources

If none of these can be contacted, someone serving in one of the following roles can help refer
the matter:

Conference Board Chair C/- Conference

Conference President C/- Conference

Where aminor matter or significant concern that is not a serious breach of this policy occursina
conference setting, such asin Kids Min or Y outh Vision, you can refer to the current

Conference Handbook or cal the Conference office to contact the appropriate leadership in
that specific minidiry area.
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8 Respondingto Significant Concerns

Using the principlesin the policy, here is a sep-by-step procedure to help respond to a
sgnificant concern.

A person with or recelving areport of a ggnificant concern such as ingppropriate disciplinary
action or unsafe practices needsto:
consult with other leaders to ensure any ingppropriate or unsafe practices are sopped
and children are removed from any unsafe environments; and
notify the person responsible for the program in the local setting.

The person respongble for the program needs to:
take whatever steps are necessary to prevent such a Situation occurring again; and
judge if the matter has then been dedlt with adequatdly or, if serious enough, to be
referred to the leadership in the loca setting, for further action.

If serious enough, the leedership in the loca setting (such asthe minister or governing body)

needsto:
- refer the matter to the rlevant civil authorities and inform the Conference contact

person if they reasonably suspect a criminal offence has occurred,

investigete the Stuation to decide if anyone should be counsdlled, reprimanded,

sanctioned, suspended or dismissed;

if the decision is made to sanction, suspend or dismiss someone, aletter detailing this

should be sent to that person, the leader of the program, the leadership in the loca

setting and, if appropriate, the Conference contact person; and

ensure an incident report form is completed.
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9 Responding to Serious Breaches

Using the principlesin the policy, here is a step-by-step procedure to help respond to a
potentia serious breach such as a disclosure or alegeation of aphysica or sexud assault.

The first priority for a person aware of a potentia serious breach isto address the safety of the
child. Normally, thisis best done by the respongible leader in the local setting consulting the
parents of the child. However the child should not be returned to a situation of risk and an
dleged offender should not be involved in providing care.

If the child reqw resmedica attenti on, encourage the parents to coordinate this with the

Advu:e and Referrd Serwce workers. Only in extreme circumstances would the
leader arrange medica atention for the child.

If others are in danger, either as aresult of the disclosure or ongoing actions of the
dleged offender, take stepsto protect any other potentid victims.

If the child requires emotiona support, take steps to ensure thisis provided.

Any person receiving a disclosure or dlegation also needs to:
Refer the issue to the leadership in the locdl setting.

The Ieadershlp in the locd setting (such as the minister or governing body) needs to:
Immediately suspend from dl rolesinvolving the care of children and possibly al
leadership rolesin the church, anyone suspected of a serious breach, pending an
investigation. A person suspended should not have any contact with children who have
disclosed or aleged abuse.

Refer any suspected crime to the rlevant civil authority and follow their advice.
Inform the appropriate Conference contact and follow their advice on investigating the
gtuation.

If the invedtigation upholds a complaint, the leader will be suspended or dismissed
from dl leadership involving children, and possibly dl leadership in the church. If the
complaint is not upheld as a result of the investigation, or the matter is not proven, the
leadership in the local setting, in consultation with the Conference, will decide on the
terms of the regppointment of the leader to leadership involving children.

Notice in writing of the final outcome should be sent to the person, the Conference
contact person, the leadership in the local setting and if appropriate the coordinator of
the program. Ensure an incident report form is completed.
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