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I. Introduction

First Congregational Church of Berkeley (FCCB) seeks to create a safe and healthy environment in which children and youth can learn about and experience love of God and neighbor. We are committed to:

· treating all children and youth with respect and consideration.

· treating all children and youth equally regardless of sex, race, religion, or culture.

· using positive techniques of guidance such as redirection, positive reinforcement and encouragement rather than competition, comparison, and criticism.

· having age appropriate expectations and establish guidelines and environments that minimize the need for discipline.

· discouraging, refraining from and addressing any behavior that could be considered abusive to children or youth.

This policy establishes guidelines and procedures for the screening, selection, training, supervision, and conduct of all persons who work with children and youth at our church. Adequate screening of employees and volunteers who work with our children and youth is intended to address the concerns of parents and the general public regarding the safety of children at FCCB and to discourage and deter individuals with histories of inappropriate conduct with children. Adequate training and supervision of employees and volunteers who work with our children and youth are intended to alert volunteers and employees to the fact that FCCB is mindful of potential for abuse and will respond promptly and clearly to allegations of abuse and care for all involved. Training of volunteers and employees will also educate them about what constitutes abuse so that they can more adequately supervise the program activities, fulfill the requirements of the Children and Youth Protection Policy, and help promote and enforce it.

The policy also establishes reporting requirements and a response plan in the event that an allegation of child abuse is made. By taking steps to formalize strategies of prevention and response, we not only create a safer environment for our children and youth, we also protect our caregivers and volunteers from unfounded accusations and our church from the accusation that it has failed to take reasonable steps to prevent abuse.

II. Definitions

For the purpose of this policy the following definitions shall apply:

· “Minor” shall be defined as any individual under the age of eighteen (18), varyingly referred to as “preschooler,” “child,” or “youth.” 

· “Adult” shall be defined as any individual at least eighteen (18) years of age.

· “Worker” shall be defined as any adult who serves as a volunteer and/or paid person given the responsibility of working with or caring for minors.  

· “Child Abuse” is the inappropriate and harmful verbal, physical, emotional, or sexual behavior toward a minor. Child abuse includes any action that endangers or harms a minor's normal development and well-being. It also includes neglect or the failure to provide for the minor’s physical and emotional needs. Child abuse is sexual abuse when it involves minors in sexual activities that are not appropriate for the minor’s age. 

· “Criminal Background Check” (CBC) is the procedure used by the FCCB or other qualified agency to research the background of child/youth workers for criminal activity.


III. Children and Youth Worker Enlistment

A. Six months rule. No volunteer will be allowed to apply to work with minors until they have been a member or regular attendee of the church for a minimum of six (6) months.

B. Information Form. Every person desiring to work with minors and all paid church staff will be required to complete a Child/Youth Worker Information Form and a Consent for Criminal Records Check form (see Appendices). Failure or refusal to complete a Child/Youth Worker Information Form and sign a Consent for Criminal Records Check form will disqualify the person from working with minors.

C. Reference checks. After an Information Form is received, prior employment and volunteer service and personal references will be checked by a minister or paid Children and Youth Program staff.  Personal references will be telephoned and a written memorandum made of the contents of those telephone conversations. Prior employment and church service references may be contacted either in writing or by telephone.

D. Background checks. The church will conduct a registered sex offender review for all volunteers and paid staff via the Department of Justice website (www.nsopr.gov).  In addition, criminal background checks will be performed on each applicant after the applicant has signed the Consent for Criminal Records Check form (see Appendices), and prior to being enlisted as a worker. Annual criminal background checks will be performed on workers, randomly or as deemed necessary. Only the ministers and those authorized by the Church Council will have access to the criminal background check report.

E. Personal interview. After reviewing the Information Forms, checking all references, and receiving a criminal background check report, a personal interview will be conducted by a minister or paid Children and Youth Program staff.  Standard interview questions will be developed and used with volunteers and by search committees for paid staff.  These interview sheets will be filled out with the results of the interview and kept in the employee personnel file, as well as the reference checks and the Information Forms. These files will be locked and confidential, only to be opened by ministers or those authorized by the Church Council and will be maintained permanently on each worker, whether paid or a volunteer. 
F. FCCB Children and Youth Protection Policy.  The potential volunteer will be given and asked to read the church’s Children and Youth Protection Policy and sign a document indicating their receipt and understanding of the policy. 

G. Exceptions:  Those individuals, including teenagers (under age 18) who participate in children and youth activities on a substitute or one time basis, whether it be for child care, youth programs or Sunday School will not be screened according to the policy above.  Instead those potential volunteers will complete a Child/Youth Worker Information Form and be asked to sign acknowledgement of receipt and understanding of the FCCB Children and Youth Protection Policy.  They will be supervised at all times by FCCB staff or regular (screened) volunteer.
IV. Disqualifications

Whether disclosed voluntarily or by result of a criminal background check, the following items will automatically disqualify a volunteer from participating in the leadership, sponsorship or supervising of any activities or programs with minors:

Any conviction for:

· Criminal homicide

· Aggravated assault

· Sexual abuse

· Aggravated sexual assault

· Injury to a child

· Incest

· Indecency with a child

· Inducing sexual conduct or sexual performance of a child

· Possession or promotion of child pornography

· The sale, distribution, or display of harmful material to a minor

· Employment harmful to children

· Abandonment or endangerment of a child

· Kidnapping or unlawful restraint

· Public lewdness or indecent exposure

· Enticing a child. 
All charges for these crimes or charges or convictions for any other crimes not listed above will be reviewed only by the ministers or those authorized by the Church Council.  
V. Worker Training

New workers will be required to receive training to help them gain an appreciation for the reality of the concern.  This will help workers identify child abuse in the future if they see signs of it.  In addition, training in child abuse prevention will be provided as necessary so that volunteers and staff members receive training once every three years they serve. A Minister overseeing children and youth programs shall determine if there should be additional training sessions.  Training sessions should provide an overview of:

· Definitions of child abuse and what constitutes inappropriate conduct 

· The common symptoms of sexual and physical abuse

·  FCCB policies that govern working with children and youth, including the reporting procedures for observed or suspected abuse

·  Effective prevention strategies 

· The civil and criminal consequences of misconduct

· An account of the rationale behind screening and training procedures.

VI. Specific Acts and Omissions in Violation of the Policy

The following acts or omissions are violations of this Policy and will not be tolerated or accepted during any activity or program and are to be immediately reported to the designated program staff after the safety of the child, children, youth, or minor involved has been assured.

· Any direct observations or evidence of sexual activity in the presence of or in association with a minor.

· Any display or demonstration of sexual activity, abuse, insinuation of abuse, or evidence of abusive conduct towards a minor.

· Sexual advances or sexual activity of any kind between any person and a minor.

· Infliction or physically abusive behavior or bodily injury to a minor.

· Physical neglect of a minor, including failure to provide adequate supervision in relation to the activities of FCCB.

· Mental or emotional injury to a minor caused or exacerbated by worker.

· The presence or possession of obscene or pornographic materials at any function of FCCB.

· The presence, possession, or being under the influence of any illegal or illicit drugs.

· The consumption of or being under the influence of illegal or illicit drugs or alcohol while leading or participating in a function for minors at FCCB.

VII. Supervision of Workers

A. The church will adopt the “two adult” rule, which means no adult shall be left alone with a child, and requires a reasonable ratio of adult workers to be maintained in each situation involving the supervision of children.

B. Parental permission shall be obtained in advance for involvement in church sponsored programs, activities or whenever an adult might be spending time alone with a child in an unsupervised situation.

C. Church staff and volunteer directors will supervise on an ongoing basis and make unannounced visits into classes or other program sites from time to time. Supervisors shall complete a log to show which rooms, activities, time and date the classes or activities were visited.

D. An identification system shall be adopted so that the adults who drop off a child are the same adults who pick up the child. Permission slips will be available for adults to sign authorizing the release of the children to other adults.

E. In individual sessions with minors, parental permission shall be obtained prior to a minister meeting privately with a minor, or the two adult rule shall be used in that instance. Prior permission may be granted by parents to cover a particular time period (i.e., a school year) for their child to receive counseling from a particular minister.  The two adult rule includes notifying other staff on the premises that an individual session is taking place.  
F. Lists of workers who meet church approval as workers with minors shall be posted near each classroom or area where minors are cared for.

G. Programs with children and youth should be centrally located with windows in the doors.  All adjacent rooms and closets should be locked.  Activities should never take place in private rooms, offices or isolated parts of a building.

H. The church will use a “check-in/check-out” procedure for all kindergarten aged children and younger.

I. A list of possible violations and proper reporting procedures will be posted in each room where activities or programs for minors are conducted.

VII. Child Abuse Reporting

Any person, staff, volunteer, or other program participant, having cause to believe that a child’s physical or mental health or welfare has been or may be adversely affected by abuse or neglect shall report the person’s belief to one of the Ministers.  No FCCB staff member or volunteer should confront a parent or parents or suggest any suspicion of child abuse to the child or youth in question.  Rather, the suspicion should be communicated confidentially to one of the Ministers.  No one shall communicate details of any reported matter to any third party unless that person has a legal, business or pastoral reason to be informed of the results of any investigation or any actions taken in response to such an investigation.  This procedure is not only required as a condition of employment, but is also required by law.  Ministers must fully comply with the child abuse reporting statute.  Reports of incidents where the person responsible for the abuse or neglect is not known can be made to the local or sate law enforcement agency by calling 911 or 510-981-5900 and are required by law.  Third-party or second-hand stories are reportable if there is reasonable suspicion. 
A. If a child or youth worker suspects a case of child abuse, he or she must report his/her suspicions immediately to a minister.   The minister, upon hearing the report should take the following steps immediately:

a. Do not treat the suspicion as frivolous.

b. Commence an investigation immediately of the suspicion through open-ended questions to gather the basic information that might be needed.  This process is only to determine if there is reasonable suspicion and conclude as soon as possible.

c. It is the minister’s legal obligation to help report the incident within 24 hours to Alameda County 24 hour Hotline 510-259-1800.  
d. If the alleged or suspected abuse happened on church grounds or at a church-sponsored event, immediately contact the church’s insurance company to report the occurrence and contact its attorney.
e. The minister receiving the initial report will use the Reducing the Risk Checklist (see Appendices) to complete the church/staff responsibilities involved with the occurrence.

f. Data concerning the child, name, address and other pertinent information will be obtained through discussions with the initial reporter and other staff members. The name and address of the person responsible for the care of the child, if available, will be obtained.

g. After the information is secured, the minister will contact Alameda County Child Protective Services, recording details about when the contact was made, with whom, and pertinent information about the report.
h. Pastoral care will be extended to the victim or the victim's family and also to the accused. The accused shall not be confronted until the investigation of the claim has been made and the safety of the child or youth member is secured.

B. Maintain confidentiality of the investigation as much as possible.  Emphasize the confidentiality of the victim and any accused.  On the same day that the case is first reported verbally to the Alameda County 24 hour Child Abuse Hotline 510-259-1800, the report will be documented on a Youth and Child Incident Report form. A copy of this form must be sent to Child Protective Services within 36 hours.

C. Cooperate fully with the law enforcement officials.

D. In instances where child abuse is confirmed and a member of the ministerial staff is the perpetrator, the immediate supervisor should be contacted and advised.

E. Suspend any accused from the performance of duties involving children until the investigation has been completed.  If the accused is a paid employee, the executive officers of the church, the senior minister and chair of the personnel committee will decide whether or not his or her income shall be maintained or suspended until the allegations are cleared or substantiated.

F. If the suspected abuse occurred at church or a church-sponsored event, inform the victim and the victim’s family of the steps that are being taken, and continue to keep them advised of the status of the investigations. If child abuse is confirmed, ask the victim and the victim’s family what action they would like to take in the matter, and fully cooperate to address their requests within the bounds of a legal and prudent response (church legal counsel should assist in this determination).

G. In instances where child abuse by a church volunteering or staff is confirmed, the church should immediately dismiss the worker from that position. Consideration of membership termination should be considered, as appropriate in the circumstances.

H. In instances where the evidence is inconclusive, the church must take action depending on the strength of the evidence available and after consideration of the victim’s family’s requests.

I. Keep the congregation informed of the investigation with respect to matters which are not protected information, so that the congregation will hear about the investigation from within the church rather than from the news media.

J. Promptly take steps to plan for a response to the media and attempt to speak to the media only through one contact person so that the church can emphasize through the media to the public the church’s position on child abuse, its concern for the victim, and the extensive steps the church taking to address the present occurrence and to reduce the risk and provide a safe environment for other children.

K. Because we believe that each person is a beloved child of God, FCCB will provide appropriate support (e.g. counseling referrals) to all parties involved in any allegation of child abuse: the child or youth and parent/family, the accuser and the accused.

VIII.  Administrative Steps for Screening Employees and Volunteers

The paid staff for children and youth ministries will: 

1. Provide applicable forms to each potential volunteer or employee

a. Confirm that the forms have been completed

b. Initiate Criminal Background Check process

c. Upon receipt of Criminal Background Check, a minister will review each confidential Information Form
d. Interview or assign trained interviewer to conduct an interview of each new employee or volunteer

e. Interviewer will phone references for each new volunteer or employee and complete a reference check form and give it to the minister overseeing children and youth programs
f. Follow-up with new volunteer/employee

g. File all confidential Information Forms, reference check forms and criminal reference checks in locked confidential files in the Business Administrators office
h. Update the list of approved volunteers and staff members for child and youth work twice per year.

IX. Appendices—Forms

CHILD/YOUTH WORKER INFORMATION FORM 

It is the goal of this church to create a safe and secure environment for all children and workers who are involved in the activities of this church.  To facilitate this emphasis, it is necessary to gather pertinent information from those who desire employment or offer volunteer services to our children and youth. This information will be used for the sole purpose of helping the church provide a safe and secure environment for the children and workers.

Name: __________________________________________
Date: ________________________

Date of Birth: _____________________________
SS Number: _________________________

Have you ever used another name(s) than the one above? If yes, please list:

________________________________    ______________________________________

Current address: ______________________________________________________________

Time at current address: ________________________

Previous address: _____________________________________________________________

Current phone #: (Home) ____________ _________(Work) ___________________

Please respond to all questions that apply to the position you are applying/volunteering for:

Position applying/volunteering for:  ​​​​​​​​​____________________________________________

When are you available to work?  ______________________________________________

Do you have a valid driver’s license? ____ Do you have a commercial driver’s license? ____

License #: ________________________ State ​​​​​​​​​​​​​______________________

Current employer: ________________________ How long employed:  __________________

Name of Supervisor: _____________________________

Previous employers (within last five years)



Dates Employed

______________________________________________

______________________

______________________________________________

______________________

______________________________________________

______________________

______________________________________________

______________________

Is there any reason you should not work with children or youth? _________________________

_____________________________________________________________________________

Have you ever been the subject of a child abuse investigation? ____If yes, please provide details:

_____________________________________________________________________________

Have you ever been convicted of or pleaded guilty to a criminal offense against anyone? ______

If yes, please provide details: ______________________________________________________

Please list your educational background:

Name





Year

Degree or course of study

High School ______________________ 
________
____________________________

College. _________________________ 
_________ 
____________________________

Other (Specify) ____________________ 
_________
____________________________

Please provide the following church information:

What, if any, church affiliation do you have? _______________________________________

How long have you attended that church? ____________ Are you a member? ___________

List other churches you have been affiliated with and provide their city and state:

___________________________________________________________________________

___________________________________________________________________________

Have you ever worked with youth or children before? __________

List those places and city and state: 

___________________________________________________________________________

___________________________________________________________________________

Please tell why you believe you are prepared for the position you are applying for:

___________________________________________________________________________

___________________________________________________________________________

Please list at least two references:

Name:
______________________________   Phone: ________________________________

Address: _____________________________ How long have you known this person? ______

Name:
______________________________   Phone: ________________________________

Address: _____________________________ How long have you known this person? ______

Name:
______________________________   Phone: ________________________________

Address: _____________________________ How long have you known this person? ______

Name:
______________________________   Phone: ________________________________

Address: _____________________________ How long have you known this person? ______

I hereby give permission to make a thorough investigation of my past employment, education, and background and release now liability all persons, companies, or corporations supplying such information. I also release the church from any liability that might result from making such investigation. I understand that ally false statements or implications made by me in this Information Form or other required documentation shall he considered sufficient cause for denial of employment or discharge

Signature: _________________________________

Date: ______________________

REQUEST FOR CRIMINAL RECORDS CHECK

I hereby request ____________________________________________ (agency) to release any information which pertains to any record of convictions contained in its files or in any criminal file maintained on me whether local, state, or national. I hereby release said agency from any and all liability resulting from such disclosure.

Name (printed): _______________________________________

Signature: ____________________________________________

Maiden Name (if applicable): _____________________________

Print any and all aliases:

_______________________________________________________________________

Date of birth: ________________________________

Place of birth: _______________________________

Social Security Number: _______________________

Today’s Date: ___________________

Record sent to:

Name: _____First Congregational Church of Berkeley attn: _________________(staff name)__

Address: _____2345 Channing Way, Berkeley, CA 94704____________

YOUTH AND CHILD ACCIDENT/INCIDENT REPORT

Date: ____________________  Name of Preparer: (printed) _________________________

Is this an accident___
incident_____
allegation ____other (specify) ___________________

Name(s) of child(ren)/youth: _________________________________________________

_________________________________________________________________________

How vas the incident brought to your attention?___________________________________

_________________________________________________________________________

Adults witnessing or present during incident _____________________________________

Person reporting the incident: _________________________________________________

Date, time, and location of incident: ____________________________________________

Description of the incident as reported or witnessed: _______________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Did anyone else witness the event? If so, list names: _______________________________

______________________________(have at least one witness complete a Witness Report)

Were there visible injuries? If yes, please list _____________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

How were the injuries treated? ________________________________________________

_________________________________________________________________________

Who treated the injuries? ____________________________________________________

Were parents/guardians notified? _______List the date/time: ________________________

Is this an incident requiring mandatory reporting to authorities? ________

Were any authorities notified? ______Who? ________________When? _______________

Was the insurance company notified? ____________________ When? ________________

What other aspects or details do you need to include? ______________________________

_________________________________________________________________________

_________________________________________________________________________

Signature: ________________________________
Position: ________________________

YOUTH AND CHILD ACCIDENT WITNESS REPORT
As a witness to a reported accident or incident, what you heard and witnessed is important. Please state in your own words only what you saw and hear regarding the incident/accident.

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Are you aware of any others who may have been a witness or have information regarding this incident/accident?
If so, please list their names:

_________________________________________________________________________

_________________________________________________________________________

Name (printed): _______________________
Signature: ______________________

Position held (if any):
_____________________
Date: __________________________
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