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UNDERSTANDING THE NEED 
 

The following has been excerpted from the Plan to Protect Children/Youth 

manual written by the Christian and Missionary Alliance National Church 

Education Children‟s Committee (2000).  Its purpose is to provide guidelines to 

protect every age level and to promote spiritual growth.   These guidelines are 

set forth to provide a safe and nurturing environment in which we can bring our 

children to the Saviour. 

 

Gateway Church has a spiritual, moral and legal obligation to provide a secure 

environment for children, youth and volunteers who participate in its ministries.  

Child abuse is a violation of God‟s moral law [Please read Mark 10: 13-16; 1 

Thessalonians 5:22; Ephesians 5:3; Matthew 18:6; Galatians 6: 1-2].  It is a criminal 

offense as well as a violation of human conscience and dignity.   The emotional, 

physical and spiritual trauma to victims, the destructive consequences for 

abusers and the devastating effects on the credibility of the church ministry and 

the name of Christ make it essential that the church take all appropriate steps to 

aid in the prevention of abuse. 1 

 

Increasingly and often more dramatically, churches and their personnel (i.e. 

staff, directors, officers and ministers) are being held accountable for the acts of 

individual abusers within the church even though neither the church, nor its 

leaders were aware of the abuse or condoned it.  Churches are being sued in 

Civil Courts for damages sustained by victims and their families.   

 

Pro-active measures are therefore needed in order to reduce the risk of abuse 

to children in our care, including the proper screening, training and supervision 

of those individuals working with children and young people.” 2   These measures 

are not intended to restrict ministry but rather to safeguard all who are involved.  

  

CHILD ABUSE DEFINED 
 

 
“Abuse is defined as a non-accidental physical or mental injury or mistreatment 

caused by the acts or omissions of parents or caregivers.”3 

 

 

 

 

   



 3 

CHILD PROTECTION PROCEDURES 

 

Safety and security are primary concerns for the children and families who 

attend our church.  At the same time, we are also concerned for the adults and 

teens that volunteer to minister to children.  We need to work towards providing 

a safe environment for effective ministry to children.  In light of this goal, we 

have adopted these procedures for the protection of our children and our 

volunteers.   

 

 

A. Classroom Staffing and Supervision Guidelines 
 

God‟s word directs us to conduct ourselves in a godly manner being an 

example of obedience, respect and honesty to those who are in our care.  

Our desire is to provide a safe, loving classroom where the child feels 

comfortable and learning can take place.   

 

1. Two Leaders 

 

A minimum of two leaders should be present in any room with children 

except in the event of an emergency.   An alternative to the two adult 

guideline is the open door policy. 

 

2. Open Doors 

 

When it is necessary that only one adult leader is in the room with children 

(e.g. leader leaves room to take children to the washroom; a small church 

where there is 1 teacher for a classroom of 2-4 children), the door of that 

room should remain open.     

 

3. Family Protection 

 

In the event that immediate family members want to minister together in 

the same classroom, we recommend the presence of one other volunteer 

who is not related to the family.  

 

4. Teacher/Student Ratios 

 

Adequate staffing is necessary to provide effective care and teaching.  

The recommended ratios are: 

 

 One leader for every 3 infants (birth – 12 months).  

 One leader for every 4 toddlers or preschoolers. 



 4 

  One leader for every 7 – 10 elementary-age children. 

 

5. Supervisory Staff 

 

The supervisory staff should make regular visits to the classroom to make 

sure the class is properly staffed and supervised. 

 

  

B. Child Security 
 

When parents bring their children to our classrooms, we are responsible for 

their safety and security until they are once more in the care of the 

parent.   

 

1. Dropping-Off and Picking-up of Children 

 

The Nursery, Pre-School, and Flipside programs will use the same drop-off 

and pick-up procedures: 

 

(i) When children are dropped off at the nursery, pre-school, or 

Flipside programs (SK – grade 2 ONLY) the parent/guardian 

will receive a security number tag that corresponds to the 

number for that child on the sign-in sheet and/or nametag. 

  

(ii) A sign-in and sign-out sheet is provided for the nursery and 

preschool programs.  It is recommended that this sheet 

include each child‟s name, parents‟ name and location 

during the service.  Space should be provided for parents to 

list any special needs.  A sign-in and sign-out column for the 

parent to initial should be included on this form.  

 

(iii) Children should never be dropped off in a classroom without 

a teacher present.  If only one teacher is present, the door 

must be left open. 

 

(iii) All children will only be released into the care of the child‟s 

parent or ADULT designate.  This is done only on the basis of a 

security number card.  Children in grades 3 – 5 do not require 

security number tags or to be released to an adult. 

 

(iv) We advise that parents do not enter the nursery; pre-school or 

classroom when picking up their child unless requested to do 
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so.  This enables the staff to maintain order and provide a 

better level of security. 

 

 

C. Washroom Guidelines 
 

1. Nursery 

 

a. Diaper changing areas should be located where at least one other  

volunteer can view the changing procedure.  

 

b. It is recommended that adult volunteers be assigned to change 

diapers and that for the protection of our male volunteers, adult 

female volunteers take children to the washroom ensuring that the 

outer door is propped open. 

 

c. It is recommended that the diaper changing procedure that utilizes 

universal precautions concerning blood-borne pathogens be 

followed for changing diapers. 

 

2. Preschool  

 

We strongly recommend that parents take their children to the washroom 

prior to each class or service.   

 

a. We recommend that two female adults escort a group of children 

to the washroom.  Some churches may not have two adults 

available; therefore we suggest that hallway or safety monitors 

(preferably female) be appointed to assist with washroom and 

security duties. 

 

b. If just one child must go to the washroom, the adult female 

volunteer should escort the child to the washroom and prop the 

outside door open.  The volunteer should then remain outside the 

washroom door and wait for the child before escorting him or her 

back to the classroom. The volunteer should call the child‟s name if 

he or she is taking longer than seems necessary. 

 

c. Never be alone with a child in an unsupervised washroom and 

never go into the cubicle with a child and shut the door. 
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d. If preschool children need assistance in the washroom, an adult 

may enter the washroom cubicle to assist under the following 

guidelines: 

(i) A second adult should be within visual contact.  

 

(ii) The outside washroom door must be propped open and the 

adult must stand in the open cubicle doorway.  

 

(iii) Only women assist both girls and boys in the washrooms.  For 

the protection of our male volunteers from false accusations, 

it would be wise for men to avoid assisting boys or girls of any 

age in the washrooms.  

 

3. Elementary 

 

a. A child in grades senior kindergarten through grade 2 should not be 

sent to the washroom alone, but should be accompanied by a 

female adult volunteer.  A child in grades three through five must 

go to the washroom with a buddy after collecting a washroom 

pass. 

 

b. In the case of SK – grade 2 child: The female adult volunteer should 

escort the child to the washroom and prop the door open to make 

sure that everything is in order.  The volunteer should then remain 

outside the washroom door and wait for the child before escorting 

him or her back to the classroom.  The volunteer should call the 

child‟s name if he or she is taking longer than seems necessary. 

 

c. There is to be absolutely no touching.  If a child needs assistance in 

the washroom, verbal instructions must be given or the 

parent/guardian be summoned. 

 

c. Never be alone with a child in an unsupervised washroom and 

never go into the cubicle with a child and shut the door. 

 

 

D. Health and Safety Guidelines 
 

1. Sick Children 

 

A child who is ill and could therefore expose other children and workers to 

illness should not be received into the nursery, pre-school, or classroom.  

Some signs of illness include unusual fatigue or irritability, bad coughing, 
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sneezing, runny nose (green discharge) and eyes, fever (or had one in the 

past 24 hours), vomiting (or during the past 24 hours), diarrhea (or during 

the past 24 hours), inflamed mouth and throat or other obvious infection.  

Any child with a known communicable disease (for example, 

conjunctivitis) should not be received into the nursery, pre-school, or 

classroom. 

 

2. Medications 

 

a. Volunteers are not to give or apply any medication.  If a child 

needs medication, the parent should administer it.   

b. Medication should not be left in the classroom.  If medication is 

brought with the child, it should be left with the ministry supervisor.  

c. In extreme cases where Epi-pens and puffers are needed for 

allergies or asthma, arrangements should be made with an adult 

volunteer along with written instructions from the parent.  It is 

preferred that the Epi-pens or puffers be stored in a pouch or bag 

with the child. 

d. Medication also includes the application of baby powder and 

ointments during diaper changing.  These topical medications 

should be used only when instructed to do so by the parents.   

 

3. Emergencies 

 

a. A cell phone is available in the nursery as well as with the Sunday 

A.M. Coordinator.   

 

b. Fire emergency procedures should be reviewed semi-annually.  

These procedures are posted in a visible place in each classroom 

and hallway stating the planned route of escape to the nearest 

exit.    

 

c. A first-aid kit is available for all children‟s ministry programs.  The 

nursery and pre-school share one kit and the Flipside program has 

one centrally located at the Flipside table.  Procedures for dealing 

with cuts or injuries involving blood are located in the first-aid kit. 

 

d. A parent should be contacted when an injury, accident or medical 

emergency occurs.  The parent will be summoned either through 

the number notification system or personally.  Please inform parents 

of all “minor” injuries at the time of pick-up. 

 

e. Any accident resulting in injury should be reported to the ministry 

leader in charge. (See Appendix for Incident Report) 
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E.  Proper Display of Affection 
 

1. Appropriate Touch 

 

Physical touch is an important element in the communication of love and 

care.  Volunteers need to be aware of, and sensitive to, differences in 

sexual development, cultural differences, family backgrounds, individual 

personalities and special needs.  Physical contact with children should be 

age and developmentally appropriate.  The following guidelines are 

recommended as pure, genuine and positive displays of God‟s love. 

 

a. Speak to the child at eye level and listen with your eyes as well as 

your ears.  

 

b. Hold the child‟s hand when speaking, listening or walking him or her 

to an activity. 

 

c. Put your arm around the shoulder of a child when comforting or 

quieting is needed. 

 

d. Pat a child on the head, hand, shoulder or back to affirm him or her. 

 

e. Gently hold the child‟s shoulder, hand or chin to keep his or her 

attention while you redirect the child‟s behaviour.   

 

f. Hold a preschool child who is crying. 

 

g. All touch should be done in view of others. 

 

2. Inappropriate Touch 

 

The following types of touch much be avoided: 

 

a. Kissing or coaxing a child to kiss you. 

 

b. Extended hugging and tickling. 

 

c. Touching a child in any area that would be covered by a bathing 

suit except when assisting a child with toileting as outlined 

previously. 

 

d. Carrying older children or having them sit on your lap. 
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e. Being alone with a child. 

 

f. Avoid prolonged physical contact. 

 

 

F. Special Event Policies 
  

Churches are encouraged to conduct field trips and special event 

activities.  In conducting these events, you need to consult the church 

insurance policy to ensure that liability coverage is sufficient.   The 

following precautions need to be taken with these activities. 

  

1. Field Trips and Special Events 

  

a.                Off-campus activities should be pre-approved by the church 

leadership.  Parents should be notified at least one week prior to the 

outing. 

  

b. Proper written consent and medical release forms are required for 

each child participating in field trips and special events.  Forms must 

be kept in the leader‟s possession during trips and events. 

(Appendix 12) 

  

c. All trips and outings should be supervised by a minimum of two 

approved, unrelated adult leaders, preferably male and female. 

  

d.                All drivers transporting children during an activity must have a valid 

driver‟s license and current automobile insurance in accordance 

with the church insurance policy.  The number of occupants in the 

vehicle should not exceed the number of seat belts.  Seat belts must 

be worn. 
  

e.                When planning local special events, it is preferred that parents 

drop off and pick up their children at the event location.  For out of 

town events, it is recommended that a commercial carrier be used. 

  

f. Any one-on-one appointments with children should be conducted 

in a public place with parents dropping the children off and picking 

them up. 
  

g.        Other previously outlined PTP guidelines such as the open door 

policy, washroom guidelines and health and safety 

guidelines should be adhered to at special events and field trips. 
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G.   Discipline and Classroom Management 
 

God‟s definition of discipline is outlined in Hebrews 12:7-11.  “Discipline is 

not something you do to a child, it is something you do for a child.  The 

word discipline does not mean punishment.  It comes from the root word 

disciple, which means training that molds character, behaviour and 

values.  Rather than seeking to merely maintain control or keep children 

quiet, our goal in managing children‟s behaviour should be to shape their 

character in such a way that they will become disciples.”4 

 

1. Preventative Discipline5  

 

a. Create a loving, caring atmosphere. 

 

b. Arrange your environment for children and for learning. 

 

c. To gain respect you must grant respect. 

 

d. Establish and communicate realistic expectations for the children. 

 

e. Be sure the activities that you provide are meaningful and age-

appropriate. 

 

f. Be fair and consistent with all children. 

 

g. Be sure your focus is on positive actions. 

 

h. Be aware of children with special needs. 

 

2. Remedial Discipline6   

 

a. Explain to the child why the behaviour is unacceptable. 

 

b. Redirect the child to positive action. 

 

c. Explain the consequences of unacceptable behaviour by defining the 

correct way to behave as well as the result of the wrong behaviour. 

 

d. Offer choices that are acceptable to both you and the child. 

 

3. Classroom Rule Suggestions: 

 

1.  Keep your hands to yourself. 
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"Make sure that nobody pays back wrong for wrong, but always try to be 

kind to each other…"(1 Thessalonians 5:15) 

 

2.  Only one person talks at a time and only kind words can be used. 

“Do not let any unwholesome talk come from your mouths, but only what 

is helpful for building others up…" (Ephesians 4:29) 

 

3.  Treat everyone in the class, as you would like to be treated. 

“Do to others as you would have them do to you.” (Matthew 7:12) 

 

4.  Respect everyone in your class. 

"Be kind and compassionate to one another, forgiving each other, just as 

in Christ God forgave you." (Ephesians 4:32) 

 

5.   Obey your leaders. 

“Everyone must submit himself to the governing authorities, for there is no 

authority except that which God has established.” (Romans 13:1) 

 

6.   Always look for ways to help. 

“Your attitude should be the same as that of Christ Jesus…taking the very 

nature of a servant." (Philippians 2:5-7) 

 

7.  Show that you love God by obeying His rules. 

“You are my friends if you do what I command.”  (John 15:14) 
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REPORTING PROCEDURES 
 

A. Obligation to Report 
 

Any person who has reasonable grounds to believe that a child is in need 

of protection is legally required to report the matter to a social worker in 

the local office of the Department of Social Services or to the Police.  A 

person who knowingly fails to report in these circumstances is in violation 

of the law and may be found to have committed an offense.  Should you 

have questions regarding the specific incident you are facing, an 

anonymous call can be placed to the Department of Social Services to 

clarify whether or not this situation constitutes a reportable offense.  

 

The Child and Family Services Act protects an individual when a report is 

made.  No action would be taken against a person making a report 

unless it is made maliciously or without reasonable grounds for the belief. 

 

1. Who Must Report 

 

All volunteers and paid staff who are involved in ministry to children or 

youth should immediately communicate any items of concern to the 

ministry leader and the Senior Pastor or Children‟s Pastor.  They will work 

together with you in contacting the Department of Social Services or the 

Police.  A report form will be given for you to complete. 

 

2. What To Report 

 

All volunteers and paid staff need to report any matters relating to child 

abuse or neglect of which they have knowledge or have observed within 

the scope of their duties.  It is not the responsibility of the reporting person 

or the paid staff to substantiate any allegations or suspicions.  

 

A child is in need of protection under the Family and Child Services Act if 

he or she is: 

a. abused or neglected so that his or her safety or well-being is 

endangered,  

 

b. abandoned, 

 

c. deprived of necessary care through the death, absence or 

disability of his or her parent, 
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d. deprived of necessary medical attention,  

 

e. absent from his or her home in circumstances that endanger his or 

her safety or well-being. 

 

Additional signs of abuse to watch for are as follows: 

 

a. has an unexplained injury – a patch of hair missing, a burn, a limp, 

or bruises, 

 

b. has an inordinate number of „explained‟ injuries such as bruises on 

his/her arms and legs over a period of time, 

 

c. gives verbal testimony, 

 

d. makes drawings in conjunction with verbal testimony, 

 

e. through writing, prayer requests or play situations may allude to 

incidents, 

 

f. exhibits an injury that is not adequately explained, 

 

g. complains about numerous beatings, 

 

h. complains about others „doing things to them when others are not 

at home‟, 

 

i. wears long-sleeved tops during the summer to cover bruises on the 

arms,  

 

j. is consistently dirty and smells or has bad teeth or hair falling out,  

 

k. is regularly inadequately dressed for inclement weather. 

 

(For specific indicators of abuse in children, see Appendix) 

 

Abuse or neglect need not have already occurred for a child to be in 

need of protection; it is not necessary to wait until a child has been 

harmed to intervene.  When abuse or neglect can be reasonably 

anticipated and there are reasonable grounds to believe a child is in 

need of protection, the legal obligation to report applies. 

 

Historical abuse or neglect, that is, abuse or neglect that occurred in the 

not very recent past, must be reported wherever there are reasonable 
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grounds to believe that a child may be in need of protection.  If the 

alleged offender is in regular contact with a child or children, irrespective 

of whether it is the same child or children abused in the past, there may 

well be grounds to believe that the child or children are at risk based on 

the offender‟s past behaviour.  It is particularly vital to report these cases 

where the alleged abuser is in a position of trust. 

 

3. Confidentiality 

 

It is extremely important in these matters to keep the information 

confidential at all times. Any suspicions of abuse should be directed only 

to the ministry leader and the Senior Pastor or Children‟s Pastor.   

 

The only claim of confidentiality that overrides the legal duty to report is 

solicitor-client privilege.  Therefore physicians, pastors and others who 

consider their professional relationships confidential for certain purposes 

are not exempt from the duty to report child abuse or neglect. 

 

4. Responding to the Child  

 

When the child first comes to you, be sure to take his or her word seriously.  

Don‟t deny the problem, but stay calm and listen.  Give emotional 

support, reminding the child that he or she is not at fault and was right to 

tell you about the problem.  Do not promise the child you will not tell 

anyone.    

 

5. Summary of Steps 

 

a. Gently affirm the child. 

 

b. Immediately report any suspected abuse to the appropriate 

ministry head and one of the Pastors.  Complete the „Suspected 

Abuse Report Form‟.  (See Appendix) 

 

c. It is the responsibility of the individual, with the assistance of the 

pastoral staff, to report to the Department of Social Services or to 

the Police.  Absolute confidentiality is maintained by the 

Department of Social Services. 
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INCIDENT REPORT 
 
The incident report should be completed (both sides) as soon as possible after the incident 

occurs and should include as detailed a description of the situation as possible. 

 

Student Name  _________________________________________ Phone #  __________________________ 

 

Address  ____________________________________________________________________________________ 

 

Nature of Injury/Incident  _____________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

Incident Date  __________________________________ Incident Time  _____________________________ 

 

Incident Location  ______________________________ Event Title  ________________________________ 

 

All Leaders Present  __________________________________________________________________________ 

 

 

What happened?  ___________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

Why did it happen? _________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

What action was taken?  ____________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

 

 

  Contacted Parents  Parents‟ Response  ______________________________________________ 

 

_____________________________________________________________________________________________ 

 

Parent Name  _________________________________ Signature  ________________________________ 

 

 

 

Leader‟s Name  ________________________________ Signature   ________________________________ 

 

Witness Name  _________________________________ Signature  ________________________________ 
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òSYMPTOMS OF MOLESTATIONó7 
 

Church workers and staff should be alert to the physical signs of abuse and molestation, 

as well as to behavioral and verbal signs that a victim may exhibit.  Some of the more 

common signs are summarized below (Slogan, 1983).  IT IS RECOMMENDED THAT TEEN 

VOLUNTEERS REVIEW THIS INFORMATION WITH A PARENT, CAREGIVER OR MINISTRY 

LEADER. 

 

Physical signs may include: 
 

 lacerations and bruises 

 nightmares 

 irritation, pain, or injury in the genital area 

 difficulty with urination 

 discomfort when sitting 

 torn or bloody underclothing 

 venereal disease 

 

Behavioral signs may include: 
 

 anxiety when approaching church or nursery area 

 nervous or hostile behaviour toward adults 

 sexual self-consciousness 

 „acting out‟ of sexual behaviour 

 withdrawal from church activities and friends 

 

Verbal signs may include the following statements: 
 

 I don‟t like (a particular church worker) 

 (a church worker) does things to me when we‟re alone 

 I don‟t like to be alone with (a church worker) 

 (a church worker) fooled around with me 
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SUSPECTED ABUSE REPORT FORM 
 
Date ________________________________________________________________________________________ 

Name of Student  ___________________________________________________________________________ 

Age of Student  ___________________ Grade  ____________________ Birth Date  __________________ 

Address  ____________________________________________________________________________________ 

Postal Code  ___________________________________ Phone #  _________________________________ 

Parents‟ Names  ________________________________ Siblings‟ Names  ___________________________ 

Name of Person Filing Report  ________________________________________________________________ 

Name of Pastor Receiving Report   ___________________________________________________________ 

Name of Social Worker  _______________________________ Phone #, Extension _________________ 

 

Nature of suspected abuse (physical, sexual, emotional, neglect) ______________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

Indications of suspected abuse (including facts, physical signs and course of events)  

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

Action taken (including date and time) _______________________________________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 

 

Signed ________________________________________ Signed ____________________________________ 

 (Person Reporting)     (Pastor) 

 

The above information will serve as a guide and will be necessary if a formal report is filed with 

the police or appropriate government agency.  All information received is to be kept STRICTLY 

CONFIDENTIAL. 
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