
New Hope Community Church (NHCC) 

       ~ Child Protection Policy ~ 
April 2019 

 
The purpose of this policy is to protect the children who attend New Hope Community Church and its events.  
The leadership and children’s ministry team feel this policy will help protect the wellbeing of each child.  
Cooperation, understanding and respect between the children’s ministry workers and families will guard the 
wellbeing and integrity of every person.  
 

1. SCREENING PROCESS   All adults (18+) who work with children / minors must be screened and undergo a 
National background check prior to volunteering or being hired. All youth (14-17) who work with children 
must be screened and will also consent to a background check. The steps and checklist to be used in the 
Screening Process are listed in APPENDIX A. Before the Screening Process Checklist is completed, it must 
be approved and signed by a pastor to ensure private matters are taken into account that might be 
unknown to office staff and childcare supervisors.  All volunteers must read and agree with NHCC’s Child 
Protection Policy and Appendixes A-F; also, they must agree with and shall abide by NHCC’s “Core Values” 
and “Foundational Truths,” as stated on NHCC’s website (NHCChurch.org.) 

 

2. BACKGROUND CHECKS / APPLICATIONS   All adult childcare workers and youth group leaders (18+) are 
required to submit online consent to a national background check every 4 years (subject to change).   In 
addition to the online consent to a national background check, non-Core Members must submit a paper 
NHCC Children’s Volunteer Application with a testimony and 2 non-familial references. Youth childcare 
workers (14-17) will submit the same NHCC Children’s Volunteer Application.  Background checks will be 
processed for youth on the Washington state level, or on the National level if the minor has lived out of 
state for an extended period. Every year thereafter, the office will re-run a Washington-only state 
background check on all childcare workers or youth leaders. 

 

3. ONLINE TRAINING   All adult workers and leaders must complete the Protect My Ministry “Child Sexual 
Abuse Prevention Training Course” within 30 days of volunteer start date and receive a passing grade 
(retaking the course is an option). All volunteers must repeat the training course once every two years.  If a 
volunteer has not completed the training within the requested time, they will be given a break from 
volunteering until they are able to complete the training.  All youth (14-17) are encouraged, but not 
required, to watch the training videos, after a parent has signed the Youth Volunteer Training Permission 
Form. Parents of youth volunteers are encouraged to preview the training before youth take the course. 

 

4. CONVICTED OF ABUSE   Adults who have been convicted of either sexual or physical abuse or have a 
history of inappropriate conduct with children will not be employed and shall not volunteer service in any 
church-sponsored activity or program for minors. 

 

5. VICTIM OF ABUSE   Adult and youth survivors of childhood sexual or physical abuse, with proper screening 
and background checks, may volunteer or be hired to work with children. 

 

6. TWO-PERSON RATIO   Hired babysitters and volunteers who work with children and youth shall observe 
the “two-person rule” at ALL times. The “TWO-PERSON RULE” requires that employees, volunteers and 
supervisors shall have two adults present when in the presence of any youth or child, avoiding situations 
where a worker is alone with any children or youth who is not his or her own. The “TWO-PERSON RULE” 
will be MANDATORY for all employees and volunteers with our NURSERY through 5th-GRADE CHILDREN. If 
possible, it is recommended that each classroom have a 3rd worker (teen or adult) in addition to the “two-
person” team, preferably a female. Helpers who are minors under the age of 14 may help out in a 
classroom with supervisor’s pre-approval, but will be considered part of the children ratio and will not be 
considered a ‘youth volunteer.’  If a youth volunteer and one adult have entered a room to prepare for 
children and the second adult volunteer has not entered the room yet, the first adult must make every 
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reasonable effort to avoid being alone with the youth such as waiting in a larger room together or, at least, 
keeping the door propped open, keeping all interaction in public view. All adult workers are required to be 
to the classrooms before children arrive.  The main teacher / leader should be a Core Member. 

 

7. CLASSROOM SIGN-IN & SIGN-OUT Procedures     Each regularly-attending family will be asked to fill out a 
Classroom Permission Form, which will be kept in a classroom binder.   This permission form will allow 
each family to list up to 4 extended adult family members, in addition to parents, authorized to sign 
children out of classes for diaper-changing, feeding, restroom breaks or to go home for the day.  

 

Sign-in:  Families Nursery - Kindergarten will sign-in children on clipboards at classroom doors.  
Families 1st – 5th grade will be checked-in in the foyer. Parents may permit their 1st – 5th grade children 
to check themselves in with their teachers (in the foyer, or at the portable if the class has already left 
the main building) without parent’s assistance. Safety of 1st – 5th children at / before check-in is a 
parent’s responsibility and teachers shall not take any responsibility for children who have not been 
checked-in, whether by self or by parent.  Note: some other ministries at New Hope such as M.O.M. 
and AWANA may adopt a different sign-in and out procedure. 

 

If a child is already on file, sign-in should be quick and easy.  No security cards will be required for 
a child already on file.  

 

If a family is visiting (not on file) or if a child’s temporary care-taker for the day is not a pre-
authorized family member on file, a security card will be signed for upon signing in the child. Teachers 
shall not check in a 1st – 5th grader who is not on file without a parent present. This will make it 
possible for the parent to sign out for a security card, necessary to retrieve their child at the end of 
class.   

 

Sign-out:  To pick up a child from any classroom (Nursery – 5th grade), the child needs to be signed 
out for on the clipboard by an adult.  To release the child, the worker will verify that the adult is a 
parent or authorized family member (in the binder).  If the worker does not personally know the adult, 
the worker may ask to see ID to verify him or her as an approved adult to pick up that child.  To release 
a child not on file, the worker will verify that the security card being returned matches the number that 
was signed for at drop-off.  

 

Childcare Worker sign-in:    Each worker and helper in every classroom from Nursery age to 5th 
grade will sign themselves in on the sign-in clipboard.  Each sign-in sheet will be turned in to the office 
to be kept on record after the day is through. 

 

8. DIAPER-CHANGING Policy & Procedures   Hired babysitters and volunteers who work with children shall 
not change any diapers, unless parents have signed a Diaper-Changing Permission Form.  Once on file, the 
Diaper-Changing Permission Form will apply to all childcare scenarios at NHCC.  If a family has chosen not 
to give diaper-changing permission on a regular basis, the parent may give special diaper-changing 
permission for a special event, but must note on the form the specific date(s) the permission is only valid 
for.   With diaper-changing permissions, a female worker may change a child’s diaper (following the “two-
person” rule by keeping two adults in view) and must record the diaper-change on the Diaper-Changing 
Log (same sheet as the permission form.)  And diapers changed by parents or pre-authorized family 
members will not require a Diaper-Changing log.  When the provided diaper-changing log is full, the 
permission form must be turned in to the office for records and traded out for a new photo-copied 
permission form. If a diaper needs changing and there is no diaper-changing permission on file for the 
child, a paging system will be utilized in contacting the parent or a pre-authorized family member (requires 
pre-written permission on the Classroom Permission Form.)  The parent or authorized family member will 
need to sign the child out of the classroom temporarily and sign the child back in when returned.    
 

9. RESTROOM Policy & Procedures   On regular Sunday mornings, classrooms will not be expected to take 
regularly-scheduled restroom breaks. If a child (age 3 – 5th grade) needs to use the restroom, a paging 
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system will be utilized in contacting the parent or a pre-authorized family member (requires pre-written 
permission on the Classroom Permission Form.)  The parent or authorized family member will need to sign 
the child out of the classroom temporarily and sign the child back in when returned. While Sunday 
morning childcare workers will not usually be expected to take children to the restroom, these procedures 
must be followed by any classroom in any scenario, including Sunday School, AWANA, M.O.M, etc:    

 

Preschool Restroom Procedures:   If it is absolutely necessary to take children to the restroom 
during class time, two screened adult childcare workers may be utilized to escort a preschool child to a 
restroom.  When at the restroom, the women’s restroom will be the only restroom used and the 
women’s main restroom entrance must be propped open.  One female worker, if requested, may assist 
a boy or girl (age 3 – 6) in the restroom with the stall door open, while the second worker must remain 
in the hallway with any remaining children and must be able to see into the restroom.  If extra workers 
are needed to complete a “two-person” team for a Preschool restroom visit, any available volunteer 
currently approved for childcare may be utilized, provided that only female childcare workers are 
assisting children in restroom stalls. 

  

1st – 5th Grade Restroom Procedures:  To take 1st – 5th grade children to the restroom during class 
time, two screened adults may escort children using the “two-person” rule.  After the women’s and / 
or men’s restroom are scanned by the workers, the children may enter the appropriate restroom alone 
without the doors being propped open.  While children are in the restroom(s), the doors of the 
restrooms in use shall be monitored and guarded by the two adults in the hallway. No 1st – 5th grade 
child should be permitted to use the restroom until every man and woman has evacuated the 
restroom; no adults, including childcare workers, should be permitted to use the restroom until every 
child has evacuated the restroom.  Any Safety Team Member may be utilized as part of a “two-person” 
ratio in 1st – 5th Grade Restroom visits. 

 

10. YOUTH MINISTRY Volunteer Ratios & Guidelines   Youth leaders must abide by the “two-person rule,” 
keeping two or more adults staffed anytime the building is opened to youth. If a second youth leader has 
not arrived at the building, the first leader must make every reasonable effort to avoid being alone indoors 
with youth (such as in a building or vehicle), keeping all interaction in public view or outdoors. The 
preferred adult volunteer ratio by NHCC is two male adult volunteers and two female adult volunteers for 
any youth meeting or event. When counseling is needed by a youth, and two adults are not able to be 
present, one adult may offer counsel, provided that they do so in a place where they can be observed by 
others. Every reasonable effort should be made by youth leaders to keep exceptions to the “two-person 
rule” to a minimum.  Youth students should be required to keep from being alone with any student OR 
adult of the opposite sex on the church property or at a youth event.  Procedures regarding youth and 
“two-person rule” guidelines while in a vehicle will be explained in APPENDIX E.  

 

Guest Speakers at Youth Group:   If the Youth Group has a guest speaker join them for an evening, 
the guest adult must be appropriately screened.   

 

Special Events:    Parents of youth will be required to fill out a special Youth Event Permission Form 
for any outing that requires carpooling and / or time spent away from the church building and a Youth 
Medical Release Form.   

 

11. PHYSICAL & SOCIAL INTERACTION   
Physical:    All childcare workers and youth leaders should avoid physical contact that could be 

interpreted as inappropriate.  Workers and leaders shall practice the “safe side hug” rule with all youth 
and minors and all members of the opposite sex. The “safe side hug” rule requires two individuals to 
hug only when side by side, allowing only one arm to wrap around the other person.   Some exceptions 
to the “safe side hug” rule are as follows: when the individuals are family members or when holding 
babies and toddlers (never lying side by side on the ground.)  All volunteers should avoid having 
anyone of the age of 3 or more sitting on their laps.  For example, when reading children a story, 
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workers are encouraged to opt for a chair, as opposed to the floor, to avoid children from sitting on the 
adult’s lap without invitation. All workers and leaders should avoid giving unnecessary physical touch, 
such as tickling with any age, as well as giving shoulder massages to members of the opposite sex.  To 
see a detailed list of appropriate and inappropriate touch, refer to APPENDIX F. 

 

Social:    Childcare workers and youth leaders are encouraged to avoid any unnecessary 
interactions via texting, emailing, or private messaging on social media with any minor or youth of the 
opposite sex, avoiding any appearance of inappropriate emotional attachment.  Example: a male youth 
leader should never initiate social media interaction with a female student; if a female student reaches 
out via personal messaging to a male leader, he should defer the conversation to a female as quickly as 
possible.  It should be noted that any private messaging with a minor of the opposite sex outside of the 
classroom can be and has historically been used as significant evidence in an accusation in court, 
whether appropriate OR inappropriate messaging topics. 

 

12. CHILD ABUSE / INCIDENT REPORTS   If a worker in the classroom or any concerned adult outside of a 
classroom witnesses or suspects a concerning incident, such as child abuse, the individual must file the 
Child Protection Incident Report. Questions regarding signs of molestation can be found in APPENDIX B. 
This Incident Report will require details including the date, whether the incident was in or out of the 
classroom, what adults were present and what happened.  The Associate Pastor, or another elder, shall be 
personally handed the form or shall be notified of the form the same day.  If an elder is not available, the 
form shall be handed to the Sunday School Director.  From there, the recipient will determine the type of 
incident and will follow procedures clearly explained in APPENDIX B & C (if the incident is determined to be 
relating to abuse, requiring immediate action) or APPENDIX D (if the incident is determined to be a 
behavioral or disciplinary incident, in which case, further action will be left to personal discretion.)  

 

13. Child Protection Policy APPLICATIONS & EXEMPTIONS   This Child Protection Policy shall apply whenever 
childcare is being provided by NHCC with hired babysitters or volunteers, on and off NHCC’s property.  This 
Child Protection Policy will not apply to any NHCC Life Group (home group) as Life Group childcare 
scenarios are not provided by NHCC, but by the members therein.  This Child Protection Policy does not 
apply in the event where a family in ministry may allow their children to use a room in the church building 
for play during ministry hours; therefore, any safety & childcare accountability or lack thereof in such cases 
is solely the parent’s responsibility.  NHCC does reserve the right to remove permission of any family’s use 
of a room for their children if NHCC believes the safety of the children to be in jeopardy. 

 

14. FORMS and PERMISSION SLIPS    Permission slips should be kept locked up, outside of class time. Whether 
or not permission forms regarding children’s / youth ministry are stored in classroom (or youth leader’s) 
binders, a copy of each form must also be kept in a locked office drawer.  Keeping copies of every 
permission form, both active and expired, will protect the children and the integrity of NHCC, also serving 
as back-up forms in case original copies are lost.  Permission forms could be, but are not limited to: Youth 
Event Carpool Permission Form, Diaper-Changing Permission Form, Classroom Permission Forms, Diaper-
Changing logs, etc.   

 

(Some of this Child Protection Policy has been adapted from suggestions provided by “Protect My Ministry”) 

 

New Hope Community Church 
18408 South Tapps Drive East, Lake Tapps, WA 98391    I    253.750.4458    I    info@nhcchurch.org 

mailto:info@nhcchurch.org
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APPENDIX A 

Childcare Screening Process - Checklist 
 
 

❑ Applicant is a Core Member OR has submitted the NHCC Volunteer 
Application (including a personal testimony and 2 non-familial references.) 

 

❑ If the applicant is a non-Core Member, all references have been completed. 

 

❑ Applicant has submitted consent to a national background check and the 
check’s results are of no concern (18+.) 

 

❑ If the applicant is of the age 14-17, the parent has consented to a 
Washington state background check and the results are of no concern. 

 

❑ Applicant has been given a copy of NHCC’s Child Protection Policy and 
Appendix A-F 

 

❑ AT A LATER DATE: Check off and date when Child Abuse Awareness video 
training has been completed (*not required before volunteering begins, but 
required within 30 days of volunteer start date for anyone 18+.) 

 
 

 

 

Signed by (office staff): ________________________________________   Date: ___________ 

Approved / signed by (pastor): __________________________________   Date: ___________ 

 
 

New Hope Community Church 
18408 South Tapps Drive East, Lake Tapps, WA 98391    I    253.750.4458    I    info@nhcchurch.org 

mailto:info@nhcchurch.org
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APPENDIX B 
Procedures on Reporting  

 

Reporting Child Abuse (Witnessed or Suspected)  
The law requires a person to immediately report suspected and reported child abuse to the authorities and, in 
organizations such as NHCC, to the appropriate individual in charge, the Associate Pastor, or another elder.  A 
person who fails to do so can be prosecuted for a Class B misdemeanor or, in extreme circumstances, may be 
subject to civil liability for money damages.  Therefore, all employees and volunteers at NHCC must adhere to 
the following procedures:   
 

1. The individual witnessing or suspecting abuse will be required to fill out and turn in a Child Protection 
Incident Report, for the records of New Hope Community Church.    

 

2. In the event of suspected, reported or discovered child abuse or violation of the Child Protection Policy 
of NHCC, the employee or volunteer shall immediately (as soon as possible or within 24 hours) notify 
the Associate Pastor or an elder. In the case that CPS may be called, a second elder will be consulted as 
soon as possible. In the event of suspected, reported or discovered child abuse or neglect, an 
immediate call will be made to Child Protective Services of Pierce County (888.713.6115) or law 
enforcement agency. Another resource is the National Child Abuse hotline (800.422.4453.)   

 

● Physical sign of molestation may include: 
● Lacerations and bruises 
● Irritation, pain or injury to the genital area 
● Difficulty with urination 
● Discomfort when sitting 
● Torn or bloody underclothing 
● Venereal disease 

● Behavioral signs of molestation may include: 
● Nightmares  
● Anxiety when approaching the church building or nursery or preschool area (beyond 

normal separation anxiety) 
● Nervous or hostile behavior toward adults 
● Sexual self-consciousness or acting out of sexual behavior 
● Withdrawal form church activities and friends 

● Verbal signs of molestation may include statements such as: 
● “I don’t like _________________.” 
● “_________________ does things to me when we’re alone.” 
● “I don’t like to be alone with ________________.” 
● “_________________ fooled around with me.” 

 
*Adapted from Child Abuse: Governing Law and Legislation by I. Sloan (1983) 
 

3. Reports shall be documented by the Associate Pastor in writing with the date of the report, the time of 
the report, the telephone number to which the report was made, the name of the recipient of the 
report, and a brief synopsis of the report. If at all possible, all oral reporting will be done in the 
presence of a recorded witness. The Associate Pastor, after reviewing the incident report shall record 
dates, actions taken, next planned course of action, etc.  All paperwork shall be saved in well-organized 
files. 

 
(Adapted from suggestions provided by “Protect My Ministry”) 
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APPENDIX C 
Procedures on Responding to Abuse  

 
1. The official spokesperson for NHCC shall be a pastor. All inquiries or requests for information from the 

media, attorneys or any other parties shall be referred to the official spokesperson. No person other 
than the official spokesperson in to release any information regarding any alleged incident of child 
abuse without the express approval of the official spokesperson. 

 

2. The official spokesperson shall immediately report any alleged incident of child abuse to the 
appropriate local Child Protection Services agency of the country and our insurance carrier. 

 

3. The care and safety of the victim is our first priority.  We will not confront the accused without the 
approval of the Child Protection Service or law enforcement authorities.  

 

4. We will not prejudice any person accused, but we will take any allegation of child abuse seriously and 
will reach out in Christian love and support to the victim and the victim’s family, extending whatever 
pastoral care resources are needed.  We will fully cooperate with any authorities investigating an 
allegation of child abuse. 

 

5. We will treat the accused with dignity and respect.  If the accused is a church worker, that person shall 
be temporarily relieved of his or her duties until the investigation is finished and the person cleared by 
the authorities.  If the accused is a paid employee of our church, his or her income will be maintained, 
until allegations are cleared by authorities or until criminal charges are filed. 

 

6. All communication by the official spokesperson to the media, congregation, and public will protect the 
privacy and confidentiality of all involved. 

 

7. All efforts in responding to the alleged incident of child abuse shall be documented by a pastor and 
maintained in a secure and confidential file. 

 
(Adapted from suggestions provided by “Protect My Ministry”) 
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APPENDIX D 
Procedures on Classroom Behavioral Incidents 

(Not including Child Abuse*) 
*See Appendix B for all abuse and sexual threats  

 
If any adult (volunteer or not), youth or child witnesses an incident in a classroom wherein a child, youth or 
adult acts in such a way that is considered inappropriate or that jeopardizes the peace and order of the 
classroom or that threatens the safety of anyone in the room, these steps shall be followed: 
 
 

1. If a child has acted out in violence, jeopardizing others’ safety, or is consistently causing disruptions, a 
worker may fill out a Child Protection Incident Report (blank forms to be kept in a volunteer binder in 
every classroom.) On this form, the worker must be honest in describing the date, estimated time, the 
scenario in question and the names of those involved. This form must be submitted to the Associate 
Pastor, the Sunday School Director (or an elder if neither are available) for follow-up and filing.  If 
handing this form to someone directly is not an option, the individual might need to make a phone call 
to inform someone of the incident until handing in the form is an option.  A form may also be 
submitted if someone believes that a worker responded to an incident in an inappropriate manner. 
The Associate Pastor, after reviewing the incident report shall record dates, actions taken, next 
planned course of action, etc.  All paperwork shall be saved in well-organized files. 

 
 

2. If an adult is witnessed acting inappropriately toward children or other adults and it is not an 
immediate threat to children, the concerned party may submit a Classroom Behavioral Incident Report.   

 
Per the discretion of Associate Pastor, back-up incident reports may be requested from each adult and/or 
youth workers believed to have been present for an incident. 
 
Escalation in Response to Reports on Children:   If a Child Protection Incident Report has been filed based on a 
child’s behavior and the disciplinary action that applies to him or her, record shall be kept per each offense 
and could lead to a child being disinvited from class for a set period of time. 
 
Escalation in Response to Reports on Adults:    If a Child Protection Incident Report has been filed based on 
how an adult did or did not act or react correctly in or out of a classroom, record shall be kept per each 
offense and the Associate Pastor will oversee appropriate consequences. 
 

(Adapted from suggestions provided by “Protect My Ministry”) 
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APPENDIX E 
Procedures on Driving Youth and Children 

 
1. If a youth leader or children’s ministry worker is driving a child or a group of children to / from a church 

event or to / from the minor’s home, the “two-person” rule or “same-sex” rule may apply.   
 

A leader may not drive any minor, unless one of the following is true: 
 

a. There is another adult in the same car (“two-person” rule)  
 

b. There are multiple children in the car  
 

c. The child is of the same sex as the adult   
 

• Though NHCC may make exceptions where the adult may drive one child of the same sex, 
to or from home, the leader shall make every attempt to have another individual in the 
car, whether it be another child (perhaps a child of his/her own) or another adult. 

 
2. If an adult is picking up a child from home, a permission form is not needed, as it is a special permission 

New Hope is assuming the parent has given that individual. However, the adult is still expected to 
follow one of the above requirements under Point 1 (a, b, or c).  

 
3. If the leader is driving a child or multiple children, for example, from the church building to a youth 

event as part of the event, the children will be required to have submitted a Youth Event Carpool 
Permission Form, which is valid for one school calendar year.  Any driving as part of the designated 
event shall require a Youth Event Carpool Permission Form. 

 
4. Exceptions to these procedures shall be when an adult drives a child or youth that is an extended-

family member, such as a niece or nephew. 
 

5. The driver of any church-related event with minors in the vehicle must be 18. 
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APPENDIX F 
Classroom Guidelines on Appropriate & Inappropriate Touch 

 
Physical Contact Respect, safety, and appropriate boundaries are the guiding principles for physical 

contact between childcare workers and children.  The guidelines below are intended to avoid contact that is or 
may appear threatening or inappropriate.  
 

Love and affection are part of church life and ministry. There are many ways to demonstrate affection 
while maintaining positive and safe boundaries with children.  
 
Examples of positive and appropriate forms of affection:  

• Brief hugs or side hugs  
• Pats on the shoulder, back or head  
• Handshakes  
• High‐fives, hand slapping and fist taps  
• Verbal praise  
• Touching hands, faces, shoulders and arms of children or youth  
• Arms around shoulders  
• Holding hands while walking with small children  
• Sitting beside small children  
• Kneeling or bending down for hugs with small children  
• Holding hands during group prayer  

  
The following forms of affection are considered inappropriate with children and youth in ministry setting 

because many of them are the behaviors that child molesters use to groom children and their parents for later 
molestation or can be, in and of themselves, sexual abuse. 

   
Examples of negative and inappropriate forms of touch: 

• Inappropriate or lengthy embraces  
• Kisses   
• Holding children over three years old on the lap  
• Touching bottoms, chests or genital areas other than for appropriate diapering or toileting of infants and 
toddlers  
• Showing affection in isolated areas such as bedrooms, closets, staff-only areas or other private rooms  
• Touching knees or legs of children or youth  
• Wrestling with children or youth  
• Tickling children or youth.  
• Piggyback rides  
• Any type of massage given by a child or youth to an adult  
• Any type of massage given by an adult to a child or youth  
• Any form of unwanted affection  
• Giving gifts or money to individual children or youth  
• Private meals with individual children or youth  
 

(Adapted from Sunnyvale Presbyterian Church) 


