
 

Child, Youth, and Vulnerable Adult Safety Policy First Presbyterian Church Franklin, TN 

“Whoever welcomes a child, welcomes me.” Matthew 18:5  

At First Presbyterian Church, Franklin, TN (FPC Franklin) we believe that every person bears the 
image of God and deserves to be treated with love, dignity and respect.  This means we have a 
responsibility to ensure the safety of children, teens, and vulnerable adults to the greatest 
extent possible. Therefore, FPC Franklin has developed policies and procedures designed to 
provide for the safety of children, youth, and vulnerable adults connected with and 
participating in our ministries. Our policy and guidelines also seek to provide for the safety of 
volunteers and employees of FPC Franklin. We hope this policy along with other procedures 
and guidelines will help us foster an environment where each person can flourish and grow as 
we seek to respond to God’s grace together.  

Definitions  

  
1. Child is defined as a person between the ages of 0-11.  

  
2. Youth is defined as a person between the ages of 12-17 or within a year of high school 

graduation.  
  

3. Vulnerable adult is defined as any individual 18 years or older who has an identified 
disability or illness; who may be unable to care for him or herself; or who may be unable 
to protect him or herself against significant harm or exploitation.   

  
4. Staff is defined as any individual employed by the church.  

  
a. DCE – Director of Christian Education  
b. DYM – Director of Youth Ministries  
c. Pastor – A minister of word and sacrament ordained by the PCUSA and serving 

as Pastor, Associate Pastor or Commissioned Pastor at FPC Franklin.   
  

5. Adult volunteer means any adult not employed by FPC who teaches, supervises, or 
otherwise helps with children or youth activities. These activities may include worship, 
Sunday School, nursery, childcare, choir, youth group, vacation bible school, mission 
trips, confirmation and any other church sponsored child or youth activity.  

  
6. Youth volunteer means a person under 18 who is approved to work on activities with 

children or youth and is a church member, a child of a church member, or is sponsored 
by a church member.  

  



 

7. Event leader means a member of staff or an adult volunteer designated by FPC to have 
a leadership responsibility for children and youth at a specific event.   

  
8. Church sponsored activity means any and all gatherings organized by FPC.  

  
9. Abuse of children, youth, or vulnerable adults is an act that harms or threatens harm to 

physical or mental health or welfare. Abuse includes but is not limited to:  
a. Physical abuse: any physical force applied to a child, youth, or vulnerable adult.  
b. Neglect of basic needs: a form of abuse, which may include denial of food, 

water, shelter, cleanliness, clothing, or sleep. These are not appropriate means 
of discipline.  

c. Sexual abuse: any sexual contact or sexual interaction between a child, youth or 
vulnerable adult and an adult or older youth; any use of a child for sexual 
stimulation of an adult or youth, a third person, or the child; any discourse that 
has sexually suggestive context, innuendo, unwelcome casual touch, unwelcome 
and inappropriate hugs and kisses, and sexually suggestive pictures between an 
adult or youth and a child, as deemed inappropriate by any responsible adult.  

d. Emotional abuse: inappropriately derisive words and/or actions directed toward 
a child, youth, or vulnerable adult. Discipline by humiliation is also emotional 
abuse.  

e. Spiritual abuse: using religious references to shame or guilt to motivate a child, 
youth, or vulnerable adult into a particular action or behavior.  

f. Misuse of technology: using technology, which results in the harassment or 
abuse of a child, youth or vulnerable adult. This includes using technology for 
viewing, texting, or emailing suggestive messages or images.  

  

Scope of Procedures   

These procedures will apply to all activities that are part of FPC Franklin ministries. These 
policies apply to all parties mentioned in the Definitions section of this policy.  

Screening for Volunteers   

All adult volunteers, who wish to work with children and/or youth, must complete an 
application with references. Volunteers will be asked to sign a volunteer covenant and consent 
to a background check. Youth volunteers will be required to complete an application and sign a 
covenant, but a background check is not required. For volunteer application forms and 
covenants see Appendix A  

1. A designated member of staff (e.g. DCE or DYM) will work along with the relevant 
Christian Education Committee to ensure that the applicant is suitable for the role they 
are volunteering to fill at FPC Franklin.  This will include checking at least two of the 



 

references provided by the applicant.  If the applicant has been attending FPC Franklin 
for less than six months two additional references will be contacted.  

2. The DCE and/or DYM will coordinate with FPC Franklin’s office administrator to ensure 
that a background check is carried out through Protect My Ministry.  FPC will cover any 
costs associated with the background check. Any information gained from the  
background check will be locked in the church administrator’s office and made available 
only to the Pastor, DCE and/or DYM.  

3. Evaluation and Approval of volunteers  
a. If the screening process reveals any information that causes concern that a 

candidate poses a threat of abuse to children, youth or any adult, the candidate 
will not be approved for work with children and youth.  

b. Any candidate who has a prior history of abuse directed against another person 
should be called to the attention of the Pastor and DCE/DYM.  A candidate with 
this kind of history shall not be approved to work with children, youth, and/or 
vulnerable adults unless the pastor is aware of extenuating circumstances.  

c. Any candidate whose background check reveals that the candidate has behavioral 
or emotional problems that may interfere with the care and well-being of 
children and youth shall be called to the attention of the Pastor and DCE/DYM.  A 
candidate with this kind of history shall not be approved to work with children, 
youth and/or vulnerable adults unless the pastor is aware of extenuating 
circumstances.  

d. If a candidate from points b. or c. is approved to volunteer within FPC Franklin’s 
ministries, the Pastor and DCE/DYM will use all the information that they have to 
develop a plan of action that ensures the appropriate supervision of the applicant 
when at a church sponsored activity.  This plan of action will be submitted to and 
approved by Session before the individual may begin volunteering.  

4. If the volunteer will be driving children and/or youth they must also complete FPC 
Franklin’s driver application forms which are available from the church administrator’s 
office.  

5. All approved volunteers will be required to participate in a mandatory volunteer training 
once a year to ensure that anyone working with children, youth and/or vulnerable 
adults is sufficiently equipped to provide adequate and appropriate care.  Volunteer 
training shall at a minimum include the following:  

a. A review of FPC Franklin’s Child, Youth and Vulnerable Adult Safety Policy.  
b. A review of FPC Franklin’s Volunteer Covenant.  
c. A review of all procedures to be used in ministry with children and youth (e.g. fire 

procedures).  
d. Incident Report Procedures.  
e. Details of State Laws regarding child abuse.  

In addition, the DCE, DYM and Christian Education committees will work to ensure that 
at least two adults (staff and/or volunteer) at each event are certified in basic first aid 



 

and CPR. A list of currently certified staff and adult volunteers will be kept on file in the 
church administrator’s office.    

Volunteer and Staff Review  

All staff and volunteers will complete a renewal application (Appendix B) every three years on a 
cycle to be determined by the Session. The renewal application will contain a provision 
authorizing the church to conduct additional background checks.  
General Guidelines  

When on the property of FPC Franklin all will work to ensure that no harm comes to children, 
youth and/or vulnerable adults by implementing the following guidelines.  

1. Staff and/or adult volunteers are responsible for children and youth once a scheduled 
event begins. Until then, parents or guardians are responsible for their children. Staff 
and/or adult volunteers remain responsible until the children or youth have been picked 
up by a parent, guardian, or a person authorized by a parent or guardian to pick up the 
child or youth. Staff and/or adult volunteers shall not send children out to find their 
parents or release any child or youth to await transportation without appropriate 
supervision. Youth who arrive to an event location by themselves will be allowed to 
leave by themselves once the event has concluded. Youth may not leave before an 
event’s planned end time without permission from a parent/guardian.   

2. When children and youth are in a classroom setting, they should always be supervised 
by at least two unrelated adults. When this is not possible, a “roamer” will visit the room 
periodically. This protects children, youth and vulnerable adults from any situations 
where abuse might occur, and protects adult volunteers and staff from false allegations 
of abuse or neglect.  

3. Volunteers shall be at least five years older than the children or youth in their care.   
4. No worker under the age of 18 will have sole responsibility, nor be alone with, any child 

or youth without adult oversight.   
5. All classrooms will have eye-level windows in doors.  If this is not possible, doors shall be 

kept open.   
6. Parents/guardians of children second grade and below must sign their children in and 

out of classes.   
7. Only ministry directors, approved volunteers, and/or parents, grandparents, or 

guardians of children attending an event or class may be present in the classroom.   
8. In the event of the need for counseling sessions, doors must remain open, and other 

adults should be nearby when possible.   
9. Physical contact such as hugging or play should be initiated by children, not adults.  
10. Detailed information regarding activities involving children and youth will be provided to 

parents and volunteers well in advance.   
11. Appropriate equipment and supervision for all activities will be provided.   



 

12. All adult volunteers and youth must sign FPC Franklin’s “Guidelines for Living in Christian 
Community” covenant (Appendix C) each year.  These guidelines will be reviewed 
regularly, and as part of orientation for activities that include overnight events.  

13. Anyone participating in FPC Franklin children or youth sponsored activities are strictly 
prohibited from bringing weapons.   

In addition to the above guidelines, when offsite we will work to ensure that no harm comes to 
children, youth and/or vulnerable adults by following the procedures below.  

1. Maintain a list of approved drivers (who drive their personal vehicles), which includes a 
photocopy of a valid driver’s license and a photocopy of current liability insurance of 
$100,000 or more.   

2. Allow only qualified adults approved and trained by the facilities committee to drive the 
church bus.  

3. Provide drivers with a copy of FPC Franklin’s driver check-list  
4. Require two unrelated adults per vehicle for any youth activities requiring 

transportation to a location/event that is a one-hour or more drive from FPC Franklin.  
5. Obtain and make available to parents any child and youth safety documents used by 

partner organizations (e.g. NaCoMe, Summer mission organizations).  
6. Make FPC Franklin’s Child, Youth and Vulnerable Adult policy available to all partner 

organizations.  
7. Require that all offsite meet-ups (e.g. confirmation covenant partners, DYM meeting 

with (a) student(s)) take place in a public space.    
8. Having the DCE/DYM and/or an approved adult volunteer physically check out an offsite 

location before taking youth there when the site is within 40 miles of FPC Franklin’s 
property.  For locations farther away the DCE/DYM should be in communication with 
the organization to obtain as much relevant information about the site as possible.  

9. The event leader will carry the original of each participant’s church medical form and 
each vehicle will carry a copy of each participant’s church medical form for the duration 
of a trip. A copy of all participants’ church medical forms will be left in a clearly marked 
folder in the church administrator’s office.  All documents will be returned to the 
DYM/DCE at the end of the event.   

The following additional guidelines should be followed for all church sponsored activities that 
involve an overnight stay.  

1. All adults and youth participating in the church sponsored activity will be required to 
attend a meeting prior to the trip to review our “Guidelines for Living in Christian 
Community” document  

2. All adult volunteers participating in the church sponsored activity will meet prior to the 
event to discuss any additional procedures and guidelines pertinent to the upcoming 
trip.   

3. When possible, male and female students should be housed in separate rooms.  



 

4. When possible, each sleeping room should have 2 adults of the same gender as the 
students present.  It should be noted that the size of the cabins at NaCoMe means that 
only one adult is present per cabin room; however, each cabin will have at least two, 
and up to four adults present.  Because there is only one adult per room in this situation 
adults will make extra efforts to ensure that they are not in the room with only one 
youth present.  

5. Hallway doors to public/communal bathrooms should be left open at all times.  
6. Adult volunteers and staff should not use shower facilities at the same time as students.  
7. Adults and youth will be made aware of the nearest fire exit to the room in which they 

are sleeping.  
8. All participants will be made aware of who the certified first aider(s) are for the trip.  

  

    
Discipline  

The goal of our discipline guidelines is to ensure the safety of all participants involved in church 
sponsored activities.  The decision to remove someone from a church sponsored activity will 
not be taken lightly and FPC Franklin staff will work diligently to provide pastoral care to the 
child/youth/adults involved and to welcome back any participant or volunteer removed 
whenever possible. It is our desire to ensure the safety of all participants while modeling grace 
and reconciliation.  

1. Leaders may not spank, hit, grab, shake, or otherwise physically discipline anyone.  
2. Any disciplinary concerns should be reported to the event leader and DCE/DYM or the 

pastor.  
3. If a child, youth, vulnerable adult or adult volunteer knowingly acts in a way that puts 

themselves or other participants at a church-sponsored activity in danger, they may be 
asked to leave the event. If someone is asked to leave a church-sponsored activity, 
details of the situation should be recorded by the event leader and passed on to the 
DYM/DCE and Pastor as soon as possible.  If a child, youth, or vulnerable adult is asked 
to leave a church-sponsored activity it is the parent/guardian’s responsibility to arrange 
transportation.   

4. If a child, youth, or vulnerable adult consistently ignores safety instructions given by 
staff or adult volunteers, ignores the “Guidelines for Living in Christian Community” 
and/or is asked to leave a church-sponsored activity, the DCE/DYM will meet with the  
parent/guardian to form a plan of action that seeks the well-being of that student as 
well as others who participate in the ministry.  

Injuries and Illness  

1. Leaders who are seriously ill may not participate in any church-sponsored activity while the 
disease may be transmitted.  

  



 

2. Temporary substitutes for leaders who are unexpectedly ill will be screened and approved 
using the procedures in this policy to the extent possible, given the time available to 
conduct such screening.  

  
3. If a leader determines that a child or youth has a serious or communicable illness, the child 

or youth will be returned to his or her parent or guardian as soon as feasible. If this is not 
possible, then the ill person will be separated in a manner that will allow supervision to 
continue until the parent or guardian can assume responsibility for the child or youth.  

  
4. All persons supervising children or youth are expected to take reasonable steps to prevent 

any person involved in the church-sponsored activity from coming into contact with any 
bodily fluids.  

    
  

5. If a child or youth receives a minor injury during a church-sponsored activity, a certified staff 
member or adult volunteer should provide first aid as needed at the time of injury. A leader 
should promptly notify the injured person’s parent or guardian of the minor injury. The 
event leader should fill out a medical incident form (Appendix D) in a timely manner.  

  
6. If a child or youth receives an injury, which requires medical treatment beyond simple first 

aid, a leader should provide immediate attention to the injured person. A leader will also 
notify the DYM/DEC or pastor who will contact the injured person’s parent/guardian as 
soon as possible.  The event leader should fill out a medical incident form (Appendix D) in a 
timely manner.  

  
Reporting other incidents  
Any adult who observes or becomes aware of any alleged incident of child abuse must follow 
our incident report guidelines (Appendix E) and fill out an incident report form (Appendix F). All 
reporting of such incidents is confidential. It should be noted that:  
  

1. Tennessee has laws about reporting child abuse:  
a. Everyone in Tennessee is a mandated reporter under state law. Any person with 

reasonable cause to believe a child is being abused or neglected must, under the 
law, immediately report to the Tennessee Department of Children’s Services or to 
local law enforcement. The reporter can remain anonymous.  

b. Any person with reasonable cause to believe a child is being abused or neglected 
can report it by calling 877-237-0004 or by going online 
https://apps.tn.gov/carat/  

c. Further information can be found at 
https://www.tn.gov/dcs/programareas/child-safety/reporting/child-abuse.html  

2. Reporting child abuse to the state has life-changing consequences for all parties 
involved.  Reports to the state should not be made without reasonable cause to believe 
a child is being abused or neglected. If a person unsure about when or how to report, 

https://apps.tn.gov/carat/
https://apps.tn.gov/carat/
https://apps.tn.gov/carat/
https://apps.tn.gov/carat/
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html
https://www.tn.gov/dcs/program-areas/child-safety/reporting/child-abuse.html


 

the DCE/DYM and the Pastor can help navigate the process; we want to work together 
to ensure the well-being of each child, youth and vulnerable adult in our community.  

3. While every adult is a mandatory reporter, observed or alleged incidents of child abuse 
at a church-sponsored activity should be communicated to the parent/guardian via the 
DCE/DYM and/or the pastor.  

4. The DCE/DYM along with the pastor will work together to provide appropriate pastoral 
care for all parties involved in an onsite incident and/or known cases of abuse outside of 
church sponsored activities.   
  

Implementation and Review  
To ensure the effective use of this policy and procedures derived from it, all “Child, Youth, and 
Vulnerable Adults” documents used at FPC will be reviewed at least once a year by the 
delegates from FPC Franklin’s Child, Youth, and Adult Christian Education Committees.  Any and 
all changes made to the policy must be communicated to and approved by Session before 
publication.  
    

  



 

Appendix A  
  

CHILD AND YOUTH VOLUNTEER APPLICATION  

First Presbyterian Church (Franklin, TN)  

Please answer each question in full.  
  

Full Name with Middle Initial _________________________________________  

Address ____________________________________________________   

              ____________________________________________________  

Home Phone ______________________________   

Cell Phone ________________________________   

Email ____________________________________   

Birth Date ______________   

1. Are you a member of First Presbyterian Church (Franklin, TN)? ___yes ____no   

If no, how long have you attended?__________________   

2. Please list any past experience you have working with children and youth. Include name and place of 
the institution(s) or organization(s).   

  

  

  

  

  

  

  

  
 
   



 

3. Please provide names and contact information for two non-relatives who are familiar with your 
character as it relates to working with children and youth. At least one of these references should not 
be another member of FPC Franklin. References will be checked.   

Name ______________________________ Address_____________________________   

                    _____________________________   

Phone _____________________________   

Relationship _________________________   

  

Name ______________________________ Address_____________________________   

       _____________________________   

Phone _____________________________   

Relationship _________________________   

4. If you are not a member of FPC Franklin, or if you have been a member for less than six months,  
please also provide the names of three members of the congregation who can provide 
recommendations.   

Name ______________________________ Phone _____________________________   

Relationship _________________________   

Name ______________________________ Phone _____________________________   

Relationship _________________________   

Name ______________________________ Phone _____________________________   

Relationship _________________________   

5. Please list the name and address of other churches you have attended regularly during the past five 
years.   

  
  
  
  
  
 
  
  
  



 

6. Is there any circumstance that might call into question your being entrusted with the leadership and 
spiritual development of the children and youth of First Presbyterian Church (Franklin, TN)?   

_______yes _______no   

7. Are you currently under investigation for a crime? _______yes _______no   

8. Have you ever been convicted of, or pled guilty or no contest to any crime after having been accused 
of any incident?   

_______yes _______no   

9. Have you ever been found responsible or guilty in any court for neglect or abuse of a child? 
_______yes ________no   

A “no” response to any of the following five questions would preclude an applicant from 
volunteering with children or youth.   

10. As a church volunteer, do you agree to observe all church policies regarding work with children or 
youth? ______yes _______no   

11. Have you read, and do you understand and agree to abide by, the “Child, Youth, and Vulnerable Adult 
Safety Policy?” ______yes _______no   

12. Do you consent to background inquiries by First Presbyterian Church (Franklin, TN) to persons 
named by you and any other person, or to verify any information supplied by you?   

_______yes _______no   

13. Do you authorize persons contacted by First Presbyterian Church (Franklin, TN) in conducting 
background checks to speak freely to callers from the church inquiring about background checks?   

_______yes _______no   

14. Do you consent to a criminal background check? _______yes _______no   

  

Covenant:   

As a disciple of Christ Jesus, I believe God has called me to serve in ministry with children and youth and 
I promise to be faithful in that service. In baptism, God has claimed me and blessed me with gifts and 
abilities. I intend to use those gifts and abilities to the glory of God, and in the service of the Kingdom of 
God, by my participation in ministries at FPC Franklin.   

____________________________________________________ Volunteer Signature __________ Date  

__________________________________________ Please print name   

Note: If you have any concerns about the requested information, please feel free to speak to any member 
of the program or ministry staff.   

    



 

CHILD AND YOUTH VOLUNTEER APPLICATION - RENEWAL FORM  
First Presbyterian Church (Franklin, TN)  

To be completed by Volunteers if they have signed a Child and Youth Volunteer Application form. We 
typically follow the school calendar year and update these forms in the summer for the school year to 
come.   

I have re-read the Child, Youth, and Vulnerable Adult Safety Policy. ______Yes _______No   

The last time I volunteered with a child or youth activity at First Presbyterian Church (Franklin, TN) was:   

____________________________________________________________________   

Since the time when you filled out the Child and Youth Volunteer Application, have you been found 
responsible or guilty in any court for neglect or abuse of a child?   

_______yes ________no   

I verify that the information that I provided on the Child and Youth Volunteer Application is still correct 
and truthful. ______Yes _______No   

Do you consent to a criminal background check? _______yes _______no   

*Drivers: This form updates your status as an approved driver in addition to your status as a volunteer if 
and only if we receive a copy of a current insurance card/policy. If you are an approved driver, your 
service has been of great value to us. Please attach a photocopy of a current insurance card or policy.   

Covenant:   

As a disciple of Christ Jesus, I believe God has called me to serve in ministry with children and youth and 
I promise to be faithful in that service. In baptism, God has claimed me and blessed me with gifts and 
abilities. I intend to use those gifts and abilities to the glory of God, and in the service of the Kingdom of 
God, by my participation in ministries at FPC Franklin.   

_________________________________ ________________ Volunteer signature Date   

__________________________________________ Please print name   

Note: If you have any concerns about the requested information, please feel free to speak to any 
member of the program or ministry staff.   

  
  
  
 
 
  
  
 



 

Guidelines for Living in Christian Community 
FPC Franklin Youth Ministries 

We seek to empower both youth and adult participants to actively foster an environment where all people feel 
respected, safe and welcome.  In all our activities we want to create an atmosphere where each person can 
thrive.  We believe that this can best happen when youth and adults work together. For this reason, we ask 

that all youth and adult participants* read and agree to follow these guidelines: 

• Youth and adult participants will be respectful, encouraging, and will maintain a positive attitude toward others 
at all times, recognizing Christ’s presence in each other. 

•Youth and adult participants will be respectful of both common living spaces and the property of others.  

• Youth and adult participants will avoid the use of foul language, cursing, or any speech (including “humor” or 
sexual language) which puts down, makes fun of, intimidates, or stereotypes other persons or groups. This 
includes language and images in electronic communication. 

• Whenever at all possible, youth participants will remain in groups of at least three people (from FPC Franklin) 
and will check in with adult participants at pre-arranged times.  

• Youth and adult participants will respect other people’s personal space and will refrain from inappropriate 
physical contact. 

• Youth and adult participants will not bring weapons, alcohol, tobacco/nicotine, or other restricted substances to 
any church sponsored activity 

•Youth and adult participants agree to hold one another accountable to these guidelines, recognizing that 
following these guidelines is a way that we can love one another as Jesus commands us.  

If someone is being disrespected in any way, speak up and affirm the goodness you see in each person. If you 
don’t feel comfortable speaking up directly remove yourself and the person being disrespected from the 
situation if you can and invite an adult participant into the conversation. Our adult participants want to 

support each one of you as we build a respectful, safe and inclusive community together. 

The Lord has told us what is good; do what is right to other people, love being kind to others, and live humbly, 
obeying God. A paraphrase of Micah 6:8: 

In all that we do, May we show God’s love to one another. 
May we put others before ourselves. May we seek good things for all people. 

May we respect each person God has made (including ourselves). May we learn from one another 
And may we grow in grace and kindness together. 

Amen 

I covenant to follow these guidelines. 
Student Name:____________________________ Signature:_________________________ Date:______________ 

Parent/Guardian Name:_____________________ Signature:_________________________ Date:_____________ 

*there will be additional training and guidelines for all adult participants going on any youth trips 



 

   
  
  
  
  
  

  
FPC Franklin Incident Response and Reporting Procedure  



 

Purpose: Process to be followed when a youth or child safety incident is observed or reported during a 
youth event, whether the incident happens on church property or off property.  

  
Information:  

A. Incident reporting origin  
a. Victim to a Youth (Youth are encouraged to report the event to the Event Leader)  
b. Victim to an Adult Participant (Adult Participants are required to report the incident to 

the Event Leader, unless the Event Leader is the suspect)  
c. Victim to Event Leader  
d. Bystander Youth to Adult Participant or Event Leader   
e. Victim to Parent   
f. Bystander Youth to Parent   

B. The Event Leader, most often the Director of Youth Ministry or the Director of Christian 
Education, will lead the execution of this procedure.  

C. Incident severity  
a. A crime including a missing person  
b. Physical injury  
c. Unwanted physical, verbal or emotional incident  

D. Incident qualifiers  
a. Internal or external suspect  
b. Youth on youth  
c. Adult on youth  
d. Youth on adult Procedure  

1) An Adult Participant, when possible two Adult Participants stay with the victim to comfort, 
protect and note any further details the victim chooses to disclose. The victim may choose an 
Adult Participant to stay with them.  

2) Seek medical and/or law enforcement help if needed/required.  
3) Separate victim and suspect. An adult Participant, and where possible two adult participants, 

should stay with the suspect. The suspect should be kept separate from remaining youth. If the 
suspect is not under control all youth should be gathered and protected from further exposure 
to suspect.  

4) Event Leader gathers preliminary incident information and brings all needed Adult Participants 
up-to-date.  

5) Event Leader notifies appropriate church staff and communicates with the victim’s 
parents/caregivers as soon as possible.  

6) Event Leader communicates with event organization leadership and non-FPC Franklin 
participants if needed.  

7) Event Leader develops a response plan and continues to communicate with church staff and the 
victim’s parents/caregivers.  

8) FPC Franklin staff will develop and execute an appropriate communication plan.  
9) Event Leader starts a Church Incident Report with the information received.   
10) If an incident is reported after the conclusion of an event the Church Staff will acknowledge the 

reported incident as soon as possible and no longer than 24 hours later.   
11) Evaluation of this procedure will be done at the end of the process  



 

    
  

FPC Franklin Child, Youth, and Vulnerable Adult (Non-medical) Incident Report Form  
  
  

Date of Incident: ________________________   Time of Incident: _______________________  
  
Location of Incident: ____________________    Person Reporting: 
_______________________  
  
I am (please circle one): Adult Volunteer     Staff Member       Other  
  
If Staff Member what is your position: ______________________________________________  
  
If “other” what is your role at FPC Franklin: __________________________________________   
  
I am reporting an incident that (check all that apply):  
  

• I observed during a church sponsored activity  
  

• I was informed about at a church sponsored activity  
  

• I was informed about outside a church sponsored activity  
  

• Happened at a church sponsored activity  
  

• Happened outside of a church sponsored activity   
  
Please provide details of the observed/reported incident using clear and objective language:  
 
 
 
 
 
Please provide details of actions taken by yourself or other adults to appropriately address 
the incident:  
  
 Who have you informed about the incident? * (check all that apply and give details about 
your method of communication beside any boxes you check)  
  



 

• Pastor: ___________________________  

• Director of Christian Education: ___________________________  

• Director of Youth Ministries: ___________________________  

• Parent/Guardian: ___________________________  

• Police/911: ___________________________  

• TN Department of Children’s Services: ___________________________ • Other 

(provide details): ___________________________  

  
  
  
  
  
  
  
*Please note that in most cases it will not be necessary to notify all parties listed on this form.  
When possible please have a member of staff communicate with parents.  
  

Please submit this report to the DCE/DYM and/or the pastor  
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