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Child Protection Policy and Procedures 
 
 

Jesus clearly affirmed the great importance of children when he 
took a little child in his arms and said in Mark 9:37, “Whoever 
welcomes one such child in my name welcomes me, and whoever 
welcomes me welcomes not me but the one who sent me.”  And 
again when He said in Mark 10:14, “Let the little children come to 
me; do not stop them; for it is to such as these that the kingdom of 
heaven belongs.” 

 
I.  Purpose 
 
Saint Andrew Presbyterian Church affirms that children and youth are a gift from God and that 
the future of the church rests with them.  We further affirm that it is our obligation to protect 
their physical, mental, emotional and spiritual well-being. 
 
The objectives of the Child Protection Policy and Procedures are to: 
 

Ø Provide a safe, secure and nurturing environment for our children and youth, 
Ø Protect volunteers and paid staff from false allegations of abuse, and 
Ø Provide prompt and compassionate response to allegations of abuse. 

 
The abuse of children or youth will not be tolerated in any form from any individual(s).  
Instances of abuse will be reported and dealt with in accordance with this policy.    All 
allegations of child abuse will be reported to local law enforcement and/or to the Iowa 
Department of Human Services. 
 
Individuals who have been convicted of, or plead guilty to or no contest to sexual, mental or 
physical abuse of children or adults shall not be accepted to work with children or youth in any 
capacity.  Implementation of this policy will begin on December 1, 2012.  It is understood that 
the process of screening existing staff and volunteers as required by this policy will take some 
time to complete.  No unscreened adult volunteers will be permitted to work with children or 
youth except as allowed by this policy. 
 
II. Definitions 

 
A.  Adult 
A person must be at least age 18 and have met the screening and other requirements of this 
policy to qualify as one of the two adults under the two-adult rule. A volunteer age 18-20 
qualifies as an adult for working with children and youth in 8th grade and younger.  A 
volunteer age 21 or older qualifies as an adult for working with youth in 9th grade and older. 
 
 
 

*

* Updated and approved by Session on August 23rd, 2018
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B.  Child Abuse 
Child abuse as used in this policy means abuse of any child or youth to include without 
limitation the following:  Physical Abuse, including any physical contact intended to coerce, 
cause pain, or do harm, any hitting, spanking, or shaking. Physical Neglect, not doing what 
one is supposed to be doing to meet the physical needs of a child in one’s care.   
Emotional/Verbal Abuse, using threats or fear, or using Scripture or threats of condemnation 
from God, to coerce, shame, or intimidate; destroying a child’s self-worth through 
harassment, threats, and deprivation.  Sexual Abuse, which is defined as any sexual behavior 
(physical, verbal, or visual) with children or youth, including without limitation fondling 
private parts, oral, genital, or anal penetration, sexual intercourse, rape, suggestive sexual 
comments, showing pornography (sexually explicit material), exposing sexual organs, 
allowing children or youth to witness sexual activity.  The use of electronic media to engage 
in any of these behaviors is included in this definition of child abuse.   

 
 C.  Child and Youth 
A child is defined as any person from birth through completion of the sixth grade.  A youth is 
defined as any person from immediately following completion of the sixth grade (usually 
beginning with the summer following the sixth grade) through completion of the twelfth 
grade or age 18 which ever comes later.  During summer fellowship programs a person who 
has just completed sixth through twelfth grade is considered a youth. 

 
D.  Children and Youth Program Directors 
“Children and Youth Program Director(s)” refers to paid staff who are responsible for 
programs and/or events utilizing volunteers who work with children and/or youth. 
 
E.  Pastor 
“Pastor” refers to the Head Pastor, Associate Pastor, and commission lay pastor. 
 
F.  Paid Staff 
“Paid Staff” refers to anyone who is paid by the church, or through a contract employment 
agency, for specific work (i.e. administrative assistants, custodians, music staff, youth 
worker staff, Christian educators). 

 
G.  Volunteer(s) 
The use of the word “volunteer(s)” in this document refers only to volunteers who would be 
working with children and/or youth and require screening as stipulated in this policy. 
 
H.  Child Protection Policy Team 
The Child Protection Policy Team is composed of three to five individuals selected to 
represent a cross section of the congregation and appointed by the Session with the 
membership being reported to the congregation at the annual congregational meeting in June.  
The members may be members of the congregation not serving on the Session, and/or 
Session members.  Members not on Session are appointed annually and may be reappointed 
each year to an unlimited number of terms.  The Head Pastor is an ex-officio member of the 
Child Protection Policy Team.   
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III.  Responsibility for Administration of the Child Protection Policy and 
Procedures  
 

A.  Summary of Responsibilities 
The Session is responsible for the administration of all aspects of the Child Protection Policy 
and Procedures, including screening of applicants, the training and education required by the 
policy, reporting of allegations or incidents of abuse and responding to such reports.  These 
responsibilities will be delegated, along with the authority to accept or decline any volunteer 
for any program or area of the church's life concerned with children and/or youth, to the 
Child Protection Policy Team.  This Child Protection Policy Team shall report to the Session.  
The Child Protection Policy Team may delegate duties as appropriate. 
  

IV.  Screening Process for Paid Staff and Volunteer Positions 
 
A.  Screening Process for Volunteers Who Work With Children or Youth  
The individuals responsible for children and youth programs (Director of Youth Ministries, 
Director of Children’s Ministries, and Director of Music, or their designees) will recruit 
volunteers.   Volunteers will be screened as follows: 
 

Ø The volunteer applicant will complete the “Application for Volunteers Working with 
Children or Youth” (hereinafter referred to as the “Application” and found as 
Attachment A) and any other forms requested and return them to the Child Protection 
Policy Team in a pre-addressed envelope marked “Confidential, to be opened only by 
the Child Protection Policy Team or a similar message. 

 
Ø The Child Protection Policy Team will check the appropriate state sex offender 

registries in each state where a prospective volunteer has lived for the preceding 
seven (7) years.  This check will be updated annually.   

 
Ø The Child Protection Policy Team will report the results of the above screening steps 

to the Pastors and the the relevant director or staff member.  The Child Protection 
Policy Team will provide final approval for volunteers to work with children and/or 
youth.     

 
Ø The Child Protection Policy Team will provide the Pastors with a list of any 

volunteers who are deemed not suitable for working with children and/or youth and 
the reasons for this conclusion.  The Head Pastor or Associate Pastor and the chair(s) 
of the Child Protection Policy Team will privately discuss this conclusion with the 
individual.  This interview will give the individual an opportunity to provide 
additional information he or she feels would mitigate the decision of the Child 
Protection Policy Team.  If appropriate the Pastor may suggest that the individual 
volunteer for a different position for which he or she is qualified and/or withdraw his 
or her application to work with children and/or youth.  The Pastors will provide the 
names of individuals who have been rejected to the Directors and other appropriate 
staff as determined by the Pastors..   
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Ø At the conclusion of the screening process the Child Protection Policy Team will 
forward to the appropriate Director(s) a list of all volunteers found suitable to work 
with children and/or youth under the Child Protection Policy and Procedures.  The 
Child Protection Policy Team will add the names of approved volunteers to the 
master list maintained in the church office. 

 
Ø The Child Protection Policy Team will maintain a written record of all volunteers who 

are not selected as volunteers due to the screening results. This list will be maintained 
in a locked file on the church premises and will be available only to the Child 
Protection Policy Team and the Pastors. The list will not be circulated to any other 
individuals or committees except as designated by this policy.  

 
Ø In addition, the Child Protection Policy Team will keep on file all completed paperwork 

used in the screening process.  Records will be retained indefinitely.  These files may 
be scanned into electronic records as long as security of the electronic records is 
established in compliance with this policy. 

 
B.  Screening Process for Paid Staff Positions 
Applications and related documents for paid staff positions will be directed to the Child 
Protection Policy Team for screening.  Screening of all applicants for paid staff positions 
shall include the following: 
 

Ø Each applicant will complete an application form supplied by the church, which 
includes listing at least three references (See Attachment B).  At least one of the 
references must be a current or former supervisor of the applicant, if the applicant has 
been employed previously. 

 
Ø The applicant will be requested to sign releases for the church to perform a criminal 

background check with state and federal authorities, and a child abuse registry check. 
(See Attachment D for sample Disclosure and Authorization to Obtain Information; 
and Attachment E for Authorization for Release of Child Abuse Information). 
Consenting to the criminal background check and the child abuse registry check is a 
condition of employment. 

Ø Applications will be reviewed and screened for qualifications by the hiring supervisor 
and the Personnel Team.  The hiring supervisor in consultation with the Personnel 
Team will determine a list of finalists who will receive further consideration. 

 
Ø Each finalist will be interviewed by the hiring supervisor and/or Personnel Team. 
 
Ø The applicant’s references shall be contacted, as well as previous employer(s) and 

organizations where the applicant has worked with children and/or youth for the past 
seven years, to conduct and document a reference check. (See Attachment C, 
Documentation of Reference Check).  
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Ø Following the interviews and reference checks, the hiring supervisor and/or Personnel 
Team shall select a leading finalist.  The leading finalist is the finalist they would like 
to hire, assuming all other background checks are passed, and the Session approves.   
 

Ø A contingent offer of employment will be made to the leading finalist by the hiring 
supervisor or Personnel Team Chair.  The offer is contingent on the passage of the 
criminal background check and approval by the Session. 

Ø Upon acceptance of the contingent offer by the leading finalist, the Child Protection 
Policy Team will request a criminal background check be conducted by state and 
federal authorities.  This check will be updated every 3 years. 

 
Ø The Child Protection Policy Team will also check the state Sex Offender Registry for 

each state where the applicant has lived in the past seven years.  This check will be 
updated annually, as with all paid staff. 

 
Ø The Child Protection Policy Team will check the state Child Abuse Registry for each 

state where the applicant has lived in the past seven years.  This check will be 
updated every 3 years , as with all paid staff. 

 
Ø Any person accepting a job offer for a paid Staff position who will be working with 

children and/or youth shall be required to read and sign the “Code of Conduct” prior 
to commencement of employment.  (See Attachment A, Page 2) 

  
The information contained in the documents resulting from the process described above will 
be seen only by those who are charged with the responsibility for the hiring decision or 
making recommendations to the person or group with the final hiring authority. Those parties 
typically would include the hiring supervisor, Personnel Team, the Pastors, and the Child 
Protection Policy Team.   

 
C.  Drivers Who Provide Transportation to Children and Youth 
Any paid staff or volunteer who provides automobile transportation for children or youth as a 
part of an event or program sponsored by the church must: 
 

Ø Be age 21 or older.  
 
Ø Have completed the “Vehicle Operators Application” (For volunteers see Attachment 

A, Page 4; for employees see Attachment F).  
 

Ø Have a valid driver’s license.  
 

Ø If driving a personal vehicle, have automobile liability insurance (the church’s 
liability insurance does not cover liability when paid staff or a volunteer is the driver 
of a personal vehicle).   

 
Ø Have a satisfactory driving record as approved by the Child Protection Policy Team 

for any paid staff who will provide transportation for children or youth. 
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The Child Protection Policy Team will make a copy of the staff member’s or volunteer’s 
driver’s license and automobile liability insurance card and keep those copies filed with the 
Vehicle Operators Application form.  These documents will be updated annually. 
 
D.  Six Month Rule 
Volunteers must be members or actively affiliated with Saint Andrew Presbyterian Church 
for at least six months before being allowed to work with children and/or youth.  This rule 
does not apply to Pastors and paid staff who are hired to work with children or youth. Parents 
or caregivers may observe and participate in activities in which their children/youth are 
participating as long as there are two screened adults present supervising the program.  In 
this situation, the parents/caregivers are not considered volunteers. 

 
E.  Occasional Volunteers   
There will always be the need for occasional volunteers.  This would normally be as a 
substitute for another volunteer.  To maintain the integrity of the two-person rule any such 
volunteer must work with at least one other adult volunteer who has completed the screening 
process for the position in question.  A person may serve as an occasional volunteer up to six 
times per year.  The Director of each program is responsible for recording each use of an 
occasional volunteer in his/her program.  If the person wishes to volunteer more frequently 
than that, the screening process must be completed. 
 
F.  Current Paid Staff and Volunteers 
All volunteers in positions working with children and/or youth on the date this policy is 
adopted, and paid staff who are employed on the date this policy is adopted shall sign the 
code of conduct and submit to a criminal records check, a child abuse records check, and the 
sex offender registry check as described above. (See Attachment D for sample Disclosure 
and Authorization to Obtain Information; and Attachment E for Authorization for Release of 
Child Abuse Information). 

 
V.  Confidentiality of, and Access to, Documents Pertaining to Volunteers 
The information collected during the screening process, and information gathered in connection 
with an allegation of abuse, will be seen on a need-to-know basis as stated in this policy.  All 
who have access to any such information shall hold it in strict confidence.  Only the members of 
the Child Protection Policy Team and the Pastors will have access to documents related to 
screening volunteers, and will use them only to determine the suitability under the policy of each 
volunteer for the position being sought. 
 
VI.  Supervision 
 

A.  Two Adult Rule 
A minimum of two screened adults (paid or unpaid), as defined by this policy, should be 
present to supervise each activity involving children and/or youth.  Staff are expected to 
make a good faith effort to comply with the two adult rule for all events involving children 
and/or youth.  However, when it is not possible to comply with the two adult rule, an adult 
should follow the rule of having at least three individuals (including children/youth) present 
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at all times.  In those situations, the staff member in charge of the event must document the 
circumstances that prevented compliance with the two adult rule and provide such 
documentation to the Head Pastor and the Child Protection Policy Team within 2 working 
days of the event.  The Head Pastor will review such reports with the staff on a regular basis 
to identify the issues that prevented compliance with the two adult rule and to discuss 
methods to avoid such issues in the future.  Except as described below for pastoral 
counseling or music lessons, at no time should a child or youth be alone with only one adult.   
 
Recognizing the necessity and benefit of pastoral counseling, one-on-one pastoral counseling 
sessions are permitted, but only if the room or office door is kept ajar, or a glass or clear 
panel is installed into the door that allows the Pastor to be visible at all times. In the case of 
individual music or voice lessons, the same rule applies and written parental consent is 
required. 
 
The Two-Adult Rule applies to church-sponsored activities both on-site at the church as well 
as away from the church property when the staff persons or volunteers providing supervision 
of children are selected or provided by the church. An exception will apply in those cases 
where a Pastor, staff person, or volunteer met the child or youth at a public event and 
remained in public areas at all times. In no case should the adult leave the event and be alone 
with the child or youth. 
 
In cases of SAPC retreats and overnight activities involving both male and female children 
and/or youth, there must be at least two male and two female adults supervising the event(s).  
In the case of retreats and overnight activities involving only one gender of children and/or 
youth there must be at least two adults of the same gender as the children and/or youth 
supervising the event(s). 
 
In providing transportation for church sponsored events or programs there may be times 
when it is not practical to have more than one adult present in the vehicle, the one adult being 
the driver.  In these instances the two-adult rule may be suspended as long as two children or 
youth are present at all times. An exception to this rule may be made for an approved 
volunteer or staff member to transport one child or youth alone to and/or from a church 
sponsored activity or event if the volunteer or staff member has written permission from one 
of the child’s parents.  
 
B.  Younger Helpers 
There may be cases where it is advantageous to provide leadership training for someone who 
is younger than 18 and to do so by allowing that person to work with children or youth.  In 
such cases that person must be closely supervised by a qualified adult staff member or 
volunteer who has been screened according to this policy, and there must be at least two 
adults supervising the activity as defined above. That individual should receive training 
similar to that received by adult leaders.  These children and youth helpers are not subject to 
screening and do not have to complete a volunteer application. 
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C.  Supervision of Children Before, During and After Events 
This Policy is not intended to apply to children at times they are not involved in structured 
church-sponsored events.  Once a child has been officially checked in, supervision will be 
maintained before, during and after any event involving children until the child is in the 
custody of his or her parent, legal guardian or a person designated to church personnel in 
writing by the parent or legal guardian as being authorized to accept custody of the child. 
 
D.  Activities in View 
All activities involving children and/or youth shall be conducted in areas where the activity 
can be easily viewed by parents and supervisors from outside the space.   
Parents are to be encouraged to visit any activity unannounced. 
 
E.  Children/Youth Remain in Area of Activity 
Children and youth involved in programs should remain within the area designated for the 
program and not wander to other parts of the church without adult supervision.   
 
F.  Physical Force 
Physical force may be used by an adult on a child or youth only to the extent necessary to 
restrain the individual under the following circumstances: (1) To quell a disturbance or 
prevent an act that threatens to harm another person; (2) To obtain possession of a weapon or 
other dangerous object in the possession of the child or youth; (3) For purposes of self-
defense or defense of others; (4) To protect a child or youth from self-inflicted harm. 

 
G.  Accompanying a Child to the Restroom 
Adults who accompany a child to the restroom should position themselves such that the child 
has a sense of privacy but where the adults are able to recognize if the child requires 
assistance.  If assistance is needed, the door must stay ajar to remain visible for supervision.  
It is advisable to take more than one child to the rest room at a time. 

 
VII.  Providing Transportation 

 
A.  Permission to Ride 
Written permission must be given by the parent or legal guardian for his or her child or youth 
to ride in any vehicle provided for transportation to any event sponsored by the church.  Such 
permission may be included in approval given by the parent or legal guardian for the child or 
youth to participate in the event itself.   
 
B.  Seat Belts 
In any vehicle equipped with seat belts, all occupants of the vehicle must be wearing seat 
belts at all times the vehicle is moving.  
 
C.  Route To and From an Activity  
In cases where two or more vehicles begin the journey at the same place and have the same 
destination, all vehicles will follow the same route. 
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VIII.  Reporting and Responding to Reports of Abuse  
 

A.  Training for Reporting and Responding to Reports of Abuse 
The Child Protection Policy Team will coordinate with the Directors to ensure effective 
training is conducted for all paid staff and volunteers who work with children/youth on 
proper procedures for reporting an incident, or alleged incident, of abuse and responding to 
such a report.   
 
Before supervising an event involving children or youth, all paid staff and volunteers must 
receive training about the requirements of this policy including the reporting procedures.  
Such training must be refreshed at least every three years.    
 
B.  Reporting Allegations and Instances of Abuse 
Any paid staff member or volunteer who observes a violation of this policy or reasonably 
suspects an incident of abuse of a child/youth must immediately report that information to 
the director of the program/event or to a Pastor, and to the Child Protection Policy Team. 

 
Ø The Director of the program/event or the Pastor who receives the report of alleged 

abuse should ensure that the reporting adult completes the “Allegation of Abuse 
Report.”  If the reporting individual is unwilling or unable to complete the 
“Allegation of Abuse Report,” the director or Pastor will complete the report to 
the best of his/her ability with the information available.  (See Attachment G). 

 
Ø The Director of the program should secure the safety of the victim and others.  

This may include an immediate call to emergency services as necessary. 
 

Ø All allegations of child abuse will be reported to the local police department 
and/or the Iowa Department of Human Services. 

 
Ø All allegations reported to civil authorities must also be reported to the Stated 

Clerk of the Presbytery.   
 

C.  Responding to Reports of Abuse 
 

1.  Initial Response 
The Head Pastor, in conjunction with the Child Protection Policy Team, will respond to 
the report of abuse.  If the accused is a Pastor, the Child Protection Policy Team will 
respond to the report of abuse.  The Pastor or the Director of the event on the scene 
should:  
 

Ø As soon as possible, gather basic information (names of alleged victim, accused, 
and witnesses, contact information, date/time/place and summary of allegations) 
from the alleged victim, accused and witnesses.  Treat all involved with respect.  
An allegation is not a presumption of guilt. 

 
Ø Preserve whatever evidence is available. 
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Ø Ensure the continued stability of the environment. 

 
Ø If the accused is an adult supervisor or paid staff member, relieve that person of 

duties relating to children and/or youth.  The individual shall remain suspended 
until further disposition is made by the Child Protection Policy Team.   The 
decision as to whether the suspension will be with or without pay will be made by 
the Head Pastor in consultation with the Child Protection Policy Team and the 
Personnel Team. 

 
Ø If the Associate Pastor or a Director is the one on the scene, he or she should 

inform the Head Pastor. 
 

Ø The Head Pastor or his/her designee shall inform the parents or legal guardian of 
the alleged victim, and of the accused if a minor. 

 
2,  Further Response 
Primary responsibility for further response is with the Head Pastor and the Child 
Protection Policy Team.  The Head Pastor may delegate responsibility for working with 
the Child Protection Policy Team to the Associate Pastor or appropriate Director.     
 

Ø Pastoral care should be extended to the alleged victim(s), the accused, and 
family(ies), if appropriate. 

 
Ø Seek legal advice and counsel. 

 
Ø Avoid prejudging a situation.  The accused should be treated with dignity. 

 
Ø Cooperate with any investigations being conducted by law enforcement and/or 

the Iowa Department of Human Services. 
 

Ø Inform appropriate individuals of the action taken by the church.  Such 
individuals may be the victim, accused and parents, or the congregation.  

 
Ø Keep the church’s insurance agent informed of the incident or allegation, 

conclusions, and actions taken, if any. 
 

3.  Enforcement 
If a violation of the Child Protection Policy occurs, the Child Protection Policy Team 
should consult with the Head Pastor to recommend appropriate disciplinary action 
against the person in violation.  The Head Pastor will consult with the Associate Pastor, 
the appropriate Director and the Personnel Team if the person in violation is a paid staff 
member. Appropriate disciplinary action may include loss of volunteer privileges, verbal 
warning, written reprimand, and termination of employment. 
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IX.  Reporting and Responding to Non-Abuse Policy Violations 
 

A.  Training for Reporting and Responding to Reports of Policy Violations 
The Child Protection Policy Team will include reporting and responding to reports of policy 
violations in its training.     
 
B.  Reporting and Responding to Violations of Policy. 
Any paid staff member or volunteer who observes a violation of this policy must report the 
violation to the director of the program/event or to a Pastor. 
 
The Director of the program/event or the Pastor who receives the report of the violation shall 
complete the Incident Report of Non-Abuse Policy Violation, Attachment I to the Policy.   
The completed report shall be delivered to the Child Protection Policy Team. 

 
In response to receipt of an Incident Report form, the Child Protection Policy Team shall take 
such responsive action deemed appropriate and consistent with the Policy.  

 
X.  Training and Education 
 

A.  Training and Education of Volunteers and Staff  
The Child Protection Policy Team is responsible for providing training for all staff and 
volunteers who work with children or youth.  The Committee may delegate responsibility for 
training volunteers to the Directors responsible for children and youth programs.  It may 
delegate such responsibility to the Head Pastor for paid staff including the Associate Pastor.  
The Committee retains the responsibility for training of a new Head Pastor.  Paid Staff who 
will be working with children and/or youth will also be asked to read and sign the “Code of 
Conduct.”  (See Attachment A, Page 2) 

 
XI.  Administration of the Policy 

 
A.  Updating Records 
The Child Protection Policy Team will update records of staff and volunteers annually or 
more often if needed for changes in address, phone and other pertinent information.  Once 
background checks have been made, volunteers and staff members will to be re-checked 
periodically as specified above in the Screening Process for Volunteers (pp. 4-5) and the 
Screening Process for Paid Staff (p. 6).   

 
B.  Response to the Media 
One person will be appointed to represent the church to respond to the media in all cases of 
reported child abuse.  This person will normally be the Head Pastor.  There may be 
occasions, however, when that person should be the Director in charge of the event where the 
alleged abuse took place or a member of the Child Protection Policy Team.  That person will 
utilize a prepared statement in his or her initial report to the media which will state that the 
church is cooperating fully with any law enforcement and/or Department of Human Services 
investigation.  (See Attachment H for a sample statement.)  
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C.  Monitoring and Follow-up 
The Child Protection Policy Team will be responsible for monitoring the operation of the 
policy, evaluating its effectiveness and recommending amendments to the Session.  
 

 



Attachment A, Page 1  

 

St. Andrew Presbyterian Church 
Iowa City, Iowa 

Child Protection Policy Summary 
 

At its December 20, 2012 meeting, the Session approved a Child Protection Policy which includes the statement: 
 

“We affirm that children and youth are a gift from God and that the future of the church rests with them. We further affirm 
that it is the church’s obligation to protect their physical, mental, emotional and spiritual well being. The abuse of children 
will not be tolerated in any form by the action of any individual. The abuse may be defined as physical, emotional, spiritual, 
or sexual. All are prohibited.” 

 
THE SCREENING PROCESS 
 

All those who volunteer to work with children and/or youth must complete the Volunteer Application and give 
permission to the Child Protection Policy Team to do a background check. The background check will include a check of 
the appropriate state sex offender registries.  

As part of the screening process, any volunteer who provides automobile transportation as part of an event must be an 
adult and must have completed the Vehicle Operator Application for Volunteers. Drivers must have a valid driver’s 
license and automobile liability insurance. 

Drivers for church-sponsored activities need not follow the Two-Adult-Rule (see below) if there are always at least two 
children/youth in the car or written permission has been given by the parents of the child/youth being transported. All 
occupants of the vehicle must wear a seatbelt if seatbelts are available in the vehicle. 
 
TWO-ADULT RULE 
 
A minimum of two adults should be present to supervise each church activity involving ten or more children and/or youth.   
When it is not possible to comply with the two adult rule, an adult must follow the rule of having at least three persons 
(including children or youth) present at all times.  Except for pastoral counseling or music lessons, at no time should a 
child or youth be alone with an adult.  One-on-one pastoral counseling sessions are permitted, but only if the room or 
office door is kept ajar, or a glass or clear panel is installed into the door that allows the pastor to be visible at all times. In 
the case of individual music or voice lessons, the same rule applies and written parental consent is required. 
 
SIX-MONTH RULE 
 

Volunteers must be members or actively affiliated with the church for at least six months before being permitted to 
work with children and/or youth. 

 
YOUNGER HELPERS 
 

Individuals under age 19 are permitted to help with children/or youth activities, but the Two-Adult-Rule still applies. 
Children and youth do not have to go through the same screening procedure as adults. 
 
REPORTING ABUSE AND POLICY VIOLATIONS 
 

All volunteers are to report any incident of apparent child abuse, suspected child abuse, or violations of the Child 
Protection Policy that they observe to the Director in charge of the event or program where the incident took place or to 
the Pastor or to the Child Protection Policy Team. The church will report all allegations of child abuse to the local police 
department and/or the Iowa Department of Human Services.  The Child Protection Policy Team may be contacted via 
email address: childprotection@saintandrew-ic.org. 
 
FURTHER QUESTIONS ABOUT CHILD PROTECTION 
 

The forgoing is a summary. The complete Child Protection Policy is available to any church member or volunteer who 
requests it. Questions about the Child Protection Policy should be directed to the Child Protection Policy Team. 
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CODE OF CONDUCT FOR VOLUNTEERS AND PAID STAFF 
Working with Children or Youth 

 
I consider this a vow before God, and a covenant between me and Saint Andrew Presbyterian Church, the children and 

youth with whom I will be working, and their families. 

 

x While working with children and youth, I will conduct myself as a Christian called to service in God’s Kingdom. 
 
x I understand that I have been entrusted with the safety and welfare of all children and youth assigned to me. At all 

times, I will guard their physical safety and mental, emotional, and bodily health. 
 

x I understand that I have been entrusted with the spiritual health of all the children and youth assigned to me. 
 

x I will take care of my own physical and spiritual health. 
 

x I understand that I must be careful of questionable or “suggestive” situations. I will abide by the two-adult rule. If 
a child or youth requests time alone with me, I will inform the other adult supervisor and will meet with the child 
or youth in sight of others, but not necessarily where others can hear us. 

 
x I will never touch a child or youth in anger. 

 
x I will use appropriate signs of affection and Christian caring. I will respect the feelings of those who do not enjoy 

even the slightest casual touch. 
 

x I will guard my language. I will not swear or use inappropriate language in the presence of children and youth. 
 

x I will set a good example by respecting the property of the church, any off-site location of a church event, and of 
others and will be a good steward of God’s earth. 

 
x I will immediately report any behavior toward a child or youth that seems to be abusive or otherwise 

inappropriate. 
 
I have read and understand the above Code of Conduct and agree to abide by its provisions, as well as the provisions of 
the Child Protection Policy and Procedures, a copy of which I have received and reviewed. 
 
_____________________________________________________________________________________________ 
Signature Date 
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APPLICATION FOR VOLUNTEERS WORKING WITH CHILDREN AND/OR YOUTH 
Note: Volunteers must complete this application before engaging in a church activity. 

 
Name:                                                                                                                               

 (Include other legal names used in prior 7 years.) 
 

Address:                                                                                                                             
   Street                                             City                           State             Zip 
  
 Date of Birth: ______________________________________________ 
                     
 Contact Daytime Phone                                                                     
 Info:   
   Evening Phone                                                                                                                                                 
 

  Mobile Phone                                                                                                                                   
 

  Email                                                                                                           
 

 
  Previous Addresses (Last 7 years): 
                                                     
                                                                                                                        _________________________  
  Street                                             City                           State             Zip  Dates Lived at Address 
 

                                                                                                                         ________________________  
  Street                                             City                           State             Zip  Dates Lived at Address 

                                                     
                                                                                                                        _________________________  
  Street                                             City                           State             Zip  Dates Lived at Address 
 
                                                                                                                                                                                          
  Have you been a member of SAPC for at least 6 months?   Yes ___ No ___ 
   
  If not a member, date you began attending (MM/YY):                                                                                               
 
References: 
Please provide contact information for places you have worked with children and/or youth as an employee or 
volunteer: 

From 
 
To 
 

Organization or Person’s Name/ Contact Person/ Address/Telephone Job Title or Volunteer Position  
__________________________________ 
Reason for Leaving 

From 
 
To 
 

Organization or Person’s Name/ Contact Person/ Address/Telephone Job Title or Volunteer Position 
__________________________________ 
Reason for Leaving 

From 
 
To 
 

Organization or Person’s Name/ Contact Person/ Address/Telephone Job Title or Volunteer Position 
__________________________________ 
Reason for Leaving 

 
17 
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Have you ever been convicted of, or pleaded guilty or no contest to, even if expunged, any crime related to child abuse, 
sexual abuse, substance abuse, or crimes of violence?   YES    NO 
If Yes, please explain:                                                                                                                                                       
                                                                                                                                                                                             
                                                                                                                                                                                             
                                                                                                                                                                                             
Note: If you have been a victim of physical or sexual abuse or molestation, and you feel this experience could affect your 
ability to work with children or youth, you are encouraged to confidentially discuss your interest in volunteering with a 
pastor before accepting this assignment. 
 
I authorize the church to thoroughly investigate my experience in working with children and/or youth either as a staff 
member or volunteer and any other matters related to my suitability for working with children and/or youth. I further 
authorize former institutions, organizations or individuals where I worked as a staff member or volunteer to disclose to the 
church all information they may have concerning my suitability to work with children and/or youth. In addition, I hereby 
release the church, my former employers, and all other organizations and persons from any and all claims, demands, or 
liabilities arising out of, or in any way related to, such disclosure. 
 
Upon my acceptance as a volunteer working with children and/or youth, I agree to be bound by the provisions of the Child 
Protection Policy of this church. I further state that I have carefully read the foregoing release and know and understand 
its contents. I sign this release of my own free will, and I understand that it is a legally binding agreement. 
 
                                                                                                                                                                                            
Signature Date 
 
 
 
 
Vehicle Operator Application (Please complete this section if you will, or possibly will, be operating a motor vehicle 
as a volunteer, transporting children or youth to and/or from an activity. 
 
Do you have a valid driver’s license?    YES             NO              
 

Do you have a valid CDL?     YES _____           NO  _____          
 If yes, what class?   _____________________    
  

Has your license been suspended or 
revoked in the last 10 years?     YES             NO              
 

Have you been convicted of, or pleaded guilty to, 
or no contest to, even if expunged, operating a motor 
vehicle under the influence of drugs or alcohol or moving  
violations, or have you been found to be at fault in a 
traffic accident(s) in the last 10 years? (A positive response 
will not automatically disqualify an applicant.)  YES             NO   _____           
  
If yes, please describe and provide date(s) (MM/YY):                                                                    

 
Do you carry automobile insurance in an amount  
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no less than $100,000 per occurrence/$300,000  
aggregate that would cover you and your passengers  
when driving youth or children to church-sponsored  
events? (The church’s liability insurance does not  
cover staff or volunteer drivers.)    YES             NO              
 
 
All passengers in any vehicle operated by me shall wear seat belts while the vehicle is moving, if seat belts are available 
in the vehicle, and I will not allow more passengers to ride in the vehicle than the capacity specified by the vehicle’s 
manufacturer. 
 
I hereby authorize the church to run a Motor Vehicle Records check on me.  I also authorize the organization responsible 
for maintaining such records to release them to the church. 
 
                                                                                                                                                                                            
Signature Date 
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Please Print                                      We Are An Equal Opportunity Employer
Last Name                                                        First Name                                       Middle Initial 
 

Social Security Number 

Address                                                            City                                 State         Zip Code 
 

Phone Number 

Position or Type of Work Applied For 
 

Rate of Pay Expected 
$                             per 

GENERAL INFORMATION 
Are you applying for Full Time  �, Part Time  �, or Temporary  � work? 

What days and hours are you available to work? ___________________________________________________________________ 

On what date are you available to start work? ____________________________ Are you willing to work overtime? Yes �     No � 

Are you at least 1  years old?    Yes �   No � 

     If not, can you provide a valid Work Permit, high school diploma, or equivalent?   Yes �   No � 

What languages do you speak, read, or write fluently? _______________________________________________________________ 

If hired, can you verify that you have the legal right to work in the United States?    Yes �   No � 

How long have you lived at your current address? __________________________________________________________________ 

Are you presently on layoff from another job and subject to recall?    Yes �   No � 

    If so, please explain ________________________________________________________________________________________ 

    ________________________________________________________________________________________________________ 

Do you have any special skills, training, or experience which may help you qualify for employment?    Yes �   No � 

    If so, please list ___________________________________________________________________________________________ 

    ________________________________________________________________________________________________________ 

Do you have any certificates or licenses which may help you qualify for employment?    Yes �   No � 

    If so, please list ___________________________________________________________________________________________ 

    ________________________________________________________________________________________________________ 

Do any of your relatives work for this church?    Yes �   No �    If so, who? ____________________________________________ 

Have you applied for work at this church before?    Yes �   No �    If so, when? _________________________________________ 

Have you ever been convicted of a crime, excluding traffic and parking tickets?    Yes �  No � 

    If so, please explain (NOTE: Conviction will not necessarily disqualify applicant.)______________________________________ 

    ________________________________________________________________________________________________________ 

How did you find out about this employment opportunity? ___________________________________________________________ 

 

EDUCATIONAL BACKGROUND 
 

   
 

   
  

  
 

 
 

   
     �   No �  

    �   No �  

     �   No �  

      �   No �  

    �   No �  
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EMPLOYMENT E PERIENCE 
Please start with your most recent job and include all periods of employment, self-employment, and job-related military service for the past 7 years. 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
May we contact the employers listed above?    Yes  �   No �    If not, please indicate which ones you do not wish us to contact. 
____________________________________________________________________________________________________________ 
  

E PERIENCE WORKING WITH CHILDREN/YOUTH 
Please start with your most recent experience and include all service for the past 7 years that is not listed in Employment Experience above. 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
From 
 
To 
 

Employer’s Name/Address/Telephone Start Pay 
 
Last Pay 

Job Title 
__________________________________ 
Reason for Leaving 

Describe the Work You Did 
 
May we contact the organizations listed above?    Yes  �   No �    If not, please indicate which ones you do not wish us to contact. 
____________________________________________________________________________________________________________ 
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PERSONAL REFERENCES 
Please do not list relatives or former employers. 

Name and Occupation Address Phone Number 
 

1. ____________________________________________ 

    ____________________________________________ 

2. ____________________________________________ 

    ____________________________________________ 

3. ____________________________________________ 

    ____________________________________________ 

 

 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

_______________________________________ 

 

 

_________________ 

 

_________________ 

 

_________________ 

CERTIFICATION AND ACKNOWLEDGEMENT 
     I certify that the information provided herein is true and correct to the best of my knowledge. I understand that, if employed, 
falsified statements on this Application of Employment form will be considered grounds for termination. 
     I authorize the church to thoroughly investigate my work experience and any other matters related to my suitability for 
employment. I further authorize my former employers to disclose to the church any and all information they may have concerning my 
previous employment. In addition, I hereby release the church, my former employers, and all other persons from any and all claims, 
demands, or liabilities arising out of, or in any way related to, such disclosure. 
     I acknowledge that, prior to or during my employment, the church may require any legal testing and/or examination, including but 
not limited to, medical, physical, drug and/or alcohol, psychological, and skill and aptitude. 
     I also acknowledge that, if employed, both the church and I have the right to terminate the employment relationship at any time, 
with or without cause or advance notice. This employment at will relationship will remain in effect throughout my employment with 
the church and may not be modified by any oral or implied agreement. 
 
Applicant’s Signature Date 

 



                           DOCUMENTATION OF REFERENCE CHECK          Attachment C 
Youth/Children’s Worker or Volunteer 

 

 

 
 

 

Applicant Name:       
 
 
Reference Name:       
 
 
Date of Contact:       
 
 
Method of Contact (check one):  Telephone  In person  
 
 
Reference’s Contact Information:        
(phone number or e-mail or street address) 
 
 
Reference Type (check one):   Former Employer  Former Volunteer 
  Personal  

 Other Organization (please specify):       
 
 
� How long have you known the applicant?  Under what circumstances? 

 
       

 
 
� What is your knowledge of this person’s work with children/youth? 

 
       
 
 
� How would you describe this person’s manner of interacting with children/youth? 

 
       
 
 
� Based on your observation, is this person reliable and dependable? 

 
       
 
 
� Would you feel comfortable with this person being alone with a small group of 

children/youth for a period of time?  Why or why not? 
 
       
 
 



                         DOCUMENTATION OF REFERENCE CHECK           Attachment C 
Youth/Children’s Worker or Volunteer 

 
 

  

 
 
 
� Is this person eligible to work with your organization’s children again in the future?  If no, 

why not? 
 
       
 
 
� Additional notes or comments:  

 
 
       
 
 
 
 
 
 
 
 
Signed:  ________________________________ Printed Name:        
    (Person Checking Reference) 
 
 
Date:   ______________________ 
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DISCLOSURE and AUTHORI ATION TO OBTAIN INFORMATION 
 

        Organization Name               
                  

                  
                   

                   
                      

                     
                 

            
 
               

             
              

               
           

            
               

     
 

                         
                       

                           
                           

                          
                     

                      
                    

                       
                          

                      
                       

                
 

                       
                       
                       

 
The following must be filled out completely and signed for your application to be considered (Please Print) 

 
               

 
              

 
               

 
                

                
 

             
 
For residents of Minnesota and Oklahoma only:  
            I wish to receive a copy of any ackground Check Report on me that is requested.  
For residents of New York only:  
             I acknowledge receipt of a copy of Article 23-A of New York Correction Law. 
For residents of California only:  
            I acknowledge receipt of a copy of California Summary of Rights under CA law 17 .22. 
             I wish to receive a copy of any ackground Check Report on me that is requested.  
 

 
                   
                          
 

     
   

          
     

www.protectmyministry.com  







Attachment F 
St. Andrew Presbyterian Church 

Iowa city, Iowa 
 

Child Protection Policy and Procedures 
ehicle Operator pplication for mployees 

 
Name___________________________________________________ irth date ____________ 

     (Must be at least age 19) 
Street address __________________________________________________________________  
 
City_____________________________ State____________ Zip Code ____________________ 
 
Do you have a valid driver’s license?   No     Yes  
 
Do you have a valid CDL?   No    Yes  If yes, what class?__________________________ 
 
Has your driver’s license or chauffeur’s license been suspended or revoked in the past ten years?  

  No      Yes  If yes, please explain. ____________________________________________ 
_____________________________________________________________________________ 
 
How long have you had a valid driver’s license? ______________________________________ 
 
Do you carry automobile liability insurance that would cover you when driving children or youth 
for church sponsored events or programs?  (The church’s liability insurance does not cover paid 
staff or volunteer drivers)    No      Yes 
 
Insurance Company name ______________________________ Policy Number_____________   
 
Do you have experience driving a bus?    No      Yes       Or a van?    No      Yes    
 
Have you ever been convicted of, or plead guilty to, or no contest to operating a vehicle while 
under the influence of alcohol or drugs, or moving violations or at-fault traffic accidents, in the 
past ten years?    No      Yes   If yes, please explain 
_______________________________________________________________________ 
______________________________________________________________________________ 
 
Are you comfortable operating a vehicle at night or in low light conditions?    No      Yes    
 
Do you have any physical or mental disability or other limitation that would hinder your ability 
to safely operate a motor vehicle?  If yes, please explain ______________________ 
______________________________________________________________________________ 
 
All passengers in any vehicle operated by me shall wear seat belts (if seat belts are available) while 
the vehicle is moving and I will not allow more passengers to ride in the vehicle than the capacity 
specified by vehicle’s manufacturer. I hereby authorize the church to run a Motor Vehicle Records 
check on me. 
 
The information I have provided in this Application is correct to the best of my knowledge. 
 
Signature ________________________________________ Date _______________________ 
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St. Andrew Presbyterian church 
Iowa city, iowa 

 
Child Protection Policy and Procedures 

 
llegation of buse eport 

 
Name of Person(s) filing Report _____________________________ Class/Group ___________  
             Title _________________ 
 
Alleged Victim(s) Name and age(s) ________________________________________________ 
 
Alleged Perpetrator(s) ___________________________________________________________ 
 
Event/Activity _________________________________________________________________ 
 
Witness(es) ____________________________________________________________________ 
 
Date, Time and Location of Incident ________________________________________________ 
______________________________________________________________________________ 
 
Describe the alleged victim’s demeanor and appearance ________________________________ 
______________________________________________________________________________ 
 
What action did you take, if any ___________________________________________________ 
______________________________________________________________________________ 
 
 
What persons or organizations have been informed of this alleged incident? _________________ 
______________________________________________________________________________ 
 
Description of Incident  
 
 
 
 
 
 
 
 

  I choose to remain anonymous except to those authorized to investigate this incident. 
The above information is freely provided and is true to the best of my knowledge. 
 
Signature(s) _________________________________________________ Date _____________ 
 
Person(s) receiving this report ___________________________________ Date _____________ 
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St. Andrew Presbyterian Church 
Iowa city, Iowa 

 
Child Protection Policy and Procedures 

 
 
 

Sample Initial Statement to the Media 
 

The following is a sample of an initial statement to be made by the church’s representative 
immediately following an incident or allegation of abuse to a child or youth. 
 
 

We are aware of the alleged incident of abuse involving a child 
(or youth) of St. Andrew Presbyterian Church.  The appropriate 
authorities have been contacted and are investigating the 
allegation.  The church has a Child Protection Policy in place to 
screen all people working with children and youth in our 
programming.  This policy was implemented in September 2012.  
Pastoral care is being extended to those in need.  For the 
protection of all involved, I cannot disclose any further 
information at this time.  Thank you. 
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saintandrew-ic.org | 319/338.7523 
  

  Incident Report of Non-Abuse Policy Violation 
 
Reported by:        Date of report: 
 
Incident Information: 
Date of incident: 
Type of violation (i.e. 2 adult rule): 
Location: 
 
 
Please briefly give details of the incident: 
 
 
 
 
 
Name, contact and role of parties involved: 
 
 
 
 
 
Action taken and recommendations to prevent future incidents: 
 
 
 
 
 
 
 
Signatures: 
 
 
 
Program Director:        Date: 
 
 
Member of Child Protection Policy Team:      Date: 
 


