
Our Saviour’s Lutheran Church (OSLC) 

SAFE HAVEN POLICY 
 

 

Policy Statement 
 

In order to provide a safe and secure environment for OSLC’s ministry participants, and 

to minimize the vulnerability of OSLC volunteer and employee workers to unwarranted 

accusation, the following procedures have been adopted. 

 

Policy Application to Covered Employees and Volunteers 
 

Covered Volunteers: Volunteer workers covered by this screening procedure are those 

who by reason of their appointment to a volunteer position are expected to have either (a) 

regular, primary contact with minors or (b) have access or the appearance of private 

access to minors.  Examples of these positions include church school Shepherds, Youth 

Mentors, and any overnight chaperones.  Exclusions include occasional or substitute 

volunteers, and any volunteer working under the immediate supervision of a covered 

volunteer or covered employee. 

 

Covered Employees: All employees are presumed to be in regular, primary contact with 

minors and are therefore subject to the screening procedures outlined in this document. 

 

Covered Employee and Volunteer Screening Procedures 
 

1. Prior to consideration for a position, an applicant who may be working with 

children or youth will complete and return an application authorizing a 

background check and contact with any references. 

2. If the person’s qualifications are appropriate for the ministry work, then 

references and other information provided by the applicant will be checked to 

confirm the accuracy of the information. 

3. In all instances a criminal background check will be performed by OSLC through 

a state law enforcement or private agency with respect to any applicant seeking a 

covered employee or volunteer position. 

4. Any information indicating that an applicant poses a threat to others or has a prior 

history of physical, sexual, mental or psychological abuse, molestation or 

harassment directed against another person will result in the removal of the 

individual applicant from consideration for a volunteer or employee position with 

OSLC. 

 

 

 

 



Supervision 
 

1. At least two adults (at least one adult being over the age of 21) will be present in 

the building at every child or youth function. 

2. No classroom or other enclosed area will have its door closed when an adult is 

alone with a youth. 

3. Covered employees or volunteers will arrive before a scheduled activity and will 

keep watch over those in their care until all have been picked up by parents, 

guardians, or persons specifically authorized to pick up the child. 

4. All minors who need to use the bathroom will be escorted in an age appropriate 

manner. 

5. Minors should be assisted as needed in the restroom.  If the employee or volunteer 

is alone with a minor, the bathroom door must be propped open. 

6. Covered employees and volunteers must never touch a person’s private areas 

except when unavoidable, as in the case of changing a diaper. 

 

Discipline 

 
1. Covered employees and volunteers will never spank, hit, grab, shake, or otherwise 

use physical discipline. 

2. Disciplinary problems will be reported to the covered employees or volunteers 

coordinator/supervisor or to a parent or guardian. 

3. Trip chaperones will monitor behavioral requirements regarding curfews, drugs, 

alcohol, fraternizing, bad language and other unacceptable behavior.  Infractions 

will be reported to the pastor or staff person supervising the trip.  Any disciplinary 

action taken by the pastor or staff person should take into account the individual 

facts of each case and the person(s) involved. 

 

Injuries or Illness 

 
1. Parents will be notified as soon as illness is discovered.   

2. Steps will be taken to avoid contact with body fluids of any kind. 

3. Any coordinator/supervisor who becomes aware of an injury to a worker or a 

participant will take steps to ensure proper medical attention is given to the 

injured person. 

4. Persons who receive a minor injury will be given first aid as needed at the time of 

injury.  The person’s parent or guardian will be notified of the injury when they 

pick up the injured person. 

5. Any injury which may require medical treatment beyond simple first aid will be 

given immediate professional attention.  The parent or (temporary) guardian of 

the injured person and the worker’s coordinator/supervisor will be notified 

immediately. Emergency 911 will also be called immediately if warranted by the 

severity of the injury. 

 



6. A written incident/notice of injury report will be completed by staff whenever an 

injury that requires first-aid treatment occurs during a ministry function.  The 

report will be submitted to the Director of Finance and will be maintained for at 

least two years after the injury or after the injured person attains the age of 18, 

whichever is longer. 

 

 

Notice of Injury, Abuse, or Molestation 
 

1. A key part of the Safe Haven Policy is the prompt reporting and investigation of 

any situation where there is reason to believe that any person, especially a child 

(any person under the age of 18), may have been neglected or abused physically 

or sexually.  While this Policy is particularly concerned with suspected abuse that 

takes place in connection with an OSLC event or on OSLC property, any 

indication of abuse wherever and whenever it occurs should be reported and 

investigated. 

2. Prompt reporting of any situation where child neglect or physical or sexual abuse 

is suspected is consistent with the law in Illinois.  The Illinois Abused and 

Neglected Child Reporting Act (“ANCRA”) encourages persons who work with 

children who have “reasonable cause to believe” that a child “known to them in 

their professional capacity may be an abused child” to promptly report what they 

know to the Illinois Department of Children and Family Services (“DCFS”) 

hotline 800-25-ABUSE on a confidential basis.  All clergy, teachers and 

Celebration Children’s Center personnel are “mandated reporters” under 

ANCRA.  They may face criminal prosecution if they fail to report indications of 

child abuse to DCFS promptly.  Even persons who are not mandated reporters are 

strongly encouraged to report any suspected child abuse or neglect.  ANCRA 

provides broad legal immunity for people who report suspected child abuse to 

DCFS. 

3. All individuals who are deemed to be mandated reporters are required to sign a 

letter of Acknowledgement of Mandated Reporter Status, affirming that they have 

read the statement and have knowledge and understanding of the reporting 

requirements under ANCRA. 

4. The suspected abuse should be promptly reported to all of OSLC’s liability 

insurance carriers. It also should be promptly reported to the Office of the Bishop 

of the Metropolitan Chicago Synod, ELCA, at 773-248-0021.  OSLC will 

cooperate with all governmental authorities and insurance carriers and with the 

Synod. 

5. Unless it would be inappropriate (e.g., the abuse is occurring in the home) the 

parents should be promptly notified of the possible abuse and the steps OSLC has 

taken. 

 

 

 

 

 



Internal Investigation 
 

1. All persons, whether OSLC employees or volunteers who have any knowledge 

about an alleged abuse or neglect, must promptly provide a full written 

confidential report to the Senior Pastor or his/her designee.  Any person who 

reported the incident to DCFS must also file additional reports as DCFS may 

require. 

2. The alleged offender is to be suspended (with pay, if paid staff) and not be 

permitted to participate in any OSLC activities involving children until an 

investigation of the matter is concluded. 

3. OSLC may conduct its own confidential investigation of the allegation or 

indication of abuse, engaging legal counsel and other consultants as deemed 

appropriate. 

4. If there is any reason to believe that the alleged offender may commit abuse in the 

future, that person must not be allowed to participate in any activities involving 

children or youth.  If the alleged offender is an employee, the employee may be 

subject to termination of employment. 

 

Dealing with Law Enforcement/Media 
 

1. A single person should be designated as spokesperson for OSLC regarding any 

alleged incident or investigation. 

2. Such spokesperson will be the only person who communicates with the media or 

provides information about the alleged incident or investigation to the 

congregation. 

3. Confidentiality to avoid undue hurt to any persons involved is paramount. 

 

Annual Employee/Volunteer Worker Review 

 

1. All covered employees and volunteer workers must review this policy at least 

annually. 

2. All covered employees will complete a brief renewal application every other year.  

A renewal application will also be completed every other year by all covered 

volunteers associated with OSLC who will be working in any capacity with 

children and youth. 

3. Should the renewal application show that any covered employee or volunteer has 

become unsuitable for working with children or youth, they will be immediately 

removed from their current position and will not be considered for other positions 

involving work with, or exposure to, children or youth. 

 

Revision of Policy/Procedures 
 

This policy and associated procedures will be regularly reviewed with legal counsel and 

can be modified in accordance with the bylaws of the organization.  Any such 

modification will be promptly conveyed to all persons affected by the modification. 


