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Policy Manual for Youth Workers 
  Adopted  October 27, 2019 

 
INTRODUCTION 
In Clinton First Baptist Church (CFBC) Clinton’s Core Value Statement, we affirm that we value our 
youth, for we believe they are the future of the church. Our mission is to proclaim the gospel of 
Jesus Christ to our community and the world, and make disciples who serve Him. Therefore, we 
will strive for excellence to bring our youth unto Jesus. (Mark 10:14) We believe that God desires 
for us to love others, second only to our love for Him.  Loving others involves developing 
friendships and relationships with those that God places in our lives as well as with our Christian 
Brothers and Sisters. (Matt 22:36-39) (Prov 18:24) We also believe CFBC should be a safe, 
welcoming environment. It’s for these reasons that we have developed this Policy Manual.   
 
This manual should serve as a guide for you as you begin or continue your service at the church.  
However, it’s obviously not possible to anticipate all situations that could arise in ministry or provide 
information that answers every possible question. When you are confronted with a situation not 
covered in this manual, please use common sense and good, sound judgment. If a situation arises 
that is unclear, please seek guidance and direction from a member of the staff. 
 
POLICY STATEMENT 
In an effort to create a safe environment within our church, each person who works with the 
church's Youth Ministry will be required to complete the following process prior to serving: 1) 
submit an application, 2) be screened, 3) be reviewed and approved, and 4) be trained. The pages 
of this manual provide a general overview of procedures and guidelines that CFBC has established 
for its youth workers. Please read it carefully. The church reserves the right to modify any policy or 
provision, with or without notice. Wherever the reference of “written permission” is stated, ‘written’ 
is to include permission submitted ‘digitally’ by parents or guardians under the E-Sign Act of June 
2000. If you have any questions or need additional information, please contact the church office, 
(501)745-6113. 
 
SCREENING PROCEDURES (All results will be kept in strictest confidence.) 
1. Any candidate for a leadership position must: 
   a. Be an active church member of Clinton First Baptist Church or another local protestant church 
in good standing for at least the last six months 
   b. Pass a criminal background check, 
   c. Be recommended by at least two non-related references 2. The completed application, local 
active church membership and references must be reviewed and confirmed. If deemed acceptable, 
a criminal background check  
   will then be run and reviewed. 
3. If an applicant is deemed unsuitable for youth ministry, the candidate will be informed and 
provided ten (10) days to respond to any inaccuracies, incomplete  
   information or dispute of any of the background or reference information. 
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SUPERVISION OF YOUTH - CREATING A SAFE ENVIRONMENT 
1. Two-Adult Policy: It is a standard practice to have at least two (2) adult workers present.   
2. Open Door Policy:  Activities meeting in a classroom setting may be supervised by one (1) 

worker in the classroom when there is visual access (e.g. a door with a window, or open 
door) when there are other workers present in the immediate vicinity.  

3. Drop-off Policy:  The goal of this policy is to avoid having one leader and one student alone.  
If only one leader is opening a room or building for an event and one student arrives, be 
sure to; leave the door open, be visible at all times, have all appropriate lights on, etc.  Use 
your common sense to avoid even the appearance of wrongdoing.   

4. Pick Up Policy:  Youth may be released on their own unless parents inform teachers 
otherwise. Again, try to avoid one adult and one student being alone.  

5. Isolated Locations “Off-Limits”: Once a student has checked into an event, he/she must stay 
until they permanently leave the event.  Students should not be allowed to leave and return 
without express permission by an adult worker.  Students must stay out of isolated areas, 
children’s areas, the parking lot, stairways, and other inappropriate areas.   

6. Random Monitoring: A responsible supervisor should conduct random monitoring at all 
events which includes checking parking lots, bathrooms, classrooms, closets, halls, and 
anywhere else on the campus where the students might go during the event.  

7. Appropriate Worker/Student Interaction Policy:  
a. Social Media is an important means of communication with youth.  Special 

awareness and caution should be used 
i. Parental permission must be given before photos may be posted on the 

church website or other electronic media controlled by the ministry. 
ii. Any text or email message should be appropriate for parents to read 
iii. Joking or sarcastic remarks should be avoided.  It is very easy to misread or 

misunderstand the written word.  
b. Physical touch is an important element in the communication of love and care to 

youth. While it is an essential part of the nurturing process characteristic of ministry, 
workers need to be aware and sensitive to the special and differing needs and 
preferences of each youth. Physical contact should be age and developmentally 
appropriate. 

a. Touch guidelines:  
✓ Greet students with a smile; 
✓ Listen to individuals with ears, eyes and heart; 
✓ Put an arm around the shoulder or back when appropriate; 
✓ Hug sideways, never full contact, body to body; 
✓ No kissing  
✓ No prolonged physical contact of any kind; 
✓ Don’t be alone with any student unless in a public space 

 
Special Rules for Supervision of Specific Activities:   

8. Youth Counseling:  There may be times when counseling is most effective on a one-on-one 
basis, a church staff person or volunteer may meet individually with a youth with the 
awareness and previous consent of the parent or legal guardian. Do all counseling in a room 
where the door remains open and when others are near. Don’t counsel alone and after 
hours.  
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9. Overnight Policy: In situations where two adults are not available per room then no adult 
should stay alone in a specific room with one youth. In those circumstances where youth are 
in rooms without an adult, take special measures to assure the youth’s safety and  
supervision, such as adult hall monitors, “taping” doors, and periodic room checks.  Each 
worker must occupy a bed by him/herself. If providing adequate supervision to the youth 
requires the workers to occupy the same room as the youth, the permission slips should 
inform parents of the activity, sleeping arrangements and date(s) on which the activity is 
occurring as well as who the supervisors will be. Under no circumstances shall fewer than 
two (2) adults supervise an overnight event unless approved by the Senior Pastor. 

 
TRANSPORTATION POLICY: When youth are transported as part of a church activity: 

1. The designated leader of the event must know each driver. 
2. Drivers must be at least 21 years old. 
3. Drivers must have a valid state driver’s license for the vehicle being operated. 
4. Drivers must have a “clean” driving record. 
5. Drivers should avoid being alone with one youth in the vehicle. 
6. Drivers must sign an acknowledgment form indicating they have read and agree to follow 

the Church Bus Policy. 
7. Any student riding in a private vehicle for a youth event must have written parental/guardian 

permission.  
 
PERMISSION SLIP & EVENT RECORDS POLICY:  

1. All activities will have a written record of the names and contact information of participants 
and supervisors. 

2. Release forms, permission slips and medical release forms, etc. will be required as needed 
for specific events and kept until the event is completed.   

3. Youth must provide written permission signed by a parent or guardian to participate in 
activities requiring traveling or overnight stays.  

4. Youth must have permission slips to participate in any overnight activity or any activity that 
takes place away from church property. Small Groups at family homes are excused from 
this requirement. The permission must be in writing, have emergency contact information, 
be signed and dated by a parent or guardian. It must identify the activity in which the youth 
is participating and date(s) on which the activity is occurring. The person in charge of each 
trip and/or event shall carry permission slips.   

5. Permission received over the phone is not acceptable. 
 
BE RESPONSIBLE 

1. Job Switch Policy: Workers are expected to fulfill their scheduled commitment to service as 
a leader for Life Groups, Wednesday nights, special events, etc. If they are unable to keep 
their commitment, they should find an approved worker to cover or switch schedules with 
them. An approved worker would be one who has completed the screening process and has 
been trained in the area for which the switch is to be made. 

2. Worker Arrival Policy:  Workers should arrive before their scheduled activity, early enough to 
prepare for the event.  If, for any reason, a worker is unable to attend or arrive on time, 
please notify the person in charge of the event as soon as possible.   
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DISCIPLINE 
When “discipline” is necessary, all interaction will carefully consider a youth’s integrity and fragility. 
All students will be treated with gentleness, respect, and understanding. 
1. Workers are never to spank, hit, grab, shake, or otherwise physically discipline anyone. 
2. Guidelines: 

✓ Inappropriate behavior shall be dealt with in a calm, direct manner. 
✓ Reward good behavior and inform parents when the child does well or shows improvement. 
✓ Remind the student of proper classroom behavior by stating the rules and expectation. 
✓ Redirect the student to a different situation or area. Separate the student from others when 

they are having difficulty behaving. 
✓ Remove the youth from the group; move them to a chair next to an adult.  After the student 

settles down, give an appropriate explanation of what is the problem with the child’s 
behavior and invite them to rejoin the group for the next activity. 

✓ Return child/youth to parent or guardian if above steps fail to change inappropriate behavior. 
3. Report all disciplinary problems to the workers’ coordinator/ supervisor/staff member and parent 
or guardian. 
 
HEALTH AND SAFETY 
1. Well Student Policy: Do not receive a student who is ill into a classroom.  
2. Medications: Youth leaders should avoid giving or applying medications except when 

arrangements have been made ahead of time with written administration directions from the 
parent/guardian which include the student's name, name of prescription/medication, dosage 
amount and frequency, and signed/dated authorization. Medication should be kept in its original 
prescription bottle/package with the leader except in cases where quick access for self-
treatment is necessary such as use of an inhaler, etc.  

3. Infectious & Communicable Diseases: It is the church’s goal and desire to protect all students 
and their supervisors. For this reason, first aid kits shall be readily available for handling cuts, 
bloody noses, vomiting, etc. In addition, all workers should understand the church’s infectious 
and communicable disease policy and its procedures.  

4. Blood or body fluids: Take reasonable steps to avoid contact by anyone with body fluids of any 
kind. Wear gloves if there is contact with blood or blood containing body fluids; use chlorine 
bleach and water to clean surfaces contaminated with blood or blood containing body fluids, 
discard blood-contaminated materials in a plastic bag with a secure tie.  Notify church staff. 

5. Take ill students to their parent or guardian.  If this is not possible, then isolated ill student in a 
manner that will allow supervision to continue until the youth is returned to their parent or 
guardian. 

6. Get proper medical attention for any injured person.  
✓ Call an ambulance for serious injuries.  Notify parent or guardian and the worker’s 

coordinator/supervisor.  
✓ Give first aid to anyone with a minor injury.  Notify parent or guardian when they pick up the 

injured youth. 
✓ Prepare an Incident Problem Report (IPR) whenever an injury occurs during a ministry 

function.  Give the IPR to the Student Pastor upon completion.  IPR will be kept on file for 
three (3) years. 
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REPORTS of SUSPECTED ABUSE 
If a student reports that they have been abused or you have reasonable cause to suspect abuse, 
you are required to report the abuse to the Department of Human Services. 
 
 Under the Arkansas statute, certain individuals (including child care workers, coroners, 
dentists and dental hygienists, domestic abuse advocates or domestic violence shelter 
employees or volunteers, employees or volunteers at a reproductive health center, 
employees of the Department of Human Services, foster parents, judges, law enforcement 
officials, medical professionals and health care personnel, school officials including in 
institutions of higher education and teachers, school counselors, social workers, court 
appointed advocates or probation/intake officers, clergy, attorneys, and others) are 
mandated by law to immediately notify the Child Abuse Hotline, operated by the Department 
of Human Services, if he or she reasonably suspects a child has been subject to 
maltreatment, observes a child being subject to conditions or circumstances that will result 
in maltreatment or suspects that a child died as a result of maltreatment.  
Any other person shall immediately notify the Child Abuse Hotline if they have reasonable 
cause to suspect child maltreatment, child death as a result of maltreatment or observes the 
child being subject to conditions which may result in maltreatment of the child.  
The act defines child “maltreatment” to include abuse, sexual abuse, neglect, sexual 
exploitation or abandonment.  
 

 To Whom Reported: Department of Human Services. Arkansas Child Abuse Hotline: 

1-800-482-5964 
 
 

RESPONSE TO ALLEGATIONS OF ABUSE 
Immediately report any suspected, observed or disclosed abuse or molestation to the student 
pastor and senior pastor.  Be prepared to write all the details in a report of the incident, see number 
7 below. The following is the standard response the church administration will follow:   
1. The Student Pastor will promptly contact an attorney to provide a written opinion when the 

abuse meets the threshold-reporting requirement as identified and confirmed with church 
attorney. 

2. Immediately notify the proper authorities  
3. Immediately notify the parents/legal guardian of the victim.  Keep the youth safe until the 

parent(s)/guardian(s) arrive. Emphasize that the proper authorities must be notified even if the 
parent(s)/guardian(s) does not wish the incident to be reported.   

4. Notify the church’s insurance carrier, (general or professional liability insurance). 
5. Legal counsel will be contacted for advice and guidance. Decisions concerning the church’s 

response to the allegations will be made in accordance with such advice.  Outside legal 
counsel should be designated as the spokesperson to law enforcement following notice of any 
possible abuse or molestation in connection with activities of the church. This spokesperson 
will be the only person to convey information concerning the situation and (to avoid 
compromising any ongoing investigation) will convey only such information as is necessary 
under the circumstances. 
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6. Any contact with the media should be handled by the pre-determined spokesperson who may 
or may not be the legal counsel. Care will be taken to safeguard the privacy and 
confidentiality of all involved. The spokesperson should generally convey that the matter is 
under investigation and any comments made prior to the conclusion of the investigation would 
be premature.  

7. A written report of the basic information shall be kept to ensure on-going ministry and 
advocacy for the victims and others involved. A form for this purpose shall be available in the 
church office. The report shall be brief and contain only facts and information relevant to the 
situation. It shall be filed in a secure place in order to ensure confidentiality. It is to be written 
in ink or typed to prevent it from being changed.  

8. Immediately, yet with dignity and respect for the accused, remove the accused from further 
involvement with youth but continue to minister to him/her and his/her family in a caring and 
Christ-like manner.   

9. Once the safety of the youth is secured and the proper authorities are contacted, the pastor or 
other designated person may tell the accused that a report has been made. If the accused is 
paid staff of the church, arrangements will be made to either maintain or suspend his or her 
income until the allegations are cleared or substantiated.   

10. All ministry leaders, employees, and volunteer workers will cooperate fully with law 
enforcement or governmental agency that may be investigating allegations of injury, abuse, or 
molestation in connection with activities of the church.   

11. With advice and participation of legal counsel, the church will promptly conduct a preliminary 
investigation. The situation will not be pre-judged, but every allegation will be taken seriously. 
A report will be made, under attorney-client privilege, to our attorney and further legal advice 
on how to handle the situation will be implemented. We will maintain appropriate 
confidentiality of all allegations and investigation to protect the privacy and reputations of all 
involved; reduce the risk that our church will be liable for defamation etc.; and help preserve 
the attorney-client privilege, where otherwise applicable.   

12. Bring closure to the investigation. If the accused is convicted, then discipline or dismissal may 
be appropriate. Counseling is always appropriate. If charges are unsubstantiated, the decision 
about whether to restore the accused to full employment or volunteer status will depend on a 
number of circumstantial factors. Consult legal counsel in this process. 
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VIOLATION OF POLICY OR PROCEDURES 
1. Workers must promptly notify the student pastor of any activity undertaken on their own behalf 

or by others which violates this policy or procedures.   
2. The student pastor who becomes aware of a violation of the policy or procedures will take all 

necessary steps to ensure future compliance with the policy and procedures by all workers; 
and will remove workers from their position if such removal is warranted, or if the worker 
poses a potential threat to others. 

 
INITIAL AND SUBSEQUENT REVIEW 
1. Youth Life Group Teachers are recommended by the Nominating Committee and approved by 

the church body.  
2. Review these policy and procedures annually along with other appropriate child protection 

information provided by the church.   
3. A subsequent review will take place when a concern develops regarding a current, previously 

approved leader to determine whether or not it is appropriate for him/her to continue working 
with youth. If it is determined that they are not suitable, they will be removed from their current 
position and they will not be considered for other positions involving work with children or 
youth.   

 
REVISION OF POLICY/PROCEDURES 
These policy and procedures will be regularly reviewed with legal counsel and can be modified in 
accordance with the bylaws of Clinton First Baptist Church. Any such modification should be 
promptly conveyed to all persons affected. 
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Policies and Procedures 
Statement of Acknowledgment and Agreement 

I have received and read a copy of Clinton First Baptist Church’s Youth Worker Policy and understand the 
importance of the matters set forth within the manual. I agree to follow and abide by these guidelines during my 
service at Clinton First Baptist Church. 
Further, I understand that the manual may be modified at any time, and that any guidelines may be amended, 
revised, or eliminated at any time by Clinton First Baptist Church. 
I also acknowledge that I have reviewed and agree to fulfill the duties listed in the Manual. While, ideally, I will 
serve in this ministry for the agreed term, I understand that I may choose to end this relationship at any time. If 
possible, I will provide two weeks’ notice to my supervisor. 
I further acknowledge and understand that the materials and guidelines contained in this manual in no way 
express or imply a contractual employment relationship between Clinton First Baptist Church and me. If I am 
applying as a volunteer, I acknowledge and agree that I will receive no compensation for hours worked. 
Finally, I understand that it is my responsibility to review new guidelines that are created and distributed, as well 
as manual guidelines that are changed or deleted. 
I hereby acknowledge receipt of Clinton First Baptist Church policies and procedures manual. 
_______________________________________ 
Staff Member or Volunteer’s name (please print) 
 
_______________________________________ 
Staff Member or Volunteer’s signature 
 
Date: _____________ 
 
[This page is to remain attached to Clinton First Baptist Church Youth Worker Policy.] 
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Policies and Procedures  
Statement of Acknowledgment and Agreement 

I have received and read a copy of Clinton First Baptist Church’s Youth Worker Policy and understand the 
importance of the matters set forth within the manual. I agree to follow and abide by these guidelines during my 
service at Clinton First Baptist Church. 
Further, I understand that the manual may be modified at any time, and that any guidelines may be amended, 
revised, or eliminated at any time by Clinton First Baptist Church. 
I also acknowledge that I have reviewed and agree to fulfill the duties listed in the Manual. While, ideally, I will 
serve in this ministry for the agreed term, I understand that I may choose to end this relationship at any time. If 
possible, I will provide two weeks’ notice to my supervisor. 
I further acknowledge and understand that the materials and guidelines contained in this manual in no way 
express or imply a contractual employment relationship between Clinton First Baptist Church and me. If I am 
applying as a volunteer, I acknowledge and agree that I will receive no compensation for hours worked. 
Finally, I understand that it is my responsibility to review new guidelines that are created and distributed, as well 
as manual guidelines that are changed or deleted. 
I hereby acknowledge receipt of Clinton First Baptist Church policies and procedures manual. 
_______________________________________ 
Staff Member or Volunteer’s name (please print) 
 
_______________________________________ 
Staff Member or Volunteer’s signature 
 
Date: _____________ 
 
[This page is to be signed, detached and delivered to the Church Administrator.] 

 


