NORMAN COMMUNITY CHURCH OF THE NAZARENE

“COMMUNITY SAFE” POLICY
(Adopted November 26, 2013)

I.
OVERVIEW OF THE NCCN COMMUNITY SAFE SYSTEM

Because we love children and youth and desire to protect them, Norman Community Church of the Nazarene (NCCN) requires all staff members, interns, and volunteers working with minors
 to complete three safety steps before ministry work or volunteer placements begin.

Step One: Background Checks

NCCN requires that all staff members, interns and volunteers working or volunteering in ministry activities or programming to minors undergo a criminal background check. Depending upon position, differing levels or intensity of background check may be required.

Step Two: Sexual Misconduct Awareness Training

NCCN policies and procedures require that staff members, interns, and volunteers avoid sexual misconduct or other inappropriate behavior of any kind with minors.  Staff members, interns, and volunteers are required to report any incidents or policy violations to a supervisor or a member of the NCCN Community Safe Committee.
Staff members, interns, and volunteers should have a basic understanding of the characteristics of sexual predators and their behaviors in ‘grooming’ a child for sexual abuse. Grooming is the process used by an abuser to select a child, win the child’s trust (and the trust of the child’s parent or caretaker), manipulate the child into sexual activity and keep the child from disclosing the abuse.  To equip NCCN staff members, interns, and volunteers with information necessary to recognize abuser characteristics and grooming behavior, NCCN requires all staff, interns, and volunteers to complete sexual abuse awareness training (live or online at www.MinistrySafe.com).  This training will be provided as part of the orientation of each new staff member, intern and volunteer who will be working with minors.  Additional training will be provided at least every two years.

Step Three: Policies and Procedures

Staff members, interns, and volunteers are required to review this policy and sign the last page indicating that he or she has read and understood the material, has completed the initial sexual abuse awareness training, and agrees to comply with policy requirements.

These three steps will be followed and implemented by the immediate supervisor of each staff member, intern or volunteer and the Community Safe Committee of NCCN. A personal file will be kept on each staff member, intern, and volunteer serving at NCCN.

II.
POLICY STATEMENT

	ZERO TOLERANCE OF SEXUAL MISCONDUCT WITH MINORS

The Church of the Nazarene has adopted a zero tolerance policy for sexual misconduct and inappropriate behavior with minors. All workers, leaders, and pastoral staff are to be above reproach in their conduct and to act in the best interest of others. This requires not only that they themselves refrain from engaging in any abusive or suspicious behavior involving minors; they will also be required to report without delay to the proper authorities anyone seen engaging in such behavior.

- The Board of General Superintendents




We at Norman Community Church of the Nazarene adopt this policy as our own.  It is the responsibility of every staff member, intern, and volunteer at NCCN to act in the best interest of all minors in every program or activity sponsored by our church.

In the event that staff, interns, or volunteers observe any inappropriate behavior (i.e. policy violations, neglectful supervision, poor role-modeling, etc.) or suspected abuse (physical, emotional, or sexual), it is the responsibility of the observer to immediately report their observations as provided in this policy.

Duty to Report Suspicious or Inappropriate Behavior

NCCN is committed to providing a safe, secure environment for minors and their families. To this end, any suspicions of child abuse or neglect, sexual misconduct or other inappropriate behavior with minors will be taken seriously and must be reported, in accordance with this policy, to the designated representatives of NCCN and, if required by applicable law, the appropriate enforcement agency.

An element of the safe environment referenced above includes the fostering of a culture of reporting relevant information to a supervisor or a member of the NCCN Community Safe Committee. In order to maintain a safe environment for minors, NCCN staff members, interns, and volunteers must be aware of their individual responsibility to report any questionable circumstance, observation, act, omission, or situation that might be a violation of these policies.  All questions or concerns related to any suspected ‘grooming ‘behavior,
 any policy violations, or any other suspicious or inappropriate behavior should be directed to an immediate supervisor in the Children or Youth Ministry Area or to a member of the NCCN Community Safe Committee.

*A Report Form is included in the Appendix of this Policy Manual.

Enforcement of Policies

NCCN staff members, interns, and volunteers (including those who supervise other staff members, interns, and volunteers) are charged with the diligent enforcement of all NCCN policies. Violations of these policies are grounds for immediate dismissal, disciplinary action, or reassignment from Children or Youth Ministry positions for both volunteers and staff members. Final decisions related to policy violations will be the responsibility of the Senior Pastor and the NCCN Community Safe Committee.

Consequences of Violation

Any person accused of conduct that is prohibited by this policy will be immediately suspended from participation in Children or Youth Ministries. This suspension will continue during any investigation.

Any person found to have violated this policy will be prohibited from future participation as a staff member, intern, or volunteer in any activities or programming that involves minors or other vulnerable persons at NCCN. If the person is a staff member, intern, or employee, such conduct may also result in termination of employment from NCCN.

Failure to report  conduct that is prohibited by this policy also is a violation of this policy and may be grounds for termination of employment of a staff member or employee. Volunteers who have knowledge of but fail to report a violation of this policy may be restricted from participation in any activities involving minors or other vulnerable persons at NCCN.

III.
REPORTING SUSPICIONS OF SEXUAL MISCONDUCT, CHILD ABUSE, OR NEGLECT
Staff members, interns, and volunteers at NCCN are required to report suspicions of child abuse or neglect, or any sexual misconduct or other inappropriate behavior of a colleague, co-worker, or other person with a minor to their immediate supervisor or to a member of the NCCN Community Safe Committee.

Oklahoma law requires that any person who has reason to believe that a minor is a victim of child abuse or neglect
 must report the matter promptly to the appropriate enforcement agency.  If a staff member, intern, or volunteer reports actual or suspected child abuse or neglect to an immediate supervisor or a member of the Community Safe Committee, they will help the person who observed the conduct make a report to enforcement agencies.

Reporting Process

NCCN staff members, interns, and volunteers are required to verbally report any incident involving actual or suspected sexual misconduct, child abuse or neglect to a supervisor or a member of the NCCN Community Safe Committee as soon as possible.
If an individual who is not a staff member, intern, or volunteer of NCCN displays suspicious or inappropriate behavior involving a minor, the person who observes the inappropriate behavior should take immediate action to protect the minor and then immediately report the behavior (including the name of the individual) to a member of the NCCN Community Safe Committee.
After receiving a report from a staff member, intern, or volunteer, a member of the Community Safe Committee will speak with the person who initially reported the incident and any other witnesses in order to get detailed information about the entire conversation or incident, and then prepare a written report.  If a minor reports an incident in which he or she was personally involved, the staff member, intern, or volunteer to whom the minor reported the incident will immediately contact a member of the Community Safe Committee, who will arrange for the minor to be interviewed by a professional with experience interviewing minors who are possible victims of sexual misconduct.  If required by law, the incident will be reported to the Oklahoma Department of Human Services (1-800-522-3511) or its Child Protective Services division (405-521-2283).

Response to Report of  Sexual Misconduct

The NCCN Community Safe Committee will take appropriate action on behalf of the church if a report of sexual misconduct or other violation of this policy occurs.  All allegations will be taken seriously. The best interests of the minor involved is our top priority. The confidentiality of the minor and of others involved will be protected to the degree possible.

If media inquiries are received in connection with an alleged incident, the Church Board President will serve as the designated spokesperson on behalf of the church.

If the NCCN Community Safe Committee determines that such disclosure is appropriate, the Senior Pastor or Church Board President will report the incident to the congregation without revealing details or identities.  If warranted due to the nature of the incident, the NCCN Community Safe Committee will assist the congregation in dealing with the incident through support groups, individual counseling, and/or parent/caretaker meetings.

Any statements made on behalf of the church, whether to adults or minors, should affirm and rebuild trust by responding to questions while maintaining confidences and addressing the need for counseling, if appropriate. 

IV.
NCCN COMMUNITY SAFE COMMITTEE

Community Safe Committee

Recognizing the importance of providing and maintaining a safe environment for children and youth, NCCN will appoint and maintain a Community Safe Committee, which will meet once each quarter.

Mission Statement

The purpose of the Community Safe Committee is to enable NCCN Children’s and Youth Ministries to carry out appropriate ministry activities while safeguarding program participants against emotional, physical, and sexual abuse.

Composition

The Community Safe Committee will be comprised of the following members:

1.
The Senior Pastor

2.
The Children’s Ministry Pastor or Director
3.
The Pastor of Youth Ministry

4.
Church Board President
5.
One member of the NCCN Policy and Personnel Committee
6.
One member appointed by the before-mentioned members

Meetings

The Church Board President will chair the meeting of the Community Safe Committee on a quarterly basis to discuss risk management practices and updates. The Community Safe Committee will also meet on an emergency basis upon the recommendation of a member or following the report of any incident or allegation.

Responsibilities

1.
Applying existing NCCN policies and procedures to safety and risk management issues involving minors.

2.
Monitoring all Children’s and Youth Ministries’ programs for ongoing compliance with safety policies.

3.
Making recommendations to the NCCN Policy Committee and the Church Board regarding safety issues involving minors.

4.
Evaluate and improve current policies and procedures.

5.
Provide ongoing awareness and church-wide education.

V.
SAFETY POLICIES FOR CHILDREN AND YOUTH
RESOURCE ROOM

The resource room is a valuable asset to the ministries of NCCN.  However, minors should never be in the resource room without adult supervision, and a minor should never be in the resource room alone or with just one adult. If a minor needs to be in the resource room and two adults are not available, the minor may enter as one adult stands in the doorway of the exterior door of the resource room.

COMPUTER USE
Computers that are property of NCCN are designed for church use only.  If a minor is given permission to use a church computer, he/she must be supervised by a  NCCN staff member, adult intern, or adult volunteer.  

NCCN staff, interns and volunteers agree to:

1) Never post an online photograph of any minor without a signed consent form.  It is preferable to not identify individuals by name (particularly children and teens), or use only first names if absolutely necessary.

2) Use discretion when posting church newsletters online.  Newsletters often contain personal information about children and youth, including full name, grade level, and parents’/caretakers’ names.

3) Always copy parents or caretakers when emailing or text-paging children and youth or obtain written permission for one-on-one emailing. 

DISCIPLINE

Please refer to the ministry area-specific policy regarding discipline.
OVERNIGHT SUPERVISION 

Special attention will be given to planning and carrying out activities that involve children and teens in overnight stays, on or off church property.  The following rules should apply:
1) At least two (2) screened adult volunteers will supervise overnight activities. If the participants are male and female, then a minimum of two (2) male and two (2) female chaperones must be present.

2) The person in charge of children/students for each overnight trip and/or retreat will obtain and carry parental/caretaker permission slips, including permission for emergency medical care. 

3) In any overnight setting, space should be assigned as follows: 

a.
Space with minors will be monitored at all times by an NCCN staff member, adult intern, or adult volunteer. 

b.
Only same gender and adjoining same gender rooms are permitted. 

c.
If all are sleeping in large open area, separate space will be designated. In this setting, NCCN staff members, adult interns, or adult volunteers will be placed in such a way as to separate minors by gender.

4) Privacy will be provided for washing and dressing.

NOTE ABOUT VISITING GROUPS:  When a request is made to place such an event on the NCCN calendar, groups visiting NCCN for overnight stays will be provided with copies of this policy and the NCCN Building Use Policy, and asked to agree to abide by both policies.  NCCN will not be responsible to document that screened adults (adults who have undergone background checks) are present during such events.  However, it is expected that visiting groups will have screened adults accompanying any minors on overnight trips to NCCN.  Further, it is understood that any visiting group will use reasonable due diligence, using this policy as a minimum standard, in providing for the safety and protection of minors while they are on NCCN property.

BATHROOM SUPERVISON AND ASSISTANCE GUIDELINE

Nursery Children

Because nursery children may require complete assistance with their bathroom activities, all staff members, interns, and volunteers will observe the following policies:

Diapering

1) Only adult nursery workers or the child’s parent or caretaker will undertake the diapering of children of either sex.

2) Changing of diapers should be done in plain sight of other nursery workers.

3) Children will never be left unattended on changing tables.

4) Any special instructions given by parents or caretakers leaving children in the nursery will be recorded on the registration cards (i.e. Seth Jones has a medicine in the bag for diaper rash.)

5) Children should be re-diapered and re-clothed immediately upon the completion of changing their soiled diaper.

6) Children should be changed on changing stations only.

Toilet Training

1) No child will be forced to toilet train.

2) Only adult nursery workers or the child’s parent or caretaker will participate in toilet training efforts.

3) When the children are taken into bathrooms the door will be left partially open.

4) Young children will never be left unattended in bathrooms.

5) The child’s parent or caretaker should be consulted on each child’s progress in the toilet training process before leaving the child with volunteers or staff members. Any special instructions given by parents or caretakers leaving children in nursery will be recorded on the registration card (“Emily can use the toilet, but she needs to be reminded—ask her if she needs to go.”)

6) Children should be assisted in straightening their clothing before returning to the room with other children.

7) “Accidents” should be handled by reassuring the child and completing the changing of diapers or underwear and clothing. Extra clothing and diapers are available in the NCCN nursery, if the child’s parent or caretaker has not furnished a change of clothes.

School Age Children

School age children may be accompanied to the restroom for supervision and assistance when needed. However, children should receive the minimum amount of assistance needed based upon their individual capabilities. Staff members, interns, and volunteers should never take a child to the restroom alone.

If a staff member, intern, or volunteer must go into the restroom to check on an individual child, he or she should seek out another worker to accompany him or her.  If another worker is not available, the staff member, intern, or volunteer should go to the exterior bathroom door, knock, and ask if the child needs assistance.  If the child requires assistance, the worker should leave the exterior bathroom door open when entering the bathroom area and try to verbally assist the child in completing his or her activities, while the child remains behind the door of the bathroom stall.  If it is necessary to assist a school-age child in the restroom due to illness or for any other reason, the worker should promptly notify the child’s parent or caretaker.
Any assistance with the straightening or fastening of garments should be done in the presence of another staff member, intern, or volunteer.

Special Needs

Parents or caretakers will offer instruction to staff members, interns, or volunteers to change the diapers of special needs individuals.  Parents or caretakers will be responsible for changing all special needs individuals who are over 4 years of age.

Nudity
Staff members, interns and volunteers should never be nude in the presence of minors in their care.  In the event there is a situation that may call for or contemplate the possibility of nudity (e.g., changing clothes during a pool party, weekend or overnight retreat, camp, etc.), specific measures should be taken to adhere to this policy.
ONE-ON-ONE INTERACTIONS WITH MINORS
Children

Staff members, interns, and volunteers should never conduct one-on-one, unobserved meetings or interactions with children while participating in NCCN Children’s Ministry programs. Another adult who has completed the NCCN screening process should always be present.

Youth

One-on-one interaction is only to happen with male-to-male and female-to-female, and   any such meeting must be reported to the youth pastor prior to its occurring. The staff member, intern, or volunteer must call or text the youth pastor when the meeting is completed.

TRANSPORTATION

Staff members, interns, and volunteers may from time to time be in a position to provide transportation for minors. The following guidelines should be strictly observed when workers are involved in the transportation of minors:

1. Minors should be transported directly to their destination. Unauthorized stops at a non-public place should be avoided. Staff members, interns, and volunteers should avoid circumstances that leave only one minor in transport.

2. Staff members, interns, and volunteers should avoid physical contact with minors while in vehicles.

3. No cell phones may be utilized by the driver while driving NCCN church vans or vehicles owned or rented by NCCN, unless in an emergency.

PARENTAL/CARETAKER CONTACT

Parents or caretakers who leave a minor in the care of NCCN during church services or activities will be contacted if their child becomes ill, injured, disappears, or has a significant disciplinary problem while participating in NCCN’s Children’s and Youth Ministries.

PARENTAL/CARETAKER INVOLVEMENT

Parents and caretakers are encouraged to visit any and all services and programs in which their child is involved at NCCN.  Parents and caretakers have an open invitation to observe all programs and activities in which their child is involved.  However, parents and caretakers who desire to participate in or have continuous, ongoing contact with their children’s programs at NCCN will be required to complete the three safety steps outlined in this policy (.

PHYSICAL CONTACT

NCCN is committed to protecting minors in its care. To this end, NCCN has implemented a ‘physical contact policy’, which is intended to promote a positive, nurturing environment for our Children’s and Youth Ministries while protecting minors from inappropriate physical contact. The following guidelines are to be carefully followed by anyone working with minors or other vulnerable persons:

1. Quick hugs, pats on the back and other forms of appropriate physical affection between minors and staff members, interns, and volunteers are important for a minor’s emotional development, and are generally suitable in the church setting.

2. Inappropriate touching and inappropriate displays of affection are forbidden. Any inappropriate physical contact, touching or displays of affection should be immediately reported to an immediate supervisor, the Children’s Pastor, the Youth Pastor, or the Senior Pastor.
3. Physical contact should be for the benefit of the minor, and never be based upon the emotional needs of a staff member, intern, or volunteer.
4. Physical contact should only occur in observable places or in the presence of other minor or staff members, interns, and volunteers. It is less likely that physical contact will be inappropriate or misinterpreted when it is open to observation.
5. Physical contact of any form with a minor should not give even the appearance of impropriety. The personal behavior of staff members, interns, or volunteers in ministries to minors must foster trust at all times. Personal conduct must be above approach.
6. Do not touch or hug a minor who is reluctant to have physical contact. A minor’s desire not to be touched must be respected.
7. Children’s and Youth staff members, interns, and volunteers are responsible for protecting minors under their supervision from inappropriate or unwanted touch by others.
8. Any inappropriate behavior or suspected abuse by anyone must be reported immediately to an immediate supervisor or a member of the NCCN Community Safe Committee.
CHECK-IN AND RELEASE OF MINORS
Every minor must be checked in by registering his or her name and emergency contact information. 
Children’s and Youth Ministries staff members, interns, or volunteers are responsible for releasing minors in their care to parents, caretakers, or other persons designated by the minors’ parents or caretakers at the close of services or activities.

It is presumed that an adult who drops off a minor for participation in an NCCN service or activity has the authority to pick up the minor at the conclusion of the activity.

If staff members, interns, or volunteers are uncertain  whether it is appropriate to release a minor to someone who has offered to take the minor home, they should immediately locate or contact their immediate supervisor before releasing the minor. If there are further questions remaining, do not hesitate to call the emergency contact number for the minor’s parent or caretaker to follow up and verify authorization. 

If the minor is an infant or toddler, the minor’s parent or caretaker must pick up the child at the location where they dropped the child off and sign the child out.

IDENTITY

Children’s and Youth Ministry staff members, interns and volunteers must wear identifying name badges while participating in activities or events on the grounds of NCCN.

INCIDENT REPORT FORM
DATE OF THE INCIDENT ______________________________

DATE REPORT IS FILED _______________________________

PERSON FILING THE REPORT _______________________________

INSTRUCTIONS

As close as possible to the time the incident occurred, a copy of this report is to be filled out by the member of the Community Safe Committee to whom the incident was reported. Other eyewitnesses to the incident (preferably adults) may also fill out additional copies of this form.

Name and position of person who reported the incident

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Your involvement in the incident

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Describe the incident 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Where the incident occurred (location)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Name(s) of minor(s) who were involved in the incident 
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Describe action taken by person(s) who observed the incident
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Names of others involved in the incident

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Name(s) of the NCCN staff member, intern or volunteer in charge at time of incident

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Name(s) of other witnesses

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Additional comments
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

APPENDIX TO NCCN “COMMUNITY SAFE” POLICY

Definitions
Child Abuse- as defined by Oklahoma law, is harm or threatened harm or failure to protect from harm to a minor’s health and safety by a person responsible for the minor’s health and safety, which includes (1) a parent, (2) a legal guardian, (3) custodian (someone to whom legal custody of the minor has been awarded by the court); (4) a foster parent, (5) a person 18 years of age or older with whom the child’s parent cohabitates, or any other adult residing in the home of the minor: (6) an agent or employee of a public or private residential home, institution, facility or day treatment program; or (7) an owner, operator, or employee of a child care facility.  Harm or threatened harm includes any actual or threatened:

· Physical abuse:  nonaccidental physical injury to a minor.  (Note:  Parents are not prohibited from using ordinary force as a means of discipline including, but not limited to, spanking, switching, or paddling.)

· Neglect:  failure or omission to provide a minor with the basic needs of food, clothing, shelter, medical care, supervision or special care made necessary by the physical or mental condition of the minor.

· Sexual abuse or exploitation:  includes but is not limited to rape, incest, lewd or indecent acts or proposals, and allowing, permitting or encouraging a child to engage in prostitution or pornography.

· Mental/emotional abuse:  a pattern of behavior that attacks a minor’s emotional development and sense of self-worth; mental injury from incessant rejecting, terrorizing, isolating, exploiting, corrupting, and denying emotional responsiveness.

Adult- any person 18 years or older.

Caretaker – a legal guardian, custodian, or foster parent of a minor.
Child- any person birth through 6th grade.

Intern- one who is assisting with ministry and either receiving compensation or university scholarship and is placed under the supervision of NCCN’s Church Leaders.

Minor- any person birth up to 18 years old.
Neglect- as defined by Oklahoma law, is (1) failure to provide a minor with the basic needs of food, clothing, shelter, medical care, supervision or special care made necessary by the physical or mental condition of the minor; (2) failure to protect a minor from exposure to the use, possession, sale, or manufacture of illegal drugs; illegal activities, or sexual acts or materials that are not age-appropriate; or (3) abandonment of a minor.
Predator- is a person who preys on another person or persons.

Sexual Grooming- is behavior that increases a minor’s susceptibility to sexual misconduct or reduces the likelihood of reporting. It includes anything that weakens a person’s resistance to exploitation or manipulation, or interferes with the ability to say “no.”

Sexual Misconduct- any sexual activity between an adult and a minor or between persons with significant developmental or physical challenges. Sexual misconduct can be physical, verbal, or visual and need not involve penetration, sexual intercourse, or actual physical contact. However, sexual misconduct does not include acts intended for a valid medical purpose or age appropriate caregiver interactions without a sexual purpose or sexual component.

Staff Member- any pastor or layperson employed by the church in any capacity, full- or part-time, and persons performing regular, compensable work for the church for which they choose to receive nominal compensation.

Volunteer Children’s/Youth Worker- any person involved in programs or activities serving children or youth who is not monetarily compensated for services. References to “volunteer” in this manual shall be understood to mean volunteers working directly with minors, not volunteers in general (i.e. member of the orchestra.)

Vulnerable person- any person(s) with developmental disabilities, physical impairments, or learning disabilities, or who cannot protect himself/herself.

Norman Community Church of the Nazarene

“Community Safe” Policy

Statement of Acknowledgement and Agreement

I have received and read a copy of NCCN “Community Safe” policy manual and understand the importance of the material in the manual.  I agree to abide by these guidelines while working at NCCN.

I understand the manual may be modified, and that any guidelines may be amended, revised, or eliminated by NCCN.

I have reviewed the duties listed in ministry position description, and I agree to fulfill these duties.  I understand I may choose to end my employment or voluntary service at NCCN at any time.  I will provide two weeks’ notice to my supervisor.

I acknowledge and understand that the materials and guidelines contained in this manual in no way express or imply a contractual employment relationship between NCCN and me.  If volunteering, I acknowledge that I will receive no monetary compensation for hours worked.

I understand it is my responsibility to review new guidelines that may be created and distributed.

I will follow these guidelines and I will participate in the ongoing training and education NCCN offers.

I acknowledge receipt of NCCN “Community Safe” policy manual and completion of the initial sexual abuse awareness training provided by NCCN.
__________________________________________________

Staff Member, Intern, or Volunteer’s Name (Please Print)

__________________________________________________

Staff Member, Intern, or Volunteer’s Signature

_________________

Date

This page will be turned into the NCCN Community Safe Committee for filing.

� “Minors” are persons under the age of 18 – see definitions in the Appendix to this Policy.


� See discussion of “grooming” on page 1 of this Policy.


� See definitions of “child abuse” and “neglect” in the Appendix to this Policy.
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