
Safe Sanctuary Policy 

“Whoever welcomes one such child in my name welcomes me, and whoever 
welcomes me welcomes not me but the one who sent me.”   ~Mark 9:39 

It is the goal of Haven Community Church to provide a safe and enjoyable experience 
for children of all ages that have been entrusted to us. This includes children from birth 
to high school and includes the time we are responsible for children during church 
sanctioned events. 

This policy is developed with the recognition and awareness that all children are a gift 
from God entrusted to us to care for and nurture in the faith. 

Safety of all children is a priority of Haven Community Church. 
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Safe Sanctuary Team 
The Safe Sanctuary Team shall consist of at least three members and shall have no 
more than 5 members. Members of the team will be designated by the Haven 
Leadership Team and shall include the Child Youth Ministry Leader and at least one 
member of the Facilities Team. The Safe Sanctuary Team shall provide oversight and 
report facilities safety concerns to the head of the Facilities Team and shall report all 
other identified concerns to the Haven Leadership Team. The Safe Sanctuary Team 
shall be responsible for an annual walk-through inspection of the church premises for 
the purpose of assessing potential safety concerns for children or youth. 

Special Needs 
Parents and guardians are encouraged to notify the Staff if their child or youth has any 
special needs that would require adaptations to this policy. The Staff will work with the 
family, leaders, and/or special consultants to provide reasonable and appropriate 
adaptations that will allow for a positive experience for all involved.  
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VOLUNTEERS 
Volunteers shall be screened and trained as follows: 

 All volunteer working with children or youth for more than 15 contact hours per
year shall complete and sign a Volunteer Application in Appendix 1.

 All volunteers working with children or youth for less than 15 contact hours per
year shall complete the Safe Child Policy Acknowledgment Form for VBS
Volunteers in Appendix 2.

 All records related to a volunteer’s application shall be kept confidential.
 The Child Youth Ministry Leader shall meet with a first-time volunteer to assess

the person’s interest and appropriateness for the volunteer position sought;
 Volunteers who are husband and wife may team-teach, supervise, or chaperone

an activity or program without the presence of an unrelated adult so long as the
activity, program, or class is, at all times, visibly open. In all other cases, a non-
related adult must be present.

Criminal Background Checks 
All staff and volunteer childcare providers shall be subject to criminal background 
checks. All reports will be reviewed by the head of the Child Youth Ministry Leader and 
the head of the Security Team.  Any reports with findings will be submitted to the full 
Security Team for review and will make a recommendation for acceptance or denial of 
the application. Reports will be kept in a locked file cabinet.  The results of criminal 
background reports will not be shared with members of the congregation.  



Safe Sanctuary Policy v2.0 August 2016 5 

TRAINING AND IMPLEMENTATION OF SAFE CHILD PROCEDURES 

New Members 
During new member orientation classes, prospective and new members will be informed 
about this policy by the person(s) leading the classes. Prospective and new members 
shall be advised as to where they can receive a copy of this policy and shall receive an 
overview of the policy and its purposes.  

Educating the Congregation 
An informational article, prepared by at least one member of the Safe Sanctuary Team, 
will appear in the church bulletin once a year. A free copy of the policy will be posted on 
the church’s website. The article shall specifically emphasize: 

 The names of the members of the Safe Sanctuary Team;
 An explanation of the open door policy and any other provision of this policy that

the author deems pertinent, and;
 An explanation of where a copy of the policy can be obtained.

Publication of Policy 
Signs and/or notices shall be posted in classrooms stating that the Church has a Safe 
Sanctuary Policy and that copies of this Policy are available upon request. 

Parents of children and youth in the church 
are, and will be, encouraged to instruct their 
own children in safe child issues. 
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CHILD SECURITY PROCEDURES 

Open Door Policy 
The parents of children and youth participating in Church-sponsored programs and 
activities, pastors, and staff shall have the right to visit and observe the 
programs/activities at any time, unannounced. For the protection of all persons involved, 
at no time shall any adult working with the children or youth have a one-on-one meeting 
with a child or youth behind closed doors. At the very least, an adult engaged in a one-
on-one meeting with a child or youth shall keep the door to the meeting room partially 
open for the duration of the meeting.  

Registration 
All children and youth must be registered annually with the Church to attend Church 
sponsored programs and activities.  

 Appendix 3 is the Sunday School/Youth Registration Form. All children and
youth attending Sunday School must have this information on file.

 Appendix 4 is the Youth Medical Information/Release.  Appendix 5 is the
Blanket Youth Event Permission Slip.  All youth attending Youth Group must
have this information on file.

Attendance shall be taken at each activity or program for children and/or youth. 

Identification 
All children infant age through kindergarten should wear a nametag during Church-
sponsored activities and programs including Sunday School. It is requested that all 
other children and youth wear a name-tag during Church-sponsored activities and 
programs.  

A roster of all teachers, assistants, substitutes and volunteers will be maintained and 
updated quarterly and kept on file in EasyTitlhePlus. 

Adult/Child Ratios 
All church events are to be staffed with at least two unrelated adult volunteer/leaders at 
all times. Individual Sunday School teachers working in different rooms fulfill this 
requirement.  An appropriate staff person (i.e., Child Youth Ministry Leader  or 
designee) will monitor the rooms on a regular basis.  
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Proper Display of Affection 
Touch is an essential responsibility in nurturing lives. Physical contact with children and 
youth should be developmentally appropriate. Be aware of and sensitive to differences 
in sexual development, cultural difference, family backgrounds, individual personalities, 
and special needs. The following guidelines are to be promoted for pure, genuine, and 
positive displays of God’s love: 

 Hugs-Avoid initiating full contact, body-to-body hugs/kisses with a child or youth.
 Lap Sitting-Children five years or younger may sit on an adult’s lap. Discourage

lap sitting with school age children; rather, encourage them to sit beside you.
Youth should not be permitted to sit on an adult’s lap.

 Casual Touch-Gentle contact during activities may occur in the form of pats on
child or youth’s head, shoulders, arms or hands.

Preschool Bathroom Procedures 
When a preschool child or a child who needs assistance uses the bathroom, an adult 
may assist but must observe the following guidelines: 

 no one under the age of thirteen (13) may help a child in the bathroom unless
accompanied by an adult;

 the bathroom door must be left open while the adult is present

This procedure shall be posted in the bathrooms of the Church building. 

Elementary Age Bathroom Procedures 
An adult shall escort a group of children of any age to the bathroom. It should be the 
aim to always go as a group. Adults should try to avoid taking a child to the bathroom 
alone. If it is necessary for an unrelated adult to take a child to the bathroom alone, the 
adult shall observe the open door policy. If a child must be sent to the bathroom alone, 
the adult who sent the child to the bathroom should establish a short time frame for the 
child’s return to the classroom, program, or activity.  

This procedure shall be posted in the bathrooms of the Church building. 

Youth Bathroom Procedures 
There is no established bathroom procedure for youth. Youth shall be permitted to use 
the bathroom without adult resistance or oversight; provided, however, that youth shall 
notify the program or activity leader, or the responsible adult before leaving the 
classroom, or program or activity to use the bathroom. 
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Discipline 
Any interaction regarding discipline needs to carefully consider a child or youth’s dignity 
and well-being. Gentleness, respect and understanding must guide all actions and 
words. Discipline will be carried out through instruction, training corrections, and positive 
reinforcement. Reinforce good and appropriate behavior with praise and thanks. Should 
a disciplinary problem arise, keep the following in mind:  

 Punishment should never be harsh or severe
 Children and youth shall not be permitted to discipline each other
 The child or youth should know the consequences of his/her behavior ahead of

time, if possible; and time-out is an acceptable method of re-directing a child
having difficulty. A good rule of thumb is one minute of time-out per year of the
child’s age (i.e., a 5 year old child could sit out for five minutes). If time-out is
used, the child is removed from the group, but is not left unsupervised. A chair in
the corner of the classroom is acceptable.

The following guidelines have been developed to encourage staff and volunteers to 
react consistently when inappropriate behavior occurs. For the purpose of these 
guidelines, inappropriate behavior is defined as any action that can cause harm or show 
disrespect to self, others, or the contents of the room. The following steps should be 
followed upon observing inappropriate behavior: 

 Identify the inappropriate behavior and explain why it is inappropriate;
 Suggest an alternative behavior;
 Remind the child or youth that if the action continues a consequence will ensue;
 Physical contact should be limited to a gentle restraint;
 For second offenses, follow-through with the consequence;
 After taking action, remind the child or youth of an alternative behavior, and;
 For third offenses, the child or youth should be removed from the activity and the

parents of the child or youth shall be contacted.

In extreme cases where the child or youth becomes a threat to him/herself or others, 
remove the child or youth from the room. Do not leave the child or youth unattended. 

The Child Youth Ministry Leader  shall be contacted for any situation that cannot be 
handled in accordance with the above guidelines.  

PHYSICAL PUNISHMENT AND 

HUMILIATION SHALL NEVER BE USED 
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Fire Drills 
Fire safety exit routes are posted on the door in each Sunday School classroom. In 
case of a fire drill or fire, teachers/leaders will make the best choice for group safety and 
exit the building through the front or rear door of the building.  Our safe assembly point 
is on the front side of the building  in the gravel parking lot near the church trailer (away 
from the parking lot and incoming fire/police response).  In the event of an actual fire 
event, NO child will be released unescorted; children/youth will only be released to 
parents/guardians. 

Security Procedures 
If there is an intruder or other security threat in the building, Sunday School 
teachers/leaders will: 

 Lock the door to the classroom.
 Cover the window in the classroom door to restrict the view of any intruder.
 Gather the children behind tables in the safest part of the room.
 Using your cell phone, notify the security team using the number of the day

posted in the classroom and provide any available details.  Remember that there
are security cameras in all classrooms.

 Classroom doors should only be unlocked from the outside by a member of the
Security team.

After a security event, NO child will be released unescorted; children/youth will only be 
released to a parent/guardian. 

Sunday School Response/Security Team 
If at any point during Sunday School or other Church event, a teacher/leader needs 
assistance, you can use your cell phone to text the number posted in the classroom.  
The appropriate member of the Security Team will be notified and help provided. 

Accident/Incident Reporting 
Volunteers will complete an Accident/Incident Report—Appendix 6 whenever a child: 

 Becomes ill or receives an injury which requires first aid treatment
 Receives a bump or blow to the head
 Is involved in any unusual or unexpected incident that a parent/guardian should

be aware of—including any behavioral issues

The original will be filed and a copy given to the parent/guardian. 
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Drop-off and Pick-up Procedures 
No child or youth shall be left unsupervised in the Church buildings or on Church 
grounds. Supervision for Sunday School and other programs or activities for children 
and youth will begin at least five minutes before the state starting time for the class, 
program, or activity and will continue up to five minutes following the scheduled ending 
time for the class, program, or activity. Any exceptions to this rule must be cleared 
directly with the teacher/leader or the specific class, program, or activity. Parents or 
guardians shall be responsible for the supervision of their children or youth at all other 
times 

Parents must escort all children up to Kindergarten to the child’s Sunday School 
classroom.  Children in 1st grade and above may walk to their Sunday School classroom 
unescorted.  Children up to and including 5th grade will only be released from the 
Sunday School classroom to their parents/guardians. Children/youth in 6th-12th grades 
will be released directly from their classrooms. 

Written release authorization may be given for children or youth whose parents desire 
that they be released independently or to another family member. 

For non-Sunday School programs, events and activities, parents of children and youth 
shall arrange in advance for their child or youth to be transported to and from the 
Church-sponsored programs and activities. If the child or youth is not picked up within 
ten minutes of the scheduled conclusion of the program, event, or activity, the program 
leader or responsible adult shall contact the child or youth’s parent(s) or legal guardian 
so that immediate arrangements for pick-up can be made.  

Transporting Children or Youth 
When transporting children or youth to an activity, all drivers must be over the age of 25 
and have a copy of a valid driver’s license and current auto insurance on file with the 
office. The license plate number of the vehicle and the cell phone number of the driver 
and all other adults in the vehicle shall be left with the Child Youth Ministry Leader 
before departing.  

The number of persons per car should not exceed the number of seat belts in the 
vehicle. All occupants must use seat belts at all times.  

Church-authorized transportation shall be used for children and or youth participating in 
Church-sponsored activities away from the Church premises. 

It is the responsibility of the parents/guardians to provide/approve transportation to and 
from the origination point for off-site Church programs and activities. 
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Youth Overnight and/or Off-site Activities 
Overnight and/or off-site activities for youth must be pre-approved by the Child Youth 
Ministry Leader. Some off-site youth activities may be spontaneous in nature. When 
possible, parents of the prospective youth participants will be notified of the activity at 
least two weeks prior. A proposal must be submitted to the Child Youth Ministry Leader 
prior to the overnight and or off-site activity.  

When possible, the proposed itinerary shall be submitted to at least three weeks prior to 
the activity. 

A youth will not be permitted to attend any overnight or off-site activity unless his/her 
parent/guardian signs and returns a Sunday School/ Youth Registration (Appendix 3), 
Youth Medical Information/Release (Appendix 4), a Blanket Youth Event Permission 
Slip (Appendix 5), and/or event specific permission slip.  

There must be at least two unrelated adult leaders present for any off-site youth activity. 
At least one of the adult leaders shall carry with him/her the following: (1) a copy of the 
church’s insurance coverage; and (2) duplicate copies of the permission slips and 
medical releases for each youth attending the activity.  

For overnight activities, a list of the adult leaders and or chaperones shall be submitted 
to the Child Youth Ministry Leader for review and approval. Approval and or disapproval 
of an adult leader or chaperone shall be at the Child Youth Ministry Leader’s sole 
discretion.  

All overnight activities must have at least two unrelated adult leaders supervising the 
activities. If the group is co-ed, there must be at least two unrelated adult males and two 
unrelated adult females to accompany and supervise the group. Separate sleeping 
areas for male and female participants must be provided. At least one of the adult 
leaders shall carry with him/her the following (1) a copy of the Church’s insurance 
coverage; and (2) duplicate copies of the permission slips and medical releases for 
each youth attending the activity.  
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Inappropriate Relationships and Communications with Children and 
Youth 
At no time shall any adult working with children or youth pursue a dating, sexual, or 
romantic relationship with a child or youth. No adult working with children or youth shall 
communicate with a non-relative child or youth via text messaging, telephone, internet, 
or online social network sites for the purpose of developing, proposing, suggesting, 
initiating, or otherwise pursuing a dating, sexual, romantic or otherwise inappropriate 
relationship with a child or youth. Where possible, copies of any written or electronic 
communications between an adult working with children or youth and a child or youth 
shall be sent to the parent or guardian of the child or youth. This provision shall not 
prohibit communications between staff or volunteers to a youth elected to a board, 
ministry team, or committee.  

No Alcohol, Drugs, or Tobacco 
All adults working with children or youth in a Church-sponsored activity, program, or 
event shall refrain from consuming alcohol, illegal drugs, or tobacco during the entire 
course of the Church-sponsored activity, program, or event.  
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GENERAL POLICIES 

Photography Policy 
It is considered appropriate for photographs of children and youth to be posted within 
the Church buildings. If any photograph is to be published publicly, including one on the 
Church website, prior written approval shall be required.  (The Child/Youth Registration 
and Medical Information/Release form includes written approval for photographs taken 
during Church events.) 

Youth Elected to Positions of Adult Responsibility 
The parent(s) or guardian(s) of youth involved with boards, ministry teams, pastor or 
Church committees shall arrange for their youth’s transportation to and from meetings 
and events.  

Gifts 
Staff, volunteers, teachers, and adult leaders shall not give gifts to individual children or 
youth without prior knowledge of the parent(s) and/or Child Youth Ministry Leaader or 
Pastor. Gift giving should be done on a group basis for special occasions only. Gifts 
should not be elaborate and should be appropriate to the occasion. 
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