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General Purpose Statement

Faith Bible Church of Spearfish seeks to provide a safe and secure environment for the children and youth who
participate in our programs and activities. By implementing the below practices, our goal is to protect the
children and youth of Faith Bible Church of Spearfish from incidents of misconduct or inappropriate behavior
while also protecting our staff and volunteers from false accusations.

Child Abuse Prevention Policy

Faith Bible Church of Spearfish desires to be a safe place for all children and adults who attend any activity.
Individuals they know and trust sometimes victimize children. The church is not immune to such abuse, either
by its members or by those in leadership positions. Incidents of child abuse or neglect cut across racial, social,
economic, and religious boundaries. Although no organization or individual can assure complete protection, this
Children’s Ministry Handbook reflects Faith Bible Church of Spearfish’s commitment to help protect children
from harm. This handbook applies to all volunteer and compensated workers of Faith Bible Church of
Spearfish.

Faith Bible Church of Spearfish will not tolerate child abuse or neglect of any kind.

For the safety and protection of our children and workers, all people who participate in church-sponsored
activities with children are required to comply with the guidelines provided in this manual.

Definitions

For purposes of this policy, the terms “child” or “children” include all persons under the age of 18 years. The
term “worker” shall refer to someone who is a member in good standing of Faith Bible Church.

Selection of Workers

All persons who desire to work with the children participating in our ministries and activities will be screened.
This screening includes the following:

a. Sufficient Time to Evaluate Volunteers

Faith Bible Church considers volunteers for positions involving contact with minors if there has
been sufficient time to get to know the applicant. The desired amount of time is a minimum of 6
months involvement with Faith Bible Church of Spearfish. This time of interaction between our
leadership and the applicant allows for better evaluation and suitability of the applicant for
working with children. (Please Note: Most ministry-related positions of service require church
membership, only a few do not.) However, if a volunteer has not been involved with Faith Bible
Church of Spearfish for 6 months, they may be approved to work with children, if:

1. They have served in ministry with children for at least six months in the church he or she
attended prior to coming to Faith Bible Church of Spearfish; and they can provide a reference
from the staff person with whom they worked at that church.

2. The elders of Faith Bible Church of Spearfish discern that sufficient time has transpired in so
to evaluate the applicant for the suitability of working with children.

b. Written Application
All persons seeking to work with children must complete and sign a written application form.
Page 2 of 15




The application will request basic information from the applicant and will inquire into previous
experience with children, previous church affiliation, references, and employment information,
as well as disclosure of any previous criminal convictions. The application form will be
maintained in confidence on file at Faith Bible Church of Spearfish.

C. Criminal Background Check

A national criminal background check is required for all members serving in our children’s
ministry.

Before a background check is run, prospective workers will be asked to sign an authorization form allowing
Faith Bible Church of Spearfish to run the check. If an individual declines to sign the authorization form, s/he
will be unable to work with children.

Disqualifying offenses will be determined by the elders of the church on a case-by-case basis. All surrounding
circumstances will be considered. Generally, convictions for an offense involving children and/or for offenses
involving violence, dishonesty, illegal substances, indecency, and any conduct contrary to our mission will
preclude someone from being permitted to work with children. Failure to disclose a criminal conviction on the
application form will also be a disqualifying event.

The background check authorization form and results will be maintained in confidence on file at Faith Bible
Church of Spearfish.

Two Adult Rule

A minimum of two unrelated female workers are preferred during the Sunday worship service in the nursery
unless the elders deem otherwise. A teenage helper may be assigned to our nursery, but she must be at least 13
years of age and approved by the elders of Faith Bible Church before being allowed on the nursery schedule.
Some youth classes, evening classes, and Sunday school classes may have only one adult teacher in attendance
during the class session; in these instances, doors to the classroom should remain open or a clear view of the
classroom must be visible.

Training

All volunteer or compensated children’s workers are required to read and sign a copy of this Children’s Ministry
Handbook as well as attend all scheduled children’s ministry meetings. If a worker/helper is unable to attend, the
overseeing elder will discuss the agenda during a separate time but before the member/regular attender are
scheduled to serve again. An agenda may be used for reference and to clarify procedures/policies.

Responding to Allegations of Child Abuse

If Faith Bible Church of Spearfish receives an allegation of child abuse, it will respond with the utmost concern
to the victim, parent, and other party making such an allegation. Without clear and convincing evidence to the
contrary, Faith Bible Church of Spearfish elders will assume that such complaints are made in good faith.
Anyone making such complaints should have no doubt that the leadership takes them seriously and will take
appropriate action. Failure to report abuse could lead to liability on the part of the church, the observer or both.
Faith Bible Church of Spearfish believes that it is the responsibility of the elders as well as the witness/es to
report all cases of suspected child abuse to the proper legal authorities. While the confidentiality of the
pastor/member/regular attender relationship is important, state laws will be fully followed and obeyed by the
leadership of FBC in regard to any kind of abuse or suspected abuse of a minor.
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What is reasonable suspicion? Reasonable suspicion means that there is credible evidence or a discrepancy or
inconsistent history in explaining a child's suspected abuse.

A report based on reasonable suspicion does not require proof that abuse, or neglect has occurred or that the
reporter witnessed the incident in question. Reporting is not a determination that child abuse or neglect has
occurred; rather, it is a request for an assessment of the condition of a child.

For purposes of this policy, “child abuse” is any action (or lack of action) which endangers or harms a child’s
physical health or development. Child abuse occurs in different ways and includes the following:

o Physical abuse — any physical injury to a child which is not accidental, such as beating, shaking, burns,
and biting.

¢ Emotional abuse — emotional injury when the child is not nurtured or provided with love and security,
such as an environment of constant criticism, belittling and persistent teasing.

¢ Sexual abuse — any sexual activity between a child and an adult or between a child and another child at
least four years older than the victim, including activities such as fondling, exhibitionism, intercourse,
incest, and pornography.

e Neglect — depriving a child of their essential needs, such as adequate food, water, shelter, and medical
care.

Childcare workers may become aware of abuse or neglect of the children under our care. If an individual
involved in the care of children at Faith Bible Church of Spearfish becomes aware of suspected abuse or neglect
of a child under his/her care, this should be reported immediately to an elder of Faith Bible Church of Spearfish
for further action including reporting to authorities as may be mandated by state law.

If an incident of abuse or neglect is alleged to have occurred at Faith Bible Church of Spearfish or during our
sponsored programs or activities, the following procedure shall be followed:

1. Treat each allegation of child abuse seriously.

2. Attempt to assure the safety and protection of people who have been harmed.

3. Pray for the church and all people affected by the allegation.

4. Immediately begin documenting all procedures observed in handling the allegation.

5. Immediately notify an elder. The elders will initiate an internal investigation of the allegations within 24
hours of notice.

6. Immediately notify the parent or guardian.

7. The worker alleged to be the perpetrator of the abuse or misconduct will immediately be removed from
ministry pending an investigation.

8. Our insurance company will be notified, and we will complete an incident report.

9. We will comply with the state’s requirements regarding mandatory reporting of abuse as prescribed by
law.

10. We will cooperate with any investigation into the incident by the state or local authorities. In the event
there is no investigation of the incident by state or local authorities, a team will be formed to investigate
the circumstances of the incident. The team should act only in consultation with our insurance company
and/or attorney.

11. Any person who is not found innocent of the alleged abuse or misconduct will be removed from their
position with children or youth and placed under church discipline.
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12. An elder of the church will be our spokesperson to the media concerning incidents of abuse or neglect,
unless he is alleged to be involved or have conflict of interest. All other workers should refrain from
speaking to the media.

13. FBC leadership will extend whatever care and resources necessary in providing care to the alleged
victim, the accused, and their families. The leadership/witnesses should under no circumstances be
drawn into a discussion of the truth or falsity of the allegation which could contaminate an official
investigation. Do not assign blame or take any steps that involve establishing or negating the allegation.

14. It is appropriate to show care and comfort for the alleged victim. This should be the pastoral objective
from the moment the allegation is received or otherwise made known.

15. Observe confidentiality for both the alleged victim and the accused until advised to the contrary.
16. Do not confront the accused until the safety of the child is secured.

17. Do not prejudge the situation but do take the allegations seriously and reach out to the alleged victim and
his or her family. Showing care and support helps to prevent further hurt. Remember that the care and
safety of the alleged victim is the priority. In some situations, churches have responded in a negative or
non-supportive manner to the alleged victim. This can increase the anger and pain of the alleged victim
and his or her family. Further reconciliation can then be more difficult, and the possibility of damaging
litigation increases.

18. Treat the accused with dignity and support. If the accused is a caregiver, that person should be relieved
temporarily of his or her duties until the investigation is completed.

Open Room Viewing Policy

Classroom doors should remain open unless there is a window in the door or a side window in the room. Doors
should never be locked while people are inside the room. Anyone passing by should be able to always see clearly
into the rooms during church-related events and activities.

Teenage Workers

We recognize that there may be times when it is necessary or desirable for babysitters (paid or volunteer) who
are themselves under age 18 to assist in caring for children during programs or activities. The following
guidelines apply to such workers:

e Teenage workers must be under the supervision of a member FBC
e Teenage workers must never be left alone with children.

e Teenage workers should not change diapers. Only a female member of FBC who has passed a
background check and is approved by the leadership to serve in children’s ministry is allowed to change
a child’s diaper or assist a child in the restroom.

Nursery Check-in/Check-out Procedures and Guidelines

For all children, a secure and orderly check-in/check-out procedure will be followed. The worker should sign in
each child into the nursery binder, recording the time in/time out. No one is allowed in the nursery during
worship service hours except the two ladies who are assigned to serve that day. An exception may be a nursing
mom. Ideally upon drop off, parents should stay outside the nursery room. If a child is new to our nursery, the
worker shall record the child’s name in the nursery binder as well as fill out the child/parent info form located in
the back of the children’s nursery binder. The worker should do this from inside the nursery room with the
parent/guardian remaining at the nursery counter/doorway. If the child requires a diaper, the worker shall ask for
two diapers and label them with a sharpie pen with the child’s name and inform the parents the worker will
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change diapers as needed. If a parent prefers not to have the worker change their child’s diaper, that parent will
be notified via text as necessary and can take the child to the family restroom to be changed. The parents may
not enter our nursery to change their child during normal service hours. A sippy/bottle may also be left and
promptly labeled as well. A child is only allowed to be picked up by a parent/guardian. All children in the
nursery must wait in the nursery room until their parent/guardian comes. The nursery worker/helper should not
leave until each child is properly checked out and safely transitioned to a parent/guardian. Once all the children
are with their parent/guardian, then the nursery worker may leave the room, locking the door behind them.

Preschool Check-in/Check-out Procedures and Guidelines

For children who are in our preschool Sunday school class, a secure and orderly check-in/check-out procedure
will be followed. Children of this age group enter our Sunday school no sooner than 3 months prior to their 4™
birthday and must be fully potty trained. Only the assigned teacher may be in the room during the duration of
Sunday school time. If a helper is needed, the teacher should discuss with the overseeing children’s ministry
elder beforehand. A children’s preschool binder will be up-to-date and available in the preschool room with all
regular attenders listed. A simple check mark to mark a child who is present is sufficient for attendance
purposes. If a child is not present, a dash may be made. An example is typed up on the attendance sheet. A
food/allergy form will also be available in the binder and teachers must discuss any food/snacks with parents
prior to offering them to children in our preschool. Teachers in the preschool class may only be female. If a child
needs to use the restroom, and there is no classroom bathroom available, the teacher shall send a text to the
parent/guardian before allowing the child to leave the classroom. Children of this age must never be sent out
alone without their parent/guardian. Teachers must get new/visiting parents’ cell phone numbers before class
begins. If unable to do so, the teacher may text another responsible lady who is a member of FBC to pick up the
child and then bring them to their parent/guardian. No member/attender of FBC should take a child to the
restroom unless arrangements have been made with another female member and discussed with the assigned
teacher. While in the bathroom, doors should always remain slightly open with the worker visible, leaving the
child to attend to his/her needs as best s/he can. ***Age requirements subject to change depending on most
recent attendance. Elders will access quarterly.

Junior Sunday School Procedures and Guidelines

Any child who is 7 - 12 years of age (or through 6™ grade) can attend our junior Sunday school class. No sign
in/check out will be used during this age group. If a child needs to use the restroom, the child may be excused
from the class without an adult. Parents are encouraged to train their children to walk to the restroom and to
properly care for their needs. If a child is gone too long, the teacher shall inform parents via text and the parents
must then assist their child in returning to the classroom as quickly as possible. Teachers must receive verbal
confirmation from the parent/guardian before offering any food to a child. Only the assigned teacher may be in
the room during the duration of Sunday school time. If a helper is needed, the teacher should discuss with the
overseeing children’s ministry elder beforehand. ***Age requirements subject to change depending on current
attendance. Elders will access quarterly.

Sick Child Policy

It is our desire to provide a healthy and safe environment for all the children at Faith Bible Church of Spearfish.
Parents are encouraged to be considerate of other children when deciding whether to place a child under our
care. In general, children with the following symptoms should NOT be dropped off:

e Fever, diarrhea, or vomiting within the last 48 hours

e Excessive green or yellow runny nose outside of a minor common cold
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e Eye or contagious skin infections
e  Other symptoms of communicable or infectious disease

Children who are observed by our workers to be ill will be separated from other children and the parents or
guardian will be contacted to request that the child be picked up for the day.

Food Policy

Faith Bible Church of Spearfish offers snacks regularly to our children—in Sunday school and in the nursery.
The worker should always ask the parent/guardian first if the child is permitted to have snacks while in our care,
whether that be in Sunday school or in the nursery. The nursery as well as the preschool binder has a form on
which to record food preferences and/or aversions as well as any allergies. It is necessary for workers/teachers to
be made aware of any food allergies the child may have from parent(s) or guardian(s) before handing out any
food. If this information is not obtained, it is the policy of our church to NOT hand out food.

Medications Policy

It is the policy of Faith Bible Church of Spearfish not to administer either prescription or non-prescription
medications to the children under our care. Medications should only be administered by the parent/guardian.

Exceptions to the medications policy may be granted to parents of children with potentially life-threatening
conditions (such as asthma or severe allergic reactions). Parents of such children should address their situation
with the worker or an elder to develop a plan of action.

Discipline Policy

It is the policy of Faith Bible Church of Spearfish not to administer corporal punishment. There should be no
spanking, grabbing, hitting, or other physical discipline of children. In the event there is a disciplinary issue
where the child refuses to respect the children’s worker, the children’s worker should summon the parent or
guardian to come and assist the worker in instructing their children in the right behavior. Workers should consult
with an elder if further assistance is needed with disciplinary issues.

Restroom Guidelines

Children 6 years of age and younger should utilize a classroom bathroom if one is available with minimal
assistance from the worker. For the protection of all, workers should never be alone with a child in a bathroom
with the door closed or be in a closed bathroom stall with a child not their own. Parents are strongly encouraged
to have their children visit the bathroom prior to nursery & Sunday school. If a classroom bathroom is not
available, workers should send a text message to the parent/guardian requesting they come pick up their child
from the nursery or Sunday school and take them to the bathroom. Nursery workers/helpers should never leave
the nursery unless under extreme circumstances. Nursery workers should always have parents’ phone numbers
programmed into their phone or written down and readily available. Workers should communicate clearly upon
drop off that if their child needs to use the restroom during our care, they are to personally come and get their
child and personally walk them back. A child should never be sent to the bathroom without a
parent/guardian or left alone to come back to the nursery/Sunday school. If a parent is serving during our
worship service in another area and is unable to take their child, the parent should communicate with the Sunday
school teacher or nursery worker beforehand the arrangements made with another lady who is a member of our
church. The worker should always know who to text to come get the child if the restroom is needed. Parents,
please keep your phone with you during the service in case you are needed to assist your child/ren.
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Accidental Injuries to Children

If a child or youth is injured while under our care, the following steps should be followed:

1. For minor injuries, scrapes, and bruises, workers will provide First Aid (Band-Aids, etc.) as
appropriate to the need and will notify the child’s parent or guardian of the injury at the time the
child is picked up from our care unless there’s an obvious need to notify sooner.

2. For injuries requiring medical treatment beyond simple First Aid, the parent and/or guardian will
immediately be summoned. If warranted by circumstances, an ambulance will be called.

3. Once the child has received appropriate medical attention, an incident report will be completed in
the case of injuries requiring treatment by a medical professional. Incident forms are in the backs of
the nursery and preschool binders.

Age-Specific Guidelines for Working with Children: Infants through Toddlers

1. Two unrelated female caregivers are strongly preferred in nursery — attendance and
needs are accessed quarterly.

2. The windows of the nursery will remain uncovered to allow a clear view of all
activities.

3. Church nursery workers who change diapers must adhere to the following
procedures:

a. Always wear rubber gloves.
b. Use discretion and genuine care in the physical needs of the infant/toddler

4. Children will be released to parents at the nursery counter. Persons other than the
child's parents or guardians must be authorized to pick up the child before service
begins.

5. Only assigned workers are allowed to stay in the nursery or to be in the nursery area
during the duration of the Sunday worship service.

6. A positive approach to discipline will be practiced with toddlers. Clear, consistent,
age-appropriate limits will be established to help the children function appropriately.
Corporal discipline is never allowed by any worker/helper at FBC.

7. If there is a classroom bathroom, children will be encouraged to take care of their
own bathroom needs. Should assistance be needed, the bathroom door must remain
ajar while a church member who has had a background check assists the child.

8. The elders must approve of any official children's activities that are held off-site.
Parental permission will be required for off-site activities and there will be a
minimum of two adult unrelated workers present who have passed a background
check.
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What are the requirements, policies and procedures included in the children’s

ministry?

A. Requirements for all childcare workers/members of the church.

1.

Salvation—cach member (worker) must have personally received Jesus Christ as
Lord & Savior.

Submissive--each member must be submissive to Biblical authority in all areas of
their lives.

Sanctified—each member must set themselves apart by continually implementing
Biblical principles in their life in matters of:

a. Honesty: a desire to always speak the truth in love.

Moral purity: refrain from fornication, adultery, homosexuality, as well as
practices contributing to these such as pornography, vulgarity, and profanity.

c. Self-Control: demonstrate Christ-like self-control in matters of conduct,
attitude, and actions. This includes refraining from possession or use of
alcohol and/or illegal drugs.

d. Dependability: faithful to perform required tasks which may be assigned.

Forgiveness: willing to forgive others who may have wronged you.

o

Submitted--complete questionnaire form for youth and children's
workers of the church and submit it to the leadership of the church.

Children’s Ministry Worker Policies and Procedures

Each worker/servant should strive to appropriately maintain your proper respect and authority status and act
accordingly. This does not mean that you cannot be friendly, but it does mean that you must always act with
respect and dignity which is befitting to your position of ministry and of Christ.

1. Regarding dress, all members and helpers are asked to dress in a modest and appropriate fashion. Ladies
should refrain from wearing short, low-cut, or tight-fitting clothing or any type of attire that would draw
attention to their bodies in an immodest way. Likewise, men should also dress modestly as to exemplify

Christ.

2. Male workers should refrain from embracing or caressing a child, always remembering that an adult
touching a child not his own may be viewed suspiciously.

3. All ministry workers should avoid unnecessary physical contact with the children in our care.

4. No one should ever be alone with a child or lead a child who is not his/her own into a private place.

5. Children should not be permitted to sit on a worker/helper’s lap for extended periods. While this may
often be necessary with very small children, ministry workers should understand the increased risk these
actions represent and act with discretion.
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10.

1.

All church outings and activities must be approved by the elders as well as the transportation to and from
those activities.

The church does not tolerate assault, threats, harassment, or abuse against church members or regular
attenders. Verbal or written threats, racial/ethnocultural harassment, physical and/or sexual harassment,
or abuse perpetrated by anyone in the church, whether intentional or unintentional, is condemned as
unacceptable. The church supports efforts designed to protect the welfare of everyone who participates
in church ministry at FBC.

If an accusation of improper behavior is made against you, you will be removed from areas of service
until the matter is resolved. FBC elders will obtain names and statements of all those involved and any
witnesses. Written statements signed by witnesses may be obtained to clear the matter up as quickly as
possible. Upon the accusation being resolved favorably, you will be able to resume in ministry. If the
allegations are proven to be true, the church will discipline lovingly and fairly to avoid future problems.

To abide by South Dakota state law, young people who work as helpers in the nursery under adult
supervision cannot work more than three hours on a school day and no more than 8 hours on a
nonschool day. If a young person works more than four consecutive hours they must have a 30-minute
break.

All childcare workers are to take prudent measures not to be alone with any child of the opposite sex.
This includes giving rides to and from activities if doing so for ministry purposes.

All paid and volunteer servants who serve with children in our church (from nursery up
through youth group) must have a criminal background check done prior to serving.

Signature Date
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Appendix 1
Children's Ministry Volunteer Application

Name Date / /
(First, Middle, Last):

Address:
(Number, Street, City, State, Zip)

Email:

Date of Birth: / / Phone:

Marital Status: (Name of spouse, if applicable):

Children's Names/Ages (If applicable):

Occupation:
Are you a Christian: Yes No  How long?:

How long have you been attending Faith Bible Church?:
Are you a Member of Faith Bible Church (how long, if applicable)?:

Are you accountable to a pastor/elder/fellowship group leader:  Yes No

Name:

Do you have this person's approval to volunteer with the Children's Ministry?:  Yes  No
Ministry Interests:

Christian Testimony

Please concisely explain the
gospel:
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Appendix 1 (continued)

Define lordship and describe how it is displayed in your life:

[ attest that the above information is true, to the best of my knowledge, and expresses my

personal beliefs.

Signature
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Appendix 2

Authorization and Release for Reference

I hereby authorize any person making inquiry on behalf of Faith Bible Church of Spearfish to obtain
any information from schools, landlords, employers, or individuals relating to my activities. This
information may include, but is not limited to, academic, residential, achievement, performance,
attendance, personal history, disciplinary, arrest, and conviction records. I hereby direct you to release
such information upon request, whether favorable or unfavorable, to any representative of this
institution presenting this authorization or a photocopy or facsimile of it.

I hereby release any individual, church, youth organization, charity, employer, reference, or any other
person or organization, including record custodians, from all liability for damages, of whatever kind or
nature, which may at any time result to me on account of compliance or any attempts to comply with
this authorization.

This authorization shall be void six months from the date of execution.

A photocopy or facsimile copy of this document and any signature shall be considered for all purposes
as an original.

Signature Date
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Appendix 3
Background Investigation Consent Form

I (print full name), hereby authorize any person making inquiry
on behalf of Faith Bible Church of Spearfish to obtain any information from schools, landlords,
employers, or individuals relating to my activities. This information may include, but is not limited to,
academic, residential, achievement, performance, attendance, personal history, disciplinary, arrest, and
conviction records. I hereby direct you to release such information upon request, whether favorable or
unfavorable, to any representative of this institution presenting this authorization or a photocopy or
facsimile of it.

I hereby release any individual, church, youth organization, charity, employer, reference, or any other
person or organization, including record custodians, from any and all liability for damages, of whatever
kind or nature, which may at any time result to me on account of compliance or any attempts to comply
with this authorization.

This authorization shall be void six months from the date of execution.

A photocopy or facsimile copy of this document and any signature shall be considered for all purposes
as an original.

Full name (printed)

Maiden name or other names used

Present street address:

(Number, Street, City/State Zip)
How long have you lived at this address:

Former street address:

(Number, Street, City/State Zip)
How long did you live at this address:

Personal Information:

/_/
Date of birth Social Security # Driver’s license # State of License
Signature Date
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