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I. CHILD PROTECTION POLICY 
              The Child Protection Policy is established to ensure, as best as possible, the safety of  our children, 

youth, employees, volunteers, and church family. This policy shall apply to all current and future 
workers, both compensated and volunteer, who have the responsibility of  supervising or 
participating in the activities of  our children and youth. For the purpose of  the Child Protection 
Policy and procedures, the following definitions apply: 
A. A child (0–10 years old) or youth (11–18 years old) is any individual younger than 18 years 

old or having the mental capacity of  such. 
B. A “worker” is any volunteer or employee at least 18 years of  age working with children or 

youth. 
C. Child abuse includes any verbal, physical, sexual, and emotional abuse. 

        The Child Protection Policy is comprised of  the following documents: Guidelines for Child and 
Youth Workers, Code of  Ethics, and the Reporting Child Abuse Procedures for Workers & Staff. The 
Child and Youth Worker Acknowledgement Form and the Criminal Background Check Authorization 
Form can be obtained from the Administrative Assistant.  

D. All workers are required to familiarize themselves with the CCWC Guidelines and Code of  
Ethics for child protection. A signed Child and Youth Worker Acknowledgement Form to this 
effect must be on file, if  appropriate. 

E. All CCWC employees, officers, and workers are required to go through the criminal 
background checks every 60 months. All CCWC staff  must sign an annual attestation that 
certifies no criminal activity during the preceding twelve months. Any positive criminal 
background check (CBC) reports returned to CCWC are reviewed only by the elders and 
other appropriate ministry leadership, who have the responsibility of  deciding what the 
appropriate course of  action shall be for the person identified. 

F. If  a worker witnesses an act of  threatened or actual abuse, intervene, if  needed, to secure 
the safety of  the child/youth. Actual or suspected abuse must be reported immediately. 
He/she must call the report in to ChildLine (1.800.932.0313) or report it online at the PA 
Child Welfare Portal. (See Appendix B, Reporting, 1.) 

G. Any suspicion or incident of  abuse must be internally reported and documented within 24 
hours. The witness initiating the report should personally report the incident or suspicion 
of  abuse to a CCWC elder. All reported incidents are to be assessed and responded to as 
soon as possible, but no later than 72 hours after the report is submitted.  

II. CHILD PROTECTION GUIDELINES FOR CHILDREN/YOUTH 
WORKERS 
 The following guidelines have been established to reflect our commitment to provide protective 
care for all children and youth, ages newborn through seventeen years of  age, attending 
programs at the church or any church sponsored events. 
A. Familiarity: All volunteer workers must be members of  CCWC.  
B. Background Check Process: All workers must complete a national CBC. In the instance 

that a classroom is in need of  another adult volunteer who is not a current volunteer at 
CCWC, a one-time exception can be made with the approval of  the Children Ministry’s 
supervisor. A substitute may fill-in for a volunteer without needing a background check or 
references. This substitute is considered secondary to the other volunteers in the classroom 
and should not leave the room with a child for any reason.  

C. Guidelines and Code of  Ethics: All workers must have a signed Child and Youth Worker 
Acknowledgement form on file that states their willingness to abide by the CCWC 
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Guidelines and Code of  Ethics. Minors are permitted to volunteer with children as long as 
they are under direct supervision of  an approved adult volunteer.  

D. Two Adults: Workers must observe the “two-adult” rule, whereby a worker will avoid one-
on-one situations with a child or youth. There must be two or more adults in each 
classroom. 
1. One-on-one interaction: It is not permitted for workers to be one-on-one with a child 

or youth at any time in private. Workers and a child or youth should remain in public 
places at all times.  

2. One-on-one driving in personal vehicles: Workers are allowed to have a child or 
youth in their car for ministry purposes, but only in the back seat and always with 
parental /guardian permission in writing.  

3. Exceptions: Any exceptions to these policies would need to be requested in writing and 
approved in advance by the elders. 

E. Restroom Assistance: The entrance door to the bathroom must be open at all times. Only 
female workers may take a child requiring assistance into the restroom. If  a child does not 
need assistance, the worker must remain at the entrance to the bathroom. In addition, 
diaper changing stations must be in public areas of  the classroom.  

F. House Sitting and Babysitting: CCWC does not encourage or provide employees to 
house sit or babysit for families. If  an employee does house sit or babysit for a family, he or 
she does so as an individual, not as an employee of  CCWC. If  an employee decides to 
house sit or babysit for a family, he/she must disclose to the family that he/she is doing so 
as an individual and not as an employee of  CCWC. 

G. Driving Requirements and Restrictions: If  a CCWC worker is driving a child or youth 
in a CCWC vehicle/rental vehicle, he/she must be 25 years of  age, have a valid driver’s 
license, be listed on CCWC’s automobile insurance or complete the Application for 
Qualified Driver Status form and adhere to all traffic laws and speed limits. The individual 
must wear his/her seatbelt and require the youth to do the same. If  an individual is driving 
a child or youth in a personal vehicle, he/she must complete the Application for Qualified 
Driver Status, have a valid driver’s license, drive the speed limit or below it, adhere to all 
traffic laws and carry a minimum of  $100,000 in personal auto liability insurance. In any 
instance, all individuals must drive cautiously and safely when youth are in the automobile. 
The use of  a handheld cell phone or other handheld communication device (including 
texting) is prohibited by any driver while driving any vehicle that is transporting youth.  

H. Incident Reporting Procedures: State-mandated reporting requirements must be 
followed within the reporting timeline. (See Appendix B, Reporting for full details.) All 
workers must immediately report to the appropriate ministry director any behavior or 
incident which seems abusive or inappropriate (see Section 1). The director of  that ministry 
is responsible for addressing the reported problem. CCWC has a “zero tolerance” policy 
for any abusive behavior.   

I. Internet Communication: Different standards apply, depending on the age of  the child or 
youth:   
1. Under age 13, or not yet in sixth grade  

a.Children or youth who are under age 13  or who have not yet entered sixth grade are 1

not to receive digital communications from workers.  Any communications should be 
sent to parents to be passed on to their children, including communications for 
children or youth who may volunteer in the church themselves.  

2. At least 13 AND in sixth grade or above 
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a.Once a child or youth is at least 13 years old AND in sixth grade or above, workers 
may send them digital communications, provided that (1) the communications are of  a 
Programming nature (see appendix), AND (2) at least one parent/guardian is also 
explicitly and visibly included as a recipient of  the message.   

3. Interaction with children or youth through social media is forbidden with 
children or youth not yet in ninth grade.  

4. Ninth Grade or above 
a.A worker may interact with youth in ninth grade or above in any medium, provided 

that (1) the communications are of  a Programming nature (see appendix), AND (2) 
there is a reasonable expectation that the communications are not private (see 
appendix).  

5. Beyond High School 
a.For youth who are beyond high school, workers may interact with youth as they would 

with an adult, provided that (1) the pertinent ministry receives specific written 
permission from the parents of  the youth which may be valid for the duration until 
the youth attains majority, AND (2) the worker keeps auditable records of  all 
communications until at least one year after the youth attains majority.  

6. Child or Youth Initiation of  Non-Compliance 
a. If  a child or youth contacts a worker in a non-compliant way, the worker must (1) 

move the conversation to a compliant venue immediately, (2) inform the child or 
youth why the conversation must move, AND (3) provide a copy of  the non-
compliant communication to the Administrative Assistant.   

7. Auditing 
a.Any worker who engages or has the potential to engage in digital communications with 

children or youth may be subject to auditing, including automated on-going auditing, 
as directed by the elders and administrative assistant.  

8. Suitability of  a Platform 
a.Popularity with youth does not constitute viability for ministry.  Any communications 

platform must be approved by the elders. (A list of  acceptable platforms is provided in 
the Appendix.) 

J. Adult Supervision: No child in the children’s or childcare ministries is to be left 
alone in any room without adult supervision. Parents/guardians are responsible for 
the supervision of  their children if  they are not attending a scheduled program.  

K. Open Classroom Doors: Classroom doors should remain open when an adult is 
temporarily alone with a group of  children.  

L. T-Shirts & Nametags: Provided CCK t-shirts and nametags are to be worn at all times by 
workers in the nursery, preschool, and children’s ministries.  

M. Pick-up: Nursery through elementary age children may be picked up by the authorized 
parent/guardian per current process. 

III.CODE OF ETHICS FOR CHILDREN/YOUTH VOLUNTEERS 
  While acting in his/her capacity as a worker (CCWC employee or volunteer), the following 
rules shall apply: 
A.  Smoking or using tobacco products in the presence of  children or youth is prohibited. 
B.  Using, possessing, or being under the influence of  alcohol or illegal drugs is prohibited.  
       Workers shall not abuse children or youth including, 

1. any evidence of  sexual activity in the presence of  or in association with a child or 
youth; 
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2. any display or demonstration of  sexual activity, abuse, insinuation of  abuse, or evidence 
of  abusive conduct towards a child or youth; 

3. any sexual activity or advance between a youth and a child; 
4. any physically abusive behavior or bodily injury to a child or youth; 
5. physical neglect of  a child or youth, including failure to provide adequate supervision 

during a church sponsored event; 
6. mental or emotional injury to a child or youth; or 
7. the consumption of  any obscene or pornographic materials. 

C. All workers shall refrain from using profanity in the presence of  children or youth. 
D. All workers must be free of  contagious diseases that might adversely affect the health of  

the children and youth. 
E. Pennsylvania state law requires that all citizens report any suspected abuse or neglect of  a 

child or youth through seventeen years of  age to the Pennsylvania Department of  Child 
Welfare Services. All workers shall cooperate to the full extent of  the law.  

IV. Christ Church West Chester Child and Youth Protection Policy 
A. Screening for Child/Youth Staff  

1. Membership Requirement 
a.  Applicants must be CCWC members in good standing. 
b.  Ministry volunteers must be members. Volunteers under the age of  18 must serve 

alongside an adult. 
c.  Pre-teens, as young as 11 and not yet members, may serve in children's ministry, but 

only with the approval of  parents and relevant ministry leaders, and they may only be 
assigned roles of  assisting adults. 

d.  If  interested in a teaching position, a candidate must be familiar with and agree to the 
tenets of  reformed theology as stated in the CCWC Confession of  Faith. If  an 
applicant has any exceptions to these tenets, he/she must make it known. 
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Appendix A 

I. Background Check Process 
A. Beginning August 25, 2015, all volunteers must have undergone the mandatory Child Abuse 

and Criminal History Background check screening prior to the commencement of  service 
with children. Volunteers who are already approved as a volunteer before August 25, 2015 
will be required to be screened for the mandatory Child Abuse and Criminal History 
Background check no later than July 1, 2016. 

B. CCWC will conduct a criminal background and child abuse check on all adult children’s 
ministry volunteers. This will include Criminal History Record Information obtained from 
the Pennsylvania State Police, and a Child Abuse Clearance obtained through the 
Pennsylvania Department of  Human Services (DHS). Volunteers must have completed the 
Child Abuse and Criminal History Record background checks prior to commencing service 
with children. 

C. Federal Criminal History Background Checks, with submission of  fingerprint, are required 
for volunteers who have lived in PA for less than 10 years. CCWC will cover the cost 
of  these background checks. PA child abuse history clearance instructions can be found 
at www.dhs.pa.gov/publications/findaform/childabusehistoryclearanceforms/index.htm. 

D. Volunteers who are not required to obtain the FBI Clearance because they are applying for 
a volunteer position and have been a continuous resident of  Pennsylvania for the past 10 
years, must affirm in writing that they are not disqualified from service based upon a 
conviction of  a disqualifying offense or named as the perpetrator of  a founded child abuse 
report. 

E. Volunteers must affirm in writing, via the children’s ministry handbook, that they are not 
disqualified from service under the provisions of  the law. 

F.  CCWC reserves the right to deny an applicant from participating in volunteer service who, 
in the judgment of  the elder(s) and ministry leader(s), would not be an appropriate 
candidate to work with children, regardless of  whether the applicant passes the criminal 
background check and child abuse screenings. The CCWC elders will have responsibility for 
final review and approval of  all volunteer decisions.  

G. Anyone who has been named in the statewide database maintained by the Department of  
Human Services (DHS) as the perpetrator of  a founded child abuse report will not be 
permitted to participate in any children/youth ministry work, in any capacity. In addition, 
anyone who has been convicted of  one or more of  the prohibited criminal offenses will 
not be permitted to participate in any children/youth ministry work, in any capacity. 

H. All volunteers will be required to read and sign the attached Code of  Ethics. Their signature 
indicates that they understand and agree to the Code of  Ethics. 

I. Every volunteer will be required to have an updated Child Abuse Clearance and Criminal 
History Background check every 60 months. 

II. Other 
A. Due to the highly confidential information this screening procedure involves, all completed 

screening records will be kept in a secure and locked area of  the church. All applicants will 
be notified that access to this information is restricted and disclosed only to those with a 
genuine need to know and all files will be maintained indefinitely. 
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B. Any associated CCWC group or ministry using our buildings at any time outside of  the 
normal Sunday meetings must follow our childcare screening procedures and people in 
each room must be screened and approved by CCWC children/youth ministry leaders. 

C. Any group or ministry going on a CCWC sponsored trip must follow our childcare 
screening procedures and the adult leaders involved must be screened and approved by 
CCWC children/youth ministry leaders. Details of  the trip must be approved in advance by 
the Director of  Children’s Ministry. 

D. Any adult volunteer participating as a leader on any overnight events of  a CCWC 
sponsored trip must have all childcare screening procedures and clearances prior to 
participating in the event. 

III.Compliance 
A. A signed and dated form indicating employees and volunteers have read and understood 

the three major policy statements for child security (screening, supervision, and reporting) 
will be required and kept on file at the church. 

B. Any CCWC associated group and ministry using CCWC property or sponsoring an off-site 
trip will receive a copy of  these procedures and the Code of  Ethics and will be required to 
follow them. 

C. The ministry leaders will train new workers so they are aware of  these policies. No person 
shall have any official contact with children or youth until the Code of  Ethics is read and 
agreed to by the new worker. The Director of  Children’s Ministry will oversee this process. 
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Appendix B 

I. Response to Suspected Abuse/Neglect 
A. Suspicion of  Abuse/Neglect 

 In the event of  an incident where there is suspected child abuse, mandated reporters as 
defined in the Pennsylvania Child Protective Services Law (CPSL), Section 6311, which 
is incorporated by reference (see information available via the PA government website 
available at: https://www.compass.state.pa.us/CWIS/Public/ReferralsLearnMore) 
must immediately make a report to ChildLine at 1.800.932.0313.  

Do not attempt to investigate the situation yourself. Simply receive the child’s statement 
and report it to the authorities. This applies to all CCWC volunteers and staff, including 
the administrator, children’s ministry director, and pastoral staff. It is the responsibility 
of  the Department of  Human Service (DHS) investigative social worker to gather 
information and interview child, parent, and all other parties involved. 

1. Signs of  abuse may include (but are not limited to) these marks: 
a. welts  
b.  belt marks  
c.  burn marks  
d.  scratch marks  
e.  “black and blue” marks 

2. Signs of  neglect may include (but are not limited to): 
a. Being very overweight or underweight 
b.  Being sick or tired most of  the time 
c.  Being dirty or having poor personal hygiene  
d.  Not having the right clothes for the weather 

3. Teachers/leaders are to write down and relay to their supervisor any comments, prayer 
requests, or conversations with children or youth that raise concerns of  abuse/neglect. 
In the event of  a situation where there is suspected child abuse, mandated reporters 
must immediately make a report to ChildLine at 800.932.0313, as stated above. 

4. Workers are to report any suspicious behavior on the part of  anyone near or in 
children or youth areas of  the building to his/her supervisor or the security usher on 
duty. 

5. In the event of  a situation where a child or youth wants to discuss any situation that the 
worker believes may be related to possible abuse, the worker shall receive the child’s 
statement and report it to the authorities. It is up to the proper authorities, who have 
specialized training in child abuse, to investigate the situation. A well-meaning person 
engaging in excessive questioning of  a child or youth about suspected abuse may 
compromise a later investigation. 

A. Reporting 
1. If  a worker witnesses an act of  threatened or actual abuse, intervene, if  needed, to 

secure the safety of  the child or youth. This may include calling 911. Actual or 
suspected abuse must be reported immediately. The worker must make a report to 
ChildLine (1.800.932.0313) or report it online at the PA Child Welfare Portal. 

2. After the worker makes the report to ChildLine, he/she should report the incident to 
his/her supervisor or ministry leader, who will complete the internal Incident Report. 
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This report is not for further investigation, but rather that the church may be aware if  
any immediate changes are needed to staff  or programs.  

3. Do not notify other volunteers, parents, church attendees or anyone not legally required 
to be notified of  the suspected abuse. 

4.  All efforts taken to address the incident shall be documented. The person reporting 
and the person who completes the incident report should both sign the document. 
Both individuals should receive a signed copy of  the same incident report. This will 
eliminate the situation where one person says they made the report and another says 
they never received the report. This is for the protection of  all the adults in the 
reporting process. 

5. The Administrative Assistant will notify Insurance Company, if  applicable. 
6. Any associated CCWC group or ministry must follow these reporting procedures. 
7. Mandated reporters are required by law to make a report of  suspected abuse when they 

have reasonable cause to suspect that a child or youth is a victim of  child abuse. 
Attempting to interfere with an individual seeking to make a good faith report of  child 
abuse to ChildLine is strictly prohibited. CCWC will not tolerate retaliation against an 
individual because of  a report of  child abuse made to the proper authorities. If  the 
worker believes he/she has experienced retaliation for making a report of  child abuse, 
he/she should notify the elders or Director of  Children’s Ministry. 

II. Responding to Allegations 
A.  Responding to Alleged Victim 

1. If  the victim is associated with CCWC, a pastoral contact may be arranged with the 
victim and their family. It will be our goal to provide pastoral support to the victim and 
their families to restore such persons to wholeness. 

2. DHS and Law Enforcement will determine if  the alleged victim needs medical 
intervention and/or to be removed, and whether the alleged perpetrator will be 
arrested/prosecuted. 

B.  Responding to Alleged Perpetrator 
1. If  the person being accused is an employee or volunteer, the administrator and ministry 

leader will immediately remove the person removed from all duties requiring any 
contact with minors (ages 17 and under) until the allegations are resolved. 

2. If  the accused is associated with CCWC, a pastoral contact may be arranged with the 
accused and their family. It will be our goal to provide pastoral support to them to 
restore such persons to wholeness. 

C. Communications 
1.  CCWC officials will seek legal counsel before responding to media inquiries or 

releasing information to the congregation. All public statements should be vetted by 
legal advisors and given by a designated spokesperson. 

2. We desire to safeguard the privacy and confidentiality of  everyone involved. An elder, 
Administrative Assistant, or Director of  Christian Education will be the official 
spokesperson for the church. If  the press or public questions anyone to speak on the 
issue, do not make any comment and refer them to the official spokesperson. 

D. Post-event Review 
1. A post-event review will be conducted to consider appropriate policy, staff, and 

program changes.  
2. Counseling will be provided to staff  if  needed. 
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Appendix C  

I. Digital Communications  
A. Programming and Non-Programming Communications 

1. There is a fundamental difference between messages about ministry programs, and other 
messages that may occur in a Worker-Youth relationship.  For instance, “Are you coming 
to Bible Study tonight?” is a very different question from “How are you getting on with 
your parents?”  We care about our youth in both regards: we want them to attend Bible 
Study, and also want them to respect their parents.  However, for children and youth, 
those personal, non-programming communications are forbidden in digital media, 
because workers are leaders first, and friends second.  

B. Reasonable Expectation of  Non-Privacy 
1. When a worker interacts with a youth online, the worker must have a reasonable 

expectation that the venue of  the communication is not private and is probably visible to 
the youth’s parents.  Any form of  direct messaging (including text messaging) is 
forbidden, unless a parent is visibly and explicitly included.  Further, “liking” or 
commenting on posts should only be performed if  the post is known to also be visible to 
other people (e.g. someone else has already liked it).   

C. Acceptable Digital Platforms 
1. Digital platforms currently approved for Digital Communications: 

a. Email (with cc’ing parents) 
b. Group Text Messages (with parents included as recipients) 
c. Facebook Posts (when it appears that posts are visible to a wide audience.  Classified as   

 Social Media.) 
d. Facebook Messenger (with parents included as recipients.  Classified as Direct    

 Messaging and Social Media.) 
e. Twitter (posts only, not DMs.  Classified as Social Media.) 
f.  Snapchat Stories (stories only.  Classified as Social Media.) 
g. Instagram Posts (posts only.  Classified as Social Media.)  
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DISQUALIFYING OFFENSES UNDER CHILD PROTECTIVE SERVICES 
LAW (3/18)  
The Child Protective Services Law (23 PA.C.S. 6344) states that no resource parent applicant shall be 
approved if  the applicant’s criminal history record information or the criminal history record of  
anyone 18 years or older who resides in the household for 30 days or more per calendar year 
indicates that the applicant or household member has been convicted of  one or more of  the 
following offenses (including the attempt, solicitation or conspiracy to commit any of  the offenses) under 
Title 18 of  the Pennsylvania Crimes Code or the equivalent crime under Federal law or the law of  
another state: 
Criminal homicide (18 Pa. Code §2501) 

Murder (18 Pa. Code §2502) 

Voluntary manslaughter (18 Pa. Code §2503) 

Involuntary manslaughter (18 Pa. Code §2504) 

Causing or aiding suicide (18 Pa. Code §2506) 

Drug delivery resulting in death (18 Pa. Code §2506) 

Criminal homicide of  a law enforcement officer (19 Pa. Code §2507) 

Aggravated assault (18 Pa. Code §2702) 

Stalking (18 Pa. Code §2708.1) 

Kidnapping (18 Pa. Code §2901) 

Unlawful restraint (18 Pa. Code §2902) 

Rape (18 Pa. Code §3121) 

Statutory sexual assault (18 Pa. Code §2902) 

Involuntary deviate sexual intercourse (18 Pa. Code §3123) 

Sexual assault (18 Pa. Code §3124.1) 

Aggravated indecent assault (18 Pa. Code §3125) 

Indecent Assault (18 Pa. Code § 3126) 

Indecent Exposure (18 Pa. Code §3127) 
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