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The purpose of this generic template is to provide general safety information to churches. The content is based on research into best safety practices as discovered by the Christian Education Network of the ELCA (Evangelical Lutheran Church of America.) It is our hope that everyone who uses this generic template will customize it to fit their specific church environment.  The template was written in Microsoft Word as a “read only” document.  It may be “saved as” a new title, and then edited.  In the changing world in which we live, recommended safety practices must be reviewed regularly, and we recommend you create a standing safety team to conduct an annual review.
Each church setting is unique.  In addition to regulations and restrictions found in church insurance policies, congregations are subject to specific laws governing the local community.    Specific information, regarding regulations and laws, is not included in the original template.  We recommend you avoid using the word “policy” as you edit, unless you are referring to your insurance policy.  
The Christian Education Network of the ELCA assumes no liability for any incident that may occur, and everyone uses this template at their own risk.

 (Insert Church Name and Address Here)
(Insert Date Here)
Introduction: Purpose Statement
The purpose of this manual is to provide everyone at (insert church name here) a single resource for basic safety information. Safety considerations should be included in the design of all worship, learning, and serving experiences so participants of all ages thrive.
In the event of an emergency, leaders have seconds to respond. It is important to have trained leaders and an informed congregation who together have practiced drills before an emergency occurs.
All leaders are expected to follow this guide and to share the relevant information with participants. Leaders may also require compliance with additional laws, regulations, and practices, depending on the activity, and it is the leader’s responsibility to discover and communicate any additional safety procedures. This is especially important when partnering with outside organizations.

Table of Contents
Chapter 1: Insurance liability & community laws
A. Insurance requirements
B.  Public assembly
Chapter 2: Building safety
A. Floorplans-includes exits, hiding places, posted signs
B. Natural risks-includes tornado, fire, flood, toxic fumes, earthquake
C. Bomb threats-identify exits and gathering place
D. Active threat/ Shooter-includes lock down procedure, outside threat, inside threat
E. Church equipment and technology
F. Security Systems-includes locked doors-position on weapons
G. Technology-includes computers; audio systems; music systems; phone & intercom systems
Chapter 3: First aid supplies & equipment
A. Location of supplies & equipment
B. Defibrillator (AED) -includes maintenance, use, & training
C. Wheelchairs & walkers
Chapter 4: General screening for employees and volunteers
A. Overview of screening, background and reference checks
B. Supervision of ministry programs-includes adult to child ratios
C. Discipline
D. Injuries or illness
E. Reporting injury, abuse, or molestation
F. Internal Investigations
G. Dealing with law enforcement and the media
H. Annual employee/volunteer worker review

Chapter 5: Additional middle and high school practices
A. Overview
B. Behavioral guidelines
C. Event practices
D. Adult chaperone/mentor/volunteer practices
	
Chapter 6: Transportation 
	A. General transportation information
	B. Driver qualifications
	C. Passenger 

Chapter 7: Partnering with other organizations
A. Inside the church
B. Outside the church
Chapter 8: Protecting data and security systems
A. Electronic data-includes data storage, email & text
B. Printed information
C. Photos & videos
D. Access to building and security information
E.  Social media, electronic, and phone communication
Chapter 9: Training & drills
A. New leader/member orientation
B. Church community drills-includes everyone
C. Annual safety manual review 
Chapter 10: Forms and floorplan 
A. Permission slips
B. Photo release
C. Incident reports
D. Floorplan


Chapter 1: Insurance requirements & community laws
A. Insurance requirements
B.  Public assembly

A. Insurance Requirements
As people of faith, we want to do everything we reasonably and legally can to protect the members of our church and the community we serve.  To protect the church from financial loss, we have (insert basic/or comprehensive) liability insurance.
The safety team has reviewed our insurance policy and contacted the agent for suggestions on what to highlight in this chapter.  (The preceding statement assumes the church has a safety team and the insurance policy has been reviewed.) We’ve learned a common reason for harm and church lawsuits is auto accidents, so we’ve included an entire chapter on transportation.  See chapter 6 before planning any event that involves transporting passengers. We’ve also discovered it is highly recommended that churches mitigate risk by conducting criminal background checks on regular volunteers who work with children. (This practice may also be an insurance and/or synod requirement.) See chapter 5 for more information. 
(Insert any relevant specific insurance information from your church policy here, and check with the church’s insurance agent to find out if criminal background checks are required for staff and volunteers who regularly work with children.)
Disregarding the practices and procedures in this manual could result in serious consequences, including criminal and civil legal action. 


B. Public Assembly
 Community events open to the public are subject to local laws governing assembly.  Program and event planners should know what these laws are at the planning stage to prevent a problem. Liability insurance for a special event may be needed, or required, particularly if it is done on public property.   Some of the most common areas of public concern are:
· Location
· crowd size
· Parking
· Permits
· Activity
· Alcohol
· Pets
· Fundraising Restrictions
Information regarding community events may be found on the city website or by going to city hall.
All church members and visitors are expected to adhere to all safety practices and procedures as instructed.
Any type of accident, injury, or abuse should be reported to the program leader or pastor as soon as possible.

Chapter 2: Building Safety
A. Floorplans-includes exits, secure hiding places, posted signs
B. Natural risks-includes tornado, fire, flood, toxic fumes, earthquake.
C. Bomb threats-identify exits and gathering place
D. Active Threat/ Shooter-includes lock down procedure, outside threat, inside threat
E. Church equipment and technology
F. Security systems and personnel-includes door & firearm position
G. Outside organizations who use the church building


A. Floorplans-includes exits, secure hiding places, posted signs
All leaders should walk through the church building to become familiar with exits, and where the first aid and safety equipment is located (insert areas here).  A detailed site floorplan can be found (insert area here), and as a separate download, see chapter 10.
· Includes all exits, secure hiding places, and posted signs
· Includes evacuation route and outside meeting spot
· Includes breaker boxes and water shut-off valves

Evaluate your communication system options including the use of cell phones in an emergency.  Some church phones are equipped with an intercom option that works as a loud speaker.  Instructions on how to use the intercom system are (include instructions here or designate location.)

Leaders should maintain attendance charts to account for children and adults in case of an emergency. 

Practice Safety drills at least once a year so everyone is informed and prepared to respond to an emergency.  See chapter 9 for more information on how to conduct drills.  
B. Natural Risks-include tornado, wind, fire, flood, toxic fumes, earthquake
1. Fire (Add county wildfire evacuation procedure if relevant)
A fire extinguisher is in the kitchen area for small fires. In the event of any fire, sound the fire alarm and move everyone immediately out and away from the building. The designated meeting place is, (insert outside meeting location here).  If that is not safe continue to (insert secondary location further from the building here).  Leaders should take roll call to account for all participants.  Only release children to parents/guardians after roll call has been taken.
2. Tornado (Add county hurricane evacuation procedure if relevant)
In the event of tornado or high winds, loudly communicate “Tornado”, and move to (insert safest interior location without windows here).  Sit against the wall prepared to cover your head. Check for severe weather alerts.
3.  Flood
If there is a flood warning and/or continued rain, consider cancelling programs.
In the event of a flash flood, evacuate immediately and get to higher ground. (Insert higher ground location here). Only use designated routes to evacuate, and don’t drive through flood waters.
Only release children to parents/guardians after roll call has been taken.
If unable to leave the building, get on top of tables.  
4. Toxic fumes & chemical spills
If the toxic fumes are coming from inside the building, loudly communicate “evacuate”, and move to (insert outside location here). 
The priority in a chemical spill is to get people away from it.  Evacuate and call 911.
If the toxic fumes are coming from an outside source, follow your county evacuation procedures and get everyone to a safe location upwind from toxic fumes. 
Do not release children to parents/guardians until roll call has been taken.
5. Earthquake
Stay calm and move away from overhead fixtures, windows, filing cabinets, and electrical power.  If earthquake is severe and lasts more than a few seconds, loudly communicate, “evacuate”, and move people outside to (insert location here.)
C. Bomb threat
If there is a bomb/explosive threat, loudly communicate, “bomb threat”, and evacuate the building.  (Insert outside meeting location here) Do not release children to parent/guardians until roll call has been taken.
Call 911 from outside location and do not re-enter the building until law enforcement has given the “all-clear.”
D. Active Threat/Shooter: Lock-down
In a lockdown, all entrances are locked to prevent anyone from entering or exiting the building without permission or authorization. The intent is to isolate people from an active threat. Active threats include armed intruders, someone running from the police, a vicious animal, or a hazardous material spill.
a. External threat
In an external threat, the goal is to prevent the threat from entering the building.
1. Loudly communicate “Lockdown Procedure” using the church phone intercom function, group texts to leaders, or shouting.
2. Designated personnel should quickly lock all exterior doors and windows.
3. Children outside should retreat to a secondary location (insert location here).
4. Leaders should take roll call.
5. If there is potential for real violence, children should be moved away from all windows and doors, and windows should be covered.
6. Ensure no one leaves the building without authorization or until the all-clear, or until further instructions.

b. Internal threat 
1. Loudly communicate “Lock Down Procedure”, or send group text.
2. Designated personnel lock all doors and windows.
3. Seclude children in any available area that can be closed or locked.
4. It is essential not to be seen or heard, create obstacles by locking doors, covering windows, and staying out of sight.  Use cell text messages to communicate.
5. Ensure no one leaves seclusion until rescuers come and can identify themselves with credentials, or until further instructions.
6. When dealing with an active shooter there are only seconds to respond.  Adults need to remember:
1. Run
2. Hide
3. Fight
E. Church equipment and technology
Only authorized personnel should use computers, sound systems, musical instruments or any other equipment. Please get permission or ask for assistance to use any church equipment for your program or event.
F. Security systems and personnel-includes door & firearm position
The door is to remain locked unless open to the public for worship, classes and events. A doorbell is available for individuals to use during regular business hours if the door is locked. Anyone alone in the building should lock the door. No one is expected to open the door for a stranger when alone in the building, or if there is a perceived threat. 

The alarm system should be set by the last person leaving the building.  (Insert your specific security system instruction here, including the use of video cameras and outside security agencies) Some churches allow members who are with law enforcement to carry concealed weapons and some churches have a “no firearms allowed” position.  
(Check with local government for official and enforceable signage, and insert your organization’s position on fire arms here.)


G. Outside organizations who use the church building
The church is responsible for providing a safe place for outside groups but may require a ‘certificate of insurance’ from an organization or require them to pay for coverage for a special event not covered by the regular insurance policy.  When outside groups use the building:
1. The doors must be locked, and the alarm set by the last person leaving.
2. A detailed site map; clearly marked exits; and safety equipment are provided to assist outside groups in the event of an emergency.
3. Outside organizations should not use computers, sound systems, musical instruments, kitchen supplies, or any other equipment unless authorized.  Please get permission or ask for assistance to use any equipment for your program or event.
Chapter 3: First aid supplies & equipment
A.  Location of supplies & equipment
B. Defibrillator-includes maintenance, use, & training
C. Wheelchairs & Walkers
D. Fire Extinguishers

A. Location of supplies & equipment
A first aid kit and defibrillator are in (insert location here). Instructions for using the defibrillator are located inside the unit.  In the event of a medical emergency, dial 911; administer CPR if needed; and make sure the front door is unlocked for EMS workers.

B. Defibrillator
(Insert specific model instructions or if the church doesn’t have a defibrillator type “The church does not have a defibrillator”
C. Wheelchairs & walkers
A wheelchair and walker are near the coatrack at the entrance to the building.  Please return them to this location after use.

D. Fire extinguishers are located (insert location here.
Chapter 4: General practices for employees and volunteers 
A. Overview of screening, background and reference checks
B. Supervision of infant, children, and youth ministry
C. Discipline
D. Injuries or Illness
E. Reporting injury, abuse, or molestation
F. Internal Investigations
G. Dealing with law enforcement and the media
H. Annual employee/volunteer worker review

A. Overview of screening, background and reference checks
	To provide a safe and secure environment at (insert church name here), and to minimize the vulnerability of volunteer and paid employee workers to unwarranted accusation, the following procedures have been adopted for all groups.
Screening application for covered employees and volunteers
Covered Volunteers: Volunteers covered by the screening procedure descried below are those who due to their appointment to a volunteer position are expected to have either (a) regular, primary contact with minors or (b) have access or the appearance of private access to minors.  Examples of these positions include children’s and student ministries, and any overnight chaperones. Exclusions include occasional or substitute volunteers working under the immediate supervision or a covered volunteer or employee.
Covered Employees: All employees are presumed to be in regular, primary contact with minors and are therefore subject to the screening procedures outlined in this document.
Covered volunteer and employee screening procedures:
1. Prior to consideration for a position, an applicant who may be working with children or youth will complete and return an application authorizing a background check and contact with any references.
2. If the person’s qualifications are appropriate for ministry work, then references and other information provided by the applicant will be checked to confirm the accuracy of the information.
3. Criminal background checks will be performed by (insert church name here) through a state law enforcement agency or (insert private agency name here) with respect to any applicant seeking a covered employee or volunteer position.  Fingerprints are required as part of a background check unless already on file.  (Insert how the cost of screening is covered by your church i.e. applicant pays/church pays/or a combination.)  The cost of screening varies between agencies and should be redone every 2-5 years.
4. Any information indicating that an applicant poses a threat to others or has a prior history of physical, sexual, mental or physical abuse, molestation or harassment directed against another person will result in the removal of the individual applicant from consideration for a volunteer or employee position with (insert church name here).

B.  Supervision
1. At least two adults will be present in the building at every ministry event including worship, education, and service.  At least two adults will be present at every outside ministry event including worship, service, and mission trips.
	Additional adults are needed based on the age of the participants:
· Infants-minimum of two adults in the room and one additional adult for every additional 2 infants.
· Children age 2-10-minimum of two adults in the room and one additional adult for every 4 children.
· Youth age 11-16-minimum of two adults in the room and one additional adult for every 8 youth.
· Adult programs may include childcare and there should always be two caregivers with the children.

2. No classroom or other enclosed area will have its door closed when an adult is alone with a youth.
3. Covered employees or volunteers will arrive before a scheduled activity and will keep watch over those in their care until all have been picked up by parents, guardians, or persons specifically authorized to pick up the child.
4. All minors who need to use the bathroom will be escorted in a developmentally age appropriate manner.
5. Minors should be assisted as needed in the restroom. If the employee or volunteer is alone with a minor, the bathroom door must be propped open.
6. Covered employees and volunteers must never touch a person’s private areas except when unavoidable, as in the case of changing a diaper.
7. Adults/chaperones must be present in the same ratios as for onsite events.  Adults/chaperones for youth events offsite must all have passed the screening process.
Permission slips are required for all children and youth to participate in events that occur outside the church building.

C. Discipline
1. Covered employees and volunteers will never spank, hit, grab, shake, or otherwise use physical discipline.
2. Disciplinary problems, other than minor infractions, will be reported to the covered employees or volunteer coordinator/supervisor and to a parent or guardian.
3. Trip chaperones will monitor behavioral requirements regarding curfews, drugs, alcohol, fraternizing, offensive language, bullying, and other unacceptable behavior. Infractions will be reported to the pastor or staff person supervising the trip. Any disciplinary action taken by the pastor or staff person should consider the individual facts of each case and the person(s) involved.  Parents/Guardians will be informed of any disciplinary action.


D.  Injuries or illness
1.  Parents/Guardians will be notified as soon as illness is discovered.
2. Steps will be taken to avoid contact with body fluids of any kind.
3. Any coordinator/supervisor/leader who becomes aware of an injury to a worker or a participant will take steps to ensure proper medical attention is given to the injured person.
4. Persons who receive a minor injury will be given first aid as needed at the time of the injury.  A child’s parent or guardian will be notified of the injury when they pick up the injured person.
5. Any injury which may require medical treatment beyond simple first aid will be given immediate professional attention. The parent or guardian of the injured person and the coordinator/supervisor/leader
will be notified immediately.
6. Emergency 911 will be called immediately if warranted by the severity of the injury or illness.
7. A written incident/notice of injury report will be completed with 24 hours by staff whenever an injury that requires first-aid treatment occurs during a ministry function.  The names of any staff or volunteers present should be included in the event a claim is filed. The report will be submitted to the church council and will be maintained for at least two years after the injury or after the injured person attains the age of 18, whichever is longer.  Better safe than sorry with incident reports.  If any type of injury or illness occurs at a church event, document it! (Review the church’s insurance policy to see when incident reports are to be sent to the company. In some policies the duty to notify the company may exist even before a notice of potential claim.  A generic incident report is available as a separate download.  See chapter 10.

E. Reporting injury, abuse, or molestation
1. A critical aspect of this safety guide is the prompt reporting and investigation of any situation where there is reason to believe that any person, especially a child under the age of 18, may have been neglected or abused physically or sexually.  While this guide is particularly concerned with suspected abuse that takes place relating to a (insert church name) event or on church property, any indication of abuse wherever and whenever it occurs should be reported and investigated.
2. Sample below from the state of Illinois.  It is critical each congregation research state laws regarding reporting abuse, and conduct annual training on how to identify and report abuse.

Prompt reporting of any situation where child neglect or physical or sexual abuse is suspected is consistent with the law in Illinois. The Illinois Abused and Neglected Child Reporting Act (ANCRA), encourages persons who work with children who have “reasonable cause to believe” that a child “known to them in their professional capacity may be an abused child” to promptly report what they know to the Illinois Department of Children and Family Services (DCFS) hotline 800-25-ABUSE on a confidential basis. All clergy, teachers, and preschool personnel are “mandated reporters” under ANCRA.  They may face criminal prosecution if they fail to report indications of child abuse to DCFS promptly. Even persons who are not mandated reporters are strongly encouraged to report any suspected child abuse or neglect. ANCRA provides broad legal immunity for people who report suspected child abuse to DCFS.

                   (Insert your state law and method of training on recognizing and reporting abuse here.  Training beyond reading this document is part of ensuring the safety of children, staff and volunteers.)  There are many agencies that offer online training on this important topic.

3. All individuals who are deemed to be mandated reporters are required to sign a letter of ‘Acknowledgement of Mandated Reporter Status’, affirming that they have read the statement and have knowledge and understanding of the reporting requirements under ANCRA.
4. Any suspected abuse that occurs regarding (insert church name here), should be promptly reported to the church insurance agent and the office of the bishop in your region.  (Insert synod information here) (Insert church name here) will cooperate with all governmental authorities, insurance investigations, and with the synod.
5. Unless it would be inappropriate (e.g., the abuse is occurring in the home) the parents/guardians should be promptly notified of the possible abuse and the steps (insert church name here) has taken.


F. Internal Investigations
1. All (insert church name here) employees or volunteers who have any knowledge about alleged abuse or neglect, must promptly provide a full written confidential report to the pastor or his/her designee.  The report should also go to the bishop or chancery if the church organization has such hierarchy. Any person who reports an incident to DCFS must also file additional reports as DCFS may require.
2. The alleged offender is to be suspended, (with pay if covered employee), and not permitted to participate in any church activities involving children until an investigation of the matter is concluded.
3. (Insert Church Name Here) may also conduct its own confidential investigation of the allegation or indication of abuse, engaging legal counsel and other consultants as deemed appropriate.
4. If abuse is confirmed, the offender should not be allowed to participate in any activities involving infants, children, or youth. If the offender is an employee, they may be subject to termination of employment.

G. Dealing with law enforcement and the media 
During an investigation of abuse or other criminal activity, employees and volunteers should cooperate with and respond to inquiries from law enforcement, fire and rescue personnel.
1. A single person should be designated as spokesperson for (Insert Church Name Here) regarding any alleged incident or investigation.
2. Such spokesperson will be the only person who communicates with the media or provides information about the alleged incident or investigation to the congregation.
3. Confidentiality to avoid undue hurt on any persons is paramount.

H. Annual Employee/Volunteer Worker Review
1. All covered employees and volunteer workers must review this screening application at least annually.
2. All covered employees will complete a brief renewal application every other year. A renewal application will also be completed every other year by all covered volunteers associated with (insert church name here) who will be working in any capacity with infants, children, and youth.
Should the screened renewal application reveal that any covered employee or volunteer has become unsuitable for working with infants, children, or youth, they will be immediately removed from their current position and will not be considered for other positions involving work with, or exposure to, infants, children or youth.

Chapter 5: Additional middle and high school practices
A. Overview
B. Behavioral guidelines
1. Respect
2. Alcohol, tobacco, firearms, knives, and illicit drugs
3. Prescription and non-prescription drug abuse
4. Sexual misconduct
5. Appropriate attire
6. Discipline practice
7. Participation of repeat offenders
C. Event practices
1. Forms required
2. Adult to student ratios
3. Prescription and non-prescription drugs
4. Check in times and procedures
5. Housing
D. Adult mentor practices
1. Qualification
2. Expectations

A. Overview
The intent of this chapter is to define specific practices and guidelines that can be applied to Middle and High School ministries, grades 6-12. (Insert your church mission statement here) The practices and guidelines set forth in this chapter are intended to help create an environment and opportunities for our church youth to live out our mission statement in their own lives, ad conduct themselves in a manner that supports group values and participation.
B. Behavioral Guidelines
1. Respect
Students, mentors, volunteers, and staff will treat each other with respect.
2. Alcohol, tobacco, firearms, knives, and illicit drugs
Alcohol, tobacco, firearms, knives, and illicit drugs will not be allowed on (insert church name here) premises or at any church affiliated activity.  If a student is found to be in possession of and/or has participated in the use of any of the items listed above, the student’s parent or guardian will be contacted immediately with the expectation the parent or guardian will remove the student from the event.
	This practice does not apply to approved work/project tools used in construction projects etc. 
	Authorized adults including chaperones may reserve the right to check a student’s belongings to determine if any of the substances listed are present. (Check your local jurisdiction regarding this type of search)
	At the discretion of the adult and in accordance with the law, violations may be reported to the authorities.
3. Prescription and non-prescription drug abuse
If the student is found to be abusing prescription or non-prescription drugs, the student’s parent or guardian will be contacted immediately with the expectation that the parent or guardian will come and remove the student from the event.
4. Sexual Misconduct
All participants must conduct themselves in a manner that supports group values and group participation, consistent with the mission, vision and values of (insert church name here).  All participants are expected to refrain from:

· Participation in sexual activity
· Inappropriate displays of affection and/or touching
· Inappropriate, degrading, or sexually charged language



5. Appropriate attire
Participants are expected to dress appropriately for every event, and program leaders will give specific information as needed.  In general, work events require closed toed shoes.
Attire displaying inappropriate, profane, or demeaning words, slogans, or pictures will not be tolerated, and the person will be asked to change their outfit.
Attire or accessories displaying gang paraphernalia will not be tolerated, and the person will be asked to change their outfit.
Sexually suggestive attire will not be tolerated, and person will be asked to change their outfit.

6. Discipline practice
If behavioral guidelines are violated and do not require immediate removal, the following steps will be taken:
· First offense-warning and apology expected.
· Second offense-student will be paired with a mentor or chaperone for the remainder of the day and possibly the following day. 
(Parent or guardian may be contacted after second offense)
· Third offense the parent or guardian will be contacted immediately with the expectation that the student will be removed from the event.

7. Participation of repeat offenders
At the discretion of staff, participation in future activities may be jeopardized for repeat offenders.

C. Event practices
1. Permission Slips
All students must have a current church permission form on file prior to an off-site event, including permission to take the participant to medical facilities and to authorize treatment.
All students must have any event specific waivers and/or permission forms completed, signed, and turned in prior to attending an event.
All students are required to sign and submit any event specific covenant prior to participation in the event.
2. Adult to student ratios
There must be at least two adults present at any event.  It is the intent that there will be at least one adult for every 8 students with a minimum of two adults.
For co-ed trips there must be a distribution of 2 adult males for male students, and 2 adult females for female students.
If the above ratios are not met, the parents or guardians of all trip participants will be notified in advance of the event.

3. Prescription and non-prescription drugs
Prescription drugs: Parents must provide documentation for all prescription drugs including dosage and schedule that accompany student.
Non-prescription drugs: Parents must provide documentation for all non-prescription drugs that accompany student.
Students may not share prescription drugs with any other student.
Students may not share non-prescription drugs with any other student without notifying a chaperone.
4. Check-in times
All students will report to the specified check-in location at the specified times, to their designated adult chaperone.
Should a student miss, or arrive excessively late to a check-in time, the discipline practice will be followed
At least one check in time will be scheduled per every five hours of an event.
5. Housing
Hotel Housing:
	Room occupancy should not exceed the amount allowed by 			the hotel.
	Chaperones will not be housed with the students unless two 			or more chaperones are assigned and staying in the same 			room with the students.
	Males and females will not be housed in the same hotel room 			unless married.
	Curfew may be established by the chaperones and/or the 			hotel.
	Hotel property must be treated with care and any damage 			reported to a church representative immediately. 
	Personal belongings are the responsibility of the owner.



	Host Home Housing:
		All participants must follow the behavioral guidelines and conduct themselves in a manner consistent with the mission and vision of (insert church name here) when staying at a host home.

		All participants must adhere to the rules of the host home unless they are contradictory to behavioral guidelines.  In this case contact a chaperone for clarification. The host home must be treated with care and any damage must be reported to the host immediately and a church representative as soon as possible.
· Curfew is determined by the host home
· Personal belongings are the responsibility of the owner
· At least two students will be assigned to a home
· Separate male and female sleeping areas will be established and enforced.
· Separate male and female changing areas will be established and enforced.
D. Adult volunteer/chaperone/mentor practices
1. Qualification
A volunteer working with middle and high school youth needs to demonstrate an acceptable level of maturity and responsibility at determined by the appropriate (Insert church name here) staff person.
Background checks must be done in accordance with the practice as written in chapter 4 or this guide.
Adult chaperones for middle school must be at least 18 years of age.
Adult chaperones for high school must be at least 21 years of age.

2. Expectations
· Volunteers/chaperones/ mentors must become familiar with this safety guide and comply with all Middle and High School practices and guidelines. 
·  Additional safety information may be needed for specific events and program leaders are responsible for discovering and communicating any additional required safety information.
· All volunteers/chaperones/mentors must sign a statement each year indicating they have reviewed and fully understand the current Middle and High School practices.
· It is the expectation that all adults will interact with the students in a way that reflects the mission, vision, and values of (insert church name here).
· If a student violates the practices and guidelines to the degree the parent or guardian needs to be notified, the volunteer is expected to notify a church staff member, so the incident can be properly documented.
· Every event requires a certain ratio of adults to students and it is expected that these ratios are met.
· Adults must refrain from any kind of exclusive relationship with any student.
· In an emergency only, adults may give an unplanned ride to a student.  There must be two adults in the vehicle always when giving a student a ride in this situation.

Chapter 6: Transportation Practices
A.   General transportation information
Most accidents occur within a short distance from home or church, safety precautions are necessary, even on short trips.
1. Chartered equipment from established rail, bus, and airline companies are recommended for groups of 20 or more, providing safety records, equipment inspections, and required health & safety certifications.
2. Use of 15-passenger vans manufactured before 2005 are not allowed, unless ‘electronic stability control equipped’.
3. Seat belts are required for all occupants
4. All drivers must have a valid driver’s license that has not been suspended or revoked for any reason. Commercial license required for commercial vehicles including a church bus.
5. All drivers must be at least (check your state laws and church insurance policy for minimum age requirements).
6. Trucks may not be used for transporting passengers except in the cab.
7.  All vehicles must be covered by automobile liability insurance with limits that meet or exceed requirements of the state in which the vehicle is licensed.  It is recommended that coverage limits are at least $50,000/$100,000/$50,000. Any vehicle designed to carry 10 or more passengers is required to have limits of $100,000/$500,000/$100,000.
8. Obey all laws, including the speed limit.
9. Driving time is limited to a maximum of 10 hours in one 24-hour period regardless of the number of drivers available. Driving time must be interrupted by frequent rest, food, and/or recreation stops.  Fatigue is a major cause of highway accident fatalities.
10. Drivers must refrain from using hand-held cell phones while driving and text messaging is strictly forbidden.
B.  Driver qualifications
1. Personal vehicles
· All drivers must have a valid driver’s license and cannot be driving on a ticket.
· All drivers must comply fully with all traffic and safety laws.
· All drivers must be able to provide proof of valid insurance.
· All drivers must be age 21 or older
2. Church van and rental vehicles
· All drivers must have a valid driver’s license and cannot be driving on a ticket.
· All drivers must comply fully with all traffic and safety laws.
· All drivers must have a copy of their driver’s license on file with the church office.
· All drivers of rental vehicles must be age 25 or older. Some states are higher than 25-please check!

3. Chartered Service Providers
· Chartered service must provide documentation to ensure the safety record of the provider as well as the driver. This includes but is not limited to:
· Drivers are 25 years of age or older. Some states are higher-please check!
· Proof of insurance
· Valid driver’s license

C.  Passenger Practices
1. Personal vehicles, church vans, & rentals
· All passengers must have a seat belt available and buckled.
· All passengers must listen to the instructions of the driver.
2. Chartered and/or public transportation
· All passengers must follow the rules and guidelines of the transportation provider.
· All passengers must use a seat belt when available.
· There must be safe and adequate space for all luggage and transported items.
D. Students transporting students
****Please research your state laws regarding people under the age of 18 transporting anyone under the age of 18.  Laws vary from state to state on this issue.

If you allow students to transport other students, it is recommended you have written permission from the parent or guardian of both the driver and passengers.

The Christian Education Network of the ELCA is not liable for any accident that may occur in your church.  This generic safety template provides general information.  It is each congregation’s responsibility to know and follow local laws governing transportation.
	
Chapter 7: Partnering with other organizations
A. Inside the church building
When outside organizations, such as the scouts or AA, are using the building for meetings and events, it is very important they follow the same practices and guidelines for building use and emergency preparedness as church members.  It is recommended each outside organization be given a copy of the safety guide.

· All outside organizations assume their own risk when using (insert your church name here).  The doors must be locked, and the alarm set by the last person leaving. (insert additional expectations here).

· A detailed site map is included in this guide.

· Outside organizations should not use computers, sound equipment, musical instruments, kitchen supplies, or any other equipment unless authorized.  Please get permission or ask for assistance to use any equipment for your program or event.
                   
B. Outside the church building
When (insert church name here) is volunteering to serve or attending an event outside the church our (insert your church liability statement here).  

It is critical our church leaders know what the expectations are when planning any outside activities. Examples of activities outside of the church building include volunteering with ‘Habitat for Humanity’ at the local level, busing youth to the ‘ELCA National Youth Gathering’, or traveling to another country for mission work. 

Some things to think about when considering an outside activity:
· What is the purpose/benefit of this activity?
· Whose insurance covers this event?  Is it the church, the outside agency, or both?
· Is there any leadership pre-training required to participate?
· Are there any age restrictions for this activity?
· Are there standardized forms/permission slips from the outside agency?
· Does the church need to provide any special equipment/tools?
· How should participants dress?
· How many adult chaperones/drivers will be required?
· Is this a well-known agency or program?
· Does this outside agency use best safety practices?
   
Chapter 8: Protecting data & security systems
A. Electronic data-includes data storage, email, and text.
A good practice is to assign someone as the IT leader for the congregation.  This person is responsible for leading a team responsible for internet security, updates, and communication regarding technology used within the congregation.  Any collection of data, or use of a new technology should be authorized by the IT leader.
1. Data Bases
Most congregations keep all information about members in the church office.  That information may be stored electronically on a computer.  There may also be print copies.  It is also possible that other program leaders have personal information i.e. the Sunday school director or the youth pastor.  Two issues to consider when information is stored in multiple data bases are data security and data consistency.

Personal information about members at (insert church name here) is kept (insert locations where electronic information is stored.)  We seek to store the minimum amount of information necessary to communicate efficiently, and will inform members if we ever discover a breach in our computer security system.

To keep data bases consistent all relevant program directors are informed whenever a change is made to a member’s information i.e. email address or phone number.

B. Printed information
Electronic data should be printed only when necessary, and the loss of any information should be reported to the church office immediately.  Chaperones may need printed permission slips and health records in print form and on their person during an event.  Those documents should be shredded after the event or turned in to the church office.  (insert any different instructions you have for dealing with printed information here.)
It’s important to note that printed information is a big cause of data inconsistency.  It happens when electronic information is changed but the print copy is not.  It is best to have as little as possible printed when it comes to personal data and the safety guide.

C. Photography & videos
(Insert your church practice regarding photography and videos) or edit the sample text below:
Media images and recordings bring our congregation to life and help tell the story of (insert church name here) and our vibrant faith community. They enhance the quality of information we provide to our members and give visitors an idea of what to expect when they attend our church. We would like to share media items recorded at our various ministry activities, events, services, and programs in our church produced materials including, but not limited to:
· Website/social media platforms
· Digital transmissions
· Print media
· Advertising including bulletins, posters, brochures, newsletters and other printer materials.
Accordingly, participation in church activities by adults (age 18 and older) implies permission for publication of any media image or recording, unless a signed “Media Opt-out” form is on file with the church office.  This applies to anyone who attends our church, including visitors.
Any child under the age of 18 will not have their image published in any media without parental/guardian permission.  Permission may be given by signing a photo release document.  See chapter 10 for forms.
While we at (insert church name here) reserve the right to photograph and record church events, to respect your privacy, we will strive to adhere to the following guidelines:
· Any adult may complete the “Media Opt-out” form if they do not wish for media items in which they or their minor children are prominently featured to be used in (insert church name here) publications.
· No identifying information will accompany photos, including names, addresses, email addresses, family member’s names, or schools.
· Anyone may request a media item which prominently features them, or their minor children be removed from use by submitting a request to the church office.
· If you submit images to be used by (insert church name here), you are giving the church the right to use the photos.  These images must not contain any copyrighted material without permission from the copyright holder.
· This medial practice is published on the website and will appear periodically in the newsletter and weekly bulletin.
D. Access to the building & security information
(Insert unique church information regarding access to the building including the use of keys, electronic entry, alarms, etc.)

E. Social media, electronic, and phone communication
· All staff and volunteer leaders are required to copy an adult parent or guardian whenever communicating with an individual child or youth by text or email.
· All staff and volunteer leaders are to notify a parent or guardian regarding any phone communication with an individual child or youth.
· All staff and volunteer leaders are prohibited from engaging in any private chat conversations with children or youth on social media platforms.
Chapter 9: Training & drills
The purpose of training with drills is so trained safety leaders can practice with the congregation, and so the congregation comes to recognize and respond to trained leaders.  In an emergency you have seconds to act, and chaos occurs when people who are not the trained leaders attempt to take charge.  A safety guide is wonderful, and worthless, if you don’t conduct leader training and community drills.
A. New leader/member orientation
· Every new leader should be given an electronic copy of this safety guide and introduced to the congregation’s safety leaders.
· Every new leader should be given a tour of the building including the evacuation plan and outdoor meeting site.
· New leaders should consider safety in the design of any program or event.
· New members should be given a tour of the building including the evacuation route.  Parents should not try to get their children in the event of an evacuation.  They should meet their children at the appointed meeting site outside.  No child may leave until released by the leader/teacher.
· New members should be introduced to the congregation’s safety leaders and given basic emergency instructions.
B. Church community drills-includes everyone
An annual evacuation and lock down drill will be conducted during the service hour and will include everyone in the building.
C. Annual safety review-includes revisions
A review of the safety manual will be conducted once a year and revisions will be distributed to all staff and volunteer leaders.
Chapter 10: Forms and maps
A. Permission Slips
B. Photo release
C. Incident reports
D. Floorplan




















(Insert Church Name Here)
Electronic Permission Slip
I give permission for, (insert child’s name here____________________), to attend (insert event name, location, and date here____________________________________________________________).
_____ I will pick this child up after the event.
_____This child has permission to ride home with (insert name here).

During the event I can be reached at (insert phone # here____________).
In the event you are unable to reach me, please contact:
(Insert emergency contact and phone # here____________).
Allergies/Medications/Relevant medical history:
(Insert medical information here_______________________________________________________________________________________________________________________________)
I also give my permission to seek medical treatment in the event I cannot be reached for authorization.
________________________                                                             __________
Parent/Guardian Signature                                                      Date






(Insert Church Name Here)
Photo Release/Media Opt-out form
Please be advised that you and your children may be photographed and/or videotaped at various church sponsored services and events.
Images may be posted to the church website, e-newsletter, social media sites, and in our printed bulletins, brochures, and advertising.
Please check one of the boxes below, sign and return this form.

_____ Yes, I give permission for images and video taken at church services and events to be published as church media.

_____ No, I do not give permission for images and video taken at church services and events to be published as church media.

_________________________                                                   _______________
Parent/Guardian                                                                  Date










[bookmark: _Hlk508264711](Insert church name here)
Incident Report
Name of person filling out incident report and date: ________________________________________________________________
Date of incident: _______________________________________________
Location of incident: ___________________________________________
Name or names of people involved in the incident (Add ages if possible):______________________________________________________
________________________________________________________________
________________________________________________________________
Description of incident: ________________________________________
________________________________________________________________
________________________________________________________________
Did incident include illness or injury?  If yes, describe: ________________________________________________________________
________________________________________________________________
Action taken: __________________________________________________
________________________________________________________________
________________________________________________________________
Witnesses (include contact information if possible: ________________________________________________________________
________________________________________________________________
Follow up action needed: _______________________________________
________________________________________________________________

(Insert Church Name Here)
Church Floorplan
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[bookmark: _Hlk504329742]About this Template
Copyright©2017 by Judy Washburn for the Christian Education Network of the ELCA
“The Christian Education Network of the ELCA Generic Safety Template for Churches” is designed to be used as a digital template.  The original is a “read only” document. The user “saves as” and renames it for personal use and editing.
This guide is intended to provide general safety information and practices, and the Christian Education Network of the ELCA assumes no liability for any incident that may occur to an individual or group. Every user downloads and customizes this guide at their own risk.
The content is based on research into “best practices” and was included when repeatedly found to be the recommendation of federal and local law enforcement, and emergency management professionals. For more information about the Christian Education Network of the ELCA go to www.faithfulteaching.org
31

image1.png




