GUIDELINES FOR MINISTRY WORKERS

POLICY STATEMENT


In order to provide as safe and secure an environment as possible for our ministry participants, and to minimize the ministry’s and workers’ vulnerability to unwarranted accusation, the following procedures have been adopted and will be strictly enforced.

VOLUNTEER WORKER 

SCREENING PROCEDURES

1. Prior to consideration for a position, any candidate who may be working with children, youth, or the disabled will complete and return an initial “Ministry Application” (appended).  No volunteer worker candidate will be considered for any ministry position involving contact with children, youth, or the disabled until the candidate has been regularly attending our parish for six months or more.

2. The “Ministry Application” will be carefully reviewed by a ministry leader or designee to make certain that the worker will be appropriate for the ministry position, based on the information provided.  At least two of the references will be checked to confirm the information provided on the “Ministry Application”.  

3. Any information indicating that a candidate poses a threat to others or has any prior history of physical or sexual abuse directed against another person will result in the immediate removal of the individual candidate from consideration for a ministry position with Holy Cross Antiochian Orthodox Church.

4. A criminal background check may be performed through a state or private agency if any suspicion or concern arises during the application process.

EMPLOYEE SCREENING PROCEDURES

1. The same procedure set forth for volunteer workers will apply to all potential employees of Holy Cross Antiochian Orthodox Church, regardless of the ministry position for which they are being considered.

2. In addition, a criminal background check will be performed with respect to all candidates for employment.  Any information indicating that a candidate poses a threat to others or has any prior history of physical or sexual abuse directed against another person will result in the immediate removal of the individual candidate from consideration for employment with Holy Cross Antiochian Orthodox Church.

SUPERVISION

1. Workers should arrive on time for a scheduled activity and should keep watch over those in their care until all have been picked up by an authorized person.  Do not send children out to find their parents, and do not release any child or youth to await transportation.

2. At least two adults (at least one over the age of 21) should be present during every child, youth, and disabled ministry program.  In addition, a roving adult will be present at each event who may wander unannounced into any classroom.

WORK RESTRICTIONS

1. For children over the age of five, at least one adult female should take girls to the restroom, and one adult male should take boys to the restroom.  The adult should check to make sure the facility is safe, and then wait outside the restroom until the children come out.

2. Children five years of age or younger (boys and girls) should be assisted as needed in the restroom by an adult female.

3. Never touch a person’s private areas except when necessary, as in the case of changing a diaper.

4. Workers should avoid the appearance of impropriety, such as sitting older children on their laps, wrestling, tickling, etc.

5. Workers are to release children in their care only to parents, guardians, or persons specifically authorized to pick up the person.

DISCIPLINE

1. Workers are never to spank, hit, grab, shake, or otherwise physically discipline anyone.

2. Disciplinary problems should be reported to the workers’ supervisor, the priest, or to a parent or guardian.

INJURIES OR ILLNESS

1. Persons who are ill (with a fever or having a communicable disease which can be transmitted by cough or by touch) will not be permitted to participate in any ministry activity.  A suitable substitute (who has been approved as a volunteer worker through the above screening process) must be used to take the place of workers who are ill.

2. Participants should be returned to their parents or guardians as soon as illness is discovered.  If this is not possible, then the person who is ill should be isolated as much as possible in a manner that will allow supervision to continue until the person can be returned to their parent or guardian.

3. Reasonable steps should be taken to avoid contact by anyone with body fluids of any kind.

4. Any coordinator/supervisor who becomes aware of an injury to a worker or participant will take steps to ensure proper medical attention is given to the injured person.

5. Persons who have received an injury which is obviously minor should be given first aid as needed at the time of injury.  The person’s parent or guardian should be notified of the minor injury when they pick up the injured person.

6. Any injury which may require medical treatment beyond simple first aid should be given immediate attention: the parent or guardian of the injured person should be immediately notified, along with the worker’s supervisor and the priest.  An ambulance should also be called immediately if warranted by the injury.

RECORD-KEEPING

1. An attendance list should be kept for all of the ministry’s functions involving children, youth, and the disabled.  The date of the function, along with the names of all participants and coordinators/supervisors should be recorded.

2. A written incident/notice of injury report should be prepared by workers whenever a serious injury should occur during a ministry function (addendum).  The incident report will be forwarded to the worker’s supervisor promptly upon completion.

NOTICE OF INJURY, ABUSE, OR MOLESTATION

1. Workers who become aware of any injury, abuse, or molestation connected with any ministry activity shall immediately inform their supervisor or the priest of such injury, abuse or molestation.

2. Any supervisor who becomes aware of any injury, abuse, or molestation connected with any ministry activity will immediately inform the priest of such and will complete a “Notice of Inquiry” form (addendum).  The priest should ensure that the participant’s parent or guardian is immediately informed that possible abuse or molestation has occurred.  The priest or parish council representative designated by him will contact the Regional Bishop, either verbally or in writing, who will appoint and oversee a committee comprised of 2 priests, an Archdiocesan chancellor, and 2 elected members of the Archdiocesan Board of Trustees to conduct promptly, thoroughly, and discretely an appropriate investigation. This committee will determine whether there is reasonable belief of injury, abuse, or molestation.  If a reasonable belief of injury, abuse, or molestation is found by the committee, the priest or parish council representative will also see that an attorney is promptly contacted to provide a written opinion as to whether the church should report the abuse or molestation to law enforcement authorities.  If the attorney recommends that an incident be reported, the advice should be acted upon immediately.

3. Upon reasonable belief of abuse or molestation, the ministry’s insurance carrier must be promptly notified.

4. Any employee of the church who is the subject of an investigation will be removed from his position with pay pending completion of the investigation, at which time the committee appointed by the bishop will determine future employment. The church will consult with legal counsel for advice if termination of employment is indicated. Any volunteer worker who is the subject of an investigation will be removed from his position pending completion of the investigation; if this person is not found innocent of alleged abuse or molestation, the person will be removed from work with children, youth, or the disabled within the church.

DEALING WITH 

LAW ENFORCEMENT/MEDIA

1. All ministry leaders, employees, and volunteers will cooperate fully with any law enforcement or governmental agency that may be investigating allegations of injury, abuse, or molestation in connection with activities of the church.

2. The diocesan committee will be designated as spokesperson following 

notice of any abuse or molestation in connection with the church.  This committee will be the only person to convey information concerning the situation and will convey only such information as is necessary under the circumstances.

VIOLATION OF POLICY OR PROCEDURES

1. Workers must promptly notify their supervisor or the priest of any activity undertaken on their own behalf or by others which violates this policy or procedures.

2. Any supervisor or ministry leader who becomes aware of a violation of     the policy or procedures will take all necessary steps to ensure future compliance with the policy and procedures by all workers; and will remove workers from their positions if such removal is warranted, or if the worker poses a potential threat to others.

ANNUAL EMPLOYEE/WORKER REVIEW

1. This policy and procedures will be conveyed for review annually to all workers, employees, supervisors, and leaders to whom it applies.

2. All ministry employees and volunteer workers who will be working in any capacity with children, youth, or the disabled will complete a brief “Annual Renewal Application” (appended) once each year.

3. Should the renewal application show that any employee or volunteer worker has become unsuitable for working with children, youth, or the disabled, he will immediately be removed from his current position, and will not be considered for other positions involving work with children, youth, or the disabled.

REVISION OF POLICY/PROCEDURES

     This policy and procedures will be regularly reviewed with legal counsel and can be  modified by the parish council.  Any such modification should be promptly conveyed to all persons affected by the modification.

