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Emmaus Way Church, Inc. [“Emmaus Way”] seeks to prevent the occurrence of any child abuse or neglect with respect to 
its children and youth, and requires that all Youth Workers adhere to these Safe Sanctuary Procedures for the Protection 
of Children and Youth [“Safe Sanctuary”] to help ensure that the church is a safe place for all children, staff and 
volunteers.  These procedures apply to all church-sponsored activities. 
 
I. Definitions 

A. Children and Youth: This policy uses the terms “child” and “youth” to refer to persons under the age of 18.  In the 
portions of the policy that make a distinction between “child’ and “youth,” a “child” is a person from birth through 
school grade 5, and a “youth” is a person between the school grades of 6 and12.  18-year-olds are considered 
adults. 

B. Child Abuse: Any act, or failure to act, on the part of a parent or caretaker that results in the death, serious 
physical or emotional harm, sexual abuse, or exploitation of a child, or which places the child in an imminent risk 
of serious harm (as defined by the Child Abuse Prevention and Treatment Act, 42 U.S.C.A. § 5106g). 

C. Neglect: Any serious disregard for a child’s supervision, care, or discipline on the part of the parent, guardian, 
custodian or caretaker. 

D. Youth Workers: Any adult working in a supervisory capacity with children/youth.  This term includes volunteers, as 
well as paid contractors and staff. 

E. Church-sponsored Activities: Any activity that is conducted under the auspices of and/or endorsed by Emmaus 
Way that primarily involves children/youth. 

F. Staff Liaison: A representative of the Staff Team who works directly with the Children’s Ministry Team, as well as 
the Lead Team. 

II. Youth Worker Requirements 
A. Basic Requirements 

1. All adult volunteers involved with the children/youth of Emmaus Way must be active in the church. 
2. Before working with children/youth at Emmaus Way, Youth Workers must: 

a. Complete, sign and submit a Background Screening Consent Form. 
b. Complete Safe Sanctuary Policy training.  Training documentation must be completed and submitted to 

the Children’s Ministry Coordinator. 
B. Background Screening 

a. All Youth Workers must consent to a background screening by filling out a Background Screening 
Consent Form, and must have their background screening verified before they start work. 

b. Background screening consists of a criminal background check and driving history check, and will be 
performed by an outside, contracted firm. 

c. Criminal background checks are normally provided in electronic format, and they will be maintained in an 
electronic file with restricted access. 

d. The Emmaus Way representative in charge of background screening verification will notify the Staff 
Liaison of any findings other than minor traffic violations.  There will be a confidential review of the 
findings in order to make the determination of the person’s suitability to work with children/youth. 

e. An updated background screening will be performed every five years. 
C. Training and Documentation Requirements 

1. The Children’s Ministry Coordinator, Staff Liaison or any other Children’s Ministry Team member may conduct 
Safe Sanctuary training. 

2. The Children’s Ministry Coordinator will document the date of the training, as well as keep a current signed 
copy of this Safe Sanctuary document. 

III. Activity Supervision 
A. “Two-Staff Rule” 

1. Generally, no fewer than two Youth Workers should be present at all times in the supervising of children/youth 
during church-sponsored activities. 

2. However, classroom-style programs may have only one Youth Worker present (or two persons related to 
each other) if there is clear visibility at all times into the room containing the children/youth. 

B. “Five-Year Rule” 
1. If a young adult (18 or older) wishes to volunteer with the youth program (ages 12-17), the volunteer must be 

at least 5 years older than the oldest youth in the group. 
2. In the event that a young adult less than 5 years older than the oldest youth volunteers with the youth 

program, then an adult at least 23 years of age must also be present. 
C. “No Supervisors under the Age of Eighteen Rule”: Youth Workers serving with children/youth will be at least 18 

years of age, unless directly supervised by an additional unrelated Youth worker at least 23 years of age. 
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D. Classroom Windows: Classroom windows will have visual access at all times when children/youth are in the 
room.  Additionally, for each window into a classroom containing children/youth, no more than half of the window 
shall be obscured from view (by decoration or otherwise).  

E. Identification: The Staff Liaison, Children’s Ministry Coordinator, or Emmaus Way Lead Team reserve the right to 
require identifying name badges if, in order to ensure safety, a situation necessitates adult and child identification. 

IV. Diaper and Restroom Policies 
A. Restroom Procedures 

1. Preschool Aged Children: When a preschool-aged child (or group of children) needs to use the restroom, one 
Youth Worker may escort the child, so long as the following requirements are observed: 
a. Paid Youth Workers should take primary responsibility for taking children to the bathroom.  If a paid Youth 

Worker is unable to take a child to the restroom him/herself, s/he may consent to allow a volunteer to do 
so.  Absent such express approval from the paid Youth Worker, a volunteer should not escort children to 
the restroom him/herself.   

b. The bathroom door must remain propped open at all times when a child is in the bathroom. 
c. The Youth Worker should remain outside the door and wait for the child before escorting him/her back to 

the classroom. 
d. The Youth Worker may call the child’s name if s/he is taking longer than seems necessary. 
e. Youth Workers should never go into a cubicle/bathroom with a child and shut the door. 

2. School-aged Children and Youth  
a. Youth workers should be aware of any child who leaves the classroom to go to the restroom. 
b. If possible, use a buddy system with two children going together.  If the pair is gone for an abnormal 

amount of time, a Youth Worker should check to ensure the safety of the child(ren). 
B. Diaper Changing 

1. Diaper changes should be conducted by paid Youth Workers only. 
2. Wipe hands with antibacterial wipes/gel and put gloves on. 
3. Remove the soiled diaper and wipe the child’s bottom from front to back with diaper wipes until clean. (Pay 

careful attention to cleanse the skin creases). 
4. Fold soiled diaper inward and properly dispose of the soiled diaper, wipes, and gloves in a plastic bag. 
5. Put the filled plastic bag into a covered trash container. 
6. Disinfect the changing area. 
7. Thoroughly sanitize your hands with antibacterial wipes/gel. 

C. Soiled Clothing: When a child soils his or her clothing in a bathroom-related incident, the Youth Worker should 
alert the child’s parents as soon as possible, and then allow the child’s parents to attend to the problem. 

V. Health & Safety Matters 
A. Infectious Control Guidelines 

1. Wear disposable gloves or use hand sanitizer before and after when: 
a. Changing diapers. 
b. In potential contact with blood (e.g. nosebleed).  If an emergency precludes use of gloves when in contact 

with blood, thoroughly wash with soap and water or use hand sanitizer. 
c. Change gloves when contacting a new child. 

2. Wash hands or use hand sanitizer: 
a. After accompanying a child to the restroom. 
b. After assisting a child with wiping his/her nose. 
c. Before food preparation. 

3. Have a child wash his/her hands or use hand sanitizer: 
a. After using the restroom. 
b. After contact with nasal secretion or saliva. 
c. Before eating.  

4. Use disinfecting solution to: 
a. Disinfect toys if a child is seen putting it in his or her mouth. 
b. Wipe spills. 
c. Clean the diaper-changing station, or use a changing pad. 
d. Clean soiling from blood, urine, or feces. 
e. Clean all equipment after each church-sponsored activity. 
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5. Place the following in a covered trash container: 
a. Diapers. 
b. Trash contaminated with blood, urine, or feces. 
c. Used rubber gloves turned inside out upon removal. 

6. Cleaning Hands 
a. Children and adults should be taught and reminded of the proper hand washing or hand sanitizer 

procedures. 
b. Soap and warm water are adequate as long as twenty seconds is taken to wash all hand surfaces, 

including in-between fingers. 
c. Drying hands with disposable towels is best. Use the towel to turn off the faucet, and then discard the 

towel in the appropriate receptacle. 
d. Adults should be reminded to wash before eating, after restroom use, and after diaper changing. 
e. Hand sanitizer is an acceptable alternative to hand washing. 

B. Safety Precautions 
1. Children/youth should be supervised at all times by Youth Workers. 
2. First Aid kits should be stored in the cabinets of each room used for church-related activities. 
3. Outside Play: 

a. An adult should always be present while children utilize the play areas. 
b. A First Aid kit must be taken out to the play area with each group. 

4. During any event with children/youth present, there should be at least one adult on site who is current in CPR 
and First Aid certification. 

5. No drug or medication may be administered to any child/youth without specific written instructions from a 
parent or guardian. All medication must be in original container. 

6. No foods or liquids may be given to any child/youth without specific written consent from a parent or guardian 
(re: Children’s Ministry Registration form).  Any parent/guardian-approved foods and/or liquids must be 
labeled with the child’s name to assure safety. 

7. A Youth Worker or child with a communicable disease must take a leave of absence until s/he is no longer 
contagious. 

8. Parents will be contacted to pick up children/youth with a fever or other obvious signs of an infectious illness. 
9. Release of children from church-sponsored activities: 

a. Children in 3rd grade and younger must be picked up by a parent, guardian, or parent-approved adult.  
No child may be released to a sibling or other older child. 

b. Children in 4th and 5th grade: Parents may let the paid Youth Worker know if it is acceptable for their 
child to meet them or be dismissed. 

c. In any event, at the time of dismissal, if a child’s parent is known to be on site, a Youth Worker may 
escort a child to locate his or her parents. 

C. Incidents 
1. All injuries or illnesses should be documented on an Incident Report Form and the form given to the 

Children’s Ministry Coordinator to be kept on file. 
2. Parents should be made aware of any illness or injury a child receives during a church-sponsored activity and 

should sign off on the Incident Report Form. 
VI. Discipline 

A. Defined: Discipline is guiding the behavior of children/youth in order to teach self-control and the necessary 
language skills for the child to resolve problems independently. 

B. Overview 
1. Discipline procedures should emphasize positive techniques. 
2. Children are not to be treated in a punitive manner. 
3. Emmaus Way prohibits physical (corporal) punishment. 

C. Techniques 
1. Reward good behavior with encouragement and affirmation. 
2. Remind the child/youth of proper classroom behavior, rules, and expectations. 
3. Redirect the child’s/youth’s attention and focus. 
4. Remove the child/youth from the group using a time-out/thinking chair in the room, in full view of a Youth 

Worker. The number of minutes in time-out should not exceed the number of years of the child’s age. 
5. Alternatively, a child/youth may be escorted back to the care of his or her parents, if the parents are known to 

be on site. 
6. Extreme discipline problems should be discussed with the parent(s)/guardian(s) of the child and with the paid 

Youth Worker. 
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VII. Physical Contact 
1. Should be age- and developmentally-appropriate. 
2. Appropriate Touching: the following guidelines are recommended as pure, genuine, and positive displays of 

God’s love.  
a. Putting an arm around the shoulder when comforting, quieting, or greeting; a side-to-side hug. 
b. Light touches to a hand, shoulder, or back when offering encouragement. 
c. Youth Workers shall not initiate a hug, and shall be the one to end a hug. 

3. Touching Requiring Discretion: the following forms of contact may be appropriate in limited circumstances; 
discretion should be used, and another, unrelated Youth Worker must be present to ensure the contact is 
appropriate.  
a. Kissing a child. 
b. Giving a full contact, body-to-body hug. 

4. Inappropriate Touching:  the following forms of contact shall be avoided. 
a. Coaxing a child to kiss you.  
b. Extended hugging and tickling, or prolonged physical contact of any kind. 
c. Touching a child in any area that would be covered by a bathing suit. 

VIII. Allegations Against Staff or Volunteers: When an allegation of child abuse is made against a Youth Worker or another 
child, the “Incident Response Plan” will be followed. 
A. Incident Response Plan 

1. Notify the Children’s Ministry Coordinator and the Staff Liaison, who will in turn notify the Incident Response 
Leader.  The Incident Response Team will follow their Incident Response procedures, which will include 
timely communication to the involved parties. 

2. Ensure the child’s safety until the parent(s)/guardian(s) arrives. 
3. With dignity and without accusation, remove the accused from further involvement with children/youth.  
4. Be prepared to cooperate fully with the investigation conducted by the Incident Response Team, law 

enforcement officials, Child Protective Services, and the Emmaus Way’s liability insurance company. 
5. The Youth Worker who reports the incident, or the Children’s Ministry Coordinator, or the Staff Liaison should 

complete an Incident Report Form. 
 
 
Documents Incorporated as Part of this Policy 

Background Screening Consent 
Children’s Ministry Registration 
Incident Report 
Incident Response Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I, the undersigned, have read this Safe Sanctuary policy in detail, and I agree to abide by all aspects of this policy 
at all times spent working with children at Emmaus Way-related activities and events. 
 
_________________________________________________________________ _________________________ 
Signature           Date 
 
_________________________________________________________________ 
Printed Name 


