CHILDREN’S MINISTRIES
CARE POLICY & PROCEDURES
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CHILDREN’S MINISTRY CARE PROCEDURES
Christ Covenant Church (CCC) recognizes that *children, youth, and vulnerable adults are
entrusted to the care of adults who lead church programs both on and off CCC campus. CCC is
committed to maintaining an environment where children, youth, and vulnerable adults are
protected from physical, sexual, and emotional abuse, and in which church staff and volunteers
are protected from potential false allegations of abuse.
*Children/Youth/Minor: Any person under 18 years of age involved in programs provided
at or sponsored by CCC.
Vulnerable adults: Any person 18 years of age or older who lives in or receives services
from a licensed facility such as a nursing home, hospital, or treatment center for chemical
dependency; has developmental delays, mental illness, or physical disabilities; or is in a
family setting and would not by himself/herself report abuse or neglect because of
impaired physical or mental function or emotional status.
In order to achieve these goals, CCC has developed the following procedures for staff and
volunteers in the following four areas:
Screening
Training
Supervision
Reporting
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Step One: Screening Process (CARE Paperwork)
• Staff members and volunteers working or serving with children, youth, or vulnerable
adults are required to complete the CARE screening process (repeated every 5 years)
which includes:
•
•
•
•
•
•

Form A: Primary Screening Form (volunteers) or Employment Application Form (employees)
Form B: Agreement to Comply
Form C: Confidential Background Information
Form D: Notice to Consumer of Intent
Follow-up Quiz with appropriate training for area of ministry
A copy of your driver’s license

• In years 2, 3, and 4, complete one form:
• Annual Worker Renewal Form

• All applicant forms shall be maintained in secure files and all information will be kept
confidential. The Confidential Background Information form shall be kept in a sealed
envelope, accessible only to the pastoral staff.
• Adults who have been convicted of either sexual or physical abuse are not permitted to
work with minors and/or vulnerable adults in any church sponsored activity or program.
• Special approval is required for non-member participants on an exception basis.
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Step Two: Training
• Training required for each new volunteer includes:
• Protection of minors or vulnerable adults in CCC programs
• Protection of providers from exposure to “high-risk” situations and false
accusations
• Awareness of the symptoms of abuse
• Understanding of the reporting procedures and the procedures for responding to
abuse or suspected abuse (see definitions on next slide)
• Utilization of an effective check-in/check-out system for minors and vulnerable
adults
• Readiness for medical emergencies, fires, lockdowns, including secure
entrances/exits
Opportunities for further training will be offered periodically to ensure CCC’s adherence to
current best practices. All volunteers are encouraged to attend training updates as offered
through CCC.
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Step Two: Training - Cont.
•

Abuse as referred to in this document includes emotional, physical and sexual abuse:

• Physical Abuse includes any non-accidental physical injury caused or allowed to be caused by the youth’s parent or
caretaker. It is not, necessarily, the intent of the parent/caretaker to injure the youth. Physical abuse may result from
overdiscipline or from punishment that is inappropriate to the youth’s age or condition. Signs of physical may include,
but not be limited to: unexplained bruising in various stages of healing, welts, fractures or burns in various stages of
healing or in the shape of an object (rope, belt, restraints, electric burner), bed sores, weight loss or dry skin and lips,
clothing inappropriate for weather condition, inadequate shelter or medical care, deliberate confinement of an adult in
a dangerous environment.
• Sexual Abuse as defined by North Carolina law is: “Any person or caretaker who has the care of a child commits,
permits or encourages the commission of vaginal intercourse, any sexual act, the obscene or pornographic
photographing, filming, or depicting of a child in those acts for commercial or non-commercial usage or any other
offense against public morality and decency provided by wherein Article 16. Chapter 14, by, with, or upon a juvenile in
violation of law; commits, permits, or encourages any act of prostitution with or by the juvenile.” Signs of sexual abuse
may include, but not be limited to: exhibiting sexual behavior not appropriate for the child’s age, detailed and
sophisticated understanding of sexual behavior, reversion to bedwetting, speech loss and thumb sucking, sleep
disturbances, pain/itching/bruising/bleeding in the genital area, venereal disease, frequent urinary tract or yeast
infections, signs of depression, self-injury, aggressive behavior.
• Emotional Abuse is characterized by a person subjecting or exposing another to behavior that may result in
psychological trauma, including anxiety, chronic depression, withdrawal, aggressive behavior towards him/herself or
others, or post-traumatic stress disorder. Signs of emotional abuse may include, but not be limited to: speech disorders,
delayed physical or emotional development, habits disorders such as rocking/sucking, unduly passive or undemanding,
anti-social, destructive attitude, depression or suicidal thoughts, attention-seeking activities and delinquent behavior
(especially in adolescents).
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Step Three: Supervision
• In order to provide an environment that is safeguarding against abuse, CCC will
maintain the following supervision practices:

• Safety Committee

• The safety committee will be composed of, but not limited to, the Senior Director of
Church Administration, Director of Children’s Ministry, Senior Associate/Executive
Pastor, Pastor of Youth Ministries, and CARE Coordinator. The committee will

monitor the need to add additional committee members.

• Staff Monitoring Plan

• Monitoring of staff members and volunteers will include regular (announced and
unannounced) visits in each program to provide supervisors the opportunity to
observe staff member and volunteer interaction with minors and vulnerable adults.
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Step Four: Reporting
• CCC has a zero tolerance for abuse in ministry programs and related activities. It is the
responsibility of every staff member and volunteer of CCC to act in the best interest of minors and
vulnerable adults in every program.
• In the event that a staff member or volunteer observes any inappropriate behaviors (i.e., policy
violations, neglectful supervision, poor role modeling, etc.) or suspected abuse or neglect
(physical, sexual, or emotional), it is that individual’s responsibility to immediately report his/her
observations to the appropriate supervising CCC staff member.

Reporting Suspicious or Inappropriate Behaviors

• CCC is committed to providing a safe, secure environment for minors, vulnerable adults, and their
families. To this end, any report of inappropriate behaviors or suspicions of abuse or neglect will
be taken seriously and will be reported, in accordance with this policy and state law to the
Department of Social Services of Mecklenburg County.
• Because sexual abusers “groom” minors and vulnerable adults for abuse, it is possible for a staff
member or volunteer to witness behavior intended to “groom” a minor or vulnerable adult for
abuse. Staff members and volunteers are asked to report “grooming” behavior, policy violations,
or any suspicious behaviors to the appropriate supervising CCC staff member. Grooming is the process
used by an abuser to select a child, win the child’s trust (and the trust of the child’s parent or ‘gatekeeper’),
manipulate the child into sexual activity, and keep the child from disclosing the abuse.
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Step Four: Reporting – Cont.

• Enforcement of Policies

• CCC staff members and volunteers who supervise other staff members or volunteers are charged with
the diligent enforcement of all CCC policies. Violations of these policies are grounds for immediate
dismissal, disciplinary action, or reassignment from ministry positions for both volunteers and staff
members. Final decisions related to policy violations will be the responsibility of the Safety Committee.

• Reporting Suspicions of Abuse to Law Enforcement Agencies
• North Carolina law requires mandatory reporting by any person or institution with cause to suspect
that any minor or vulnerable adult is abused. Incidents of abuse or reasonably suspected incidents of
abuse shall be reported immediately to the appropriate supervising CCC Staff Member. It will then be
reported to the Manager of Campus Safety & Security and the Senior Director of Church
Administration. Incidents of abuse must be reported within 24 hours to the Director of the Department
of Social Services of Mecklenburg County. Ministry Staff and Security Staff will work with appropriate,
involved personnel in making a report. DSS is notified by the Christ Covenant Security Staff.
• North Carolina statutes provide protection from civil or criminal liability for any person making a report
in good faith.
• The reporter’s name remains confidential unless DSS is court ordered to release that information.
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Step Four: Reporting – Cont.
• Consequences of Violation

• Any person accused of committing a prohibited act or any act considered by the church to be harmful to a
minor or vulnerable adult will be immediately suspended from participation in all ministries of Christ
Covenant Church. This suspension will continue during any investigation by law enforcement or Child
Protective Agencies.
• Any person found to have violated this policy may be prohibited from future participation as a staff member
or volunteer in all activities and programming involving minors or vulnerable adults at CCC. If the person is an
employee, such conduct may also result in termination of employment from CCC.
• Failure to report a policy violation is grounds for termination of an employee. Volunteers who fail to report a
policy violation may be restricted from participation in any future activities involving minors and vulnerable
adults at CCC.

• Reference Telephone Numbers
• Children’s Ministry Director

Amy Wallace

• Mecklenburg County Department of Social Services
Child Protective Services
Adult Protective Services

704-814-1026

980-314-7700
704-366-CARE
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Who is here to help me?
1.
2.

3.
4.
5.

Children’s Ministry Senior Team Leaders: During the 9:00 a.m. and 10:45 a.m. service hours, there are
Senior Team Leaders in The Gate who are accessible by walkie-talkie.
Children’s Ministry Team Leaders: Volunteers who are put in charge of sections of nursery, early
childhood, or elementary classes.
Children’s Ministry Staff: There is always a member of Children’s Ministry Staff on call all 3 hours on
Sunday. They can be reached by cell phone.
Charlotte Mecklenburg Officers: Police officers who are in uniform and are hired by Christ Covenant to
patrol the grounds and hallways on Sundays.
Operations Staff:
1.
2.
3.

6.
7.

Andy McNulty: Operations Supervisor who patrols the hallways.
Rick Ely: Director of Operations
Hutch Hutchinson: Operations Team Leader

Worship Coordinators are trained in evacuation procedures.
Elders, Deacons, and Church Staff will be on-site to give instructions in the event of an emergency.
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Safety Policies
Two-Adult Rule (Accountability for Volunteers)
• There must be 2 CARE approved adults in the room before any children can
be dropped off and 2 CARE approved adults in the room AT ALL TIMES.
• If your partner is late, use your walkie-talkie to let your Team Leader know you
need another CARE approved adult for your room.
• If your partner is late, a CARE approved parent may agree to stay with you.
• Please be in your room by 8:45 a.m. if you are volunteering at 9:00 a.m. and
10:30 a.m. if you are volunteering at 10:45 a.m.
• Do not leave your volunteer partner in the room alone for any reason.
• Do not take children out of the room by yourself for any reason.
• Do not close yourself in a bathroom with a child.
• Children in an unseen or less easily viewed area should be redirected back to the group.
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Secure Entrances and Exits
Check-In/Pick-Up System
• The parent or guardian is solely responsible
for ensuring that his/her child is not left
alone in an unsupervised area.
• Each family must check-in at one of the
Electronic Check-In Centers to obtain a
nametag for the child and a Parent Sticker
for pickup.
• The child must have on a nametag to be
dropped off.
• The parent or guardian must have the
Parent Sticker to pick up their child.
• After programming, staff and volunteers
must ensure that each room and restroom
is checked prior to leaving.
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What if I need help when volunteering?
• Do not leave your room for any reason.
• Walkie-talkies are available in every room to call the Senior Team
Leader on duty.
• A Senior Team Leader or Team Leader will come and determine the
best course of action.
• If the parent needs to be contacted, the Team Leader or Senior Team
Leader will text the parent.
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What do I do if the FIRE ALARM goes off?
• If a fire alarm goes off, do not give children to their parents in the building.
Parents are not allowed to take children until after the evacuation is
complete.
• Take your roster and a pen with you. Use the attendance roster to sign
children out to their parents after the evacuation. Be sure to check the
Parent Sticker code with the child’s nametag code at pick-up.
• Exit with your children to the nearest grassy area or parking lot away from
the fire. Staff and volunteers should clear the area prior to exiting.
• Do not mingle with other classrooms.
• On Sundays, Worship Coordinators are trained in evacuation procedures.
Elders, deacons, and church staff will be on-site to give instructions in the
event of an emergency.
• The campus map on the next slide denotes exits during emergencies.
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What do I do if there is a LOCKDOWN?
A lockdown is an instance where the entire campus is completely secured in an effort to bar a
suspected perpetrator from entering the premises or causing harm to someone on campus.
• In the event of a lockdown, you will be notified by either a bullhorn, walkie-talkie, or intercom.
• Close all doors and if possible, confirm they are locked.

• If you are unable to lock your door, place heavy objects behind the closed door. Turn off the lights
and close all window shades. If you have a window in the door, there is a black paper hanging on
the door; place over window.
• Put your cell phone on vibrate.

• Keep children as quiet as possible and spread children throughout the room. Hide children (as you
are able) under tables, in closets, or in the bathroom.
• An announcement will come over the bullhorn, walkie-talkie, or intercom stating that the campus
is “ALL CLEAR.”
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Diaper Changing & Potty Training Policy
• To protect our male volunteers — only women may do the diaper changing.
• Keep the door to the bathroom/diaper changing station open to ensure eye
contact between volunteers.
• Wear the plastic gloves provided.
• Spray disinfectant on the changing table and wipe down with a paper towel after
each use.
• Children who are potty training will have a special tag to alert you.
• Do not help the boys “aim.”
• Assist the child as little as possible.
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Suggested Room Ratios
Nursery:
•
•
•
•
•

WC111 – 2 Babies/Adult (maximum 8 babies)
WC109 – 3 Babies/Adult (maximum 9 babies)
WC107 – 3 Crawlers/Adult (maximum 12 crawlers)
WC103 – 4 Toddlers/Adult (maximum 12 toddlers)
WC101 – 5 Children/Adult (maximum 15 children)

Ducks (Two-Year-olds)
Turtles (Three-Year-olds)
Frogs (Four-Year-olds)

– 6 children/Adult (Maximum 18 children)
– 7children/Adult (Maximum 20 children)
– 8 children/Adult (Maximum 20 children)

Elementary

– 12 children/Adult
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Bathroom Policy
• Staff and volunteers should never enter a restroom alone with a child.
• Leave exterior door open when entering bathroom and seek to
verbally assist while the child remains behind the door of the
bathroom stall.
• Assistance with fastening of garments should be done in the presence
of another staff member or volunteer.
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Commitment and Behavior
Expected Staff, Adult, and Youth Volunteer Behavior
Appropriate Behavior
•

Show respect to others – including adults, youth volunteers, and peers.

•

Listen carefully.

•

Participate fully.

•

Obey policies and procedures.

•

Speak appropriately. Refrain from swearing or speaking to a minor in a way that is harsh, threatening, intimidating, shaming, derogatory, demeaning,
or humiliating.

•

Recognize an individual’s physical and mental well being and act accordingly.

•

Behave with another person’s safety in mind.

•

Maintain appropriate physical contact at all times.

Inappropriate Behavior
•

Illegal activities

•

Use of alcohol, tobacco, electronic cigarettes (including VAPING and JUULING, but not limited to), and/or illegal drugs

•

Use of firearms or weapons

•

Inappropriate contact of a sexual nature

•

Any physical, sexual, or emotional abuse

•

Anything in violation of the current policies and procedures
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Commitment and Behavior – Cont.
• Sexually Oriented Conversations:
• Staff and volunteers are not permitted to discuss any inappropriate or explicit
information about their own personal relationships, dating, or sexual
activities with any minor.

• Sexually Oriented Materials:
• Staff and volunteers are prohibited from possessing or transmitting to minors
any sexually oriented materials including those in electronic form.
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Discipline Policy for Children
Expected Behavior
• Showing respect to others – including adults, youth volunteers, and peers
• Showing respect for space – treating materials and toys well
• Obeying all directions

Inappropriate Behavior
•
•
•
•
•
•

Disobeying adults or youth
Disrespectful speech — to an adult, youth, or peers
Distracting or disruptive behavior during any teaching or small-group time
Not following directions
Running, wrestling, or horseplay
Refusing to participate in classroom activities
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How do I handle a discipline issue?
Step 1: Prevention
• Offense is the best defense when it comes to classroom management. Be
sure the children are busy and active with age-appropriate toys and
activities.
Step 2: Correction
• Verbally redirect the child.
• Physically redirect younger children (take a toy out of the hand of a child
who is using it to hit, for example).
• Remove the child from the situation, when necessary.
• Always use a calm, kind tone.
• Remind the child that he/she is welcome to rejoin the group when he/she
chooses to obey.
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How do I handle a discipline issue? – Cont.
Step 3: Seeking outside help
• The Children’s Ministry Staff and Team Leaders are always here to help you.
• If you are having repeated problems, contact your Team Leader for assistance. He/she will speak
to a staff member and/or the Director of Children’s Ministry (DCM), as needed.
Step 4: Reaching out to the Family
• Be sure that the Team Leader or a staff person is aware of any ongoing issues.
• You are not responsible to discuss problems with the family at pick up time.
• When necessary, the DCM will reach out to the family with the intent of coming alongside them
to help disciple their child.

What NOT to do:
• Volunteers and staff are prohibited from using physical discipline in ANY MANNER for the
behavioral management of children.
• This includes spanking, slapping, pinching, hitting, biting, or any other physical force as
retaliation or correction for inappropriate behavior.
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Biting and Injury Report Form
• If any marks are left on the skin, this is classified as “an injury,” including bruising, swelling, or bleeding. If in
doubt, call a Team Leader or Senior Team Leader.
• If a child is injured or bitten in your class, please use the walkie-talkie to notify the Team Leader or Senior
Team Leader.
•
✓
✓
✓

They will assist you in:
Acquiring any medical supplies needed (Ice packs, gloves, band aids, Tylenol, bodily fluid cleaning kit, etc.).
Contact parents, if necessary.
Help you to complete an Injury Report.
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Attendance Roster
• Please print your name at the top
of the attendance sheet
• On the sign-in sheet, be sure the
parent has indicated their location
and that the phone number to
reach them is correct.
• For visitors, fill in their
information at the bottom of the
sheet (be sure to check that a
phone number is provided).
• Attendance rosters are kept 5-7
years to ensure we have a record
of who was where and when in
case of an accusation of
inappropriate behavior.
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What if a Visitor comes to my room without a tag or
someone has forgotten/lost his/her Pickup Tag?
• Send this person to one of the 3 Electronic Check-In Centers to
check-in and get a nametag. The check-in stations are located in the
C Building, the B Building (The Gate), and the North Lobby. The
North Lobby is our first choice for visitor check-in!
• If a parent has lost his/her pickup tag, have a Children's Ministry Staff
Member, Senior Team Leader, or selected Team Leaders come to
verify that the parent/guardian’s driver’s license matches who is
being picked up.
28

What if a Child has a food allergy?
• A child with a food allergy will have the food he/she is allergic to listed on
his/her nametag.
• Animal crackers contain wheat (gluten).
• Goldfish crackers contain milk and cheese (dairy and lactose).
• Severe allergies will have a red plastic tag, and volunteers will be trained on
the appropriate medical procedures to follow if the child is exposed to an
allergen.
• When checking in a visiting child with food allergies, please note on the
attendance sheet how severe the reaction is, and make sure you know
how the parents want an exposure to be handled.
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Volunteers Get New Tags Too!
• If you are a new volunteer for Children’s
Ministry, a new tag will be mailed to you
after your CARE approval is completed.
• Elders and deacons can get their new tags
at the Information Desk in the Worship
Center.
• You MUST WEAR your CARE approved tag
every time you serve to identify yourself
as eligible to take care of children on
Sunday morning.
• If you forget your tag in the morning,
come by the Children’s Ministry Welcome
Center in the North Lobby of the
Sanctuary or The Gate (B102) in the B
Building to pick up a temporary Volunteer
tag dated for that particular Sunday.
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Gift Giving and Medication Dispensing
• Staff and volunteers are prohibited from providing special gifts to any
individual child/student.
• Special occasions and accomplishments should be rewarded with
group recognition.
• Staff and volunteers may not administer medication to any
child/student while serving. The only exception would be an inhaler
or Epipen. If either of these is to be used for a child, the parent must
sign a release and provide the proper training and medication for the
child.
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Electronic Communication
• The content of any electronic communications should be readily available to share with the
student's family.
• EMAIL and similar electronic communications:
Staff/volunteers and youth/vulnerable adults may use email to communicate. Emails from a
staff/volunteer to a youth/vulnerable adult should include a copy to youth/vulnerable adult
parents/guardians. Email communication is only allowed during the hours of 7 a.m. to 9 p.m.
• TEXTING and similar electronic communications:
Texting is only allowed between staff/volunteers and students with the following caveats. Texting
communication is only allowed during the hours of 7 a.m. to 9 p.m., unless there is an emergency.
Text messages with groups are encouraged rather than individual messaging. If a staff/adult
volunteer receives a one-on-one text from a youth, the staff/adult volunteer must follow the “3
text rule.” This means the staff/adult volunteer may respond TWO times (with short texts), and
then another staff/volunteer, parent, or student must be added to the messaging stream, OR the
text conversation should be discontinued.
• REQUEST TO DISCONTINUE:
The parent/guardian may request in writing that their youth or vulnerable adult not be contacted
by staff/volunteers through any electronic communication or that photographs or videography
may not be posted on ministry or ministry associated websites.
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Electronic Communication (Cont.)
• SOCIAL MEDIA PLATFORMS & APPS SUCH AS FACEBOOK/BLOGS/TWITTER/SNAPCHAT/INSTAGRAM and similar sites:

• Staff/volunteers are reminded that their presence on Social Media represents Christ Covenant Church and Christ
himself, and their posts and interactions should reflect that truth.
• Staff/volunteers and students may join a personal social media page and “follow” each other.
• Staff/volunteers may not “retweet” or “repost” student message posts & photos, unless it is of a CCC group event.
Interactions with personal pages that can be publicly sent are acceptable.
• Staff/volunteers are not permitted to have private one-on-one communications via social media platforms and apps
with minors. No “direct messaging” with minors.
• ELECTRONIC IMAGERY:

•

•

Digital photos, videos and other publicly obtainable images may be taken and used for instruction, ministry related
videos, and ministry associated websites, or they may be offered to the families. Electronic imagery is allowed a long
as the students are in public view, and such imagery is both appropriate and in the best interest of the student and
church.
Parents will be given the opportunity to sign a photo release form to “opt-out” of having their child’s photo used for
church purposes.

Electronic communication should not contain or relate to any of the following:

•
•
•
•

Drugs or alcohol use
Sexually oriented conversations, sexually explicit language, or sexual activity
Inappropriate information regarding an adult’s personal life, social activities, relationship, or family issues
Inappropriate or sexually explicit pictures
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Individual Meetings
Staff members and volunteers should never conduct one-to-one, unobserved meetings or
interactions with minors or vulnerable adults while participating in Children’s Ministry
activities or programs.

Parent Contact and Involvement
• Parents will be contacted in the event of:
• Illness
• Injury
• Disciplinary problems

• Parents have open invitations to observe all programs and activities.
• Parents who wish to have ongoing contact with the ministries in which their children are
involved will be required to complete the CARE screening process and training.
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Physical Contact Policy
• Only forms of appropriate physical affection that are generally suitable in the church
setting between staff, volunteers, and minors are allowed.
• What’s OK?
•
•
•
•

Holding Hands
Side Hugs
Sitting on your lap for ages 5 and under
Wiping off dirt and applying a band aid

• Any inappropriate touching and displays of affection should be immediately reported to
a team leader, Ministry Director, or Executive Pastor/
• What’s NOT OK?
•
•
•
•
•

Kissing (Even Boo-boos)
Piggy Back Rides
Spanking/Swatting Bottoms
Lap sitting for ages over 5
Wearing inappropriate or revealing clothing

• Physical contact and affection should be given only in observable places or when in the
presence of other students/staff/volunteers.
• Do not force any physical contact, touch, or affection upon a reluctant student.
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Children’s Ministry Contact Information
Director of Children’s Ministry
• Amy Wallace (awallace@christcovenant.org or 704-814-1026)

Ministry Administrator
• Gatha Schleicher (gschleicher@christcovenant.org or 704-814-1045)

Volunteer Coordinator
• Lindey Duncklee (lduncklee@christcovenant.org or 704-814-1024)

Hospitality Coordinator
• Mindy Thornton (mthornton@christcovenant.org or 704-708-6133)

Creativity & Curriculum Coordinator
• Esther Mfonyam (emfonyam@christcovenant.org or 704-814-1027)

Event Childcare Coordinator
• Stephanie Bennett (sbennett@christcovenant.org or 704-814-1049)
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